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These policies and procedures should be read in conjunction with the U3A Ballina/Byron Inc
constitution (Appendix A)

Disclaimer
The courses and activities provided by U3A Ballina/Byron Inc are intended only to supply general
information to participants and in no way constitute professional advice upon which the participants
should rely.
U3A Ballina/Byron Inc, its committee and course/activity leaders do not accept responsibility for any
losses or other disadvantages suffered by U3A activity participants that they claim to be the result of
such participation whether such disadvantages are physical, financial or otherwise.
Members enrolling in a course/activity are deemed to accept this disclaimer and the limitation of the
liability of U3A Ballina/Byron Inc, its committee and course/activity leaders.
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Privacy Policy
U3A Ballina/Byron Inc values the privacy of people’s personal information.
U3A Ballina/Byron Inc is committed to protecting the privacy of personal information in compliance
with relevant legislation.
Protecting your personal information is an important aspect of the way we create, organise and
implement our activities. We will only collect personal information that is necessary to perform these
functions. We will only use personal information provided for the purposes for which it was collected.
We will ensure that your personal information will not be disclosed to other bodies without your
consent, except if required by law.
We will remove personal information where it is no longer required (except where archiving is
required and in compliance with the Public Records Act 1973). We will take reasonable steps to ensure
that personal information is accurate, complete and up to date whenever U3A Ballina/Byron Inc
collects, discloses or uses it.
We avoid using Tutor's surnames where possible. Published information in the public domain will
include first names and contact number only.

Management Committee
Management Roles
The Management Committee comprises four office holders and eight committee members. The roles of the
Executive, Committee members and other office holders can be found at Appendix B.

Membership
Membership is open to any interested person. Membership fees are valid for 12 months from date of joining.
New member should complete the application for members (see Appendix D) and submit the form and payment
to the office. Payment can also be made by direct debit (details can be found on the membership form)
U3A Ballina/Byron Inc has a reciprocal arrangement with U3A Northern Rivers in Lismore whereby members
of either U3A may attend classes or events held by the other without paying an additional membership fee.

Class Administration
All tutors are unpaid volunteers. Tutors are encouraged to be, but do not need to be financial members of U3A
Ballina/Byron, unless they wish to attend other classes. However, an honorary membership form without
payment should be left at the office (see Appendix D). Tutors are permitted to set minimum and/or maximum
student numbers for leading a class or activity. Tutors need not have teaching qualifications.
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Tutors’ Roles and Responsibilities
This section should be read in conjunction with the Tutors Handbook available on our web site.
Please ensure all students initial the attendance sheet at every class. Blank forms will be available in
the office during the year.
If you have a waiting list for your class, please inform these people if/when they can join the class.
You are welcome to use the office phone for this purpose, during normal office hours.
In order to help the committee and all members, we ask you to keep us informed of any changes to
your class during the year. At the end of terms 1, 2 and 3, a copy of your attendance sheet should be
forwarded to the office.
Information that would be useful includes
 Class vacancies
 Changes to class times
 Cancellation of a class for any reason
 Anything that could be used for promotion of U3A, either in our newsletter or in our
monthly column in the Advocate
Information for the next term’s newsletter is required three clear weeks before the end of term. Any
items for the newsletter or for publicity should be sent to the office for passing on to the Publicity
Officer
If an accident or incident occurs in your class, please complete the form at Appendix C and return it to
the office.
Please remind your class members of what is expected of them
 Initial the attendance sheet at each class
 Wear your name badge to all classes. Name badges are in the office – they are not
posted out.
 Read the notice boards and newsletters through the year.
 Wait until the class before yours is finished before entering the room.
 Inform the tutor if you will be away, or if you decide to leave the class.
 If you are waitlisted for a class, please wait to be contacted.
 Be punctual and please do not to disrupt the class if you do happen to arrive late.

Guidelines for paid outings/excursions
The following arrangements are intended to cover paid excursions run by U3A Ballina/Byron
generally only in the Northern Rivers area. Any outings outside this area will have to be run privately
and not publicised as a U3A function.
Excursions must be approved by the Management Committee and notified to the office. They must be
advertised on the notice board if the excursion is open to all members. Notice must contain full details
of the excursion and costs.
Names, with membership numbers, for excursions/outings run under the auspices of U3A will be
registered and listed by the office staff.
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All payments by participants should be fully receipted and paid into a U3A bank account via the
office.
Administrative arrangements such as local area phone calls, photocopying should be made through the
U3A office during normal opening hours.
Car pooling petrol money, if applicable, is to be a direct contribution to the driver of the vehicle by the
passengers on the day.
There should be no other costs added to the cost to members without approval of the executive
committee.

Funds Management
Funds will only be used for the essential expenses of the Association and for directly promoting the
objectives of the Association. They should not be paid or transferred to any member or other person
except as reimbursement of a necessary expense authorised by the Committee.
Any items purchased for U3A classes become the Association’s property and remain so and should be
of a nature that they are capable of use by a number of classes. Expenditure of members’ funds on
individual class projects should not be approved by the Management Committee.
All equipment and resources purchased with U3A Ballina/Byron funds are to be permanently marked
as belonging to that organisation. Such equipment is to remain the property of U3A Ballina/Byron and
is for the use of members only.
The Executive Committee has the authority to purchase consumable items between full Management
committee Meetings. Consumable items include: Stationery, paper, printing requirements, tea &
coffee, and operational expenses including insurance, cleaning and utilities. All other purchases must
be referred to the full Management Committee.

