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WEST COUNTRY EMBROIDERERS General Guidance for  

Group Representatives 

Please ensure that these notes are available for all new committee members to read 

1. WCE Objectives 
West Country Embroiderers (WCE) was formed in 1973 for the purpose of providing day 

schools, longer courses and informal “fun” days for members.  It is also an organisation that 

prides itself on comradeship and good fellowship, helping members with the acquisition of new 

skills, as well as providing support and comfort in times of need. 

2. WCE Organisation 
WCE’s constitution (available on the WCE website) sets out how it operates.  It is administered 

by an Executive Committee which deals with all matters relating to the whole organisation, such 

as finance, insurance, membership, programme/directory, AGM, Website, and the Newsletter.  

The committee is made up of President, an honorary position, generally held by a well-known 

textile artist, currently Jan Tillett, Vice President, Chair, Vice Chair, Treasurer/Membership 

Secretary, Secretary, Programme Secretary, Newsletter editor, Advertising/website, 

Website/Facebook Secretary and a Co-ordinator for each of the three counties, Cornwall, 

Devon and Dorset.  Any member of WCE is welcome to attend an executive committee meeting 

by prior arrangement.  Contact details of all the current officers can be found in the annual 

programme and directory issued to each paid up member. 

 

All of the groups within WCE are autonomous but are required to follow the principles set out in 

the WCE Constitution.  All groups must have a Representative and a Treasurer, while others also 

elect a Chair.  Groups elect their own Representative and committee as appropriate, and tasks 

can be carried out by different people to help spread the load and focus on specific tasks.  The 

following is a suggested arrangement of responsibilities within the group.   

Programme and organisation of Day Schools Programme Secretary – see Appdx 1  

Booking rooms for meetings and day schools Treasurer 

Organisation of the meeting room Group Representative  

Membership and Finance Treasurer and/or a separate Membership Secretary - see Appdx 2  

Insurance Group Representative – see Appdx 4  

Newsletter/Website/Facebook reports etc. Group Rep and/or any member with something of 

interest to members to report on 

It is recommended that the Group Representative and other officers e.g. Chair and Treasurer 

should serve for a period of three years, although they may stand for re-election.  The name 

and contact details of any newly appointed Group Representative, must be sent to the WCE 

Programme Secretary by 1st September, so that correct information can be included in the 

Programme and Directory for the following year. Depending on when the group’s AGM is held, 



this may mean that a new Rep. will be elected some time before they officially take up office. 

 

3. Group Representatives’ Responsibilities 
The role of the Group Rep is of prime importance to their group, as it is their job to act as the 

channel between the Executive Committee and their own group.  They are also responsible for 

ensuring that all matters, such as membership, finance, insurance, pertaining to the organisation 

of West Country Embroiderers as a whole are carried out in accordance with the Constitution. 

To help achieve this, they attend the County Co-ordinator’s meetings held three times a year, 

usually following a meeting of the Executive Committee.  At these meetings the County 

Coordinator is able to pass on relevant information from the Executive Committee such as 

reports from the website and newsletter co-ordinators, details of organisation wide 

competitions, information about the Annual General meeting etc.  At the meeting, each 

Representative provides a report of activities etc within their own group, thus giving the Co-

ordinator an overview of events within the County, which they, in turn report back to the 

Executive Committee.  This is also the first port of call for any reps to discuss concerns and 

problems which cannot be solved within their own group.  The meetings also provide an 

opportunity for the exchange of information about visiting tutors and any other topics of 

interest or concern within the county.  Following the County meeting, the group Representative 

will report any relevant information back to their committee.  Items of Group activities can also 

be forwarded to the WCE Newsletter Editor for inclusion in the magazine and circulation to all 

WCE members.  

 

It is therefore very important that if the rep is unable to attend a County Co-ordinator’s 

meeting, they should ask their deputy (if they have one) or another member of the committee 

to attend and report back in their place. It is also recommended that group reps should, if at 

all possible, attend the AGM, currently held in Totnes in October each year, and encourage 

members of their group to attend also. The AGM is the only annual event organised for all 

members of WCE and provides a good opportunity for members to see the wider picture of the 

WCE organisation.  There is also a talk from a well-known textile artist, trade stalls and 

exhibitions of Groups’ work.   

