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ROLES AND RESPONSIBILITIES OF
"FACILITATORS"

WHAT IS A “FACILITATOR™

A Facilitator is a person who provides group leadership and expertise in their chosen subject
or field. A Facilitator may:

e Order and arrange the activities of the group.

e Lead a group discussion.

e Lecture to the group in a formal situation.

e Act as mentor to members of the group who are doing their own projects.

APPLICATION FOR COURSE FACILITATORS

A person -who wishes to lead a group should contact the Program Co-ordinator. They should
supply:
e Their credentials (either formal or informal evidence of expertise to run a group)
e Their preferred day. venue and time for the course, with as many alternatives as
possible
e A description in terms of outcomes for their course

The Committee will consider each application in light of the expertise of the potential Leader
and the current program.

The Program Co-ordinator will make a recommendation to the Management Committee on
whether the course will proceed. The course can only proceed if the Management Committee
approve.

ROLE OF THE FACILITATOR
LEARNING

e To facilitate learning and/ or progression in skills in the members of their group. We
encourage life- long learning for all members.

e To foster an atmosphere of friendliness and comradeship within their group.

e To describe the outcomes of the course clearly for inclusion in the Newsletter and
Website of Bathurst U3A.

ROLLS

It is the Facilitators' responsibility to:

Collect a roll before term begins.

Mark the roll accurately.

Record the names of visitors on the Honorary Members Roll.
Return the roll within one week of term finishing.

Make sure every member of the group has a Membership Card.



The Data Coordinator/Enrolment Coordinator will prepare the rolls and notify the Facilitator
of any subsequent enrolments.

Facilitators may not add or remove members' names from a roll. If a member tumns up to
class and their name is not on the roll, then invite them to join you for a day, add their name to the
honorary members list and suggest they contact the Data Coordinator to adjust their enrolment.
This ensures that the waiting list is considered in adding member to a class and also that members
who are away or absent for short periods of time, are not removed from a roll.

INFORMATION

Facilitators should act as providers of information from the Committee to members and
encourage members of their group to take part in activities organised by the Committee -
eg Christmas Party, excursions, special functions.

OPTIONAL

A Facilitator should try and foster Social relationships by organising other times for the
group to get together - maybe in between terms at a member's home or a momning tea or lunch.



CODE OF CONDUCT

FOR MEMBERS

Be polite and respectful to facilitators and other class members.

Respect class ‘ethos' and working arrangements.

Refrain from discussion of political, racial or religious matters (unless raised by the
facilitator)

Inform the facilitator if withdrawing from a course or for a term.

Send an apology to the facilitator if unable to attend a class.

During class, follow reasonable instructions and requests from facilitators.

FOR FACILITATORS

Be punctual and prepared.

Mark rolls.

Return rolls within one week of the end of each term.

Be polite, helpful and respectful to members.

At the beginning of each term, set out housekeeping rules

Make expectations of behaviour clear to class members

Inform class members of change of meeting or change of venue in advance of a class
if possible

Put away U3A equipment securely and tidily

Return keys to the Venue Coordinator or Facilitators' Representative at the conclusion
of a course.




CONTACTS:

Following the AGM the contact numbers for the Members of the Management Committee
will be forwarded to all facilitators and will also be printed in the Newsletter and available on
the website.

FACILITATORS' REPRESENTATIVE

The facilitators representative shall be appointed at the AGM.
Your representative is your first point of contact if:
¢ You have any questions about running a class
e You cannot attend class
¢ You need to know about equipment in a room
e A member constantly breaches the Members' Code of Conduct

ENROLMENT OFFICER

The Enrolment Officer can supply you with extra copies of any of the documents you find in
your roll. He/she will also contact someone on the waiting list for your class if you have a
vacancy you wish to fill.

PROGRAM COORDINATOR

The Program Coordinator is responsible for organising all continuing and new courses,
collecting the course descriptions for the Newsletter and contacting the Venue Coordinator to
organise venues. The Program Co-ordinator is your first contact if you are proposing a new
course, continuing an existing course or discontinuing a course.

DATA OFFICER

The Data Co-ordinator keeps all the membership data and processes all the membership
forms. In conjunction with the enrolments Co-ordinator, Programs Co-ordinator and
Treasurer. co-ordinates enrolments compiles class lists for each course and organises waiting
lists when required.

NEWSLETTER EDITOR

We encourage you to submit articles and photos for the Newsletter.

VENUES COORDINATOR

Contact the Venues Coordinator for any issues with your venue or if you wish to change
it for some reason. The venues Co-ordinator is responsible for organising all venues
throughout the year and it is essential that you notify the Venues Coordinator of any
changes in a timely manner.