Walks Checklist – for leaders and participants
Participants are responsible for their own safety on the walks.
Walking involves some element of risk and requires an appropriate level of fitness. All participants
should consider themselves to have appropriate levels of fitness and mobility and therefore be aware
that they participate at their own risk.
If you have a mobile phone, please bring it with you. In an emergency, ring 000 and if unsuccessful
because of location and service, try 112.
Walk Leaders will endeavour to provide sufficient information about the walk to enable participants to
decide if they are able to participate. This information will vary depending on the walk but might
include such things as
location
distance
expected duration of walk
out and back or circular route
terrain – paved, bush path – good or rough, hills/flat
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height and climbs involved
what to bring – food, drink, map, compass
toilet / refreshment facilities en route
Walk leaders should carry an appropriate first aid kit and be aware of weather forecasts and tide times
that may affect walks.
During the walk
The leader will appoint a back marker
The leader will stay at the front, but make sure he/she can see the back marker
Participants should stay together as much as possible and follow the directions of the leader
If any participants decide not to complete the walk, they must ensure that the leader is
informed. The participants are responsible for finding their own way back.
If some walkers do not complete the walk, or if there is an incident during the walk, these events
should be recorded in an "events log" kept in the attendance folder.

Administration
Public Liability Insurance
U3A Ballina/Byron subscribes to the NSW State U3A Network Public Liability Insurance scheme each
financial year. Public Liability Insurance is risk insurance to cover the risk of being sued. Members, committee,
tutors, volunteers and members of the public may make a claim for injury on a U3A but must prove that the
U3A concerned has been negligent.
All authorised U3A activities attended by members and official guests are covered under the policy, regardless
of the venue. All authorised U3A activities are acceptable, but high risk programmes such as Cycling, Bush
Walking, Canoeing, Sailing, Strenuous exercises etc must be authorised.

Copyright
U3A Ballina/Byron Inc subscribes to CAL and APRA for coverage for music used in classes.

Office Procedures
The office is staffed by volunteers from 10am to 12 noon Monday to Friday during term time. The Office
Procedures Manual for office volunteers can be found at Appendix E.

Review
This document should be reviewed at least annually.
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Appendix A – Constitution

CONSTITUTION OF U3A BALLINA/BYRON
INC
September 2017

1.

NAME

The name of the Association shall be THE UNIVERSITY OF THE THIRD AGE BALLINA/BYRON
INCORPORATED otherwise known as U3A BALLINA/BYRON INC, and hereinafter called the
ASSOCIATION.

2.

AIMS

The Third Age in the title indicates the primary focus is upon those who have retired from the active labour
force, or those whose immediate parenting responsibilities have eased. In our context, it equally applies to
those who cannot participate, for whatever reason, within the workforce.
Its overall aim is to provide them with both the stimulus of mental activity and the satisfaction of a
continuing contribution to society. It will enable them to take up new interests and to extend old ones, it
will offer the joy of learning for learning’s sake, unrestricted by the requirements of vocation or in the
desire for qualifications; and it will do so, principally, by drawing upon the extensive experience, skills
and energies of its own members. In order to widen the number of tutors for our students we need to call
on the wider community for tutors. These tutors would be made honorary members for the duration of
their course, should they wish to participate in a class, then they would have to become members.
It is a mutual aid movement – a modern community of scholars, but one catering primarily for third-age
people.
The objectives of the U3A Ballina/Byron are:
a)
to provide programmes of learning activities which offer stimulation and development to people
who are in the third stage of life
b)
to create an organisation wherein co-operative investigation of a topic or area of mutual interest
is a major focus of activities and experience and expertise are freely shared
c)
to operate this organisation in such ways that learning is pursued without reference to entry
criteria, qualifications, assessment or awards and to create a climate free from discrimination according
to colour, race, creed or sex
d)
to realise the potentialities of older adults and to increase community awareness of the fact that
older people retain the capacity to acquire, absorb, and use new information and knowledge throughout
their lives
e)
to act with others to improve the status and position of the elderly in our community
f)
to exchange ideas and resources with the other Universities of the Third Age, both in Australia
and overseas; and to encourage the extension of similar organisations in other parts of Australia
g)
to do all such things as may be incidental to the attainment of the above objectives.
Guiding Principles for the Operation of the U3A Ballina/Byron are:
i) Those who join as members will be encouraged to learn to teach, or in other ways to assist in the
operation of the organisation.
ii) In normal circumstances no salary will be paid to members or any other participants for their
contributions as tutors, discussion leaders, convenors, organisers or office bearers.
iii) People of any age may join U3A but emphasis will be on the needs and interests of third age
people.
iv) There will be no pre-requisites for participation and no assessment.
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v) U3A will be financed principally by annual membership fees at a level designed to meet
operational costs. Any other support, financial or in kind will be accepted only on the
condition that U3A remains independent.
vi) Where a specific and identifiable cost or expense is incurred in conducting any programme or
learning activity, the Management Committee may approve that a payment be made by
participants in that particular programme or activity to defray such cost. Such payment shall
be limited to the recovery of actual costs incurred.
vii) The Management Committee may from time to time seek funds from other sources and/or
approve such fund raising functions as it may consider will be beneficial in achieving the
objectives of the association.
viii)
The programme will be as wide as the human resources of the members permit, subject to
overall guidelines.
ix) It is expected that the form each activity takes and the standard at which it is conducted will be
set by mutual agreement between those participating in it.

3.

