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1: About U3A Melbourne City

e Classes beganin 1985, part of the worldwide University of the Third Age
movement.
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e Provides lifelong learning and social engagement for people in retirement or
semi-retirement.

e One ofthe larger and most active U3As in Victoria of over 100 branches.

e Offers a broad program of courses and activities across many subjects.

e Operates on voluntary work —tutors and administrators contribute their time and
skills.

e Membership is open to all; no qualifications required and no certificates
awarded.

e Strongfocus on shared learning, inclusivity and community participation

2. Tutors and Group Leaders

e Around 140 tutors and group leaders, with new tutors joining each year
e To beatutor,you don’t need to have a background in teaching, lecturing or be an
expert in your field! If you are passionate about or have a strong interestin a
subject — an interest you think others might share —then consider offering a class
in that subject
e Courses offered:
o Year-long or semester-based
o Short courses (2-10 weeks)
o One-off presentations or workshops
e Recruitment and orientation process supports new tutors

Membership Requirements of Tutors and Leaders

e Alltutors and leaders must be current U3A Melbourne City members

e Tutors who are financial members can also attend other classes/activities.

e Associate membership for tutors is available for members of other U3A
branches.

e Asaregistered volunteer the Tutor will be covered by VMIA Insurance

3. Course Coordination Team

The Course Coordination Team are your key contacts. They:

e Communicate with prospective tutors about all aspects of tutoring.
e Provide links and guidance for course proposals.
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Approve and help develop course proposals.
Confirm proposal details before publication.
Schedule semester, year-long and short courses.
Book and confirm class venues.

Run tutor meetings and workshops.

Support tutors with in-class issues.

Collect student feedback on courses.

Contact Course Coordination at coursecoord@u3amelbcity.org.au. Thisis a shared

mailbox that is regularly monitored for queries

4. Course Planning and Promotion

Course Planning Timetable: (see Appendix 1)

Tutors complete an online Course Planning Form (via Survey Monkey)
Year-long Course Planning Form is sent via email in August of the previous year
to the tutor database.

Short Course Planning Form is sent via email observing deadlines in the
Planning Calendar.

Course Coordination will follow up to discuss proposals when necessary.

Promotion of Courses:

eBulletins: Advertise new courses, vacancies and include member-interest
articles.

MyU3A website: Provides course information

Facebook/Instagram: Promotes membership and courses using visuals and
interactive discussions.

5. Course Delivery

a. Principles
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Classes should follow adult learning principles, allow respectful participation
and accommodate different learning styles (see Appendix 2).
Tutors must follow Code of Conduct

Tutors must avoid promoting personal businesses, ideologies, or placing
members in vulnerable situations (financial, physical, or psychological). Refer
to the Discrimination, Sexual Harrasment and Bullying Policy for guidance.
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b. Student Privacy

e Tutors must protect the privacy and confidentiality of student information,
including personal and contact details.

e Use the emailer in the tutor portal (MyU3A) for class communications; if using
a personal email, send via BCC.

e Sharing student contact details is allowed only with 100% agreement from the
class; students may also share information individually.

e Office volunteers do not give out tutor personal details; they will forward
requests to the tutor.

c.Zoom Courses

e Tutors may deliver classes online via Zoom, offering flexibility for students and
tutors, including those with mobility or transport issues or living outside
Melbourne.

e Indicate your preference for Zoom in your course proposal. About a week before
the first session, tutors and students receive a unique Zoom link. Tutors also
receive a Host Key and instructions to manage the meeting

e Hybrid courses (face-to-face + Zoom) are also possible; USAMC provides
equipment at the Greek Centre only

e Instructions for using Zoom are available here on the USAMC website for both
tutors and members

d. Photographs Policy

e Tutorsand Let’s Do Leaders are encouraged to take photos of courses and
activities for promotion (website, eBulletin, Facebook).
e Member consentis required before taking or using any photographs.

