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Management Committee for 2022 
  

Phone 

Brendan Dever President 0418 192 999 
 
Tina Jones Vice president/course coordinator 0418 780 861 
 
Yvonne Berry Secretary/newsletter 5541 2604 
 
Helen Atkinson Treasurer 0488 411755 
 
Stuart Gearey Assistant treasurer 0404 861 266 
 
Peter Venz Webmaster 0408 588 399 
 
Diane Rewko Publicity officer 0434 724 991 
 
Derani Gearey Membership secretary 0411 828 028 
 
Pat Hughes Facebook coordinator 0408 067 466 
 
Di Johnson Social activities facilitator 0468 849448 
 
 

 

 

Beaudesert U3A contact details 
 

● Postal address PO Box 561 

  Beaudesert Qld 4285 
 

● Email u3abeaudesert@gmail.com 

● Web site www.beaudesertu3a.com 

● Facebook U3A Beaudesert 

  

http://www.beaudesertu3a.com/
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Overview 
Please use this handbook as a guide.  The information contained here is from a variety of sources, 
ideas built up over years of experience, requirements under law and suggested methods to 
facilitate the smooth running of your class.  We are an organisation of volunteers with a diverse 
background and this knowledge should be utilised to make our life richer. If there are ideas that we 
can embrace to improve our organisation we need to hear about them, so please feel free to make 
suggestions.  The term “tutor” is used in many U3A organisations worldwide, to indicate the 
person responsible for a U3A class.  Beaudesert U3A likes to give its tutors the freedom to 
operate with as much autonomy as possible, within the organisations guidelines and laws. 
 

Aims 
The overall aim of Beaudesert U3A Inc is to provide the members with both the stimulus of mental 
/ physical 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 the sake of 
learning:  it will open up new horizons for them - unrestricted by the requirements of vocation or 
the desire for qualifications, and it will do so, principally by drawing upon the extensive life 
experience, skills and energies of the members.  It is a mutual aid self-help movement - a modern 
community of scholars, catering primarily for people in the Third Age of their lives. 
 

Management committee 
Beaudesert U3A is run by a management committee which is elected by, and from the 
membership of U3A.  All members of the management committee are volunteers. 
 

Constitution 
Beaudesert U3A Inc is an incorporated association with a duly registered constitution as required 
by the Department of Fair Trading.  Copies can be obtained from: 

 The Secretary – secretaryu3abeaudesert@gmail.com, or, 

 download from the Beaudesert U3A website: www.beaudesertu3a.com 
 
Insurance 
Beaudesert U3A Inc has three separate insurance policies through our broker: 

● Personal Accident - Voluntary Workers Only 18-90 years. 

● Business Package - Public & Products Liability/Indemnity Limit $20,000,000 

● Association Liability – Limit $5,000,000 any one claim, $20,000,000 Annual Aggregate. 

For further details of the above, contact The Secretary, 5541 2604. 
 

Membership of tutors 
People may become tutors for Beaudesert U3A Inc, without becoming members.  This allows our 
organisation to source individuals to tutor who would otherwise be ineligible.  Such tutors require 
formal approval of the management committee.  Tutors who are not members cannot attend other 
classes. 

  

mailto:secretaryu3abeaudesert@gmail.com
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Contacts 
The normal chain of command for tutors in our organisation, if assistance is required, is to contact 
the course coordinator.  If the course coordinator is unable to solve the problem it can then be 
referred to the management committee. 
 

The course coordinator's contact details are: 

Tina Jones 

Phone 0418 780 861 

Email coursesu3abeaudesert@gmail.com 

Postal Course coordinator 
 PO Box 561 
 Beaudesert 4285 
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Guidelines 

Costs  
Tutors may not make any personal profit from their classes but may charge a small fee from 
students to cover costs.  All costs to the student should be listed, and there should be no extra or 
hidden charges.  All attendees must be current members of Beaudesert U3A to participate in any 
of the activities.  A non-member (ie a visitor) may attend an activity one time only without being a 
member.  However, they must pay the current activity fee. 
 
