THE WILHELMSHAVEN ASSOCIATION CONSTITUTION
(25 February 2024)

The Wilhelmshaven Association was founded by the Honorary President, Elizabeth Hughes
(Bird) of Pound Cottage, 10, The Green, Frimley, Surrey GU16 8PL. The Wilhelmshaven
Association is an organisation run for the benefit of the members who are former pupils and staff
of Prince Rupert School, Wilhelmshaven 1947 — 1972.

Aims

To maintain a database of former pupils and staff of Prince Rupert School,
Wilhelmshaven.

To recruit new members and welcome former pupils and staff who have located the
Association and to help them make connections with existing members as required.

To communicate regularly with members by means of a Newsletter and other appropriate
methods.

To arrange reunions and events for members.

To manage items of memorabilia donated or loaned to The Wilhelmshaven Association or
purchased directly by it.

To acquire items of relevant merchandise to be made available for sale to members.

To manage a Facilitation Fund, established to provide confidential professional advice
and/or funding for members with specific needs.

To create and manage an official Prince Rupert School, Wilhelmshaven Website.

1. Membership

a) Membership of the Association shall be open to all former pupils and members of
staff who attended Prince Rupert School, Wilhelmshaven at any time between
1947 and 1972, and any former pupils and members of staff who attended Prince
Rupert School Rinteln between 1972 and 2014.

b) Individuals wishing to join the Association must complete and submit such
application form(s) as may be prescribed by the Committee.

c) Membership records will be maintained on a database, containing the current
names, postal and email addresses and details of Contact Wish Lists and any
other relevant information. This information shall not be released to a third party
without prior consent and then only to other Association members, who have
specifically requested information concerning such members.

d) The Committee has the authority to exclude any Association member whose
conduct, while a member of the Association, becomes prejudicial to the interest of
the Association.

2. Registration and Annual Subscription

a) The Committee shall determine the level of Annual Subscriptions from time to
time. These are payable on April 6" of each year and shall be sufficient to cover
stationery, postage, advertising, telephone, computer costs, printing, and
reimbursement of reasonable expenses.

b) Members will receive 3 Newsletters each year and are eligible to pay for and
attend biennial Reunions organised by The Wilhelmshaven Association
Committee.

c¢) Members who fail to pay their annual subscription, when the Summer Newsletter
is due to be distributed, will be deemed lapsed and will not receive a copy. On
payment of his/her subscription, the member will be reinstated and will become
eligible for a Newsletter.
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d)

As well as Full membership, the Committee can award Joint, Associate and
Honorary membership. These awards are discretionary and may be subject to
review.

3. Association Accounts

a)

b)

The payment of subscriptions and Association expenses shall be conducted
through such Bank Account(s) as the Treasurer shall open on behalf of the
Association, with written consent of the Committee and the authorisation of
additional signatories. No other member shall open any other account with a bank
or lending institution in the name of the Association, without prior written consent
of the Committee.

The Treasurer shall prepare the TWA books of Account and such other
documents that may be required, for formal audit of the Association’s account
annually, for presentation to the Committee. A copy of the accounts shall be
made available for inspection by any member on application to the Treasurer. A
summary of the accounts will be published in the summer newsletter.

Disposal of Funds - In the event of it becoming impossible to fulfil the Aims of The
Wilhelmshaven Association, the Committee shall give notice in writing to all
members, clearly stating the reasons and the intention to dissolve the
Association. If there are sufficient funds in the account, members will be offered a
refund of the remaining portion of the paid subscription. Any Association assets
remaining after the payment of all debts and refunds, shall be donated by the
Committee to a UK charity devoted to help sick or disadvantaged children.

4. Association Management

a)

The management of The Wilhelmshaven Association is conducted through the
designated roles and responsibilities (detailed in Enclosure 1 to this Constitution
Document) undertaken by a committee of volunteers. The Committee comprises:

Committee Chair Association Webmaster
Treasurer Newsletter Editor
Newsletter Printing and Distribution Representative

PRS Wilhelmshaven Representative

Membership Secretary Media Representative
Reunion Representative 2x without portfolio
Minutes Secretary

The figurehead role of The Wilhelmshaven Association is undertaken by the
Honorary President and founder, Liz Hughes. This appointment does not have a
vote on the Committee, however, there is an open invitation for the Honorary
President to attend all meetings. The Honorary President will also be advised on
matters discussed at Committee meetings and her opinions will be considered. At
large reunions, the Honorary President or a nominated deputy will be invited to
speak to those members present.

