U3AAT COURSE PRESENTERS’ GUIDE
The U3AAT was established to offer low cost learning opportunities for retired people in the
Atherton Tablelands. U3AAT fosters a wide range of courses that appeal to U3AAT
members and which depend on the willingness of people to present them.
This guide provides background information for Course Presenters. If additional information
is required or you have any queries, please contact the Course Co-ordinator whose details
are on the Contact Us page of our website: http://athtablands.u3anet.org.au
WHO CAN BE A COURSE PRESENTER?
Essentially a Course Presenter can be anyone willing to run a course on a voluntary basis,
about an area of interest to them. Presenters need not be members of U3AAT, though it is
a requirement that attendees are. Previous experience as a Presenter is not needed, just a
willingness to give up your time to pass on your knowledge and skills to others.
WHAT COURSES CAN BE RUN?
U3AAT encourages Presenters to run a wide and diverse range of courses, not just lectures
on specific subjects, but also discussion groups, writers groups, photography groups and
music based activities, to highlight just a few. However, the Program Committee may
discuss with a Presenter any proposed course which may involve potentially controversial
subjects/activities, to determine its suitability. Presenters are welcome to discuss course
possibilities with the Course Coordinator or a member of the Program Committee.
Courses can occupy anything from a one- or two-hour session to weekly sessions lasting for
many weeks or even most of the year. Presenters can set the length and timing of a course
to meet their own circumstances.
WHAT IS INVOLVED IN BEING A COURSE PRESENTER?
Presenters are to comply with terms and conditions in the U3AAT Constitution and the
Policies and Procedures Manual, both of which are on the website.
Presenters complete a Presenters Registration Form which requires a brief outline of the
proposed course, duration, venue, proposed limits on the number of participants, materials
needed and any cost outlay pertaining to the course. This form can be downloaded from
the U3AAT website. Where possible, course details should be submitted to the Course
Coordinator in electronic form - courses@athtablands.u3anet.org.au. This facilitates ease of
recording on the courses database.
DEVELOPING A COURSE OUTLINE
The following is a guide for developing and presenting a course:
-

Venue: U3AAT has the use of Room 22 at the Atherton Community Centre, 42
Mabel Street Atherton (opposite the Council Chambers in the old Atherton Primary
1

School). This room comfortably seats 30 people. As a general indication,
approximately 15- 20 members normally attend a session.
-

Course enrolment procedures: Members enrol through the Course Co-ordinator on
email: courses@athtablands.u3anet.org.au.

-

Course fees: U3AAT does not charge for courses held in Room 22. However, if a
Presenter needs to outlay costs for materials, these can be recouped by notifying the
Course Coordinator on the Presenters’ Registration Form. The Course Coordinator
will make participants aware of these costs before the course commences.

-

Maintaining records of class attendance: Prior to course commencement, the
Course Coordinator will send the Presenter a Course Participants’ Register, with
names of those members attending. The Presenter should notify the Course Coordinator of any new attendees. This Register should be initialled as an attendance
record at each session and then forwarded to the Course Co-ordinator at the
conclusion of the course. These will be retained for at least 3 months into the
subsequent calendar year for insurance purposes, in case of an accident or incident
in relation to a course.

-

Changes from initial course notification/cancellation/postponement of courses:
The Course Co-ordinator should be notified as soon as possible of any significant
variations to the advertised course description or details, cancellation or
postponement, or changes to the operative dates. This will enable the Course
Coordinator to notify U3AAT members and update the courses database.

-

Casual visitors to courses: (members and non-members). Although membership of
U3AAT is a pre-requisite for participation in courses, the occasional casual visitor
may attend classes at the discretion of the Course Co-ordinator and Presenter.

-

Equipment available to Presenters: The following equipment is available for use in
Room 22 or external venues:


WiFi with internet connection



Sony 65 inch full HD LED flat panel TV screen with inbuilt speakers, 4 HDMI
inputs, USB inputs, wireless and internet capable, android operating system, NFC,
bluetooth and other capabilities, connected to the room WiFi network



desktop loaded with Windows 10 64bit, USB ports, Office 365 (including
PowerPoint, Excel, Word), using bluetooth keyboard and mouse, connected to
the TV and the room WiFi network



hand-held smart presentation pointer



Blu-ray player and surround speakers connected to the room WiFi network



good quality projector with HDMI connectivity, remote control with in-built
pointer



projector screen



multi-function colour laser printer/photocopier, connected to the room WiFi
network, Apple AirPrint and Google Cloud Print capable



laminator



Portable wireless loudspeaker with both hand-held and lapel microphone



fixed whiteboard



wide variety of alternate venues possible

Those using U3AAT equipment away at external venues are responsible for its
collection and prompt return through negotiation with the Course Coordinator. For
information about available equipment, please contact the Course Co-ordinator.
Presenters should take time to familiarise themselves with the equipment in
advance of the first session of the course. This can be arranged with the Course
Coordinator.
Support available to Presenters: The Course Coordinator can assist Presenters in
gaining an appreciation of how current courses are conducted. Avenues of
assistance and support include:
a) Consulting with Presenters of similar courses to gain an appreciation of how
they run their courses.
b) With the Presenter’s permission, sitting-in on a session of courses similar to a
proposed new course
c) Discussing issues about planning or running a course with the Course
Coordinator
d) Accessing course material through www.u3aonline.org.au (site licences cost
$20/course – a site licence is valid for use of the course material for one year).
U3AAT will pay the site licence fee if a willing Presenter for a selected course/s is
available.
-

Occupational Health and Safety (OH&S): Presenters and course participants must
pay due regard to good OH&S practices relating to any physical activity they engage
in, such as setting up rooms, moving equipment, courses involving physical activity,
arrangements for refreshments, etc. If the activity is not held in Room 6, the
Presenter must draw participants’ attention to any potential hazard. Where an
accident/incident occurs during a course or at a course venue, an Accident/Incident
Report must be completed promptly. Copies of this form are in the classroom and if
a session is held outside Room 6, the presenter must take a copy of the
Accident/Incident Report with them. This document is also available on the website.

-

Insurance: U3AAT’s Public Liability Insurance covers Presenters, committee
members and members when acting under the aegis of U3AAT.

-

Copyright: Presenters are required to observe copyright laws. This essentially
involves ‘fair dealing’ with material generated by others. Presenters need to be very
cautious in reproducing multiple copies of copyright material: to comply with the
law, this should be limited to short extracts only.

