OPERATING GUIDELINES (final version)

These Guidelines are intended to supplement where necessary the formally adopted SURA Constitution. In any instance of apparent conflict or ambiguity between the two documents, the Constitution must take precedence.
1.  ELECTION PROCEDURE

Note: The SURA Constitution was amended in Feb 2006 to remove the upper limit on the number of members of the Executive Committee.  Paragraph 1.1 below will need updating to make the two documents consistent.
The references in brackets are to clauses in the SURA Constitution adopted October 2002 (now superseded by a constitution revised Feb 2006).
1.1 The Honorary Officers of the Association comprise the Chairman, two Vice-Chairmen, a Secretary and a Treasurer (5.3b). They together with at least one and at most two other members of the Association constitute the SURA Executive Committee (SEC) (5.30)). The SEC is elected annually at the AGM (5.3 (b)).

1.2 Nomination forms signed by a proposer and a seconder for each candidate shall be received by the Secretary not less than one week before the AGM. In the absence of sufficient nominations, candidates may be nominated at the AGM, but in that case, the proposer, the seconder and the candidate must all be present, and the candidate must orally confirm his/her willingness to serve if elected.

1.3 If voting is necessary, election procedure will be in accordance with the Constitution. Only bona fide members of the SURA Association Committee (SAC) are eligible to vote (i.e. one representative from each affiliated U3A plus the current SEC members).

1.4 If a vacancy for an Honorary Officer is not filled at an AGM, then the provision of (Clause 5.3 (e)) shall be followed as for a 'casual vacancy'.

2. SUSSEX U3A REGIONAL ASSOCIATION COMMITTEE

2.1 All U3As in Sussex are welcomed to join the Sussex U3A Regional Association. (U3As in nearby geographical locations may apply to join).
2.2 Each member U3A will elect a representative to serve as a voting member on the Regional Committee.

2.3 U3As who are members of the Association will be required to pay the agreed Affiliation Fee.

2.4 Regional Committee members will be invited to attend committee meetings, normally held 4 times a year (at present February, May, September and December) with the Annual General Meeting in February of each year.

2.5 The SEC will meet as necessary - normally once between Regional Committee Meetings.
2.6 Regional Committee members will receive Agendas and Minutes of meetings from the Honorary Secretary at least 2 weeks before the date of the meeting.

2.7 Booking forms for Study Days and other events will be distributed at Regional Committee Meetings where appropriate but by post if otherwise. It is the responsibility of the Committee member to distribute the forms in their own U3A.

2.8 The Committee are responsible for maintaining and publishing an inventory of items generally available to all member U3As. Viz. Laptop Computer, Projector, French Course etc.

3. SURA DATABASE

3.1 A Database Controller (DBC) should be appointed, preferably but not necessarily a member of the SAC. The DBC is responsible for setting up the SURA Database initially and for updating it thereafter.

3.2 The Database should cover, for each U3A affiliated to SURA, the current name, postal address, telephone number and e-mail address of the:​

Chairman
Secretary

Treasurer

Representative on the SAC ('SURA Representative’)

SUNbeam contact (telephone number and e-mail address only)

3.3 The SURA Representative must accept responsibility for providing the above information to the DBC as soon as possible after his/her AGM and thereafter whenever there is a change to that information.
3.4 A copy of the Database on a floppy disc and/or hard copy must be made available to all SURA Officers and to the Affiliation Fee Collector.

3.5 Basic details (name, telephone number, e-mail address) of all SUNbeam contacts must be provided to the SUNbeam Moderator (currently Mike Williams, Hastings & Rother U3A).

3.6 The DBC should be prepared to provide a set of adhesive address labels if requested by the SEC Chairman, Secretary or Treasurer.

3.7 When requesting the information to be included in the Database, the DBC must make it clear that:​

(a) the personal records will be held on computer for administration purposes only and will not be disclosed to anyone who is not a SURA member; and

(b) that any member has the right to insist that his/her personal details are excluded from the Database.

3.8  This in order to satisfy the requirements of the Data Protection Act.

3.9  The Secretary should advise the DBC of any new U3As to include in the database.

3.10 The DBC to advise Clari Little (or her successor) at the University of Brighton of any new members and their SURA representatives, and any changes of SURA representatives.

4.  SURA - GUIDELINES FOR CLAIMING EXPENSES

4.1  Anyone incurring expenses wholly on account of SURA business must send a claim, preferably on the official form (pro forma attached to these guidelines), to the Treasurer.

4.2  Claims should be submitted at intervals not greater than three months giving precise dates of expenditure.

4.3  The total claim for each category should be stated on the form and the claimant should attach documentary evidence (bills, vouchers or correspondence) to the form.

4,4  Explanatory notes may be written on the back of the form.

