
LINE OFFICER
GUIDELINES & SUGGESTIONS


	
EDIT OR REMOVE AS APPROPRIATE FOR YOUR CHAPTER

GENERAL
Also refer to Reminders for Officers in the Member Resources section of the Grand Chapter website (mnoes.com).

Memorize your duty and badge explanation for each station. Learn memory work for initiation.

Attend all rehearsals as scheduled by the Worthy Matron

Get acquainted with the Chapter Bylaws.
Pay attention at each meeting to what the officers ahead of you in line are saying and doing. Soon you will be in their shoes.
Get to know the members. Sit with different people during the refreshments.

There is only one prompter as assigned by the Worthy Matron.  (No one else should prompt.) It is traditionally the Treasurer.  If you need help, indicate this by looking at the prompter.  You will not be interrupted unless you signal for help. 

The seal of the Chapter can be used only by the Secretary and the Worthy Matron.
Setting up and tearing down the chapter-who is responsible for this?
ALTAR CLOTH on altar

BALLOT BOX in NE

BATON (if used) at Marshal’s station

BIBLE (large) centered on altar

BIRTHDAY GIFTS basket

CHAPLAIN’S STOLE over back of Chaplain’s chair

CHARTER on dais (draped if necessary) in East unless it is permanently hung on the wall

EMBLEMS ON STARPOINT PEDESTALS
SWORD & VEIL (properly draped) is laid diagonally across pedestal with tip of sword toward altar, drape of veil toward the East
BROKEN COLUMN – broken side facing altar
CROWN & SCEPTER – crown faces East, Scepter faces NE

FURNITURE in proper position-see ritual pages 168-169
Left arm of Ruth’s chair should be lined up in center of Adah’s chair
Right arm of Martha’s chair should be lined up in center of Electa’s chair
Table drapes for pedestals, if applicable.

BASKETS for sunshine collection (One on Secretary’s desk and one on Treasurer’s desk)

GUEST BOOK on guest book podium

CANDY in basket for sunshine collection

LIGHTS – All lights on bright

MICROPHONES on

NATIONAL FLAG in SW corner of room 

OES FLAG in standard on south side of East podium. 

OFFICER BADGES on credenza in entry

PROGRAMS on officer chairs and on credenza in entry

WORTHY MATRON’S DECORATIONS in lower East and by Starpoint pedestals, as applicable

Attendance at other functions:
Attend Grand Chapter, if possible.
Area Conferences - you should try to attend one a year. The more you attend, the more you will learn, and the smoother your work will go.
Organizations of your statewide counterparts - join and participate. This group will be formed when you are Associate Conductress.
Honoring of Line Officers at other chapters are fun to attend.
Attend fundraisers, and Social meetings.  

ASSOCIATE CONDUCTRESS
Balloting:
You are responsible for balloting. See the ritual and Book of Instructions.

Ask the Worthy Matron if she plans on passing the ballot or having members ballot at the Altar.


ASSOCIATE CONDUCTRESS AND CONDUCTRESS
Flag Ceremony:
You are part of the flag ceremony. See Book of Instructions.

Introductions:
Refer to the Book of Instructions for your part in introductions.

Initiation:
Introduce yourself to the candidates, put their purse where they will be seated after the ceremony.

Refer to the Book of Instructions and the ritual for your part in initiation. Both of you have parts to be memorized.


ASSOCIATE CONDUCTRESS, CONDUCTRESS AND ASSOCIATE MATRON 
Visitors:
To eliminate the necessity for individual proving within the Chapter room and to save time, the Associate Matron and Conductresses will before the Chapter opens, ascertain that all present are members.  If this is done, the Associate Matron promptly responds to the Worthy Matron’s question that all present are members of the Order.  

Honoring for Line Officers
	 Coordinate an honoring date for line officers with the Worthy Matron. 
	 This date must be approved by all line officers and the Grand Chapter line 
		  officers.  
	 Both you and the Conductress should extend invitations to the members of 
		  your group when our Chapter has a special meeting for recognizing them.
	 It is customary to have a small token gift for each member of your group.

Start thinking about what you want for your theme, etc. You might be given some monetary stipends for installation, entertainment, decorations, attending Grand Chapter, etc., but some expenses, such as personal gifts, will be borne by you.



