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1. Introducꢀ on 
The Myall U3A Conveners’ꢀHandbook provides informaꢀ on andꢀguidelines for conducꢀ ng a U3A course. Key 

resources areꢀthe MyallꢀU3A Website, the MyallꢀU3A Consꢀ tuꢀ on and MyU3A. The MyallꢀU3A Consꢀ tuꢀ on 

can be downloaded from theꢀwebsite viaꢀthe link contained in Aꢀ achmentꢀA. 

2. Resources 

2.1. MyallꢀU3A Website 
The Myall U3A website provides informaꢀ on on Myall U3Aꢀcourses andꢀacꢀ viꢀ es. Access to theꢀMyallꢀU3A 

website is obtained via theꢀlink below: 

MyallꢀUniversityꢀof the Third Ageꢀ– Live, laughꢀand learnꢀ(myallu3a.org.au) 

The followingꢀdocuments can be accessed viaꢀlinks to theꢀMyall U3A website noted in Aꢀ achment A: 

Your Commiꢀ ee 

Privacy Policy 

Our Consꢀ tuꢀ on 

Member Code of Conduct 

Grievance Policy and Procedure 

Refund Policy 

2.2.ꢀConsꢀ tuꢀ on 
Thoughꢀnot essenꢀ al, it is useful for Convenersꢀto know what is in the consꢀ tuꢀ on. The 

document provides the framework for the funcꢀ oningꢀof MyallꢀU3A andꢀincludes guidelines 

relaꢀ ngꢀto: 

• Membership 

• Resolution of disputes 

• Discipliningꢀof Members 

A dispute between members shall be resolved in accordance with the MyallꢀU3A Code of Conductꢀandꢀtheꢀ

Myall U3A Grievance Policy and Procedure. 

3. ClassꢀManagement 

3.1. Confirmaꢀ on ofꢀClass Details 
Before the December Annual General Meeꢀ ng, the Convener isꢀto advise theꢀMyall U3AꢀCourse Coordinator 

or the MyallꢀU3A Assistant Course Coordinator of the timetable and preferred venue for theꢀcourse. 

3.2. Member Eꢀ queꢀ e 
Members are to be aware of the behavior expected of them. At theꢀbeginningꢀof the course, theꢀConvener 

should make members aware of the Member Code of Conduct available fromꢀthe MyallꢀU3Aꢀwebsiteꢀ

outliningꢀmembers’ obligations. 

 

Conveners are to respect members’ privacyꢀby not disclosingꢀtheirꢀcontact or otherꢀdetails. This alsoꢀapplies 

to the individual class members. In order to protect members’ privacy, emails sent to members are to be 

sent via the MyU3A emailer. 

https://myallu3a.org.au/
https://myallu3a.org.au/
https://myallu3a.org.au/
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3.3.ꢀAꢀ endanceꢀRecords 
Aꢀ endance records must be kept. These areꢀrequired for insurance purposes. These records,ꢀeitherꢀtheꢀ

originals or scanned copies aꢀ ached to an email,ꢀare to be forwarded at the end of each term to theꢀ

Technical Coordinator for electronic filing. 

Eitherꢀthe MyU3A form, (this isꢀthe preferred method),ꢀor theꢀstandard Aꢀ endance Record Sheet can be usedꢀ

for recording aꢀ endees. The aꢀ endance record is to containꢀthe member’s name andꢀsignature. The 

Aꢀ endance Record Sheet canꢀbe obtained via theꢀlink inꢀAꢀ achment B: Forms. 

The Conveners are to enterꢀclassꢀaꢀ endance to MyU3A. 

3.4. Membership Badges 
All members receive a membershipꢀbadge fromꢀthe MyallꢀU3A MembershipꢀSecretaryꢀon compleꢀ ng theirꢀ

enrolment forꢀthe membership year. Membersꢀare required to wear their membershipꢀbadge when 

aꢀ ending courses or otherꢀeventsꢀorganised byꢀtheꢀCommiꢀ ee. The Convener should ensure that members 

aꢀ endingꢀtheir course are enrolled on theꢀcourseꢀon MyU3A. 

3.5.ꢀReceipt ofꢀFunds 
Any moneyꢀreceived by the Convener must be deposited asꢀsoon as pracꢀ cableꢀto the creditꢀof MyallꢀU3A’s 

account at the authorized deposit takingꢀinsꢀ tuꢀ on.ꢀDetailsꢀofꢀourꢀbankꢀaccountꢀcanꢀbeꢀobtainedꢀfromꢀtheꢀ

Treasurer. 