In the event of the Honorary President position becoming vacant, nominations will
be requested from the Membership and if there is more than one nominee, a
ballot will be conducted.

The Committee Chair, whose primary responsibility is to ensure that the
committee functions properly, should hold office for no more than 2 years, at
which time a new Committee Chair will be appointed. Similarly, Committee
members are requested to be in office for 2 years, however, they have the option
of a rolling contract after this time, subject to Committee agreement. Additionally,
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Committee members may resign at any time and can be asked to leave if a
majority vote deems this necessary.

Committee meetings take place three times a year in the Spring, Summer, and
Autumn; to allow time for final contributions to be collated and included in the
respective Newsletters.

Five members, with a nominated Chair shall form a quorum at Committee
Meetings. A written record of all business discussed at each meeting shall be
produced and made available to any member upon a request being submitted to
the Minutes Secretary.

The Committee will manage the administrative affairs and all other matters
connected with the Committee and the Association. Other Association members
may be co-opted onto the Committee to assist with specified projects.

Committee members are to participate in establishing and reviewing, from time to
time, the Association’s aims, priorities, values, and strategic direction. They are
also required to participate in the financial arrangements necessary to fund those
aims, priorities, values, and strategic direction. Furthermore, the Committee shall
be the sole authority responsible for interpreting the Constitution guidelines and
for settling all disputes relating to the Association and the conduct of members
and their guests.

5. Communication

6.

a)

b)

d)

A Newsletter is distributed to all members three times a year, in Spring, Summer,
and Autumn. An electronic version of the Newsletter is available on-line and
members can opt out of receiving the paper version, in preference to receiving an
electronic copy.

More immediate contact is made through emails, telephone, the PRS blog and
the PRS official website. The website has a public access facility which introduces
TWA and provides information for anyone wishing to join the Association.
Members are provided with login and password details to access the Members’
site.

Whilst the Association is not formally on Face Book it does, however, liaise with
private groups who do have such a presence. This connection has been
particularly beneficial in terms of increasing the visibility of the Association to a
wider audience.

Association members can contact Committee members by email, telephone or in
writing.

Reunions

a)
b)

c)

d)

f)

The Committee organises a Reunion, from time to time, at a designated venue.
Each member attending the Reunion shall pay a sum of money, to be determined
by the Committee, for the purpose of covering all expenses incurred.

These functions are self-funding, and the Committee reserves the right to cancel
a reunion and return any money, less expenses, if it becomes clear that sufficient
funds will not be received to cover the event. In the event of an unforeseen loss
occurring, the Committee will decide what action to take.

Any surplus funds arising from an event, shall be carried forward and put towards
the next reunion.

Guests at events organised by the Association may be admitted, provided they
are accompanied by a TWA member, save for such guests who are themselves
eligible for membership, who will need to be a fully subscribed member.

Smaller local reunions are organised voluntarily by individual Association
members. These are also self-funding events, but where appropriate Committee
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advice and support in the form of advertising such event and providing
Memorabilia and Merchandise, will be provided.

7. Memorabilia

a)

b)

The Committee shall use their best endeavours to ensure the safekeeping of any
items of school memorabilia, donated or loaned to or purchased by the
Association. Such items shall be catalogued. Items loaned to the Association are
done so entirely at the owner’s risk.

The long-term plan for the Memorabilia collection is for selected paper-based
items to be digitised. All of the original documents are now stored in the
Wilhelmshaven Stadt Archive, while all other items (i.e. Honour Boards etc) are
stored in the Wilhelmshaven Kustenmuseum.

8. Merchandise

a)

b)

c)

The Committee may offer for sale to members, merchandise that is either
branded with the Prince Rupert School Crest or has some other association with
the school.

The full costs of producing such merchandise including post and packing shall be
recovered in the sale price to members.

Any surplus funds accrued from the sales shall be transferred to the Association
funds.

9. Facilitation Fund

10.

The Facilitation Fund has been established specifically for the benefit of members.
Its main objectives are listed below.