CONDUCTRESS
Introductions:
Collect the cards during Official Visits for your use during introductions.  

Initiation:
Be sure the chapter room is properly set up for Initiation: Signet is in the Northeast, plugged in, and turned on.  Play with the control, so when the Worthy Patron says the key word you will know what to do. 

Be sure there are enough small Bibles on the altar (one for each initiate.)

List of candidates for each line officer pedestal from the Secretary.

There must be enough folding chairs by the Secretary desk for the new members and Associate Conductress.

Chair is always on your right and altar on your left when walking the labyrinth.

Affiliations:
Refer to Book of Instructions.  Know the affiliates name and chapter(s).

Preparation for "your year": 
Visit other chapters.
Collect programs from other chapters and from recent years in our chapter.
Start making or acquiring small gifts. Watch for seasonal sales. If you have your theme in mind by now, you may find special items to tie in. You may want gifts for all your officers and people involved with your Installation. You may also want to plan now for favors to be given out during the various honorings, etc.
An alternative to giving small gifts to individuals is to make donations to your favorite OES charity(ies) in honor of those individuals. A small amount is enough. 
You will need lots of small favors for the Birthday and Sunshine baskets, during your year in the East.  
Look for a Worthy Patron. Have one chosen by December, of the year you are Conductress so he can file for the office of Associate Patron in March. 


ASSOCIATE MATRON
Assist the Worthy Matron:
Stay in close contact so that you can be of help.
Be prepared to run a meeting if the Worthy Matron is ill or away. 

Grand Chapter: 
Plan on attending Grand Chapter, as you will be taking notes during the sessions and writing a brief report to be read at our next chapter meeting.  Give your report to the Secretary to place on file. If unable to attend, delegate this responsibility to another member. You will be given a stipend to help with your hotel  expenses.  

Preparation for your year:
(Fall):
Plan your calendar for next April through the following March, and give the dates you need the Lodge building to the Chapter calendar access person ASAP.  Include rehearsals as well as the date when you need the hall.  The Lodge Hall is busy, so plan ahead and reserve your date early or you will be very disappointed.  A year ahead of time is not too early.
Do you want to have a special project for your year in addition to Grand Chapter projects?

Coach: 
Good choices for a coach are current or former district instructors, or past grand officers. 

Choose wisely and someone you are comfortable with.  Always listen politely to others, but seek final advice from your Coach before you make a final decision.
Consult your Coach frequently throughout this year on your ideas for the East.

(October): 
As soon as October or November, you can start asking members to work as your officers and committee heads next year.  Consider your new members first, before relying on officers of the past. 
Do not automatically assume that committee heads are willing to remain, they must be asked! 

You will also need 5 Installing Officers and two Guest Conductresses, refer to the programs and invitations you have collected. 

Installing Officers can be members of your own Chapter or Past Grand Officers, friends from other Chapters, etc., but either is fine, it is entirely up to you. Installing Officers do not need to be Past Grand Matrons or Past Grand Patrons, but the main Installing Officer does need to be a WM, WP, PM or PP,
Standing committees are:                                                                         . 

For specifics on responsibilities of these various committees, be sure to check the by-laws and/or ask your coach or past committee heads.

(November):
Decide upon your colors, dress code, etc. 
Have firmly in your mind what theme you want, if any.
Your calendar should include: The Official Visit, School of Instruction (talk with the incoming WGM on these first two), Rob Morris Night (September), Election of Officers/ Annual Reports, and Honorings of Junior Past Matron and Junior Past Patron (traditionally the first meeting of the new year), Past Matrons and Past Patrons, (optional) Line Officers (optional), a  Memorial for those who have passed away at least once during your year and others you may decide to include.
Special Meetings: Do not require a dispensation from the Worthy Grand Matron.  No business is conducted except that for which the meeting was called. Special Meetings may be called for Initiation, School of Instruction, Official Visit, emergencies, or Other Special Nights. 

At some meetings, you have a choice as to which station(s) to honor. You could choose among a station you or your Worthy Patron have held, or a station that fits in with your theme, or one that has not been honored for a few years.
Call a meeting of your new officers, and share with them some of your plans: colors, dress code, special events, dates, etc. This meeting should also include key committee heads.