3.6. General Housekeeping 
Entry and exit requirements forꢀvenuesꢀareꢀobtainable from the Assistant Program Coordinator. The 

Convener should be aware of the venueꢀopeningꢀand closingꢀrequirementsꢀandꢀany cleaningꢀobligaꢀ ons. A 

lock and key register is included in Aꢀ achment D. 

Each ꢀ me a venue is accessed the Convener should conduct a quick visualꢀrisk assessment of theꢀarea. 

3.7.ꢀAvailableꢀResources 
MyallꢀU3A has several resources for use by Convenersꢀwhere required. These resources are listed inꢀ

Aꢀ achment E. The locaꢀ on and availability of these resources canꢀbe obtainedꢀfrom the Technical 

Coordinator. 

4. MyU3A 
MyU3A was designed by several U3As in Australia to meet theꢀneeds of U3A. Course management is 

undertaken online using MyU3A. Assistance with the use of MyU3A or any issues that may arise withꢀMyU3A 

shouldꢀbe referredꢀto theꢀMyallꢀU3A Technical Coordinator. 

Convenors/Tutorsꢀcanꢀundertakeꢀtheꢀfollowing course management tasks within MyU3A: 

View student informaꢀ on, 

Manage the addiꢀ on/removal of students, 

Keep aꢀ endance recordsꢀ(necessary for insurance purposes), 

Email classꢀmembers. 

Itꢀis preferred that MyU3Aꢀis used for keeping aꢀ endanceꢀrecords, however aꢀ endance records canꢀbeꢀ

undertaken manually if internet access is not available or if the Convener prefers not to make useꢀof a 

computer. 
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4.1.ꢀEnrolment 
At the beginningꢀof the year students can enroll via MyU3A, or by compleꢀ ngꢀa MembershipꢀEnrolment 

Form. Theꢀdata from MembershipꢀEnrolment Form are enteredꢀto MyU3A by the MyallꢀU3A Membershipꢀ

Secretary. Aster enrolment day, members can enroll via MyU3A or by compleꢀ ng the Membership Enrolment 

Form. Once the U3A MembershipꢀSecretary hasꢀprocessed theꢀmembership applicaꢀ on and enrolled the 

member, theꢀConvener can enroll theꢀmember in their classꢀvia MyU3A. 

4.2. Online Class Managementꢀvia MyU3A 
Online classꢀmanagement is undertaken via theꢀadministraꢀ on system, MyU3A. Conveners canꢀaccess 

MyU3A through the MyallꢀU3A website, (see secꢀ on 2.1), selecꢀ ngꢀMYU3A andꢀthenꢀTUTOR LOGIN. Login 

details are the same as the Convener’sꢀmember number, (also the loginꢀnumber), andꢀassociated password. 

Access to MyU3A is obtained via the link below: 

Tutor Portal (12) (myu3a.net) 

Shouldꢀthe Convenerꢀhave mislaid theirꢀmember number or password,ꢀthisꢀcanꢀbe recovered from Member 

Logonꢀvia the Forgoꢀ en Password/ID buꢀ on. For further assistance theꢀTechnical Coordinator should be 

contacted. 

Details regarding the useꢀof the Tutors’ Portal canꢀbe found inꢀthe MyU3A Tutors’/CourseꢀLeaders’ 

Overview contained in Aꢀ achment Fꢀat the end of the Handbookꢀthat the funcꢀ onality classꢀmanagement 

within the Tutors’ Portal. The Tutor can addꢀor delete class aꢀ endees via the portal.ꢀAꢀ endance records canꢀ

be printed from within the portal. 

4.3. Enrolment Forms 
Where members enrollꢀby compleꢀ ngꢀthe Membership Enrolment Form, thisꢀinformaꢀ on must beꢀ

transferred to MyU3A. This informaꢀ on should be provided to the Membership Secretaryꢀwho willꢀenter the 

data. 

5. Occupational Health and Safety 
Itꢀis the Convener's responsibility to be aware of and manage risks associated with anyꢀhealthꢀandꢀsafety 

issues that might arise. The Convener shouldꢀalso be aware of physical limitaꢀ ons that students might have 

andꢀmake decisionsꢀbearingꢀthese inꢀmind. Where there are issues that cannotꢀbe avoided, students shouldꢀ

be made aware of them beforeꢀthe course starts or asꢀthey arise. 

In the event of anꢀincident to a course member or to the Convener, anꢀIncident/Accident Formꢀmust be 

completed as soon aster the event as possible. The Incident/Accident Formꢀcan be obtained via theꢀlink in 

Aꢀ achment B: Forms. 

