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     29 Strabane Avenue, Mont Albert North, VIC 
3129 

info@u3aboxhill.com.au    www.u3aboxhill.com.au    (03) 9898 3336 

 

 

TUTORS’ GUIDE, 2014 
 

 
Thank you for volunteering to be a U3A tutor, giving your time and expertise to a 

learning experience that is highly valued by many people in the ‘third age’ of their lives 

– the age of active retirement. 

Tutors do not have to be members of U3A Box Hill unless they enrol for classes or they 

would like to join the Committee of Management or vote at general meetings. 

 

CLASSES 

 
Your class folder in the Strabane Hall office contains a list of the members enrolled in 

your course for the current term. Please mark attendance at every session, and any 

apologies. 

When people join the class mid-term, please add their names and receipt numbers (proof 

of membership) to the list. 

The class folder is also used to give messages to you from the office staff, usually 
apologies for non-attendance, and from the Committee of Management about 

forthcoming events and other items of interest. 

 

Cancellation of Classes 

If you need to cancel a class or classes, please tell your class members if you know in 

advance and also inform the Program Co-ordinator and the office staff. The office 

staff will enter the cancellation for the relevant day in the Office Diary. 

If you are unable to tell any or all of your class members in person, let the office staff 

know and they will phone the people concerned. 

 

Waiting Lists 

If your class is full, you may want to maintain a waiting list. If so, please tell the 

Program Co-ordinator. 

You will be given the names and phone numbers of people who would like to be on 
your waiting list so that you can contact them when there is a place in the class. 

 
Enrolment after the Beginning of the Year 

If you do not want to accept new class members after the beginning of the year who 

might not fit into the level of the other members of your class, please tell the Program  

Co-ordinator.  

You have the option of your phone number being given to prospective class members so 

that they can ring you or asking the office staff to give you the names and phone 

numbers of enquirers. 
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NAME TAGS 
 
Encourage your class members to wear their name tag at all classes and other U3A 

events. One reason is that the name and phone number of their emergency contact 

person is on the back of the name tag. 

Please ask all students to have a mobile number on their name tag for their 

emergency contact person. 

 

 
PREMISES AT 29 STRABANE AVENUE 
 

Opening and Closing the Premises 

If your class starts before the office is staffed at 10 a.m., you will need to take the key 
from the key safe outside the main door to unlock the premises. The key should be 

returned to the key safe immediately after use. The office staff will tell you the 

combination for the key safe. 

If your class finishes after 3 p.m. (or if there is no-one in the office when your afternoon 

class finishes), you are responsible for ensuring all lights are out, blinds are drawn, 

heating or cooling is switched off and all doors are locked before you leave. 
 

Classrooms 

There are two classrooms at Strabane Hall: the main room and the front room. Members 

are asked to assist their tutor in the main room by setting out the chairs and the tables (if 
used) for the class and stacking the chairs and dismantling the tables at the end of a 

class. 

Cushions should be removed from chairs and put in the cupboard outside the door to the 
main room. The furniture in the front room does not have to be moved after a class. 

Heaters put a heavy load on the electrical circuits. When using a heater, please start it on 

low for a few minutes before turning it up. The instructions for the air conditioner in the 
main room are on the wall next to the doors to the front room. 

 

Car Parking 

Parking is available behind the premises at 29 Strabane Avenue, where two spaces are 

allocated for tutors.  
 

Noticeboards 

There are two noticeboards in the main room at Strabane Hall: one is for U3A Box Hill 

notices and the other is for information of general interest.  
 

Kitchen 

The kitchen is available for water, tea, coffee and preparing food if required. Class 

members are expected to wash mugs etc. and clean the kitchen after use. There is a 
dishwasher for occasions when a lot of crockery and cutlery has been used. It should be 

turned on after being packed! 
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Resources for Tutors 

There is a photocopier in the office for your use. Please record the number of copies you 

make for your class. For personal photocopying, the cost is 10c per sheet.  

