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Terms of Committee Membership Guidelines  

Purpose and Principles 

These Guidelines describe the approach to appointment, tenure and renewal of 
Committee Members at U3A Melbourne City. 

They aim to: 

• Support effective succession planning 
• Encourage renewal and diversity in leadership 
• Maintain continuity and organisational knowledge 
• Reduce volunteer burnout 
• Promote transparent, skills-based governance 

These Guidelines are applied with judgement and flexibility, in the best interests of U3A 
Melbourne City and in accordance with the Rules of Association (ROA). 

Appointment Authority 

• All Committee Members are elected by members at the Annual General Meeting 
(AGM) in accordance with the ROA. 

• The Committee: 
o Identifies skills and experience required 
o Supports succession planning 
o Recommends candidates for election to the AGM 

The Committee’s Approach 

• The Committee is responsible for the governance and oversight of U3A 
Melbourne City. 

• The Committee seeks to balance openness to member participation with the 
need for a skilled, engaged and manageable leadership group. 

• Committee Members are typically drawn from the volunteer base and may hold 
Lead roles in areas such as Administration, IT Support, Marketing or Course 
Coordination. 

• Committee membership is primarily based on: 
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o Active contribution as a current volunteer 
o Relevant skills and knowledge 
o Demonstrated commitment to U3A Melbourne City 

• Where specialist skills are required and not available within the existing 
volunteer base, the Committee may recommend candidates from outside the 
volunteer base. 

Terms of Service 

• The Committee maintains a maximum number of members, determined from 
time to time, to support effective governance. 

• Committee Members typically serve for 4–6 years. 
• Rotation is encouraged to support renewal, diversity and sustainability. 
• Committee Members who hold Executive roles (President, Vice President, 

Treasurer and Secretary) typically serve no more than 4 years in any one role. 
• Committee Members may: 

o Move between different roles, or 
o Step back into non-Executive responsibilities to support continuity and 

leadership renewal. 

Leadership, Succession and Handover 

• Succession planning and handover are shared responsibilities across all 
Committee roles. 

• Committee Members are encouraged to: 
o Identify and mentor potential successors 
o Support knowledge transfer and skills development 
o Build leadership capability within volunteer groups, supporting 

continuity, organisational resilience and sustainable volunteer 
leadership. 

• Guest or shadow volunteers may be invited to meetings: 
o Observe Committee activities 
o Learn governance processes 
o Prepare for future leadership roles 

 These roles do not carry voting rights or formal Committee 
responsibilities. 

• Effective handover may include: 
o Maintaining role documentation 
o Structured handover discussions 
o Mentoring or shadowing during transitions 
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