
 
 

 
Manning Valley U3A 

Course Leaders’ Handbook  

(updated February 2022) 

 
Manning Valley U3A Inc. (MVU3A) appreciates your vital role in helping the U3A to 
offer a wide range of courses/activities for its membership to participate in. Your 
leadership contribution is what allows MVU3A to exist and flourish.  

Volunteering is at the heart of MVU3A’s successful operation. Leading a course can be 
a lot of effort at times but such a fulfilling commitment. We have so much knowledge 
and experience within our membership. We hope you enjoy your role as a Course 
Leader and invite you to contact the committee with any questions, feedback, 
concerns or ideas. 

Manning Valley U3A Inc. Management Committee 

  



What are Universities of the Third Age? 

Universities of the Third Age, or U3As as they are more often called are voluntary, non-profit 
organisations which aim to offer older people low-cost educational opportunities which 
operate in a pleasant, supportive social setting. There are no formal entry requirements, no 
examinations and no ‘awards’. U3As are basically self-help groups built on the premise that 
collectively older people have the skills and knowledge to provide learning opportunities 
(education) for themselves. After all, ‘experts’ of all kinds in all fields eventually retire, so there 
should be no need to depend on paid tutors for the third age! 

In fact, the word ‘university’ in the title is used in the broad, medieval sense of a community 
of scholars coming together to learn from each other. The principles of self-help and mutual 
support are the very cornerstones of the U3A movement. 

Most of the groups in Australia are community based, but there are several, mainly in the 
capital cities, which do have an affiliation with and receive support from a local university.  

How and when did the U3A movement begin? 

U3A (University of the Third Age) is a world-wide organisation. It began in France in 1968, 
when legislation was passed that required universities to provide more community education. 
In 1973 a highly-rated gerontology course was provided by Toulouse University for local 
retired people, a course which was extremely successful, and which led to the formation of 
what was to be the first U3A. This organisation was open to anyone over retirement age; no 
qualifications or examinations were required, and fees were kept to a minimum. 

The idea spread rapidly throughout France and then to Belgium, Switzerland, Poland, Italy, 
Spain and across the Atlantic to Quebec and California. When U3A surfaced in Great Britain 
(in Cambridge), however, the ‘model’ was to undergo a significant change. Whereas in the 
French model there were strong ties to the universities, which decided upon, structured and 
presented most of the courses, in the British model these university ties were to disappear. 
In this system there was to be no distinction between the teacher and the taught – members 
would, as far as possible, be teachers as well as learners.  

The late Dr. Peter Laslett (Cambridge University) was responsible for adapting the founding 
French university sponsored U3A into a community based model which has become known as 
the ‘Cambridge Model’ of U3A which is common to U3As in Australia. He was also responsible 
for defining the four ‘ages of man’ in his book A Fresh Map of Life: The Emergence of the 
Third Age. Retirement offered an opportunity to catch up with a lot of activities there had not 
been time for in the first two stages of life. 

This British model of U3A was the one introduced into Australia (Melbourne) in 1984. The first 
U3A in NSW was established in the Shoalhaven area. The U3A movement has since spread 
rapidly throughout Australia. The U3A movement has been identified through academic 
research as being the fastest-growing adult education movement in Australia. 

Our Genesis in the Manning 

In May 1999 a public meeting was called, organised by the Manning Valley Neighbourhood 
Services Inc. to discover if there were enough interested people in the district to form a local 
U3A. The answer was a resounding “yes”. A steering committee was formed and work in the 
backroom began. By July the Committee was able to announce the success of their plans and 
the first ‘opening’ meeting declared that courses would begin at the start of Term 3 1999. The 
rest, as they say, is history. From its humble beginnings and initial enrolment of fewer than 
80 members, Manning Valley U3A Inc. has emerged as a dynamic organisation of more than 
500 members, large enough to be able to offer its members a wide range of activities but 
small enough to retain its ‘friendly’ feeling. 



2021-2022 MVU3A Committee 

President - Richard Coleman ● 0400 237 817 Richard48@iinet.net.au  

Vice President - Vacant  

Secretary /Programs- Heather McLaughlin● 0425 757 641 secmanningu3a@gmail.com  

Treasurer /Membership- Eileen Parr ● 0439 000 347 treasurermanningu3a@gmail.com  

Newsletter/Asst Secretary -Margie Kennard m.kennard@optusnet.com.au ● 0438 534 116 

Committee Member - Lorne Henry ● 6553 5050 lornehenry@bigpond.com  

Welfare Officer - Robyn Neufeld ● 6553 8742 

Webmaster – Ross Connell (non-committee) 

 

Expectations of Course Leaders 

• To support the purposes of the U3A as outlined in the constitution, follow and uphold the 
Code of Conduct and other policy documents issued from time to time by the Management 
Committee. 

• To promote the benefits of being a U3A member.  

• To be organised and prepared to lead their course/activity. 

• To be aware of the needs of course members. 

• To be aware of and encourage the social aspects of the U3A movement 

• To give appropriate assistance to course members who request it. 

• To respect the privacy of course members and any personal information which is disclosed. 

• To ensure course members are financial and wear their membership badge  

• To ensure attendance records are kept accurately to comply with insurance requirements. 

• To use resources in a careful and cost effective manner. 

• To abide by copyright laws and the U3A’s policy on this. 

• To advise the Programs Officer and the venue in advance of a course cancellation. 