e Referto our Privacy Policy and Social network and Digital Media Guidelines

e. Succession Planning

e Tutors and Let’s Do Leaders are encouraged to identify potential students or
participants who could continue the course or activity if they are unavailable.
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6. Tutor Resources and Mentoring

a. Equipment

e Allvenues have in-house audio-visual equipment —-booked with the room but
check compatibility in advance.

e Some venues offer one-on-one familiarisation sessions; manuals are usually
available.

e Office equipment (laptops, projectors, CD players) is available for use at the
Greek Centre; complete the equipment borrowing sheet before taking any
items.

b. Tutor Meeting and Workshops

e Held periodically for tutors, admin, course coordinators and the Committee
(CoM) to share information and resolve issues.

e Reports are circulated to all tutors.

e Provide opportunities to discuss teaching approaches, share skills and develop
abilities (e.g. difficult behaviours).

e Workshop contentis based on tutor suggestions and run collaboratively.

c. Student Feedback Policy

e Ensures students have a voice in shaping courses and provides tutors with
insights for course review and planning.

e Feedback collected at the end of any new course or new tutor, less frequently
foryear-long, semester, and repeated short courses.

7. MyU3A Online Membership and Enrolment System

e Web-based system introduced in 2015, replacing all manual processes.
e Allows members to:

o Join and pay subscriptions

o Update personal details and volunteer online

o Enrolin courses, lectures, social events, forums, etc.

o Amend enrolments and record class absences
e Allows tutors:

o tomarkthe roll,

o communicate to class members through the Tutor Portal
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e Includes broader management functions for U3A administration.
8. Managing Your Class

a.Venues

i. Room Bookings
e Provide class size and equipment needs on the (Course Planning Form)
e Add set up time, teaching time on submission (Course Planning Form)
e Finish classes 5 minutes early to allow smooth transitions.

ii. Room Problems

e Report any room issues to the office office@u3amelbcity.org.au; the office or
Course Coordination Team (Venue bookings) will resolve them.

iii. Class Cancellations / Tutor Absence

e Inform the office immediately of any cancellations so room hire can be adjusted
and students notified.office@u3amelbcity.org.au

e Office staff can contact students on your behalf or use tutor portal

e (lasses generally do not run on public or school holidays.

e To continue classes over holidays, tutors must get approval from the Course
Coordination Team so that rooms can be booked and updates on MyU3A are
completed

iv. Back-up Tutors

e If atutororleaderis absent (e.g., holiday orillness), the tutor can organise for a
back-up tutor.

e Provide the Office (office@u3amelbcity.org.au) with the back-up’s contact
details.

e Ensure the back-up tutor understands all safety and administrative
procedures.

b. Attendance
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i. Student Enrolment

e Allenrolmentinformation is recorded directly in MyU3A to maintain accurate,
up-to-date course records.

e Members can enrol, withdraw, or record class absences online or with office
assistance.

ii. Admitting Students via Tutor Approval

The Tutor Approval Process, also known and shown as TBA on MyUS3A, allows course
leaders (tutors) to determine which members applying to enrol in their courses are
accepted.

e To ensure fairness and accessibility, U3A Melbourne City courses operate on a
first come, first served basis.
e The only exception is for proficiency and skill-based courses, where tutors may
assess participants’ level before classes begin.
e Tutors can assess a student’s proficiency/skill base
o Before classes begin.
o After classes begin.
o Before and after classes begin.

e Tutors are expected to give a reason for the need to assess proficiency/skill level
for their course. Tutors will be asked for a reason in their Course Proposal
survey. If the reason is deemed unacceptable, the course will not be given TBA
status.

e Tutors are expected to be available to engage in the vetting process immediately
after enrolments open, i.e. on the day of opening and subsequent days until
vetting is complete, otherwise waitlisted members will be accepted
automatically.

e If a prospective student is deemed unsuitable, the tutor must explain the reason
directly to the member in a respectful manner.