(December): 
Decide upon and acquire centerpieces to decorate the tables during the refreshment hour following each meeting. (optional)

(January): 
Gather your theme-related Chapter Room decorations, if any.  You may decorate the East, West, behind the Star Point Chairs or wherever you choose.  Nothing can be on the Altar except the Holy Bible and Altar Cloth. The Flag of our Country must never be obscured.
Members love to come to Installation just to see your theme.  Keep it a surprise; don’t be tempted to tell anyone other than your coach.
Have a guest book for the year if you wish.
If your chapter prepares a budget, when is this done? This should involve you, your AP, the Secretary and Treasurer.

(February): 
Installation duties such as pouring punch or coffee, handling gifts, being ushers, are not restricted to Past Matrons and Patrons.  Anyone of your choosing can be asked.
Prepare your program for the year, and your Installation invitation. These can be combined into one piece. 
If you have decided to give individual gifts, get them ready for all your Officers and Installing Officers.  If you are making a donation in honor of your officers and the others, prepare a card for each of them announcing such a gift.

(March): 
You will be allowed funds for Installation (see bylaws), to be used for programs, refreshments, flowers, pictures for the Chapter, paper goods, etc. Keep an itemized list of your Installation Expenses, and give it to the Secretary after all bills are in. If there is an amount left over, return it to the Chapter. Gifts are your own responsibility. 
Once you are elected to the East, you will be escorted to the East to discuss your year and ask for an open Installation, if that is your plan.  Open Installations must be voted on by the chapter.

Encourage your Conductress to attend Area Conferences, other Chapters, Grand Chapter, etc., by offering to take her with you.



INSTALLATION
Suggested Open Installation format can be found in the code book.
Items which need to be considered are:
Programs – Have all material ready with blanks for “elected officers” names.  Immediately after election, finalize your program and have it copied.  Enlist help for this.  Programs should be sent out within a week of elections. The Secretary can give you mailing labels. Mail to all members, the lodge, Secretaries of local chapters, family and friends. Ask the Secretary if there are any inserts such as directory changes.  These can be included with the mailing to save on postage.
You will also need about _______ extra programs to use at regular meetings all year.
Send copy of calendar to “Starlites” to be included on the monthly calendar in “Starlites.”
Plan Ahead for Gifts for the Year –possible options are:
 	Birthdays - Token gift
	Past Matrons and Past Patrons Honoring
	Shut-ins at Christmas 
	Officers at Christmas 
	50 Year + members at Honoring
	Grand Representatives at Honoring	
	Installation (Officers, Committees, Helpers, etc)
Worthy Grand Matron & Worthy Grand Patron, Grand Officers, Grand Escorts (optional)
	Note: during the past several years the Worthy Grand Matron and Worthy Grand Patron have requested that in lieu of gifts, a monetary donation be given to one of their projects.  It is the discretion of the Worthy Matron and Worthy Patron if they wish to give donations to the Worthy Grand Matron/Worthy Grand Patron’s projects instead of gifts at Honorings.
Confirm with others in your Matron’s Group as to dates so honorings and major fund raisers will not conflict.  Have Secretary review your program before it is printed/copied.





Installation Preparation Checklist
· Installing Officers		- Marches
· Officers				- Table Decorations
· Committees			- Place mats/Napkins/Table Cloths
· Soloist				- Candles & Corsages (optional)
· Organist				- Reserved Seats
· Kitchen help			- Musical Selections
· Display for dais			- Ushers
· Guest Book			- Centerpiece for Reception Table
· Calendar				- Gifts
· Program				- Menu 

Is something special done for the retiring WM and WP at installation?		

WORTHY MATRON

Decision Making:
The government of the Chapter is in your hands, and its prosperity depends upon your judgment. By now, you should be very familiar with the Ritual, Code Book and the Chapter Bylaws.  

The Worthy Matron is the Ad-Hoc Supervisor of all committees and affairs of the Chapter.  Your judgment is crucial in all decisions made by your Committee Heads.  New ideas are appropriate and positive. We encourage them.

Charitable Giving:  
Consult with the Finance Committee, Secretary and Treasurer before presenting your proposal to the membership for approval.  

Cameras can never be used while the chapter is in session. (Bible is open)

Delegate as much responsibility as possible.  Do not burn yourself out.