• To provide feedback to the Management Committee via the Programs officer about their 
course. 

• To obtain pre-approval before incurring any expenditure from a member of the U3A 
executive. 

• To participate in the course leaders/presenters and committee meeting and on other 
occasions if requested to do so by the Management Committee. 

• To provide advice about your future course offerings in a timely manner, usually mid-term 
of the term before a course is offered. Provide a clear and succinct course outline for 
publication. Where possible provide items and photos for possible publication. 

• To bring to the committee’s attention through the Programs Officer any matters 
concerning, for example, their role, course operation, course members or venues. 

 

  



 



U3A Course Leader Application Form 

Please give your best contact details to publish in newsletter 

Name:       Phone:  

 

Email:  

 

1. Proposed course title: 

 

2. Proposed course description (about 200 words):Attach to form 

 
 
 
 
 
 
 
 
 
 

3. Which term/s?(1,2,3,4):    Which day? (Mon-Sun):  

 

4. Duration? (how many sessions):     Hours per session?: 

 

5. Max number of participants?  

 

6. Any specific equipment requirements we may be able to help with? 

 

7. Have you led a course previously?  What was topic? 

 

8. Do you have any ideas for other courses you might like to lead? 

 

9. Is there anything else relevant you would like to share about yourself? 

 

 

  



Our Policies and Procedures  

Manning Valley U3A has developed a number of Policies and Procedures to help manage the running 
of MVU3A to the best standards possible. These are updated from time to time, but they, along with 
the current MVU3A Constitution, form the rules we work to in attending MVU3A courses, Leading 
courses or sitting on the Management Committee. Some relevant ones will be attached to this 
document, they are also published on the website. Please read them, you will be asked to abide by 
U3A’s rules in order to be accepted as a Course Leader. 

 

Venues 

Manning Valley U3A uses a variety of venues to conduct courses. Nearly all of them are rented by 
us for the days, times, weeks that courses are timetabled. It is important that if you do not use a 
venue at some time then let the Programs Officer know so we do not pay unnecessary rent. 

Our regular course venues may include: 

Manning Uniting Church, Albert St, Taree 

Church of Christ, Victoria St, Taree 

Manning River Sailing Club, River St, Taree 

Manning Regional Art Gallery, Macquarie St, Taree 

It is important to respect and care for our venues and make sure they are left in a tidy state when 
we leave. 

During “Covid normal” times we need to comply with all Covid precautions a venue may decide – 
even if it is more strict than the legal requirements – that is part of our rent agreement with them. 

 

Safety Issues 

It is our responsibility to be aware of safety concerns. If you or a course member identifies a potential 
or actual risk to safety, you must report it as soon as possible to a committee member. Stop the 
class immediately if you identify an immediate risk. 

If a risk is identified, a risk assessment form should be completed and urgently given to a Committee 
member for actioning. 

 

Copying and Copyright 

Copyright law protects the intellectual property of creators (writers, poets, film makers, designers 
etc) whilst balancing their rights against the users, particularly educational institutions. U3A is 
recognised as an educational institution and we hold licence arrangements under the auspices of 
U3A Network NSW. 

It’s easy to comply with our legal requirement. 
1. Take one copy of the work (poem, story, play, journal, etc) 
2. On that copy clearly write author, title, publication date and place and which pages were 

copied, eg. pp.24–35 
3. Use that copy as the master and photocopy from that. 

Ask the committee if you need any help understanding how to do this.  

 

  



Keys and Equipment  

If you are issued with any key/s and/or equipment, please keep them safe. We also need to take 
good care of any equipment belonging to venues that is used. Keys and/or equipment must be 

returned to the Secretary when they are no longer required. 
 

Attendance record  

This information is important and we need to maintain accurate records of who does and does not 
participate in each class session. The term attendance sheet must be returned to the Program Officer 
at the conclusion of term. 

If additional members enrol after official course commencement, add the names to your roll and 
check with committee if you have any concerns. All late requests to enrol in your course must be 
referred to the Membership Officer or Secretary who can contact the member if needed and adjust 
the course records online. 

Members who miss several sessions may be contacted to find out if there is an issue affecting their 
participation.  

 

Guest attendance 

A guest attendee is welcome to attend one class to sample or visit the class with the approval of the 
Course Leader who will record their contact details. 
 

Evaluation  

Simple evaluation of the course/activity needs to be undertaken. 

Course members’ participation, attendance and enjoyment can inform you about how the 
course/activity is going. Participants’ feedback can be useful in shaping how the course continues to 
run both in the present and in the future. 

An optional simple survey form is available or make your own. Please share your feedback on how 
things are going for you with the Committee.   

 

Course Leaders’ meeting with Management Committee 

One organised meeting is usually held midyear. Informal feedback will occur frequently through 
phone calls, email communication and visits to courses via the Programs Officer and/or other 
members of the Management Committee. Course leaders should not hesitate to discuss matters 
concerning them with the Programs Officer at the earliest possible time. The Programs Officer will 

meet with new Course Leaders before they commence their course. 

Thank you for your participation as a Course Leader.  
You are providing an invaluable service to our U3A. 

The Management Committee and all members appreciate your efforts, time and 
leadership. 

 
 

 

 

Manning Valley U3A Inc. collects personal information from members for organisational, communication, 

emergency and insurance purposes only. This information is held confidentially and will not be provided to 

any third party individuals or organisations without the consent of the member. 