 

The group rep. or their representative can claim travel expenses, currently 45p a mile when 

attending Co-ordinators meetings.  The Co-ordinator will have a claim form to be filled in after 

each meeting, and sent to the WCE Treasurer. 

 

The Group Rep should keep a copy of all the guidance in this booklet, and should give copies of 

the relevant appendices to those who take on responsibility for the various tasks. 

 

 

 



Appendix 1  

Arranging the Programme and Organising a Day School  
 

Details of the courses offered and tutor’s contact details can be found on the WCE Website. 

Locally, members of other groups are sometimes willing to travel shorter distances to share 

their expertise.  The Coordinator’s meetings are also a good source of information.  

 

Booking a tutor 

Most groups have their own booking form, but as a general rule, these points need to be 

covered: 

• Name and contact details of tutor- email/postal address, telephone no. – home and mobile 

• Fees and approximate expenses  

• Length of course e.g. 1 day, 3days, 2x1 day, also time per day 

• Title of course 

• Maximum number of students 

• Date/s 

• Venue set up plus address/postcode/directions  

• Lunch requirements - vegetarian, gluten/dairy free etc.  (Optional)  

• Often a good idea to ask for a photograph, website details etc of work 

• List of requirements for students 

• Mobile phone number of someone in the group so that the tutor can get in touch in case 

of emergency on the day. 

• Cancellation  

• Details of WCE’s insurance 

• Name and contact address for return of booking form (suggest they keep their own copy) 

 

The Programme 
The Group Rep or Programme Secretary should send details of the next year’s 

programme to the WCE Programme Secretary, using the form emailed to the Group Rep 

by 15th November if possible, for inclusion on the WCE web site.  Groups should produce 

their own programme and print off locally to give to their members. 

 

Cancellations 

It does sometimes happen that a Day School has to be cancelled at short notice for unavoidable 

reasons, such as sickness, or if there will not be enough participants to make the day financially 

viable.  This can cause serious problems for the tutor, as they may have purchased items 

specifically for the class or turned down requests from other groups to teach on that day. 

Although it is difficult to be absolutely certain at the time of booking that class numbers will 

be high enough, the programme secretary should be aware of low numbers in order to make a 

decision in time to give the tutor at least two months’ notice of cancellation.  If not, it would 

not be unreasonable for a tutor who will be out of pocket to expect a fee to be paid for late 

cancellation.  



 

On the day 

The programme secretary or Rep should arrange for someone to be at the venue to meet the 

tutor and help them unload, set up and settle in, checking that they have all they need for the 

day.  The setup of the room should be such that the layout is as safe as possible.  Trailing wires 

should be covered and tables arranged suitably to avoid hazards.  The Rep should draw 

members’ attention to any particular problems.   

 

At the beginning of the meeting the tutor should be introduced to the group.  They should also 

be given the option of a provided lunch in congenial company. At the end of the day a vote of 

thanks should be proposed. Some groups ask for volunteers to act as the “host” for the day, 

checking that the tutor has tea/coffee as required and to provide any other help which may be 

required. 

 

All members must sign the Group Attendance list which also doubles up as a Fire Register.  If 

members need to leave early, they need to sign out as well.   

 

Payments 
Booking and payment for the venue is usually the job of the group Treasurer, as is payment for 

the tutor, but this could also be the responsibility of the Group Rep or Programme secretary. 

 

Visitors 
WCE members may attend meetings and Day Schools of other groups, provided that they have 

asked permission in advance, and that there are available spaces and they are willing to pay the 

relevant cost.  All visitors should sign the Group’s Attendance List. 

 

 

 

 

  



Appendix 2 Finance and Membership 

1. All Group monies should be banked in the name of West Country Embroiderers --------

Group.  Three members in each group should be authorised as account signatories.  Two should 

be required to sign cheques/approve online payments.  Suggested signatories would be Group 

Rep, Treasurer and one other.  The Treasurer should draw up annual accounts stating the 

financial position of the group at the end of the financial year and present them to the Group’s 

AGM.  The accounts should be checked and signed by an independent assessor beforehand.   