Venues  
Tutors may recommend and, where appropriate, organise their own venues. Assistance in finding 
a suitable venue is available from the course coordinator.  We ask you to choose as inexpensive a 
venue as can be found, out of consideration for our members.  Ask for the location of first aid kits 
and emergency muster points.  Where there is a charge for hire at a venue, tutors may charge 
students a small fee to cover this cost.  Tutors are responsible for attending to payment for 
venues, though payments may be arranged via the treasurer if required.  Some venue managers 
require evidence of our insurance, in the form of a Certificate of Currency.  You can obtain this 
from the secretary. 
 
Enrolment numbers   
Tutors decide whether student numbers for their classes will be limited, and if so, how many 
students they will accept. 
 
Attendance record 
Tutors must keep an attendance roll where participants initial at each class for insurance purposes 
and to check that members are financial.  These rolls must be returned to the course coordinator 
at the end of every term. 
 
Term dates 
There are four terms a year, within the school terms, usually 9-10 weeks each. The dates are 
advertised in the newsletter, activities schedule and on the Beaudesert U3A website.  Some tutors 
choose to continue their classes during the school holidays.  (This is often at members’ requests).  
Please notify the course coordinator and the secretary if you plan to do this.   
 
Enrolling students into your class 
Once members have paid their membership fee, they are issued with a receipt, and a membership 
card.  They are then entitled to contact tutors and ask to be enrolled in classes.  Tutors who are 
contacted should always ask whether the enquirer is a member and should advise the person that 
proof of membership (receipt or card) must be shown at the first lesson. 

As tutor, you may have to receive membership fees from new and renewing members of your 
class. Any fees or forms so received are to be returned to the treasurer or course coordinator as 
soon as possible, with details of whose funds they are.   

It is the tutor's responsibility to ensure that only U3A members attend U3A classes.   Please 
contact the course coordinator if you need help in managing a problem with ineligible attendees in 
your classes.  If too many people wish to join your class, you may choose to close enrolments.  
Please contact the course coordinator if you have any problems or concerns. 

Also if there is: 
● Any change of venue 
● Cancellation or discontinuation of a class for any reason. 
● Extension of a class for any reason. 
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Communications 
Where possible all contact between tutors, the course coordinator and management committee 
members should be via e-mail; where there is no e-mail available, then phone or post.  Please 
remember, the course coordinator is a volunteer working from home. 
 

Process for starting a new class 
● Read your handbook 
● Venues and timetables can then be discussed with the course coordinator. 
● If the course is deemed suitable it will be published in the Beaudesert Times, on the web, 

and in the newsletter. 
● U3A members who are interested usually contact the tutor directly. 
 

The tutor should determine the appropriate size of their class and determine that the participants 
are suitable. 

Excursions 
When an excursion or any other class activity to an unscheduled location is undertaken, the date, 
destination, duration of excursion, etc. must be forwarded to the secretary for insurance purposes, 
and the course coordinator should be informed.  For extended 'trips' any medical requirements of 
the participating group should be recorded and kept with the tutor for the trip.  These medical 
records can be sealed in individual envelopes for privacy reasons and only open if required, eg 
diabetics, allergic reaction. 

Room setup 
Some classes may need different arrangement of the room.  It is your responsibility to arrange for 
equipment and room set up prior to the commencement of your class.  You can choose to do this 
yourself or arrange for members of your class to do it.   

Occupational Health, Safety and Environment Policies 
From time to time, instructions are issued through various Government departments that impinge 
on our operations.  Where possible these instructions will be displayed on our website.  These do 
include: 

▪ Emergency procedures 
Tutors must ensure that all class members are fully aware of the closest exit door/s, 
assembly points.  When a new member joins a class, please ensure they are informed. 

▪ Smoking rules 
As apply in Queensland, i.e. - generally no smoking. 

▪ Calling an ambulance 
Ring 000 (i.e. zero, zero, zero) for all emergencies.  This could be but is not limited to, if you 
suspect a heart attack, stroke, unexplained fainting, serious injuries, pain or trauma, severe 
blood loss. 

▪ Location of first aid kits 
All class participants should be aware of the location of the nearest first aid kits. 