MEMBERSHIP

a)
Members shall be persons who have agreed to the above aims, objectives and principles and paid
the membership fee set from time to time by the Annual General Meeting or any Special General Meeting
b)
Membership shall be for the calendar year from 1st March each year. Membership fees are due
and payable on that date each year. Fees are not refundable once an official receipt has been issued.
c)
Annual fees shall be approved by a simple majority vote of those attending the Annual General
Meeting or any Special General Meeting, but that meeting may, by a simple majority vote, authorise the
Management Committee to change the fee within prescribed limits.
d)
Membership shall cease on
i)
resignation in writing delivered to the office of the Association, or
ii)
failure to renew membership within one month of expiry.
e)
Membership of the Association is a privilege, not a right. Accordingly the Association, acting
through the Management Committee, is authorised to discontinue the attendance at any official activity,
and, if necessary, terminate the membership of the member/s for any action prejudicial to the good order
of such activity and to the aims, objectives and principles of the Association. In all cases the member or
members shall be notified in writing and be asked to appear before the Management Committee.
f)
The liability of a member of the Association to contribute towards the payment of the debts and
liabilities of the Association or the costs, charges and expenses of the winding up of the Association is
limited to the amount, if any, unpaid by the member in respect of membership of the Association as
required by clause 3 a-d
g)
A Life Member is a person elected by a majority of members present and entitled to vote at an
Annual General Meeting, on the recommendation of the Management Committee.
Nominations for life membership shall be made in writing by two members and submitted for
consideration and approval by the Management Committee. A person so nominated will be qualified by
long and meritorious service to the Association. Only one such appointment may be made annually. A
Life Member will be entitled to all the privileges of a financial member but will not be required to pay any
annual subscription.

4.

MANAGEMENT

a)
Management shall be vested in the Executive Committee – consisting of the Officers of the
Association as listed in 4(b), and up to 8 members of the general membership as the Annual General
Meeting shall determine and the Chairperson of each sub-committee formed under the provisions of 4(g).
The Management Committee shall have the power to co-opt such other persons as they deem necessary
in an ex-officio capacity.
b)
The office-bearers of the Association shall be the President, the Vice President, the Secretary, the
Treasurer who shall be elected by the members at the Annual General Meeting and the Public Officer who
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shall be elected by the Management Committee. The maximum term an office-bearer can serve is three
(3) consecutive years in a particular role.
c)
The Management Committee shall meet as often as may be required to conduct the business of the
Association and not less than four times in each calendar year. The period covered by annual reports and
financial reports to the annual meeting shall be the twelve month period up to the end of February each
year.
d)
The quorum for meetings of the Management Committee shall be one more than half the number
of members. If the number of Committee members is less than the number required to make a quorum,
then the existing Committee members may appoint enough financial members to establish a quorum.
e)
An office bearer or member of the Management Committee shall cease to hold such office upon
i)
resignation in writing
ii)
absence from three successive committee meetings without explanation or apology
f)
Vacancies unfilled or arising in the office bearers or other Management Committee members may
be filled by the Management Committee co-opting members for the unexpired portion of the term.
g)
The Management Committee will appoint such sub-committees as it considers necessary from
time to time for the development of the Association, for the keeping of proper records, for the preparation
and issuing of publications, for publicity and for such other reasons as the Management Committee may
see fit. Such sub-committees shall report regularly to the Management Committee and shall continue to
hold office as long as the Management Committee considers necessary.
h)
While recognising the force of clause 2ii of the Guiding Principles, the Management Committee
shall have the power to employ persons on such terms and conditions and for such periods as it deems
necessary, if in the Committee’s view the Association has need of services which cannot be adequately
provided by volunteer workers.

5.

PATRONS

An Annual General Meeting or a Special General Meeting may appoint Patrons of the Association for such
term as the meeting shall decide.

6.

GENERAL MEETINGS

a)
The Annual General Meeting shall be held in March or April of each year. The business of the
meeting shall include consideration of the annual report and financial statement, and election of officers,
as listed in 4b, and up to 8 members of the Association as members of the Management Committee. Other
business may be considered if it has been included on the notice calling the meeting. The Annual General
Meeting shall be held not later than the last day of April in each year.
b)
A Special General Meeting shall be called by the Secretary within 28 days of receipt of a directive of
the Management Committee or by electronic or written request of 20 members, specifying the business to be
conducted at the meeting.
c)
A quorum at any General Meeting shall be 25.
d)
A Special General Meeting shall be called by the secretary within 28 days of receipt of a directive
of the Management Committee or a written request of 20 members, specifying the business to be
conducted at the meeting.
e)
A general meeting may be held at 2 or more venues using any technology approved by the
committee that gives each member a reasonable opportunity to participate.
f)
A member who participates in a general meeting using that technology is taken to be present at
the meeting and, if the member votes at the meeting, is taken to have voted in person.

7.

VOTING

a)

Voting shall by show of hands except that
i) any contested election at an Annual General Meeting or otherwise shall be by secret ballot
ii) any meeting of the association may, by show of hands, require any other vote to be by ballot.
b)
The person chairing committee meetings and general meetings of the Association shall have both
a deliberative and a casting vote.
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c)
Electronic ballots can be conducted to determine any issue or proposal as decided by the
committee. NOTE: a combination of a general meeting and electronic ballot or postal ballot is not allowed.

8.

TREASURER

a)
The Treasurer shall ensure that all monies received are paid into a bank account or other account
approved by the Management Committee. Payments for expenses incurred may be made by cheque
which shall be signed by any two of the three signatories appointed by the Management Committee or,
where funds are banked into an account maintained by a Government Authority, the Management
Committee may approve an alternative procedure.
b)
The Treasurer shall ensure that records are kept of all receipts, payments and other financial
transactions. Such records shall be available for inspection by any member giving reasonable notice.
c)
The Treasurer shall prepare annual financial statements for consideration at the Annual General
Meeting and shall make interim financial reports as necessary to the Management Committee.

