OPERATING PRINCIPLES
To become a member:

e Membership is open to people who are retired or semi-retired, usually at least 55 years of age.

e Pay the Annual Membership of $60 per person for the calendar year.

e Join U3A Hawthorn and pay your membership on-line at u3ahawthorn.org.au/members, or come to
Reception to complete membership enrolment and pay the annual individual membership fee.

e Associate membership is not available.
Member entitlements and responsibilities:

e  Only financial members may attend U3A Hawthorn courses and activities (unless otherwise specified).

e The annual membership fee entitles you to enrol in as many courses and activities as you wish, subject to the
course size limits stated in the course description and categories, which vary depending on venue, the nature
of the course and the preference of the tutor.

e All members must abide by the Code of Conduct and these Operating Principles.

e Please wear your membership badge to classes and events.

Volunteering:

e U3A Hawthorn relies on volunteers to undertake the many roles which keep the organisation going.

e In addition to the vital roles of tutor and convenor, individuals can help in many ways (tutor support, assisting
with room setup and pack up, catering, reception, curriculum planning, AV assistance, campus management
and working bees, gardening and many other activities). Please consider how you can contribute in small or
large ways.

e For further information see the website u3ahawthorn.org.au/volunteering/

Course enrolments:

e Members can enrol online for courses, presentations, excursions and events. There are no pre-requisites for
entry or cost for most courses. However, some courses require tutor/convenor approval prior to final
acceptance into the course, such as on-going languages, cycling, bridge, orchestra and choir, where some
prior knowledge or skill level is required. This is specified in the course description.

o Textbooks are required for some courses.

e Some courses may impose a levy to provide refreshments or materials for the class or to purchase small gifts
for external presenters.

e To enable as many people as possible to access very popular courses, we reserve the right to limit enrolment
to only one or two courses in that category.

e After enrolling you will receive an email to advise that you are accepted or waitlisted.

e You can also check the status of your enrolments on-line (enrolled or waitlisted).

o  Waitlists are monitored and if a position becomes available the next person on the waitlist will be offered a
place.

e You may not attend a course until you receive enrolment notification for that course.

e Trial attendance at courses is not permitted.

e The courses offered depend on the availability and interests of volunteer tutors/convenors. The material
presented in courses is at the discretion of the tutor or convenor and does not necessarily reflect the views
of management.
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Start and finish dates for courses:

e The year program commences in early February and runs until the end of November. The Summer School
program operates for a designated period in January.

e Tutors decide on the start and finish dates of courses and whether classes will take place over the State
School holidays. Tutors may opt to take time off at other times of the year. The class may be cancelled for
that period or operate as a self-help group.

e Courses which are not held over State School holidays are marked NCSSH (no classes in State School
holidays).

e C(Classes are not held on public holidays.

Attendance and absence:

e Itis understood that members may not be able to attend all classes in a course due to other commitments,
illness and travel. However absence without apology for two or more consecutive absences may result in the
cancellation of your place in that course, especially where there is a waitlist. When you enrol in a course
every effort should be made to attend all sessions.

e If you know you are unable to attend more than 60% of the classes, please reconsider your enrolment in that
course.

e You can register an apology for a session/s in a course on the online membership system, by contacting
Reception, or directly with the tutor/convenor by marking your absence on the roll.

e The tutor/convenor maintains an attendance roll for the course - please make sure you register your
attendance or absence.

Withdrawal from a course:

e If you decide not to continue with a course, please login to the Member Portal and Request Withdrawal for
that course. You can also visit or ring Reception to request withdrawal from a course.

Acknowledgement of Risks:

e Some courses pose higher risks of injury. Members are asked to carefully consider whether a course is suited
to their abilities. Tutors and convenors may also advise members enrolling in the course if they feel that an
individual does not meet the standard required for the activity.

e For some courses, members are required to acknowledge that, by enrolling in the course, they have read and
understood that the course may pose a risk. The acknowledgement of risks is provided in the course
description for the relevant courses.

Communication with and information for members:

e U3A Hawthorn website: u3ahawthorn.org.au

e On-line Membership System which allows you to manage your membership and enrol in courses and
activities: u3ahawthorn.org.au/members

e A Quarterly Newsletter is emailed to Members — end Feb, May, August, November

e Regular Gateway emails with news, new courses and activities offered during the year.

e Newsletters and Gateways can be viewed on the website at any time: u3ahawthorn.org.au/category/latest-
news.

e Communications are delivered by email. Members who would like the four quarterly newsletters to be
posted to them can pay an additional annual fee of $10.
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e Reception is open 9.30am to 4pm each weekday. Shorter Reception hours apply in January.

Pets on campus:

e With the exception of guide dogs, pets are not permitted within the buildings of U3A Hawthorn or its other
leased venues.

Privacy Policy:

e U3A Hawthorn collects personal information from members to enable efficient delivery of its service to
members. The information is managed solely by U3A Hawthorn and will only be used for organisational,
communication, emergency, insurance and submission-funding purposes. Members have the option not to
provide full details. However, incomplete disclosure of requested details may prevent U3A Hawthorn from
full delivery of its services.

e U3A Hawthorn may collect images (photo or video) which may be displayed for U3A purposes. U3A
Hawthorn publishes photographs of U3A activities in newsletters and on the website. If a member does not
want their image published, the member must advise the photographer within a reasonable time.

Insurance Cover:

e U3A Hawthorn has insurance for Public Liability and, for Tutors and Office bearers, insurance against injury
due to accident occurring while engaged in voluntary work and/or authorised activities on our behalf.

e Individual members are not covered, but may make a claim under our Public Liability insurance where they
believe a negligent act or omission by U3A Hawthorn, or its volunteers, has led to loss, injury or damage
during our organisation’s authorised activities.

Book Exchange:

e A Book Exchange operates in the foyer area at Sinclair Avenue Campus in the third week of each month,
enabling free exchange of books, DVDs etc between members.

Parking:

e Three hour parking is available in the public carpark adjacent to the Sinclair Avenue Campus. Please be aware
that parking inspectors do monitor the car park and issue fines. The marked Office Volunteer carparks should
not be used by general members as Receptionists and some tutors require to be on site for more than three

hours.

Operating Principles 2026 -3-



