
 
ATTENDANCE 

Introduction  
 
1. This policy outlines the requirements relating to members’ attendance and 

non-attendance at any U3A activities. 
 
Purpose  
 
2. The purpose of this policy is to document the attendance requirements for 

members of Glen Eira U3A and the processes that will be followed where a 
breach of the policy is reported.  

 
Policy  
 
3. Members are required to adhere to the following policy guidelines: 
 

a. Members may enrol in up to five long course and unlimited short 
courses each calendar year, as specified in the annual enrolment 
procedures. 

b. Only members may attend classes. 

c. Only members may be wait-listed for courses. 

d. Any tutor wishing to attend classes as a student must become a 
member, or else seek approval by the management committee to 
become an honorary member. 

e. Non- members may attend open forums and events as publicised. 

f. Children may not attend classes. 

 
Procedures  
 
4. Glen Eira U3A will abide by the following procedures: 
 

a. All members must sign the roll each time they attend a class. 



 
 

b. Members must record apologies for classes being missed, either by 
recording future apologies in the roll, advising the tutor in advance, or 
advising the office of apologies. 

c. After 3 non-attendances at class without notification or recording of 
an apology, members will be contacted by an office volunteer.  Unless 
there are mitigating circumstances, the member will be removed from 
the class. 

d. Any member planning to be absent from a class for more than six 
weeks should cancel their enrolment in the course and seek to re-enrol 
on their return, using their current subscription. 

 
Responsibilities  
 
5. The Committee of Management is responsible for establishing, 

implementing, publishing, and reviewing this policy and procedures. 
 
6. It is the responsibility of all members to abide by this policy and procedures. 
 
7. It is the responsibility of reception and office volunteers to monitor 

implementation of this policy and procedures. 
 
8. It is the responsibility of the Secretary to receive complaints about a breach 

of this policy and to bring them to the attention of the President.  
 
9. The President is responsible for ensuring that a complaint of a breach of this 

policy is handled in accordance with Glen Eira U3A’s Grievance Policy.  
 
Authorisation  
 
This Policy was adopted by the Committee of Management of Glen Eira U3A 
on 17 July 2017. 