 

2. Membership is renewed annually by payment of a subscription at the start of each 

calendar year.  This comprises the non-refundable annual WCE Capitation Fee, agreed by the 

Executive and announced at the WCE AGM, and the local Group’s subscription.  The Capitation 

Fee is used to cover WCE’s running costs, including the public liability insurance which covers 

groups’ activities.  Capitation Fees must be sent by each group to the WCE Treasurer, along 

with a list of their members, their full addresses and telephone numbers as early in the New 

Year as possible, and no later than 28th February.  If payment is not received by 28th February, 

membership of WCE is deemed to have lapsed.  Payment by BACS transfer is preferred.  

Cheques should be made payable to West Country Embroiderers.  If a member attends more 

than one WCE group, the Capitation Fee must be paid to the Group originally joined.  The 

member’s details should not be included in the list of members of that second group sent to the 

WCE Treasurer but do need to be held locally.   Any new member joining after 1st July pays half 

the fee for that year only.    

 

Groups are free to set their own overall subscription, which will include the capitation fee.  

 

3.  WCE Membership cards are given to members on payment of their subscription.  These 

can be used to obtain discounts from certain suppliers.  Supplies of the cards are organised by 

the WCE Secretary who will ensure they are with groups before the end of the year.  

 

4. The WCE Treasurer must be informed immediately of any change of name, address, or 

status (especially death) of a member.  
 

5.  WCE aims to ensure the safeguarding of members’ personal data at all times.  (See Appdx 3)  

The membership renewal form, completed when subscriptions are paid, should ask for a 

member’s permission for their contact details, telephone number and email address, where 

appropriate, to be held by the group, and made available to group members only) in accordance 

with the requirements of the Data Protection Act.   The Group Rep will explain the 

requirements and members will be asked to sign a form agreeing to this.  The same procedure 

should be followed with any new members.  All forms should be reviewed annually, and old forms 

destroyed each year.    

 

The Group Rep should also sign an agreement that her details may be used throughout the WCE 

Organisation. 



Appendix 3  Use of Personal Data 
 

West Country Embroiderers (WCE) Data Protection Policy  

West Country Embroiderers (hereafter WCE) recognises the value and importance of the 

personal information we hold and use to run this community organisation.  Its safeguarding is 

important to WCE.  WCE is committed to ensuring that all personal identifiable information is 

handled and used lawfully, fairly and transparently and in a way that is adequate, relevant and 

limited to only what is necessary.  The requirements of the General Data Protection Regulation 

(GDPR) 2018 as amended in 2021 will be fully complied with at all times.  

 

▪ WCE will only collect and hold essential personal data (name, address, telephone number 

and email address) for the purpose of running the organisation, and will not keep it for 

longer than is necessary 

 

▪ WCE undertakes to handle other information voluntarily given with due care. For 

example, bank account details for BACS payments. Once these are entered on the bank’s 

site any other records will be deleted. 

 

▪ WCE undertakes to do its very best to keep personal data secure including storing digital 

information on password protected devices and only to share it with those who need to 

access it for the purpose of running the organisation such as sending out newsletters 

 

▪ WCE will not sell data 

 

▪ Members have the right to request and check their records for accuracy 

 

▪ Members have the right to ask for the erasure of all personal data when leaving the 

organisation 

 

▪ WCE will ask members’ permission from members to share their information with other 

members of their group. This will be done when membership is renewed annually.  

Members have the right to refuse this permission 

 

▪ WCE undertakes to seek the permission of Group Representatives and Executive 

committee members before using their contact details in publications and for contact for 

prospective members.  WCE recommends that groups have a dedicated ‘group’ email 

contact to prevent group representatives having to use their private email contact.  

However, representatives may prefer to use their own and give their permission for this. 

 

▪ The ‘Data Controller’ - the person responsible for data protection - within WCE is Sally 

Silk 

 

▪ WCE will keep this policy under review and update it as required. 