6. MonthlyꢀNewsleꢀ er 
The Newsleꢀ er Coordinator produces the monthly Newsleꢀ er to keep members informed of U3Aꢀacꢀ viꢀ es 

and events. The Newsleꢀ er isꢀemailed fromꢀthe followingꢀsource: Myall U3A Office omail@myu3a.net . 
 
Conveners should let theꢀNewsleꢀ er Coordinator know of interesꢀ ng events or happenings thatꢀrelaꢀ ngꢀto 

theirꢀgroups. 
  

https://myu3a01.myu3a.net/cgi-bin/u3ac/u007?home+/home/www/u3amyl
https://myu3a01.myu3a.net/cgi-bin/u3ac/u007?home+/home/www/u3amyl
https://myu3a01.myu3a.net/cgi-bin/u3ac/u007?home+/home/www/u3amyl
https://myu3a01.myu3a.net/cgi-bin/u3ac/u007?home+/home/www/u3amyl
https://myu3a01.myu3a.net/cgi-bin/u3ac/u007?home+/home/www/u3amyl
https://myu3a01.myu3a.net/cgi-bin/u3ac/u007?home+/home/www/u3amyl
https://myu3a01.myu3a.net/cgi-bin/u3ac/u007?home+/home/www/u3amyl
mailto:omail@myu3a.net
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7. Publicity 
MyallꢀU3A andꢀMyall U3A programs are promoted byꢀand throughꢀthe Myall U3A PublicityꢀCoordinator. 

Convenersꢀor members are not to make comments to the media unless approved byꢀtheꢀPublicity 

Coordinator,ꢀe.g.,ꢀthe photoꢀof the month that isꢀprovided to the News of the AreaꢀbyꢀtheꢀPhotography 

Group. 

The Myall U3A Webpage and Facebook page provide informaꢀ on about the group. Conveners need to 

confirmꢀthat theirꢀdetails and details of their course on theꢀWebpage,ꢀFacebook page, and MyU3A are 

correct. 

From ꢀ me-to-ꢀ me groupsꢀmay wish to promoteꢀtheir acꢀ viꢀ es via an event, such as an art or photographic 

exhibiꢀ on. Such events provide a good avenue for promoꢀ ngꢀthe parꢀ cular group asꢀwell asꢀpromoꢀ ngꢀ

Myall U3A to the general community. Inꢀsuchꢀcases an Event Planꢀis to beꢀprepared for review & approval by 

the Committee. A link to the Event Plan is included in Attachment B and should be forwarded to the Program 

Coordinator Committee consideration. 

Regularꢀfeedbackꢀon group sessions andꢀevents should be provided to theꢀProgram Coordinator. Thisꢀ

provides the means for disseminaꢀ ngꢀthe informaꢀ on amongꢀother groups and will make the general Myallꢀ

U3A community aware of the various acꢀ viꢀ es takingꢀplace. 

8. Privacy 
The Myall U3A PrivacyꢀPolicy canꢀbe obtained viaꢀthe link noted in Aꢀ achmentꢀA. 

The policy covers theꢀfollowing: 

Collecꢀ on,ꢀuse andꢀdisclosureꢀof personal informaꢀ on. 

Web site privacy issues. 

Membershipꢀdetails. 

Credit cardꢀsecurity. 

Consent for disclosure. 

Security of personal informaꢀ on. 

Access, correcꢀ on, update,ꢀor deleꢀ onꢀof personal informaꢀ on. 

Changes to privacy policy 

9. Copyright 
MyallꢀU3A pays a fee, through NSW U3A Network, that enablesꢀthe use of printed material or copying of 

informaꢀ on online for use in courses andꢀfor no other purpose. Details relaꢀ ngꢀto “Copyright for U3A 

Groups” is available from NSW U3A network via the link below: 

Copyright for U3A Groups - U3AꢀNetwork NSW 
 

 
  

https://nsw.u3anet.org.au/copyright/
https://nsw.u3anet.org.au/copyright/
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10. Contact Informaꢀ on 
Committeeꢀmembersꢀcanꢀbe contacted at theꢀfollowingꢀemail addresses: 

President: President@myallu3a.org.au 

Secretary: Secretary@myallu3a.org.au 

Treasurer: Treasurer@myallu3a.org.au 

Membership Secretary: Membership@myallu3a.org.au 

Program Coordinator: program.coordinator@myallu3A.org.au 

Assistant.Program Coordinator: Assistant.program.coordinator@myallu3A.org.au 

Newsletter: Newsletter@myallu3a.org.au 

Publicity: Publicity@myallu3a.org.au 

Technical Coordinator: technical.coordinator@myallu3a.org.au 
 
 

