
   
 

   
 

Guidelines for Memory Concerns 

Context 

U3A Melbourne City (U3AMC) is committed to ensuring that all members have the 

opportunity to participate in classes and activities in a safe and friendly environment.  

From time to time, it may become apparent that a class member is unable to remember recent 

information, discussion or instructions, thus significantly limiting their ability to participate 

safely and effectively in classes or activities. Where such a situation impacts on the safety of 

the member, or the capacity of the class or activity leader to lead the group effectively then it 

may be necessary to ask the person with memory difficulties to withdraw.  

U3AMC  

• is completely run by volunteer tutors and leaders who share their expertise with other 

members 

• does not have the specialist expertise required to supervise, manage and support 

people with memory loss. 

Purpose 

The purpose of this document is to outline a process to  

• consider whether withdrawal should occur where a member has apparent memory loss 

which impacts safe, effective participation 

• manage any withdrawal process with respect, dignity and sensitivity  

Participation review  

A review of class or activity participation may occur when a member: 

• Is unable to follow instructions necessary for the safe and effective participation of 

themselves and others 

• Becomes disoriented or confused during activities or classes. 

• Requires a level of supervision and interaction beyond which the class tutor or 

activity leader can reasonably provide. 

Guiding Principles 

Any communications regarding a member's possible conclusion or withdrawal must: 

• Be conducted with dignity, respect, and sensitivity. 

• Be based on observed behaviours, participation, incidents and risk assessments. 



   
 

   
 

Commencement of Process  

Where a member’s capacity to participate due to memory difficulties becomes apparent, 

Tutors or Leaders are requested to: 

1. Make brief notes about memory incidents or behaviours and the impact on the 

member and on the tutor, class or group 

2. Consider whether the member may be able to continue in the class or group if 

accompanied by a carer if practicable  

3. Email the information to the Tutor Engagement Lead, Let’s Do Leader or the 

Secretary or President   

Communication with member / family  

The Secretary or President will arrange a private communication with the member and where 

appropriate, communication with the member’s emergency contact person. Such 

communication may be delegated to People & Culture Lead. The communication should: 

a) Provide background information of behaviours in a factual, non-judgemental way and 

avoid use of medical terms or labels 

b) Outline U3AMC  

o responsibility – to ensure all participants can take part safely and effectively 

o position – that the level of support now required is beyond what U3AMC 

volunteers can reasonably provide  

c) If practicable (as advised by the relevant Tutor / Leader), discuss the possibility of the 

member continuing with the support of a carer or support person in attendance at the 

class or activity at all times. This will not be practicable in all circumstances eg where 

there is insufficient accommodation for an extra person; where the activity is physical, 

such as bike riding 

d) If c) above is not appropriate then advise the member that U3AMC is unable to safely 

and effectively meet participation needs and so regretfully, participation by the 

member in the class or activity cannot continue.  

e) Express empathy at the difficulty of the situation 

Documentation 

The person responsible for communicating with the member should retain a copy of any 

emails or other correspondence, and make notes where a meeting or phone call occurs. 

Communication records are to be forwarded to the U3AMC Secretary.   

Agreed by COM 23 June 2026 
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