Chapter before the Meeting:  
Don't forget to place a few 3" x 5" note cards near the guestbook for distinguished guests. On nights when you expect a lot of visitors, have someone at the guest book table to help greet and sign in visitors.

Never ask a visitor if they want to be escorted. It is up to you as WM to decide who will be escorted. 

Never place flowers or decorations on the Altar, unless the Bible is closed.  The exception:  Small Bibles during initiation. The flag of our country must never be obscured.

Be at the Chapter early on meeting nights.


Opening Ceremony, Business Meeting, and Closing Ceremony:  
Use a podium book which covers the meeting progression in order from the Book of Instructions with ritual pages referenced. Check with your Grand Line counterpart or a recent Past Matron from your chapter to get one.

Know how to conduct a business meeting using Robert's Rules of Order: Motions, discussion, tabling, etc. 

As Worthy Matron, have an agenda and bullet points for each agenda category. You run the meetings, not the Secretary. However, touch base with the Secretary prior to each meeting to find out if anything new has come up since the last meeting. Refer to the minutes from the previous meeting for items of Unfinished Business. Give officers involved a “heads up” prior to the day of the meeting if there is something special they will need to do at the meeting. It has been customary to send out an email several days prior to each meeting to all members of the chapter with a reminder about the meeting and special agenda items.

Before the year starts, have a pretty good idea of what you will be doing at each meeting.
As soon as one meeting is over, begin planning the final details for the next one.

Petitions & Initiation: 
Investigating committees are appointed by you, following any meeting when petitions are received. They serve one time only, to investigate a particular new member. Notify the Secretary so instructions and forms can be sent.

Know your welcoming and initiation lectures. Be prepared to present a ritual book, new member handbook, roster, and bylaws to the new members at the end of the ceremony.  Have all officers sign the new member handbook.  Remember; the Worthy Matron must ask someone to preside if she makes the presentation.  The Worthy Matron and Worthy Patron cannot leave the East at the same time.

Personal gifts should not be made in the chapter room at the conclusion of the degree work, but may be presented during the social hour.

School of Instruction:
Chapter gives $20.00 to the District Instructor when she visits our Chapter.  A vote of the members is necessary.  Have this motion made several meetings ahead, so you may present this gift to her during the school.  
A potluck dinner or soup and sandwich may be prepared for the officers and instructor.  Taking her out to dinner is another option; however, it does cut into her time with the officers.


Honorings:
Official Visit:  When the Worthy Grand Matron and Patron visit the Chapter (often accompanied by Grand Officers and escorts).
Grand Family Visit:  When the entire Grand Family is invited to attend.  This requires a vote of the Chapter.

Honorary Memberships are optional. The Worthy Matron should decide if the chapter will give Honorary Membership to the Grand Officers, their escorts, or just the Worthy Grand Matron and Worthy Grand Patron and their escorts, during the Official Visit or Grand Family Visit.  A motion must be made to this effect several months ahead of time.

Send a letter to the Worthy Grand Matron welcoming her.  Tell her about any planned dinner, if there will be one, and ask for a count of those attending, if applicable.  Also determine any costs and whether Grand Family Officers will be free.

This is the highlight of your year.  It is advisable to schedule a practice with your Conductresses as many Introductions are made both at the Altar (method # 1) and in the East (method #2). Practicing just before the meeting in front of your distinguished guests shows you are not prepared. 

Ask the WGM to give the “Farewell” at the end of the meeting.


Junior Past Matron and Junior Past Patron:
Honored at the first meeting of the new term
It is tradition that the Junior Past Matron and Junior Past Patron are escorted to the East at the beginning of introductions and remain in the East for the meeting. During “Good of the Order”, the Past Matrons and Past Patrons form a “Circle of Friendship” around the Altar as the Worthy Matron and Worthy Patron escort the Junior Past Matron and Junior Past Patron to the Altar to sign the Bible (Worthy Matron needs to ask a Past Matron or Past Patron to preside in the East as this Station is never to remain unattended.  It is nice to have the songs from the Junior Past Matron’s and Junior Past Patron’s installation or year sung or played at this honoring, usually as they are signing the Bible.  The Worthy Maron and Worthy Patron present a special pen to the Junior Past Matron and Junior Past Patron to keep as a remembrance of signing the Bible.