To provide emergency advice and to act as facilitator to connect members with an
appropriate charity or other organisational support.

To provide assistance in suitable cases in the absence of alternative appropriate
support.

To enable hardship cases to participate in Association activities.

To provide audio and other appropriate material for those members who are
registered blind.

To pay the subscriptions of ex-pupils prevented by their religious orders from
subscribing to outside bodies.

Facilitation Fund Constitution

a)

A Facilitation Fund Sub-Committee is to be established, initially made up of three
members of the TWA Committee, one of whom is to act as the Facilitation Fund
Chair. The Facilitation Fund Chair is to report to the Main Committee twice a
year.

Members of the Sub-Committee are to serve for a period of 3 years, which may
be extended for a further 3-year period with the approval of The Wilhelmshaven
Association Committee.

The Chair has the discretionary power to hold formal meetings of the Facilitation
Fund Sub-Committee, and/or to discuss matters with individuals by phone, fax, or
email.

The Facilitation Fund Sub-Committee is to place an occasional entry in The
Wilhelmshaven Association Newsletter, informing the membership of its recent
activities.

The Facilitation Fund Sub-Committee, with the agreement of the Main
Committee, may co-opt non-members for their particular expertise.
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11.

f)  Membership of the Sub-Committee is to be at the sole discretion of the Main
Committee.

g) Members of the Sub-Committee will not receive any remuneration or payment of
expenses.

Facilitation Fund Finance
The Facilitation Fund will receive income from the following sources:

e Proceeds from raffles and other surplus funds from Association events, where the
intent of using these funds for Facilitation Fund purposes has been pre-notified

e Donations given specifically for the Facilitation Fund. The donor will be asked to
sign an indemnity granting total discretion for the dispersal of such funds to The
Wilhelmshaven Association.

e The Fund will pay the subscriptions of ex-pupils and staff who are prevented by
their circumstances from subscribing to outside bodies.

e Members or their representatives are required to contact the Committee Chair, in
the first instance, for specific requirements. The Facilitation Fund sub-committee
will then liaise in conjunction with funding requirements. All such applications will
be dealt with in complete confidence.

e The Committee Chair will provide an outline confidential report of the Facilitation
Fund activities, to the Committee at the end of the financial year report.

10.Exit strategy

The association will continue, in accordance with the Constitution, until such time that
the Membership is reduced to 250, when there will be a review to downscale the
activities of TWA and to discuss the disposal of funds in accordance with 3c.

ENCLOSURE 1 - TO THE WILHELMSHAVEN ASSOCIATION CONSTITUTION (UPDATED 14
June 2023) - TWA COMMITTEE ROLES AND RESPONSIBILITIES

Committee Chair

The Wilhelmshaven Association Committee is headed by a Committee Chair whose primary
responsibility is to provide leadership and to ensure that the Committee functions properly, that
there is full participation, that all relevant matters are discussed and that effective decisions are
made and carried out. To achieve this the Chair is to ensure that:

a)

b)

Each meeting is planned, using an agreed agenda format that allows for reports from all
Committee members with active duties. The agenda is also to include any specifically
relevant items for discussion.
All Committee matters are dealt with in an orderly and efficient manner, by directing
discussion to ensure that the objectives of the meeting are met and that the Committee
fulfils its responsibilities in respect of all items listed on the agenda.
A date is set, and a venue agreed for the next meeting.
A record is taken at each meeting and that the subsequent recorded Minutes are an
accurate reflection of what took place and what was decided.
Where a committee vote is split evenly, the Chair’s vote will be the deciding factor.
There is regular communication with the Honorary President.
Mediation between Committee members is provided as and when required, including
situations where a member may have a grievance that needs to be resolved.
Committee projects are properly coordinated and that regular liaison with members and
outside bodies is undertaken where required.
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i)

He/she performs duties, when required, on behalf of the Committee and The
Wilhelmshaven Association.

Newsletter Editor

The Newsletter Editor’s role is to:

a)

b)

Collect content and present news and information provided by the Committee and
Association Members to the triannual Association Newsletters.

Follow up leads for stories and stimulate potential contributors to provide information
that can be edited or written into suitable stories.

Liaise with and provide input and guidance to the layout artist.