4.5 Where travel by private car is involved, mileage may be claimed at the rate agreed at the Annual General Meeting of the Regional Committee (this to be reconsidered annually)

4.6  Any queries should be referred to the Treasurer before incurring the expenditure.

4.7  These guidelines have been set down to make the task of the Independent Accounts Examiner easier.

Attached: (e)   SURA - CLAIM FOR EXPENSES FORM

5.  STUDY DAY PROCEDURE:

5.1  At the Christmas. regional meeting circulate list for representatives to indicate study days their members would welcome for the forthcoming year.

5.2  From this list prioritise eleven, or more if wished, subjects.

5.3  Where appropriate (i.e. science, design, jazz) four of these to be offered to the University of Brighton.

5.4  University of Brighton procedure: The University's liaison person is Robert Haynes and he is based at the Art Faculty at Grand Parade, Brighton. Tel. No. 01273 600900. email: R.Haynes@Brighton.ac.uk. HOWEVER, all the practical handling of this liaison is done through Clari Little, also based at the Faculty of Arts, Brighton. Tel. no. 01273 643979,email c.little@Brighton.ac.uk CLARI deals with the setting of dates and contacting the University tutors and departments, booking accommodation, also printing and distributing the forms direct to the Region Reps. She is in her office for U3A contact on Tuesday and Thursday afternoons. When Clari has fixed the University's input she will let us know immediately so that dates can be slotted in to our programme. She is responsible to and consults with Robert concerning decisions and action to be taken.

5.5  Template programme for the forthcoming year to be drawn up with pencilled in dates and subjects.

5.6  Subjects matched to list of tutors (a) attached. This is not comprehensive and it has been necessary always to seek out fresh tutors to keep the list updated. Fresh research always needed.

5.7  Telephone tutors and agree subject matter, provisional date, fee and any special requirements. It is necessary to commence this process as early as possible in the New Year. It is very time consuming and the most intensive part of the programming.

5.8 Decide where the courses are to be located - i.e. Crawley, Pulborough. Brighton or elsewhere.

5.9  Contact Mary Russell and agree dates for her to book for the Crawley days.

5.10  Contact Pulborough Village Hall, likewise and liaise with Ann Wickenden of Arun U3A.

5.11  Contact the Conference Office, University of Brighton, to secure halls. We are well known to Caroline Hills or Evelyn on 01273 643167/8, and the University make a special concessionary rate for our bookings (as at 2003/4).

5.12 Complete the respective booking forms and ensure accuracy.

5.13  Once the dates and hall bookings are confirmed send letter to the tutors (b attached), together with 2 copies of Agreement (c attached) and two copies of draft programme (d attached). These to be completed and returned as indicated.

5.14  The usual fee is £200 for the whole Study Day - shared if more than one tutor, together with expenses. This needs to be negotiated with tutor.

5.15  When all the details for the year have been confirmed send first draft to Clari Little who, if she hasn't done so already, will insert the University's input.

5.16  Clari then sends the draft programme for the year for checking and approval. This is circulated to the SURA committee members.

5.17  To avoid heavy posting and to make sure U3As get their programmes well before the summer break it is essential to get the draft programme to Clari for printing by the end of May.

5.18  Clari liaises with the University printing Department and lets us know when the 
programmes are ready for collection (usually in time for the SURA May/June meeting).

5.19  Arrange to collect printed programmes from the University Print Room, Lewes Road, Brighton, to take to the May/June SURA meeting for distribution.

5.20  When the draft booking forms have been returned and details checked and approved, send to Mary Russell who types them ready for printing but emails a copy for final approval and checking before doing so.

5.21  Mary then arranges the printing (ideally on different colours for easy identification)

and collection of the programmes with Thomas Bennett Community College Reprographic Department, and then packages them up for delivery to the Regional representatives - the September and October programmes to be sent by July.

5.22 Send a copy of the programme to each Tutor.

5.23  Send list of Tutors and fees agreed to Stella Freshney.

5.24  Having received the programmes, members send application forms and fees directly to the Secretary (Stella Freshney) who then compiles a list of those attending and deals with any attendance problems with members.

5.25  Establish who is going to Chair/introduce the day and time of arrival.

5.26  Where appropriate telephone catering staff in advance for coffee/tea arrangements.

5.27  Two weeks before the date of the study day:

(1) Telephone Tutor to finalise arrangements for the day (2) Telephone Hall to finalise seating arrangements

_ heating - in winter

_ equipment will be in place

_ tea/coffee arrangements

Stella and helpers will be present to register. Stella or Mary will provide lists and labels.

5.28 On the Study day:

i. Stella will either send or bring with her a cheque for Tutor and a receipt for signature.

ii. Check equipment available for tutor. 
iii. Arrange for hall to be left O.K.

5.29  Forward bills for hall charges to Stella for payment.

5.30  Stella banks cheques and summarises expenditure and income for the day.