Items in the stationery cupboard in the office are available for class use.  

Audio-visual equipment is kept in the storerooms off the main room at Strabane Hall. 

There is also a DVD player in a cupboard in the front room. If you would like assistance 
with operating the equipment or if problems arise, Mario Bonnici would be glad to help. 

His phone number is 9432 1335. 

Tell the Program Co-ordinator if there is any equipment that you would like to use but 
that is not available, and she will put a request to the Committee of Management. You 

can get reimbursement for small purchases without prior notice but anything costing 

more than $10 requires prior approval by the Committee. 

The office staff are glad to make phone calls for you (e.g. to inform your class members 

of a change of class time). 

 
We intend to make a wireless internet connection available for use at Strabane Avenue; 

please let us know if you are interested in this facility. 

 

EMERGENCIES 
 

Fire 

Please acquaint yourself with the positions of the fire extinguishers at Strabane Hall. If 
it is necessary to evacuate the building, the assembly point is the grounds behind the 

Yooralla building next door, NOT in front of Strabane Hall.  

The tutor is responsible for checking the class list to ensure that everyone is accounted 

for. Do not let anyone return to the building until officially notified that they may do so.  

 

Sickness or Injury 

If one of your class members becomes sick or sustains an injury, you may need to ring 

for an ambulance. Then ring the emergency contact person on the back of the member’s 

name tag. In less serious cases, it may still be advisable to ring the emergency contact 
person because it may not be safe for the sick or injured person to drive home alone. 

There is a First Aid Kit in the office. Tell the office staff if you use any items so that the 

kit can be replenished. 

Issues re health & safety in class – just a reminder of office Fire Department advice: 
1. don’t help someone to get off the floor 
2. ensure students wear name tags 
3. get mobile contact numbers for emergencies 
4. In an emergency: 

a. Disabled are last to leave the building, don’t delay others 
b. Don’t put yourself in danger if there is a disturbance, e.g. an intruder 
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UNDESIRABLE OR UNACCEPTABLE BEHAVIOUR 

U3A Box Hill has a Code of Conduct which covers, among other issues, sexual 

harassment. A copy of this Code is in your class folder and it is also available on our 
website. Any concerns should be directed to the Secretary as a matter of urgency. 

 

NEWSLETTER 

Members (and tutors who are not members) receive a newsletter near the end of each 
term. It includes a list of classes for the following term and a Change of Class form for 

members who want to join and/or withdraw from classes. This change of class form 

must be submitted to the office, not to tutors. 
 

WEBSITE 
 

Our Website, www.u3aboxhill.com.au includes the latest news, information about 

classes and the most recent newsletter.   
 

You might like to look at some online U3A courses on this website:          

http://www.u3aonline.org.au/  
 

 

U3A Contacts, Suggestions and Concerns 

 

Email: info@u3aboxhill.com.au   Emails sent to this address will go straight to the 

Secretary.  

 

Office Phone: 9898 3336 for general information or to leave a message about class 

cancellations etc. for the Program Co-ordinator or the Secretary. 
 

If you have an emergency situation please call 000 directly and then let the Secretary or 

Assistant Program Co-Ordinator know about the situation.  
 

Please report all accidents/incidents on the correct form in the office. 

 
If you have an urgent query about any U3A matters, contact: 

 

the Secretary on 0412 495 925/ 9899 4489 or  
 

the Assistant Program Co-Ordinator, Annie Ryan, on 9878 9500. 

 

If you have any suggestions or concerns, please consult the Program Co-ordinator, Jo 
Dawson. The office staff (9898 3336) can pass on a message to Jo, who will be in the 

position until the AGM in March 2013. 
We encourage you to make suggestions relating to the content of our website and 

newsletter.  

If you have articles or content that you wish to contribute, please contact our 
Newsletter & Website Editor, Stanley Barker, via our general email address 

info@u3aboxhill.com.au 

You can also contact any member of the Committee of Management. Their contact 

details are on the noticeboard in the main room. 