▪ Accident / incident reporting 
All accidents and / or incidents must be reported.  Please fill in all details of any event into 
the accident / incident report form available on the web site and forward it to the secretary 
or course coordinator.  A photocopy of the form can be made from the form in the back of 
this handbook.  The tutor must retain a copy of the report. 

Privacy 
Only personal information, which is necessary for the effective operation of Beaudesert U3A Inc., 
will be collected from members.  Such information will be protected from misuse, loss, 
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unauthorised access, modification or disclosure.  No personal information on any member is to be 
forwarded to any other member or organisation without the express permission of the member 
concerned.  Personal information collected will be held in accordance with the requirements of the 
relevant Acts, Regulations and Constitution. 

Conflict resolution 
Remember, as a tutor you have the choice as to who you have in your class.  Your reasons need 
to be fair and non-discriminatory.  You give your time freely and are not expected to cope with 
difficult people who sometimes forget that we are all volunteers.  Should a situation arise where 
conflict is not immediately resolvable, please contact the course coordinator. 

Copyright 
All materials required for 'class' work will be subject to the normal copyright restrictions. In part 
under the Act this means (actual wording of the Act); where making a copy of a work is a fair 
dealing under section 40 of the Copyright Act 1968, making that copy is not an infringement of the 
copyright in the work.  It is a fair dealing to make a copy, for the purpose of research or study, of 
one or more articles on the same subject matter in a periodical publication or, in the case of any 
other work, of a reasonable portion of a work.  In the case of a published work that is of not less 
than 10 pages and is not an artistic work, 10% of the total number of pages, or one chapter, is a 
reasonable portion. 

 
More extensive copying may constitute fair dealing for the purposes of research or study.  To 
determine whether it does, it is necessary to have regard to the criteria set out in sub section 40 
(2) of the Copyright Act 1968. 

You, the tutor, are responsible for safety 
As a member of a group activity, your primary concern should be your personal safety and well-
being.  However, you should also accept a reasonable degree of care for the safety and well-being 
of all other participants in the activity.  You must avoid doing anything that exposes any person, 
including other participants in an activity, to unreasonable risk of injury or loss.  
You should likewise avoid doing anything that exposes the organisation to unreasonable risk of 
loss or liability. 

The tutor cannot predict all the hazards that will be encountered with an activity.  The tutor may 
not be aware of participant’s particular skills and limitations.  The tutor's responsibility begins in 
selecting an activity for which the tutor has the necessary skills and understanding. 

Name tags/ badges 
Course participants are requested to wear name tags, this particularly applies to members of 
associated U3As.  Currently Boonah and Mount Tamborine have reciprocal rights.  
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PO Box 561  |  Beaudesert  |  Queensland 4285 

W  www.beaudesertu3a.com  |  E  u3abeaudesert@gmail.com | FB U3A Beaudesert 

Name and membership number 

 

Address (including post code) 

 

 

 

DOB 

 

 

Home phone Mobile 

 

Emergency contacts 
1 Contact name 

 

 

Phone 

2 Contact name 

 

 

Phone 

 

Current medical history 
1 Do you have a disability?  

  Yes  No   If YES, what is your disability and please explain how it could affect you 

 

 

 

 

2 Do you take any medication? 

Yes No  

 

 

 

3 Do you suffer any allergies? 

 Yes No If YES, please list 

 

 

 

4 Do you have any current medical problems? 

Yes No If YES, please list 

 

 

 

 

Confidential information – for use in emergency only 
 

  

  

  

  

Membership medical information form 
 

http://www.beaudesertu3a.com/
mailto:u3abeaudesert@gmail.com
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Date Report # Location 

 
 
 

 
Accident/incident reported by 

 
 
 

Person(s) involved 

 
Witnesses 

 
 
 

 
Description of the event 

 
 
 
 
 
 
 
 
 

 
Action taken 

 
 
 
 
 
 
 
 

 
Follow-up actions required and/or recommendations for improvements 

 
 
 
 
 
 
 
 

 

PO Box 561  |  Beaudesert  |  Queensland 4285 

W  www.beaudesertu3a.com  |  E  u3abeaudesert@gmail.com  |  FB U3A Beaudesert 

Accident/incident report 

http://www.beaudesertu3a.com/
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