West Country Groups 

Members 

Many Groups share personal information for the ease of running the group and contacting 

members.  Therefore, written permission should be sought for this each year when renewing 

membership.  Individual members may withhold permission for their details to be shared within 

the group.  Where permission is withheld that member must only be contacted using a method 

that will not allow sharing of information e.g. blind carbon copy (bcc) 

The renewal of Membership Form should include the following consent statement which asks 

members to agree to:   

• WCE using my details given for the purposes of running West Country Embroiderers, 

including its insurance cover.  

• WCE contacting me by phone, post or email as necessary.  (Please delete method of 

contact if you do not give permission but note that the WCE Newsletter is posted to 

members.) 

• WCE Officers in this Group and the WCE Executive keeping this information on a 

password protected computer but not to pass it on to any other person without my 

consent. 

• My name, email address and telephone number being printed annually and made 

available to all members of this WCE Group.  

 

County Group Representatives and Executive Committee members 

Permission forms for County Group Representatives and the WCE Executive Committee 

members should be signed annually when membership is renewed and retained by County Co-

ordinators/The Executive Secretary as relevant.   

The form should show details held including name, address, telephone number and email address 

with column for signature, and the following consent:-  

By signing this form I agree to:  

• WCE holding your details for use within the organisation 

• To be contacted by post, telephone or email using the details you have given. 

• The telephone number and email address only being printed in the annual programme 

for members’ use  

• The telephone number and email address only being given to enquirers and prospective 

members of WCE and to be used on the WCE website while holding the role of Group 

Representative or Executive Committee member. 

 

 
Drafted February 2019, updated May 2022 



Appendix 4a Insurance 

 

WCE has a block Public Liability Insurance policy which is renewed at the end of November each 

year and is paid for from central funds as part of the capitation fee.  There are 3 parts to our 

insurance each of which is insured for up to £5,000,000.  There is a £500 excess for each 

claim on Public Liability and a £250 excess against the venue. 

 

1. Public Liability 

This indemnifies us against a claim made by either a member of the public who is not a WCE 

member or by a WCE member who may be injured as a result of negligence on the part of WCE 

at a WCE meeting or event.  Anyone injured by tripping over, for instance, trailing cables of a 

sewing machine, or slipping on a wet floor, must be able to prove that they were not warned of 

the hazard in any way.  It is, therefore, important that before any workshop, the person 

responsible for running the workshop checks that there are no trip hazards such as trailing 

cables and points out fire exits and muster points.  (It is recommended that groups have a 

signing in and out list, so that people can be accounted for in the event of fire.)    

Visiting tutors who are not members of WCE are deemed to be ‘members of the public’.  As 

such, they are not covered by this indemnity, so anyone injured as a result of negligence on the 

part of the tutor would have to claim against the tutor or the tutor’s public liability insurance.  

 

2.Damage to third party property 
The property to which this refers is the building in which the WCE meeting or event is held, but 

negligence on the part of WCE must be proved. See Care of electrical equipment and PAT 

testing. 

 

3. Products Liability 
This clause indemnifies WCE against injury caused to a member of the public by one of our 

products, for instance injury caused by an exhibit falling off the wall, but, again, negligence on 

the part of WCE must be proved. 

 

As this is a basic Public Liability policy, it does not cover property of any description (books, 

materials etc.) stored at meeting venues. Neither does it cover loss or damage to exhibits at 

exhibitions or work belonging to members. Some members may find that their own household 

insurance policy will cover this in the unlikely event of loss or damage occurring. 

It will sometimes be necessary for a group to provide evidence of insurance when wishing to hire 

venues for events such as exhibitions etc. The Treasurer will send a copy of the Insurance Policy 

to each County Co-ordinator and each Group Rep each year.  It is important that this is kept 

in the Group Rep’s file in case it is needed. 