50 Year+ Members: 
Ask the Secretary for names of those who should receive their 50-year or longer pins.   The Secretary will also obtain the pins and certificates for you.

The Grand Chapter has 50/60/65/70/75 year pins available.

Honorees can be invited to a meeting for the presentation or the pin can be presented at their home if they are not able to get to a meeting. Pins can be presented anytime during the year of their anniversary.

Rob Morris Night:
We must retake the obligation on this night.  Encourage the Worthy Patron to present some information on Rob Morris.  Landmarks may also be read.



Annual Meeting and Election of Officers:
The Annual Meeting and Elections are held at the first meeting in March.  Prior to that date, the Worthy Matron should inform each committee member chairman who are required to give a report, that their report is due at this meeting.

The Worthy Patron presides over elections.  During “Good of the Order”, escort the Worthy Matron elect to the East, where she will discuss her plans, and request a motion for an open Installation.

Fund Raisers: 
Reports should, be written and given to the Secretary. These reports are then placed on file and it is our hope that someone new taking over an existing event will have the knowledge of what was done previously. 

Communications:
The Secretary may send out invitations on your request for honorings, special events, etc., but it is up to you to ask her and to make sure she has addresses for those invitees who are not members of our Chapter.

Coin Marches:
Define and what the money goes towards.

Funerals:
Plan on attending funerals or visitations of any of our deceased members, or ask another member to attend on your behalf. Have someone bring our Star Wreath. 

The chapter gives a $15.00 memorial  for all members who have died.  Ask the family about their preference for a memorial/check the obituary. If they are undecided, a donation will be made to a Grand Chapter project at the end of the term. Keep the Secretary informed.

When an Eastern Star funeral is requested, you or your representative must be present, along with your Star Points, Worthy Patron and Chaplain. See code book and ritual. Robes for the Star service are in the cupboard.

Occasionally (at least once) during the year, our altar must be draped in memory of those who have died during the previous months. Call a brief rehearsal for the Star Points on how to drape the Altar prior to the meeting, if you plan on doing this.  A memorial service is planned and the names of the deceased are recorded in the minutes.

The Charter is draped for thirty days when a Past Grand Matron, Past Grand Patron, or chapter member has died.

At the end of the night:
As Worthy Matron (and Worthy Patron, as well), you are likely the last person to leave the building after meetings. Make sure lights and microphones are off, trash disposed of, heat turned down and cupboards and building are locked.


At the end of your year:
Make sure the program from your year and a picture of the officers is put in the scrapbook. A few other special pictures might also be nice.

Miscellaneous:
Invite all of our members who are attending Grand Chapter to your room sometime during Grand Chapter for a little "hospitality." Traditionally, this will be at the expense of you and your Worthy Patron. 
 
MISCELLANEOUS
Is a letter sent periodically to members?
Are certain officers responsible for specific committees? e.g. Ways & Means, Refreshments, Cheer/Caring & Sharing, Holiday Party, Masonic Home secret pals, Newsletter
Refreshments
Notifies refreshment committee two weeks before meeting. ** Notification may be by phone, post card, etc. Notify the committee members that if they cannot serve on the night they are assigned they should make a monetary donation to those members who are serving to help with the costs.
**If there is a special honoring with many guests the committee may request
reimbursement from the chapter for some of the additional cost.
Caring and Sharing/Cheer
Send cards to members who are ill, bereaved, in need of cheer or celebrating a special occasion.

You will be given an allowance to pay for the cards and stamps, and if you need more, be sure to ask for it.
Send flowers or a small gift (at the expense of the Chapter), if a member is hospitalized for major surgery, moving to a nursing home, etc.  Contact the Worthy Matron for advice and approval.
Who is responsible for arranging the marches?
If monetary collections are made for gifts from the chapter, include who collects for which gifts and how much is collected (e.g. gift to incoming WM and WP at installation, gift to Junior PM and Junior PP at their honoring).
Does chapter visit shut-ins during the holidays? If so, give specifics.
Is there a yearend lunch or dinner? If so-
Plan a dinner or luncheon for your officers and committee members, or all members of the chapter in appreciation for your year.  This cost is covered by the Worthy Matron and Worthy Patron.

Order flowers for any of the Chapter's Grand Officers. Submit your bill to the Secretary.
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