e The tutor must notify the Admin Team’s Waitlist Administrator of their decision
to include/exclude a member. They must not process the
acceptance/withdrawal of the member themselves.
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iii. Marking the Roll - Online

e Rolls must be marked at every class for emergency and administrative
purposes.
e Attendance notation:
o Present: v
o Apologies: A
o Absent:.
e Rolls can be marked online during class via any internet-enabled device oron a
printed copy to be entered later.
e Multiple absences:
o Members should notify tutors/leaders of absences via MyU3A or direct
contact.
o Tutors may discontinue enrolment for students consistently absent
without explanation, especially if there is a waitlist. The tutor informs
admin, who remove the student and notify them.

iv. Admitting New Students

e Year-long and semester course enrolments mainly occur at the end of the
previous year.

e Students may enrol online or via the office until the course is full; waitlists
maintain full capacity unless a tutor-set cut-off date applies.

e Tutors receive automatic email notifications for new enrolments or
withdrawals after the course has started.

e Tutors can access student contact details via the MyU3A tutor portal, or the
office can provide them, allowing tutors to contact students before class if
necessary (important for language or progressive courses).

v. Welcoming New Students

e Tutors should prevent cliques and ensure new students are included in a
friendly, welcoming manner.
e |fissues arise, tutors can seek assistance from the Tutor Mentor.

vi. Trial Attendance at Classes

e Prospective students may attend one trial class if there are vacancies and no
waitlist.
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e Arrangements must be made through the office and with the tutor’s
agreement.

vii. Attendance by Non-Enrolled Students

e Students not on the roll must be referred to the office to clarify enrolment via
MyU3A.

e Walk-ins are not permitted to ensure fairness, equity and waitlist management.
viii. Class Assistant

e Tutors may appoint a class assistant to help with:
o Markingthe roll online
o Collecting/returning hard copy rolls and equipment
o Classroom setup
o Maintaining the roll (apologies, filling vacancies)
o Photocopying and collecting photocopying money
e Notify the office with the assistant’s name and member ID
e Ensures the assistantis on the volunteer register, covered by insurance and
recorded in MyU3A.

C. Class Materials

i. Photocopying

e Tutors arrange their own photocopying and seek reimbursement from
participants.

e Cheapest rates usually available at Office Works.
ii. Copyright

e Tutors must comply with the Australian Copyright Act when photocopying or
reproducing materials.

e Copies mayonly be used for research or study within the fair use limits.

e Youtube can be used under Fair Dealing

e For further details on copyright look at U3A Network Copyright Information
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iii. Music Rights for Tutors

U3A Network Victoria provides a licence covering public performance of legally
obtained music (e.g., Spotify, CDs).

Not covered: music from YouTube, shared files or unauthorized download sites.
Music published before 1955 is out of copyright and may be used freely.

xii. Collection of Expenses from Course Participants

Tutors may collect small organisational costs (e.g., photocopying) from
participants, communicated in tutors course submission.

Additional expenses (e.g., gallery fees, class lunches) must be negotiated;
tutors cannot charge for their own participation.

Expenses related to normal course delivery can be reimbursed by U3A
Melbourne City; consult the Course Coordination Team before spending
(e.g. Mahjong sets, bridge tables).

9. Grievance and Dispute Procedure

Tutors should attempt informal resolution first.

For confidential assistance, contact the Tutor Mentor or administrative staff.
If unresolved, write to the Secretary or President via the office (Personal &
Confidential) or email Secretary@u3amelbcity.onmicrosoft.com,
president@u3amelbcity.org.au

The Secretary and President manage issues per the complaints and

grievances procedure, as detailed in the Rules of Association, formal
mediation is available if necessary (see Code of Conduct).