Come up with ideas to develop articles that will appeal to a wide selection of readers
from all eras.

Crosslink these articles to letters and posts sent in by readers.

Engage readers with questions that relate to touchpoints referred to in the text.

Aim to make each newsletter issue even more interesting than the last.

Membership Secretary

The Membership Secretary’s role is to:

a) Maintain and update the Association Membership Record and provide a report of current
membership figures at each Committee meeting.

b) Keep a record of those members paying annual subscriptions.

c) Add new locatees to the record.

d) Remind members if they have failed to pay their subscriptions 60 days after the due date
and record them as ‘lapsed members’.

e) Record notifications received of members or locatees who have passed away.

f) Inform the Newsletter Editor and the Webmaster of the names of new locatees and
Association members who have passed away; so that the PRS website can be updated,
and their names can be published in the next edition of the Cavalier.

g) Update addresses /email details etc. as notified by members.

h) Ensure that all information is regularly backed up and stored in a secure area on the
internet.

i) Flag up in the database all members who have attended the Reunion.

j) Provide data, as and when required, from the database that is used to form a statistical
basis for membership analysis.

k) Deal with all enquiries from members and pass on those with a specific request to the
Committee member concerned if appropriate.

Treasurer

The Treasurer’s role is to:

a)

Enter all expenses incurred by The WilhelImshaven Association, in the Association
General Account. These should include:

1. Cavalier Newsletter printing and distribution costs.

2. Membership payments for annual subscriptions and attendance at biennial
Reunions (through Internet banking or PayPal).

3. Various Committee expenses such as postage, travel and subsistence,

purchase of stationery/inks etc.
Website running costs.
Costs of room hire for Committee meetings.
Purchase of Merchandise for onward sale to members.
Payments to PayPal for credit/debit card facility.
-6 -
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8. Facilitation Fund expenditure.
Enter all income received from Subscriptions, Biennial Reunions and Merchandise Sales
etc, into the Association General Account.
Note that such payments are either sent directly to the Treasurer or are made through
Internet banking or PayPal.
Prepare and present an Annual audited account of The Wilhelmshaven Association funds
to the Committee at its July meeting and present the Reunion accounts at the committee
meeting following the Biannual Association Reunion function.
Maintain the accounts for the Facilitation Fund and report on its status at Committee
meetings.
Keep an accurate account of all expenses attributable to The Wilhelmshaven Association
Biennial Reunion functions, including a record of all bookings taken, and notify the
Committee of these figures.

Minutes Secretary

The Minutes Secretary’s role is to:

Prepare, with the guidance of the Committee Chair, the Agenda for Committee
meetings.

Take the Minutes at each meeting (or arrange for a deputy to undertake this task).
Type up the draft Minutes within 2-weeks and forward them to the Committee Chair for
comment.

Forward the finally approved version of the Minutes to all Committee members, within 3
weeks of the meeting.

Update Minutes where necessary.

Re-send the Minutes to Committee members along with the agenda prior to the next
meeting.

Reunion Representative

The primary role of the Reunion Representative, assisted by his/her Reunion sub-committee, is
to organise the biennial Reunions. To achieve this task, the Reunion Representative is to:

a)

b)

c)

d)

f)

9)

Seek Committee consensus on the selection of the location for the next reunion, at the
July Committee meeting, 2 years before the event.

Formulate an action Plan shortly after the July Committee meeting. Among other things,
this plan requires the Reunion Representative and one other Committee member to
actively search for a venue.

Form a sub-committee to cover dedicated tasks such as the menu, raffle, table
decorations etc. It is essential that the sub-committee liaises closely with the Reunion
Representative, as excellent communication is paramount. It is also important that the
sub-committee work as a team, the under guidance from the Reunion Representative.
Research potential venues and produce a shortlist of final choices and prices, to be
presented to the Committee at the February meeting, where the preferred venue is
agreed.

In conjunction with the Membership Representative and the Treasurer, draw up a
budget for the Reunion function and advise members of the sub-committee of their
individual budgets and duties.