9.

SECRETARY

a)
The Secretary shall call meetings in accordance with the provisions of this constitution.
b)
The Secretary shall keep records of the business of the Association including the constitution and
policies, records of members, a register of minutes of meetings and a file of correspondence.
c)
Another member shall be elected as Minute Secretary if deemed necessary by the Management
Committee.
d)
Inspection of Books – Records, books and other financial documents of the Association, this
constitution, and minutes of all committee meetings and general meetings of the Association will be made
available for inspection, free of charge, by a member of the Association at any reasonable hour. A member of
the Association may obtain a copy of any of these documents on payment of a fee of not more than $1 per
page copied.

10. PUBLIC OFFICER
The Public Officer will carry out the duties as per Associations Incorporation Act 2009 and any amendments
thereof.

11. AMENDMENT OF THE CONSTITUTION
This Constitution may be repealed, altered or amended by resolution of two-thirds of members present
and voting at a general meeting of which not less than seven days written notice (including notice of the
repeal, alteration or amendment) has been advertised or distributed to all members.

12. INDEMNITY
Members who by authority accept or incur any liability on behalf of the Association shall be indemnified
against any personal loss in respect of such liability.

13. DISSOLUTION
a)
The Association shall not be dissolved except by approval of not less than two-thirds of the
members present and voting at a general meeting called for the purpose of which not less than 28 days
written notice, including notice of the proposed dissolution, has been given to all members.
b)
On dissolution, all property of the Association, whether real or personal, remaining after payment
of all debts and legal liabilities, shall be transferred to such other body with similar objectives as shall be
approved by the Association, provided that, if the Association shall have been approved pursuant to
Section 78(1) of the Income Tax Assessment Act, then the recipient body shall also have been approved.

14. IMPLEMENTATION
This Constitution shall come into force at the Management Committee meeting convened on the 14th April
1994.
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15. GRIEVANCE HANDLING AND DISPUTES RESOLUTION
The Management Committee will
a)
identify and seek to redress individual grievances and disputes
b)
take action to resolve the problem and determine the underlying causes
c)
deal with grievances and disputes at all levels and encourage open discussion
d)
treat all parties confidentially and without victimisation
e)
in the event of non-resolution the Management Committee will consult its legal representative.

16.

CHANGE OF NAME, OBJECTIVES AND CONSTITUTION

An application for registration of a change in the association’s name, objectives or constitution in
accordance with section 10 of the Act is to be made by the Public Officer or a Committee member.

17.

CUSTODY OF BOOKS ETC

Except as otherwise provided by this constitution, all records, books and other documents relating to U3A
Ballina/Byron Inc must be kept in New South Wales at the official address of U3A Ballina/Byron Inc, or as
directed by the Committee.

18. INSPECTION OF BOOKS ETC
(1) All records, financial documents, constitution and minutes of all meetings are to be made available
for inspection to members free of charge.
(2) A member may obtain a copy of any of the documents mentioned above on payment of a fee of $1
per page.
(3) Despite subclauses (1) and (2), the committee may refuse to permit a member to inspect or obtain
a copy of records that relate to confidential, personal or legal matters or where to do so may be
prejudicial to the interests of U3A Ballina/Byron Inc.

