
 

 

INFORMATION FOR TUTORS/GROUP LEADERS 

AT THE FIRST SESSION 

 Tutors must ensure that the names of all participants present are recorded on the 

attendance roll sheet at every session.  Please advise U3A Admin if there are attendees not 

on the roll or if someone is consistently absent. 

 Explain the location of the toilets, the First Aid box, the fire extinguishers and Fire Exits and 

the site of the Meeting Point in the event of an evacuation. 

 Remind participants to read the information on the website including the policy regarding 

absences, the hot weather policy, and the requirement to wear name badges. In this COVID 

time they need to arrive and leave promptly, and tidy up! 

 Introduce yourself and explain your interest in your subject. Give a brief overview of the 

course. Discuss any course materials. You may wish to use a handout. 

 Ask participants to introduce themselves briefly at the first session.  

 Ask if participants are happy to be on an email list just for your group. Ask them to contact 

you directly via email about all matters connected specifically to your course. 

 The meeting room should be left as it was found. Allow ample time for packing up.  

 All groups should have a COVID Marshall and follow ECC Covid rules.  

TUTOR/GROUP LEADER RESPONSIBILITIES 

 The attendance roll sheet for your class should be printed off before the first class from the 

MyU3A database (found via the tutor portal) and brought to each class. Alternatively you 

can keep your attendance roll sheet in the black folder in the kitchen cupboard and use it 

every time you have a class. At the end of each term all sheets should be placed in the black 

folder for collection. They are needed for insurance purposes and for COVID contact tracing.  

 Please also print off a list of the Emergency Contacts for all your class members and bring to 

each class. If required , a list of Emergency Contacts of all members is kept  in a folder in the 

locked cupboard in the back office (which is also locked). 

 Please communicate directly via email with your participants about all matters specifically 

connected to your course (copy in U3A admin if you feel it necessary). U3A admin will email 

members if classes are cancelled due to the hot weather policy. If you have an outdoor class, 

you may use your discretion and cancel and notify your class as necessary. 

 Ask participants to email you if they intend to be absent from your class. 

 If you are unexpectedly unable to take your class without notice, please advise the Venue 

Manager on the U3A phone number (0410434048). 

  If any issues related to the venue arise, please discuss with the Venue Manager (or email 

admin) in preference to asking the ECC staff. 

 Please inform U3A admin of any technological or maintenance problems. Always have a 

“Plan B” in case the technology should fail!  

 New members can join your course after it has begun (eg mid-term) only at your discretion.   

 Tutors can seek reimbursement directly from participants if required for course materials. 

Tutors are responsible for organising their own handouts.  



 Tutors should not handle membership money. Please direct all enquiries to U3A admin or 

the venue manager. If needed there are membership and enrolment forms in the kitchen 

cupboard. This is also where to find incident forms, spare name badges and whiteboard 

markers as well as Master copies of the programme! 

 Tutors play a pivotal role in establishing a climate in which class members can enjoy their 

time learning together in a social setting. Tutors may wish to encourage discussion, allow 

breaks for conversation or just have a break for a cuppa. (COVID permitting..) 

 Tutors are expected to maintain confidentiality, and to respect and support their colleagues 

and class members at all times. 

 Tutors should not hesitate to request support from U3A Inner North Management if it is 

needed. 

 Please enjoy your class! You are doing a great community service, so thank you. 

 

TERM DATES 2022 

Term 1   Monday 7th Feb – Thursday 14th Apr 

Term 2   Monday 2nd May – Friday 8th July 

Term 3   Monday 25th Jul – Friday 30th Sep 

Term 4   Monday 17th Oct – Friday 9th Dec 

 

Classes are not held on public holidays.   

Classes are not held in school holidays. 

 

 Website: u3ainnernorth.org.au 

 Mail:  PO Box 2008, Prospect SA 5082 

 Email: admin@u3ainnernorth.org.au     

(Email is our preferred method of communication.)     

 Phone: 0410 434 048 (messages only) 

 

 

http://u3ainnernorth.org.au/