Negotiate with the selected hotel on ticket prices, hotel accommodation, disco,
entertainment, decorations etc, and report to the Committee in July, a year prior to the
Reunion. Members will be informed of the Reunion venue in the July Newsletter.
Liaise with the Membership Secretary, the Treasurer, the Newsletter Editor, and the
Archivist about different aspects of the Reunion planning and pass details on to the
Webmaster for entry on the PRS Website.
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h)

n)

Arrange for the February Committee meeting to take place at the selected venue, so
that all arrangements can be discussed with the hotel Functions Manager and other key
staff. A couple of months before the Reunion, the Reunion Representative and
nominated members of the sub-committee, return to the venue to have a final
discussion with the staff on room allocation, menus, function rooms etc.

Have badges printed for those attending the Reunion and send them out with a
Programme of Events.

Compile a list of all those attending the Reunion and produce a signing-in sheet to be
displayed at the venue.

Collect the table requests approximately two weeks prior to the reunion and forward
them to the Reunion sub-committee representative who is tasked to produce the table
plan.

During the event the Reunion Representative, or his/her deputy, must be available, on
site, to deal with any problems/queries from attendees, where necessary, liaising with
hotel staff, and others, to resolve any issues.

Liaise closely with the Membership Secretary and the Treasurer, who organise the
bookings, tickets, and table settings, with the help of other sub-committee members as
necessary.

Present a post reunion report at the July Committee meeting.

Webmaster

The Webmaster’s role is to:

a)
b)
c)

d)

Administer the Members and Public areas of the www.prs-wilhemshaven.co.uk website
in the interests of TWA members and with limited access to the public.

Carry out requests from the Committee and liaise closely with the Membership
Secretary and the Treasurer.

Design the website, generating and revising web pages and their appearance and
setting up website navigation.

Ensure that the web servers, hardware, and software are operating correctly and be
aware of Web translation software, payment of processing software and security
software.

Undertake A/B testing, replying to user comments and examining traffic through the site.
Regulate and manage access rights of different users.

Place content on the website in a timely manner.

Newsletter Printing and Dispatch Process after Design and Layout

On the completion of the Newsletter:

a)

b)

All the images are checked to ensure that they are of high resolution and that they have
been saved for full colour printing CYMK.

The entire document is spell-checked.

The Printer is informed so that he can prepare for the print run in his work schedule.
The Newsletter is saved as a PDF in single pages.

The Newsletter is uploaded to the Printer.

A printout of the Newsletter is checked at the Printer’s; to make sure that everything is in
order.

The Newsletter is printed, cut, put together and packaged by the printer and made ready
for transportation.

The Membership Secretary and the Newsletter Distribution Co-ordinator are notified of
tracking numbers.

Newsletter Distribution Co-ordinator
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The Newsletter Distribution Co-ordinator ‘s role is to:

a) Accept the delivery of the newsletters.

b)  Obtain names and addresses of Members from the Membership Secretary.

c) Despatch newsletters to Members both at home and abroad.

d) Keep sufficient stock of stamps.

e) Keep sufficient funds for overseas postage.

f) Keep accurate records of income from The Wilhelmshaven Association and the
Association’s expenditure.

g) Purchase envelopes as and when appropriate.

h)  Purchase appropriately sized labels as and when appropriate

i) Apply to Treasurer to replenish funds, as required

J) Produce a report for each Committee meeting outlining any issues that have arisen.

PRS Wilhelmshaven Representative

The PRS Wilhelmshaven Representative’s role is to

a) Maintain links with key Stadt Wilhelmshaven representatives and ex PRS staff, who
reside in Wilhelmshaven.
b) Liaise with the City Archive and the Kustenmuseum, on matters regarding PRS
memorabilia, retained by these two institutions.
c) Facilitate arrangements for PRS mini reunions in Wilhelmshaven, if sanctioned by the
Committee.

Media Representative

The Media Representative’s role is to:

a) Engage with local radio and newspapers and other social media activities, to increase
TWA visibility.
b) Use appropriate social media to publicise important membership functions, dates,
events, photographs etc.
c) Advertise for new members to engage with the TWA, with a view to becoming TWA
members.

Without Portfolio Committee Members

The Without Portfolio Member’s role is to:

a) Undertake such duties and responsibilities as may be allocated to them by The
Wilhelmshaven Association Chair.

b)  Provide support to specific initiatives and/or projects that may be required to be
undertaken over a specified period.