Appendix B-Management Roles
President
The President in any organisation is the chief officer with the role of organising and motivating other
elected/appointed officials, attending to the needs of the members of that organisation and developing
the future of that organisation.
Some specific functions in U3A include:
1. Liaising with other elected Office Bearers to ensure that they are carrying out their functions in
an effective, efficient and timely manner.
2. Allocating specific functions to members of the Committee of Management.
3. Chairing all meetings of U3A including Management Committee meetings and any meetings of
the general membership.
4. Arrange the Annual General Meeting in compliance with the Constitution and provide a report
on the activities of U3A over the previous financial year.
5. The Chair is to remain neutral in all debates but may exercise a casting vote if approved under
the Constitution.
6. In conjunction with the Secretary, prepare an Agenda for meetings and set priorities.
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7. Provide a written President’s Report for inclusion in the Newsletter.
8. Act as the public face of U3A, including obtaining positive publicity
9. Represent U3A at functions and be a guest speaker if required.
10. Initiate strategies to enhance and grow the membership of U3A.
11. Organise and attend enrolment days at the beginning of each year and at other times as decided
by the Management Committee.
12. Develop policies and strategies that will help to grow the activities and influence of U3A.
13. The President may delegate some or all of these functions if permitted by the Constitution and
approved by the Management Committee.
14. Ensure that all legal requirements are complied with and ensure that all required reports or
returns are submitted.
15. Attend U3A social functions.
Vice President
The Vice President acts as the Deputy to the President. Functions will include:
1. Act as the President in the absence of the President, including running meetings.
2. Represent U3A at meetings with other organisations.
3. Attend Enrolment days
4. Attend Management Committee meetings
5. Carry out duties delegated by the President.
Secretary
Duties of the Secretary include the following:
1. Arrange for the collection, recording and filing of inwards correspondence.
2. Write outwards correspondence as directed by the Management Committee.
3. In conjunction with the President, arrange the time, date and venue of all U3A meetings and
advise all persons eligible to attend, in the required format and with the necessary notice.
4. In conjunction with the President, prepare and distribute a suitable Agenda for all meetings,
and distribute this to attendees together with supporting papers.
5. Record the proceedings at meetings, or if a Minute Secretary has been appointed, supervise this
activity. Distribute copies of Minutes to attendees. Maintain the official Minutes Books.
Ensure that official Minutes are signed as a true and correct record.
6. If necessary, check the financial status of those attending meetings, including AGMs.
7. Record apologies at meetings.
8. Maintain an up-to-date list of all members with their relevant details, and distribute to the
Executive twice a year.
9. Arrange for the printing of badges for all financial members.
10. Maintain a register of keys.
11. Maintain a register of assets.
12. File an Annual Report with the Department of Fair Trading.
13. Arrange times and venues for Enrolment days as directed by the Management Committee.
14. Where voting is required, arrange a Returning Officer if directed, otherwise ensure that
Constitutional requirements have been met, nomination and voting papers are provided.
Treasurer
The Treasurer is the Chief Financial Officer of the organisation. Duties include the following:
1. Open bank accounts and ensure that signatories are properly recorded.
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2. Take control of all incoming money and issue receipts for cash and cheques received where
appropriate. Record all incoming money in journals.
3. Maintain a petty cash float in the office.
4. Pay all accounts that have been approved by the Management Committee. Record all
payments made. Where payments have to be made between meetings, ensure that payments
are authorised at the next Management Committee meeting.
5. Bank all incoming money in the approved financial institution as soon as possible.
6. Prepare a financial statement of all income and expenditure, and cash balances for each
meeting of the Management Committee. Prepare a bank reconciliation statement.
7. Prepare the annual accounts for presentation to the Annual General Meeting.
8. Ensure that Insurance policies for U3A are current.
9. Attend Enrolment days and record monies received.
Management Committee Members
Members of the Management Committee will
1. Attend all meetings of the Management Committee or tender an apology.
2. Carry out tasks delegated by the President.
3. Attend Enrolment days and assist in signing up new members and enrolling them in selected
classes.
4. Act as liaison persons when attending classes.
5. Promote U3A to outside persons and bodies.
Social Committee Members
1. Social Committee members will arrange suitable social activities for members having regard to
common interests, costs, suitability and entertainment.
2. Social activities will normally operate at a breakeven price where possible, this does not
disallow for fund raising where agreed.
3. The Committee may arrange fund raising activities.
4. One Committee member will be designated as the Social Committee Chair, however, co-chairs
are permitted and may attend Management Committee meetings ex officio, or provide a report
on activities.
5. The Committee will provide information for inclusion in the Newsletter and will supply
information to the Publicity Officer.
6. All receipts and expenses for the Social Committee will be processed through the U3A
Ballina/Byron bank account by the Treasurer.
Office Coordinator
The Office Coordinator will
1. Ensure that all volunteers are provided with training in the office functions.
2. Arrange for the preparation of a roster to allow a volunteer in the office on each day the office
is open.
3. Advise all office volunteers when they are required for duty. This may be by personal contact
or by notices in the office.
4. Arrange for emergency or stand-by volunteers to cover unexpected absences.
5. Check the office diary to see if any notes on office requirements are recorded, or if there are
any other matters that office volunteers want noted.
6. Attend Management Committee meetings ex officio, or provide a report to those meetings.
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Office Volunteers
Office volunteers staff the office at Fripp Oval on each week day during term times from 10am to 12
noon. They may be required to attend to the following functions
1. Opening and closing Fripp Oval premises.
2. Making or answering phone calls
3. Retrieving messages from the answering machine, recording in the diary and noting action
taken.
4. Advise tutors if message relates to class attendance.
5. Noting any other matters for attention in the office diary.
6. Giving advice on class vacancies and tutors' contact details to prospective students.
7. Collecting members’ subscriptions and issuing receipts, if there are vacancies in the class in
which the new member wishes to enrol.
8. Collecting social activity payments
9. Providing information on joining U3A
10. Ensure new members can enrol in a class prior to taking their subscription.
11. Ensuring notice boards are displayed in the hall and returned to the office
12. Handing out members' name badges and maintaining badges in alphabetic order
13. Using photocopier.
Detailed procedures on each of these activities are contained in the Office Procedures Handbook kept
in the office (Appendix F).
Classes and Venues Coordinator
The Classes and Venues Coordinator is responsible for arranging for the tutoring of classes. This will
involve:
1. Reviewing existing classes at the end of each term and arranging for their continuation if
appropriate.
2. Actively seeking suggestions for new classes, including suitable tutors/class leaders.
3. Arranging suitable venues and times for new and existing classes.
4. Preparing a list of classes for inclusion in the newsletter.
5. Liaising with the Publicity Officer for publicity on classes, especially new classes.
6. Prepare class information sheets and weekly calendar for the start of each term.
7. Attending Enrolment days to advise new and potential members of what classes are available.
8. Attending Management Committee meetings ex officio or provide a report to those meetings.
9. Providing the Social Committee with relevant information to allow suitable recognition of the
efforts of tutors.
Newsletter Editor
Duties and responsibilities include:
1. Prepare a newsletter for distribution to all members each term. Input may be received from the
President, Class & Venue Coordinator, Social Committee chair or other member.
2. In conjunction with the Secretary
Arrange for the printing of the newsletter.
Arrange for newsletters to be emailed to members.
Arrange for printing of address labels for all members.
Arrange for membership expiry date to be highlighted on labels when it is close to date
of issue of newsletter.
Arrange for labels to be affixed to newsletters with one newsletter per couple.
After a suitable period to allow members to pick up their newsletters from the office,
arrange for bulk postage of all remaining newsletters.
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Publicity Officer
The Publicity Officer provides a public relations role for U3A in the community. Functions may
include
1. Provide a monthly column in the Ballina Advocate on U3A activities
2. Liaise with and provide copy to other relevant publications
3. Liaise with radio stations on U3A activities
4. Represent U3A at functions if required and promote U3A.
5. Attend Enrolment Days and Management Committee meetings ex officio or provide a report to
those meetings.
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Appendix C – Accident/Incident Report