  

mailto:President@myallu3a.org.au
mailto:Secretary@myallu3a.org.au
mailto:Treasurer@myallu3a.org.au
mailto:Membership@myallu3a.org.au
mailto:program.coordinator@myallu3A.org.au
mailto:assistant.program.coordinator@myallu3A.org.au
mailto:Newsletter@myallu3a.org.au
mailto:Publicity@myallu3a.org.au
mailto:technical.coordinator@myallu3a.org.au
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A  achments 

Aꢀ achment A: Documentsꢀon the Myall U3AꢀWebsite 

Aꢀ achment B: Forms 

Aꢀ achment C: Listꢀof Insurances 

Aꢀ achment D: Lock and Key Register 

Aꢀ achment E: Available Resources 

Aꢀ achment F: Event Plan 

Aꢀ achmentꢀG: Accessing the Tutors’ Portal 
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Aꢀ achment A: Documents onꢀtheꢀMyall U3A Website 

The followingꢀdocumentsꢀon the MyallꢀU3A Website can be accessed byꢀtheꢀassociated links below: 

Your-Committee 

Privacy Policy 

Our Constitution 

Member Code of Conduct 

Grievance Policy and Procedure 

Refund Policy 

  ConflictꢀOfꢀInterestꢀPolicy 

 
 

 

  

https://www.myallu3a.org.au/home/your-committee/
https://www.myallu3a.org.au/home/privacy-policy/
https://www.myallu3a.org.au/home/our-constitution/
https://www.myallu3a.org.au/home/member-code-of-conduct/
https://www.myallu3a.org.au/home/grievance-policy-and-procedure/
https://www.myallu3a.org.au/home/refund-policy/
https://www.myallu3a.org.au/home/conflict-of-interest-policy/
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Aꢀ achment B: Forms 

Membership Enrolment Form 

Aꢀ endance Record Sheet 

Incident/Accident Form 

Event Plan 
  

https://www.myallu3a.org.au/home/downloads/Enrolment%20form.pdf
https://drive.google.com/file/d/1RSA4Xoyh5IC67De2ELQ6sVFzOn_iR49A/view?usp=drive_link
https://drive.google.com/file/d/1RNwpmNK-7C0qeawk-VZF24p-az6rn6u1/view?usp=drive_link
https://docs.google.com/document/d/1RSprofEId-OQRWDD5ggVyjwalfSS2fob/edit?usp=drive_link&ouid=106739817301535520900&rtpof=true&sd=true
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SAMPLE -ꢀATTENDANCE RECORDꢀSHEET 
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SAMPLE -ꢀACCIDENT INCIDENT ANDꢀIDENTIFIED HAZARDꢀREPORTꢀFORM 
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SAMPLE –ꢀEVENTꢀPLANꢀFORM 

 

 

                  

        EVENT PLAN MYALL U3A  

 

EVENT:  

EVENT DATE:  

EVENT ORGANISER:  

Purpose and benefit of event to MYALL U3A:  

EVENT APPROVED BY COMMITTEE   Y/N    DATE OF APPROVAL: 

ADVISED TO  REQUIREMENTS YES/NO 

VOLUNTEERS INVOLVED 
Numbers. 

   

PERSONAL /PROPERTY 
LIABILITY IS CLARIFIED 

   

VENUE LOCATION/DATES    

PROMOTION 
WHO IS ATTENDING? 
MEMBERS NON -MEMBERS 

   

FUNDING/FEES HOW IS EVENT 
FUNDED? 
  

   

STAKEHOLDERS INVOLVEMENT   
 

 

TECHNOLOGY REQUIREMENTS    

SET UP DETAILS    

ADMIN SUPPORT    

SAFETY 
 
 
 

   

Please submit to:  secretary@myallu3a.org.au to then be approved by Management Committee.                                     
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Aꢀ achment C: List ofꢀInsurances 

MyallꢀU3A has the following insurances inꢀplace, details of which canꢀbe obtained from the Myall 

U3AꢀSecretary: 

Public Liability Insurance 

$20 millionꢀcoveringꢀallꢀmembers. 

