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COURSE LEADER INDUCTION/WELCOME POLICY 

Approved by committee on: 16 November 2021, updated 18 February 2022 

INTRODUCTION 

Manning Valley U3A (MVU3A) is committed to an open and inclusive process of approving Course Leaders 

to offer courses and to inducting new Course Leaders, in order to support successful leadership of courses.  

PURPOSE 

The purpose of this document is  

• to ensure that new Course Leaders are selected with care and consideration for the wellbeing of 

members and Course Leaders  

• to provide encouragement and support to Course Leaders to have a successful and enjoyable 

experience in courses 

• to assist new Course Leaders to learn about MVU3A’s culture and the requirements of their role 

• to ensure that the procedure is fair, open and objective 

DEFINITIONS 

‘New Course Leader’ means a member who is offering to lead a course who has not done so in the previous 

2 years. 

POLICY 

This Policy applies to Committee members responsible for selecting and inducting Course Leaders. 

MVU3A new Course Leaders will be selected and inducted into Manning Valley U3A as described in the 

following procedure.  

COURSE LEADER SELECTION PROCEDURE 

Note: The Course Leader Selection Procedure will not usually be needed in the case of a course member 

taking leadership of an existing course with the previous leader’s imprimatur and/or the support of the 

course.  

• The prospective Course Leader will need to complete the form in the handbook giving details of the 

proposed course to a Committee member. 

• The Secretary will forward the completed form to the Programs Officer for review by the Programs 

Sub-Committee. 

• The Programs Officer will advise the Sub-Committee on the suitability of the proposed program. 

• The Sub-committee will, through discussion, determine whether the applicant is suitable using the 

following criteria as a guide: 

o Are they a member? 



U3A MANNING VALLEY COURSE LEADER SELECTION AND INDUCTION/WELCOME POLICY 

Note: In all cases the Manning Valley U3A Constitution will take precedence in any actual or perceived conflict between the 

constitution (2021) and this policy and procedure. All relevant Government Laws and Acts will take overall precedence over all U3A 

Management policies, procedures, guidelines or constitution. 

2 

 

o Have they been Course Leaders at MVU3A in the past? A successful past course would be a 

useful indicator of suitability. 

o Are they willing and do they feel capable of performing the role? Conversation with the 

potential Course Leader around this should be taken into consideration. 

o Do they understand basically what is involved in the role? Conversation with the potential 

Course Leader around this should be taken into consideration.  

o Is their course appropriate for the Term’s program? To give a good mix of courses, it may 

be necessary to postpone the offer until a later date. That does not constitute rejection of 

an application. This will be communicated to the applicant in writing with a reason given.  

o Is the applicant or their offered course going to contravene the MVU3A Constitution or 

Policies? The Committee should decline the offer if that is the opinion of the Sub-

Committee. This will be communicated to the applicant in writing with the reason/s given.  

Course Leader selection is the Sub-Committee’s main function. It is crucial that their deliberations 

and decisions are fair, open and objective. 

The Sub-committee will start from a position of acceptance in each application and rejection of an 

offer of leading a course will need to be agreed by the Sub-committee and Management 

Committee only as a last resort. 

The Sub-committee will report their decisions to the Management Committee. 

COURSE LEADER INDUCTION PROCEDURE 

Once accepted as a MVU3A Course Leader they will be supported via the following means, facilitated by 

Program Coordinator or Secretary: 

• All new Course Leaders participate in an induction and welcome session - preferably in person if 

practical  

• An induction kit/handbook (electronic or hard copy) containing relevant documents, including 

information about U3A policies is given to them and explained where necessary  

• As needed, the induction kit/handbook is kept up to date with relevant information by the 

Programs Officer 

• The Course Leader should sign and date the forms showing they have read, understood and agreed 

to abide by the MVU3A Privacy and Confidentiality Policy, other Policies and Constitution. This 

document should be kept by the Secretary as a record, for as long a period as they lead MVU3A 

courses. 

• The Course Leader will be invited, in person, to seek any further assistance/information about 

MVU3A or their role as Course Leader in addition to the Handbook information by the person who 

is inducting them – usually Programs Officer. 

 