Accident/Incident Report
Tutors should always warn students if a situation could be hazardous to them.
If someone in a class has an accident, after arranging for first air and/or encouraging the member to
consult a doctor, the tutor must ask an eye witness to provide a signed, dated report of the incident.
The eye witness can be another class member or the tutor. The report should be given to the Secretary
or handed in to the Fripp Oval office within 24 hours.
A notice of claim may not be lodged for some time after the incident, so it is important to obtain clear
details of the event when it occurs.
A list of all persons – tutors and members – attending a class should be maintained.
___________________________________________________________________________

Accident/Incident Report Form
An Accident/Incident occurred as detailed below
Date

_________________________________

Time ___________________________

Name _____________________________________________________________________
Class

____________________________________________________________________

Details of accident/incident

Witness(es)

___________________________________________________

(name & signature)

_____________________________________________

Date of Report ___________________________________________________
Signature of accident/incident victim
_______________________________________
**********************************************************************************
Office Use Only: Membership Number _____________________________
Financial until _____________
Signed: (An Executive Committee Member) __________________________
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Appendix D – Membership Application Form

U3A Ballina/Byron Inc
New Member Information
Welcome to U3A Ballina/Byron Inc. We are delighted you are joining us
and hope you have many happy years with the organisation.
U3A is a voluntary, self-help movement for mature people which began in France in 1973. Since then
the idea has grown rapidly and has spread to a great number of countries. U3A Ballina/Byron Inc was
formed after a public meeting on 25 March 1994.
Classes that are on offer have been devised by members and are taught by unpaid members. The
teaching style is up to the individual tutors and learners. Small interest groups may choose to meet in
each other’s homes, whilst larger groups meet at Fripp Oval clubrooms or other venues.
If there is a vacancy in a class, a prospective member may attend one class before joining our
organisation.
Members receive a quarterly newsletter which contains a list of classes for the following term. Other
notices are displayed on the notice boards at Fripp Oval and are included in Community Notices in the
local media.
Enrolment days are held in January each year. Enrolments can be taken during the year if vacancies
exist.
Please wear your name badge to every class and make sure you have completed the emergency contact
details on the back.
As a matter of courtesy to the tutor and other class members, please turn off your mobile phone at the
start of each class.
Please sign the attendance sheet at each class.
If the previous class is still in progress, please wait quietly outside the room until they have finished.
Disclaimer
The courses and activities provided by U3A Ballina/Byron Inc are intended only to supply general
information to participants and in no way constitute professional advice upon which the participants
should rely. U3A Ballina/Byron Inc, its committee and course/activity leaders do not accept
responsibility for any losses or other disadvantages suffered by U3A activity participants that they
claim to be the result of such participation. Members enrolling in a course/activity are deemed to
accept this disclaimer and the limitation of the liability of U3A Ballina/Byron Inc.
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Code of Conduct
As a self-supporting, member-based voluntary organisation, U3A Ballina Byron expects that all
members, non-member tutors and other volunteers will behave in a courteous and civilised fashion in
all dealings relating to the organisation. Accordingly, you agree to abide by this Code of Conduct by:
1. Participating in U3A Ballina Byron activities in a friendly and positive way, and being honest
and ethical in all dealings with U3A, its members and related organisations.
2. Showing courtesy, respect and consideration to those with whom you deal in U3A Ballina
Byron, related organisations and the wider public in relation to U3A activities, and not
engaging in behaviour that is inappropriate, disruptive or intimidating, such as would breach
the rights of other persons to participate in activities or to carry out their designated duties.
3. Avoiding all forms of discriminatory behaviour in regard to nationality, ethnicity, gender,
sexuality, culture, religion, age and mental or physical disability.
4. Refraining from activities, comments or actions that would promote a personal business/cause
or that would place others in a vulnerable position financially, physically or psychologically.
5. Observing strict confidentiality regarding organisational and members’ personal information to
which you may have access, and never disclosing contact details of any U3A Ballina Byron
member or tutor to anyone without the subject’s permission.
6. Promoting U3A Ballina Byron in a positive way, abiding by this code and other U3A policies
and procedures and, in the event of any dispute, following the U3A Ballina Byron grievance
handling and dispute resolution procedures.
In classes and during other activities:
1. Being punctual and reliable in attending U3A classes, activities, office duties or other
commitments, and giving warning of withdrawals from classes and events and unavoidable
absences from other volunteer commitments.
2. Participating safely in each class or activity, and abiding by any reasonable directive or
prerequisite specified by the tutor or activity organiser for such participation.
3. Respecting the integrity of all U3A venues and equipment, and always leaving venues in a
clean and tidy state.
If you have any doubts as to the appropriateness of any of your words or actions, you should consider:
1. Is it legal?
2. Is it consistent with the above code and the U3A Ballina Byron Constitution and By-laws?
3. Would you accept the same behaviour if it was directed at you by another person?
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U3A Ballina/Byron Inc - Membership Application
This form is a fillable PDF document. Download this form, type in the boxes provided, and
save. For payment option 1 below attach this form to an email to u3abalbyr@gmail.com
stating date of payment.

Website: www.ballinabyron.u3anet.org.au
during term
New Member

OR

Phone: 02 6681 4450 10am-12noon

Membership Renewal Member ID

Year Joined

Existing members please update any changes below)

Surname
First Names
Preferred Name
Email
Mobile Phone
Home Phone
Home Address
Town

Postcode

Emergency Contact
Emergency Contact Ph
Membership Fees
If joining after

1st

$50 + $5 joining fee = $55
September half year fee is $25.00 plus Joining fee)

Membership Renewal:
Membership is for 12 months from

$50
1st

March each year and is not refundable.