 



Appendix 4b Electrical Equipment and PAT testing 

To ensure that the WCE insurance requirements are met, the following advice from the 

Insurers must be followed.  Members must: 

10 (b) "take all reasonable precautions to prevent accident or injury to any person, or 

loss, destruction or damage to their property"  and 

10(c)  “comply with all legal requirements and safety regulations “ 

This means that, in the unlikely event of a claim being made regarding damage etc. caused by 

our portable electrical equipment, it is the responsibility of West Country Embroiderers to 

provide proof that they have indeed taken all reasonable precautions to ensure that all 

equipment, whether owned by the group or by individual members, is in a satisfactory state of 

repair. 

We have also been advised that if we are inviting tutors from outside the organisation to provide 

workshops for our members, it will be necessary to check that they have their own insurance in 

place.  If such tutors  are providing the use of any equipment, then this will be met by their own 

insurance and the responsibility to prove that the equipment was in a satisfactory state of repair 

would be theirs and not West Country Embroiderers. Tutors who are WCE members would be 

covered by WCE Insurance, but must comply with the aforesaid requirements set down by 

our insurers.  

It is the responsibility of the Group Rep to ensure that:  

• Any relevant* portable electrical equipment, (e.g., irons, kettles. extension cables, heat 

guns etc) owned by the group for the use of members is PAT tested and a record kept.  

• Members must be informed that any relevant* portable electrical equipment they bring 

to a meeting to be used there, must be PAT tested and have a sticker or certificate.  

• Tutors must be informed, perhaps by a clause on the booking form, that unless they have 

their own insurance which will cover any claim against their equipment. they too must use 

PAT tested equipment.  

 

One way to ensure that members can easily and cheaply have their equipment tested, would be 

for the Group Rep to organise one meeting a year where members could bring anything they 

want to be tested, with the group perhaps paying the "call out" fee and members paying a set 

price per article. Small groups could perhaps join with other groups in their area.  

However, not every electrical item needs a PAT test. In some cases, a simple user check and 

visual inspection is enough, e.g., checking for loose cables or signs of fire damage and, if 

possible, checking inside the plug for internal damage, bare wires and the correct fuse. 

 

Appendix 5 is a chart, taken from Health and Safety regulations, setting out which types of 

portable electrical equipment need PAT testing, which need visual checks and how often.  

However, it could be that “if in doubt PAT test” may be a useful rule. 



Additional information about PAT testing, (in response to specific questions to WCE’s  

insurers)  

 

New machines  

There is no need to test any machines that are less than a year old.  In the unlikely event of any 

need to make an insurance claim you would need some proof of date of purchase.  

 

Machines which are double insulated  

The way to tell that any piece of electrical equipment is double insulated is to look for the 

symbol, which is a small square within a larger square. These machines. which would be most 

sewing machines, do not need to be PAT tested because they do not have an earth lead. 

However, leads, foot pedals and plugs are not double insulated unless they are an integral part 

of the machine i.e. not removable and should be visually inspected before and after use and 

especially before bringing them to workshops etc. organised by WCE.  Do not use if there is 

any damage, however slight. until that part is repaired. Fit 3 amp fuses in plugs if they ever 

need replacing.  



Appendix 5  Health and Safety Executive  PAT Testing Intervals  

The following information can be found at https://www.hse.gov.uk/pubns/indg236.htm

 



 

 

West Country Embroiderers 

Membership and Data Permission Form 

 

 

Name  …………………………………………………… 

Address …………………………………………………… 

  …………………………………………………… 

  ……………………………………………………. 

  …………………………………………………… 

Tel. No …………………………………………………… 

Email address ………………………………………………….. 

 

Where did you hear about WCE? Please tick   

o Word of mouth 

o Website 

o Event – if so, which one? …………………………………………. 

o Other  -(please specify)    …………………………………………. 

 

 
By signing this form I agree to: 

• To be contacted by post, telephone or email using the details given for the purposes of 

running West Country Embroiderers.  (Please delete method of contact if you do not give 

permission) 

• The information being printed annually and made available to all members of this WCE Group.  

• To have this information kept on a password protected computer for use by committee of this 

WCE group but not to pass it on to any other person without your consent. 

 

 

Signed ……………………………………………………………………. 

 

 

 