10. Insurance and Emergency Procedures

a. Insurance

Volunteer members are covered by VMIA insurance from the state government
(which may cover costs of expenses not covered by Medicare) while performing
U3A voluntary work, including teaching and travel to/from classes.
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e Ordinary members are NOT covered when attending classes or events as
participants.

b. Incident Report

e Complete an Incident Report Form for loss, theft, damage, or accidents (in
class or travelling) for member or volunteer.

e Forms areinthe Document Library ; reports must be signed and sent to the
Secretary secretary@u3amelbcity.org.au or via the office promptly.

c. Medical Emergency

e For serious situations (loss of consciousness, severe bleeding/pain), call 000,

notify the member’s emergency contact, then the U3BAMC office (9639 5209).

e Complete anincident report and inform Venue Reception.

e Tutors should familiarize themselves with each venue’s emergency protocol.

e Emergency contact details are available in the MyU3A tutor portal.

d. Emergency Procedures for Teaching Venues

Each teaching venue displays an emergency evacuation diagram which outlines
emergency procedures for that building and designates a post emergency evacuation
assembly area.

Venues normally have fire wardens who will wear a yellow or white helmet during an
emergency. Any instructions issued by a fire warden during an emergency must be
followed.

Emergency evacuation procedures

Tutors should have a clear understanding of their venue’s emergency evacuation
procedures and assembly area

e Tutors should ensure that all members of their class are aware of the nearest
emergency exit and the location of the assembly area.

e |[fevacuationisrequired, all USA Melbourne City tutors and class members must

exit the building via the nearest emergency exit and gather at the assembly point

e Do notuse lifts in case of fire

e Ifthevenueis NOT on the ground floor, then anyone unable to use the stairs
should go to the landing of the stairs and await assistance from Fire Rescue
Victoria.
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e Tutors should markthe roll at the assembly area to ensure that everyone has
been evacuated safely.

Emergency lockdown /shelter in place procedures

e Ifan emergency lockdown occurs all USA Melbourne City tutors and class
members should move out of sight of sight of external windows

e Close and lock doors, and turn off lights

e Switch mobile phones to silent

e Switch off mobile phone vibrate function

e Keep calm and remain quiet

e Inalife-threatening emergency call 000

e. Emergency Procedures for Greek Cultural Centre (GCC)

The GCC does not have fire wardens to direct any U3A Melbourne City members who
may be in the building when an emergency evacuation is required. Tutors and meeting
convenors are therefore requested to:

e ensure that their groups are aware of the emergency exit, emergency procedure
and the assembly location and to guide them should an emergency evacuation
be required

e marktheroll atthe assembly point to ensure everyone has evacuated safely

GCC Tutors and their groups
Emergency evacuation procedures

e |[fevacuationisrequired, all U3A Melbourne City tutors and class members must
exit the building via the stairs near the toilets and gather at the assembly pointin
Hayward Lane.

e Do notuse the lift in case of fire

e [funable to use the stairs, wait on the landing of the stairs until Fire Rescue
Victoria can assist.

e Atthe assembly point the tutor should mark the roll to ensure that everyone is
accounted for.
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Appendix 1: Course Planning Calendar

JANUARY: Mid Jan Office opens, Term 1 Course Guide eBulletin. Enrolments for Term 1 open

FEBRUARY: Early Feb Deadline for Course Planning submissions for Term 2 short courses
starting Apr-May-June. Mid Feb First week of Term 1

MARCH: Mid Mar Copy deadline for Term 2 course eBulletin. Term 2 Course eBulletin emailed.
Late Mar Enrolments for Term 2 open

APRIL: Mid Apr Deadline for submission of Course Planning forms for Term 3 short courses
starting in July-Aug-Sep Term 2 starts

MAY:

JUNE: Early Jun Copy deadline for course eBulletin. Mid Jun Term 3 Course eBulletin emailed.
End of June Enrolments open for Term 3 /Semester 2 courses

JULY: Early July Deadline for submission of Course Planning Forms for Term 4 short courses
starting in Oct-Nov Term 3 starts

AUGUST: Mid-Aug - Course Planning Form for next year sent to tutors. Late Aug Deadline for
submission of Course Planning Forms, semester/yearlong & Term 1 short courses