Payment Options:
1. Pay by direct deposit
Use your bank's internet banking facility and pay by electronic funds transfer to our account:
BSB: 032 591
Acc No: 102 098
Acc Name: U3A Ballina/Byron Inc
(Westpac, Ballina
Branch)
Include your Surname in the Description Box that appears on the payee's (our) statement so that we can
identify your payment. Save and email this form to u3abalbyr@gmail.com stating date of payment.
2. Pay by cheque
Make your cheque payable to U3A Ballina/Byron Inc, print your Surname on the back, attach to this form
and post to: Secretary, U3A Ballina/Byron Inc, PO Box 55, Ballina NSW 2478
OR drop into our office between 10am and 12noon week days during term.
3. Pay by cash
Our Fripp Oval Office is staffed by a volunteer between 10am and 12 noon week days during term. It is
closed during the school holidays. The office is in Canal Rd, opposite Bagot St and next to the Ballina RSL
Bowling Club. Please bring the correct fee as we do not carry change in the office.

I agree to abide by the Constitution of U3A Ballina/Byron Inc. and their Code of Conduct.
Applicants Signature:
Applicant ……………………………. ………………………

Date
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U3A Ballina/Byron Inc
Volunteering Application
Thank you for your membership of U3A Ballina/Byron.
Like all U3As, ours is a community group, run totally by volunteers and we encourage our members to
become more involved in the organisation.
There are small jobs that don’t take much time or commitment, or it may be that you have skills or
knowledge that you’d like to share by becoming a tutor.
Please fill in this form and you will be contacted later, or if you are really keen, contact the office and
we can talk about it now.
Contact Details
Name ____________________________________________________
Phone ____________________________________________________
Email ____________________________________________________
Work Background
(if relevant)

__________________________________________________________
__________________________________________________________

Skills & Interests

__________________________________________________________
__________________________________________________________

Volunteering
Options

Tutor
Subject area

Assistant tutor
______________________________________________

Please tick those areas
that interest you
Cleaning

Management Committee

Office volunteer

Social Committee

Special Functions

Other (please list below)

__________________________________________________________
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Appendix E-Office Procedures

Office Procedures
2018

Office Co-ordinator: Joy Schneider
Contact: 0427631403
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U3A Ballina/Byron Inc

Policy & Procedures

Contact Numbers

President
Vice President
Secretary
Treasurer

Greg Unwin
Warren Hastings Harris
Sue Bell
Barb McCall

6681 5377
6628 7303
0400800528
6681 5893

Geoff Jacobs

BB Cricket Club

6686 2044

(Telephone answers as Barlows Bolt Barn)

Jason Ross

Football Club

0417209345

Carol Burns

Football Club

6687 7676
0404085080

Dave Hutchinson 'Hutch' Cricket Club

0428864189
6686 4189

Maurice

AFL President

0458197520

Ballina Shire Council Maintenance Depot

6686 4444

U3A Northern Rivers
PO Box 528, Alstonville 2477
President
2011 Secretary Jean Cook

6624 2059
6624 2761
6622 0060

Brunswick Valley U3A

6685 0405

U3A Tweed Coast

6672 1660

U3A Coffs Harbour

6650 0213

U3A Grafton

6642 2108

Clarence River U3A

6647 7384

(if problems occur relating to the building or grounds at Fripp, but try Geoff Jacobs first)
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U3A Ballina/Byron Inc

Policy & Procedures

Accessing the office
The office will be opened up each day by the morning Tutor for that day. The office will then
be secured by a Tutor in the afternoon.

Office Procedures – General
Diary

Please sign the diary each day you are a volunteer
Use the diary to record any queries, problems, matters to be referred to
the Executive etc. There is also a ‘volunteer’s communication book’
that will provide information on changed procedures or jobs to be
done.

Photocopying

Copying for class or private photocopying is charged at 20c a page.
Put money in jar found in top draw of desk. This money is not
receipted by the volunteers. See notice above photocopier for other
charges.

Phone

Phone is for U3A purposes only
Private calls charged at 40c.
Put money for private calls in the jar with the photocopying money
(the jar is found in top drawer of desk).

Management Committee

The President, Secretary, Treasurer and Social Committee have
folders in top drawer of filing cabinet. Notes and other
materials can be left in these folders. However, messages or
urgent matters should be left in the labelled trays for the
President, Treasurer and Secretary.

Stationery & Forms

Spares are in the filing cabinet or in the stationery drawers on
top of the black filing cabinet

Morning Tea

Each class is responsible for setting up morning or afternoon
tea for their group. This is not a responsibility of the office
volunteer.

Volunteers & Classes

Please do not attend a class when rostered on office duty.
Class rolls are filed in the top draw of the grey filing cabinet
under their relevant day.

Information on U3A
Enquiries may be received in person, by phone from the public, asking about U3A.
When enquiries are received

U3A Ballina/Byron Inc Policies and Procedures Manual April 2018
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U3A Ballina/Byron Inc






Policy & Procedures

U3A is open to all and has no age limits
Application Form contains information about the history, costs and operations of U3A
Provide enquirers with
o A U3A brochure
o a copy of New Member Application Form
o a copy of latest newsletter
Membership forms and U3A information is available on our website
(www.ballinabyron.u3anet.org.au)

Envelopes with our return address printed on them can be found in the grey filing cabinet
with the stamps. Additional envelopes are stored on the bookshelves. Please record stamp
usage in the book in the folder. Current postage is $1.00 per envelope.