Not for Profit Protector 

Providesꢀa range of coverage includingꢀProfessional Indemnity insurance and cover in 

theꢀevent of beingꢀsued. 
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Aꢀ achment D: Lock and Key Register 

Myall U3A Key Holders 

Myall U3A has a responsibility for keys & access codes to the following locations: 

Baptist Church Hall 

Uniting Church Hall 

Myall U3A Hall 

Post Box 206    Held by the Secretary 

Myall U3A maintains a Key Holders register for any issued keys or codes. If any changes to the holding of keys or 

the issue of access codes please advise our Assistant.Program Coordinator: Assistant.program.coordinator@myallu3A.org.au 

 

  

mailto:assistant.program.coordinator@myallu3A.org.au
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Aꢀ achment E: Available Resources 
The followingꢀis a listꢀof resources that areꢀavailable to U3AꢀConveners in the management and 
funcꢀ oningꢀof theirꢀcourses: 

Piano 

HellerꢀHot Water Urn 

Deluxe Gazebo 

MyallꢀU3AꢀbrandedꢀBanner,ꢀtableclothꢀ and 2 x BaliꢀFlags 

Art Easels x 4 

Laꢂce DisplayꢀPanels x 3 

ChoirꢀRisers 

Data Projector  

LaptopꢀComputer 

Laser Pointer/Presentation Clicker 

Optus PortableꢀModemꢀwith internet access 

DVD Blu-rayꢀPlayer 

 Officeworks Tablet DellꢀComputer x 2ꢀ 

Brother Laser Printer 

Projecꢀ onꢀScreenꢀ 

Projecꢀ onꢀStand 

MiniꢀBluetooth Speaker 

Cable Cover Runner 
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Aꢀ achment F: Accessing the Tutors’ Portal 

The Tutors’ Portalꢀcanꢀbe accessed from the MyallꢀU3A websiteꢀviaꢀthe MyU3A tab that accesses theꢀTutors’ 

login tab.  

The Tutors login canꢀbe accessed viaꢀthe link below: 

Tutor Portal (12) (myu3a.net) 

Whenꢀacꢀ vated, the link provides access to the screen shotꢀbelow. 

 

 

Duringꢀthe overviewꢀof the MyU3Aꢀsystem presented to Tutors and Conveners atꢀthe end of 2022ꢀdetails inꢀ

theꢀuse andꢀapplicaꢀ on of the systemꢀwere presented. These details are noted in the followingꢀsecꢀ on, 

“MyU3A for Tutors/Course Leaders Overview”. 
 

 
  

https://myu3a01.myu3a.net/cgi-bin/u3ac/u007?home+/home/www/u3amyl
https://myu3a01.myu3a.net/cgi-bin/u3ac/u007?home+/home/www/u3amyl
https://myu3a01.myu3a.net/cgi-bin/u3ac/u007?home+/home/www/u3amyl
https://myu3a01.myu3a.net/cgi-bin/u3ac/u007?home+/home/www/u3amyl
https://myu3a01.myu3a.net/cgi-bin/u3ac/u007?home+/home/www/u3amyl
https://myu3a01.myu3a.net/cgi-bin/u3ac/u007?home+/home/www/u3amyl
https://myu3a01.myu3a.net/cgi-bin/u3ac/u007?home+/home/www/u3amyl
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MyU3A Tutors’/Course Leaders’ Overview 

Selecting Tutors will open the following display ready for entry of the member’s usual 
ID and Password – 
 

 

Upon entry all the current classes in which the member is the primary Tutor/Course Leader will be listed 

ready for selection by the Tutor/Course Leader - 

Select the desired class by clicking on the radio button will result is display of the 

main Class information with further details able to be selected and displayed – 
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Select any of the potential actions in green – 
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Students 

 

Tutor Info 
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Aꢀ endance Report 

The Attendance report will cover the period of the current Term or Semester - 

Attendance reports do have 

an alternate option where a signature may be required such as for Bus 

trips and/or activity insurance cover requirements. 

Aꢀ endance Summary 

The Attendance Summary report will cover the full year – 
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Email Class 
There is an option at the U3A level of configuration to allow Tutors/Class Leaders to email the 

students of their class. Part of the procedure will indicate any student that does not have an email 

address and enable the Tutor/Class Leader to access the Students contact information to enable 

an alternate communication. 

Selecting <Email Class will open the following screen for entry of email details – 
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Selecting the <SendToClass= button will start the sending of emails immediately with each member of 

the class listed that has an email address and any member that do not have an email address with the 

comment of <posted= that may need to be contacted via an alternate communication. 

Within the Class information available to the Tutor/Leader, a member’s contact 

phone/mobile number is available as an alternate communication to the student. 

 

 