SEPTEMBER: Early Sept Copy deadline for Term 4 course eBulletin Mid Sept Term 4 Course
eBulletin emailed. Enrolment opens for Term 4 courses

OCTOBER: Term 4 starts. Mid Oct copy deadline for Yearlong /Semester Course Guide
NOVEMBER: Early Nov Yearlong/Semester Course Guide eBulletin. End Nov all courses finish

DECEMBER: Early Dec Yearlong/Semester Enrolments open. Mid-December office closes
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Appendix 2: Principles of Adult Education

General U3A Principles

e Promote lifelong learning and enjoyment.

e Learningis most effective when members are active participants.

e Group learning builds social connections, enhances well-being, and
strengthens learning.

e Tutors and class members are both teachers and learners.

e Acknowledge and use the knowledge, skills, and diversity of learners.

Learning Approaches

Choose approaches suited to the group, combining as appropriate:

e Lecture/ presentation

e Discussion

e Workshop / practical application
e Games/ activities

e Field trips / excursions

Catering to Diversity

Consider differences in:

e Expectations: Interests and learning goals

e Capabilities: Skills and achievable outcomes

e Preferred learning styles: Visual, auditory, discussion-based
e Backgrounds: Occupation, culture, language, hobbies

e Previous experiences: Knowledge contributions

Class Preparation and Environment

e Arrange seating/tables appropriately
e Check acoustics, lighting, temperature, noise, and accessibility aids
e Prepare teaching resources and AV equipment
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Tutor Planning Questions

e What content will l include?

e How willl structure it for this group?

e Howwilll engage all class members?

e How willl obtain feedback during and after the course?
e What teaching materials are needed?

Social Engagement

e Facilitate opportunities to talk, learn, and socialise, e.g., excursions, term-end
lunches

e Promote a friendly, inclusive environment

e Encourage friendships, cooperation, and participation
e Establish class guidelines and protocols

e Model respect, helpfulness, and cooperation

Valuing Differences

Celebrate diversity in:

e Availability and willingness to participate
e Life and career experiences

e Confidence and motivation

e Knowledge and skills

e Physical capabilities and needs

Adult Learning Principles

e Autonomous & self-directed: Adults like to guide their own learning.

e Experience-based: Bring work, family, and previous education experience.

e Goal-oriented: Understand the purpose and relevance of each session.

e Relevancy-oriented: Learning is valuable when practical and applicable.

e Practical: Apply knowledge and skills in real-life contexts.

e Respectful: Treat learners as equals and involve them in directing their learning.

From: ‘Adult Learning Principles’ by Malcolm Knowles, 2013.
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Appendix 3: How to write a Bio.

Why include a brief bio in your course description?

Prospective students find it helpful when selecting their classes to know a bit about you and
why you chose to offer this class.

How brief is brief?

Your bios and course descriptions are published electronically on our website. There is
limited space, so we ask tutors to limit their bios to only 250 Characters (not words).

What to include?

e Interest, expertise, or background - Key skills, education, or relevant experience
e Current/ongoing focus > What you're passionate about

Can you give me some examples?
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Your bio is to be written in the third person (“Dale has experience in...”). Keep the tone
welcoming and appropriate for a volunteer setting.

Examples - Third Person

Tutor Dale Heslin; Dale has a longstanding interest in Middle Eastern affairs and has spent
time in the Middle East including a summer school at the University of Doha (Qatar). He both
studied and taught Modern Standard Arabic at University level. He is proficient in both
writing and grammar. His other languages are Russian and Greek.

Tutor Heather Smith: Heather has been playing the ukulele for 12 years and for the last 7
years has been a member of a five-strong women’s ukulele band. They are a busy group
playing at a wide variety of community events, usually in the Western suburbs and have lots
of fun. Heather started her career as a teacher but spent many years as a training consultant
within a corporate environment.
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