Telephone Calls
If there are messages on the answering machine, the machine will beep.
To hear the message Press Play/Stop (without picking up the handset).
Record the details of the messages in the diary.
To erase a message

Press Delete after the message has been received.

Photocopying
The photocopier power button is NOT to be switch off, nor is the photocopier to be switched
off at the main power point.
The photocopier takes both A4 and A3 paper so make sure you select the correct tray.
Instructions for copying leaflets, newsletters and membership forms are with the original
documents behind the desk.

Receipting Monies
When taking ANY monies (apart from photocopying and phone calls) make sure you write a
receipt. Also enter details in the account book found in the top drawer. Money is then placed
in cash envelope (these are numbered so please keep them in order) and placed in the safe
(found in our kitchen/storeroom) at the end of your shift. Please tick the method of payment
i.e. Cash, Cheque or Direct Debit.

Members Subscriptions
Ascertain if the person is a new member or is renewing their current subscription.
New Members must complete a New MembershipApplication Keep the form only,
return the top part of the form, with the ‘code of conduct’ to the new member. Any

U3A Ballina/Byron Inc Policies and Procedures Manual April 2018
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U3A Ballina/Byron Inc

Policy & Procedures

Volunteer forms should be filed in the volunteer file behind the desk. Members
changing their etails should also fill in a membership form.
(Application forms are available in the shelves on the bookshelf)
Please ensure the boxes are ticked to indicate ‘new or renewal’ and that the person has signed
and dated the form.
Annual Subscription is $50. (Members joining 1st September or later pay $25.00 plus joining
fee)
New members are required to pay a joining fee of $5 per person.
Cheques should be made payable to U3A Ballina/Byron Inc. Membership can be paid by
direct debit and these details are on the membership form.
Members can attend as many classes as they wish. However, if membership is paid for and
then classes found to be unavailable, membership fees are non-refundable so please find out
if there is a place for the new person before taking any money. A very few classes attract an
additional fee and this is shown in the class details in the class information folder (found
behind the desk), newsletter or on the web.
If membership has lapsed – no joining fee is required if payment is received within one
month since that membership became unfinancial. When renewing, the original
membership date will apply.
If the member has been unfinancial for more than one month they are regarded as new
members and will pay a joining fee and have a new membership date.
PLEASE CHECK THE GREEN FOLDER ON THE BOOKSHELF BEHIND THE DESK
FOR THE EXPIRY DATE.
Procedure for receiving membership subscriptions







Write out a receipt in the members receipt book in top drawer being careful to tick the
appropriate box for cash, cheque or direct debit. Receipts are not to be issued for
direct debit payments until the money is received by our bank.
Copy the details into the account book in the top drawer.
Place money/cheque in a cash envelope, recording a summary on the outside of the
envelope. All payments for the day can be in the same envelope.
Add up the payments on the envelope at the end of the day and place in the safe in the
kitchen/storeroom.
Place the completed membership form in the New Members' folder in the top drawer
of the desk.

Social Function Payments
Each social function will have its own information sheet in the office, detailing dates, times,
costs etc.
Cheques should be made out to U3A Ballina/Byron Inc.
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U3A Ballina/Byron Inc

Policy & Procedures

Procedure for receiving payments for social functions


Follow procedures for memberships fees listed above.

Class Lists and Attendance Books
Enrolments in January are on a first-come, first-served basis, however pre-registration for
current members of a class is permitted if a person is registered with that particular class in
the previous fourth term.
Some classes will continue to take enrolments throughout the year.
Check the Class Information lists on the notice boards in the office.
Class sizes are determined by the tutor.
Attendance books for classes held at Fripp Oval should be collected by the tutor at the
commencement of class and returned at the finish.
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U3A Ballina/Byron Inc

Policy & Procedures

Membership Records and Badges
A member’s database is held on the office computer.
A hard copy (printed periodically) is in a folder on the bookshelf behind the desk for
reference and contact details. Changes are made by the Secretary and any changes to be made
should be noted in the desk diary.
All members are provided with a badge which should be worn to all classes. Badges waiting
collection by members are in a box on the desk and are in alphabetical order.
Any queries on membership should be noted in the diary and will be dealt with by the
Secretary.

Notice Boards
There is a notice board for use by the Committee, Tutors and Members.
These boards should be used only for U3A classes and activities unless prior notice is given
to the Management Committee. Personal notices should remain on the noticeboard for no
longer than one month.
The notice board should be taken into the hall at the start of the day by the Tutor and returned
to the office at the end of the day (the last Tutor for the day will arrange for the notice board
to be returned to the office). However, if this has been forgotten please take the notice board
into the hall when you commence duty.
The U3A Sandwich Board should be placed outside the office on the veranda, and brought
inside at the end of the morning.

Equipment
If a member borrows any U3A equipment to take it off site they must sign for each piece in
the equipment register found on the shelf behind the main desk. Equipment must also be
signed in when returned.

Communications
Messages for volunteers will be left in the communication book found with the diary on the desk.
Please enter any messages you may have in the diary.
When leaving messages state clearly:
 Who the message is for?


When it was received?



Who took the message?



What action is required?
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Jobs for Office Volunteers
There are a number of tasks which may need doing during your time in the U3A office, they are:


Photocopying: U3A leaflets, Membership forms, newsletter



Check the equipment register - have all borrowed items been returned on time. If not please
contact the person concerned to check on the equipments return.



Tidy, dust and vacuum the office area



Empty the garbage bins and replace the plastic bag in the bins.
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