Worthy Matron’s Podium Guide 7/19

Opening of the Chapter
Worthy Patron reaches the East

Rap (*)
Refer to ritual pages 23-43
As officers enter the Chapter is called up by WP  Rap ( ***)
After the officers reach their stations, WM Rap (*)
After the Associate Matron advises that all present are members:
Rap (**)
 [If there is a missing Star Point Officer the wording and actions are as follows:

WM: “Sisters and Brothers, You will give the sign of __________(vacant Star point name).”            (Code book, Book of Instruction page 2)

The WM DOES NOT give the sign. After the sign is given, the WM responds with the same wording she would use for any Star Point.  “Sisters and Brothers, upon seeing…………?”]
WM addresses officers in the following order:
Associate Matron/Sentinel

Warder

Chaplain

Marshal

Organist

Associate Conductress

Conductress

Treasurer

Secretary

Adah

Ruth

Esther

Martha

Electa

Associate Patron

Associate Matron

When advise Conductress attend to at the altar     Rap (***)
Conductress and Chaplain return to their stations.

Flag Ceremony:                                          (code book, Book of Instruction page 8)


WP:   Sister Marshal


Marshal:   Worthy Patron


WP:  You will present the Flag of our Country


WP:   Sisters and Brothers, your will unite with me in pledging allegiance to the flag of our country  [followed by the singing of our National Anthem].
After pledge and National Anthem-seat chapter immediately RAP (*)
WM: ___________ Warder, you may invite the Sentinel to place a chair and sit in the doorway.           (Code book, Book of Instruction page 9)
Alarm at the Door
(code book, Book of Instruction page 5)
Warder: Worthy Matron, there is an alarm at the door.”

WM: ______ Warder, you will ascertain the cause of the alarm and if there are members properly vouched for, you will admit them.

WM:  Welcome……..
Introductions      (code book, Book of Instruction page 10)
IMPORTANT: If the WM instructs the Conductress to present or escort a visitor and the visitor then requests to be introduced from her seat, the WM can decide whether or not to grant that request. The WM should never ask a visitor if she wants to be escorted as that is not proper etiquette.
1. Introductions West of the Altar  (Those entitled to Grand Honors);

Visitors holding Current titles are escorted for introductions. Those with “Past” titles (Noted in blue) may be introduced at their seats, at the discretion of the Worthy Matron. They will not receive Grand Honors if introduced at their seats.

Worthy Grand Matron and Worthy Grand Patron

Most Worthy Grand Matron and Most Worthy Grand Patron

Past MWGM and Past MWGP

Elective General Grand Chapter Officers

Appointive General Grand Chapter Officers

Appointive General Grand Chapter Committee Members

Worthy Grand Matrons and Worthy Grand Patrons of other Jurisdictions

Past Grand Matrons and Past Grand Patrons
Recipients of 50 year or longer pins, only at the time of presentation of their pin.

W.M. :  Sister(s) Conductress (and Associate Conductress), you will present the

        (Proper Title) for introduction.

(Conductresses escort Visitors West of altar, and introduce them.)

W.M.  :   (WM gives Welcome to the visitors)

            Sister(s) Conductress (and Associate Conductress),  you will escort the 

             (Proper Title) to the East.  
Immediately- Rap (***) (to raise the chapter and give a hearty welcome)

W.M.:  Sisters and Brothers, you will join me in extending the Grand Honors to

            Our  (Proper Title).    
Immediately after Grand Honors-Rap (*) (to seat the Chapter)
           ( Visitors may be invited to remain in the East, or Conductresses are asked

             to return them to their seats.) 

W,M.: Sister(s) Conductress (and Associate Conductress), you will escort these Sisters and Brothers to their seats.
OR (if introduced at their seats.)

W.M.: Will the (title – such as Past Grand Matrons & Past Grand Patrons) please rise.  [WM then extends a welcome, introduces them or asks them to introduce themselves. ]   

W.M.:  Sisters and Brothers, you will unite with me in giving  (Proper Title) a hearty welcome.
2. Introductions in the East:              (code book, Book of Instruction page 11)

Visitors holding Current titles are escorted for introductions. Those with “Past” titles (Noted in blue) may be introduced at their seats, at the discretion of the Worthy Matron.

General Grand Chapter Special Appointments

Grand Officers 

Present Grand Representatives

District Instructors

Worthy Matrons and Worthy Patrons
Past Grand Officers

Past Matrons and Past Patrons

All other members, guests, and distinguished guests……welcomed where they are seated

W.M.:  Will the (Proper Title) please rise.

       (Worthy Matron welcomes the group of visitors/members)

W.M.: Sister(s) Conductress (and Associate Conductress),  you will escort the 

             (Proper Title) to the East.  

(Conductresses escort the visitors/members to the East marching Line, and

   the Conductress introduces them, or asks the Matron or the visitors to 

     introduce them(selves).

W.M.:  Sisters and Brothers, you will unite with me in giving

        (Proper Title) a hearty welcome.

W,M.: Sister(s) Conductress (and Associate Conductress), you will escort these Sisters and Brothers to their seats.
OR (if introduced at their seats.)

W.M.: Will the (title – such as Past Matrons & Past Patrons) please rise.  [WM then extends a welcome, introduces them or asks them to introduce themselves. ]   

W.M.:  Sisters and Brothers, you will unite with me in giving the  (Proper Title) a hearty welcome.
W.M.:  This concludes introductions.       Rap (*)
   (Music begins and Conductresses return to their stations).
Order of Business:
1. Reading of Minutes

WM: Sister/Brother Secretary, may we have the reading of the minutes of the previous stated (special) meeting?

    (secretary reads the minutes) 

WM: Sisters and Brothers, you have heard the reading of the minutes of the last stated(special) meeting. Are there any additions or corrections?

WM: If not, they stand approved as read (or If so-They stand approved as corrected).  Rap (*) 
WP gets minute book from Secretary for WM’s signature.

2. Reading of petitions-see page 9
3. Reports on Petitions/Balloting on Petitions-see page 10
(Do not ask for unless you know there are reports)
4. Initiation

5. Reports of Standing Committees-varies by chapter
For example:

a. Caring & Sharing
b. Ways & Means
c. Grand Chapter Projects
WM:  This concludes committee reports.  Rap (*)
Order of Business (Continued)

6. Unfinished Business

a. Affiliation Ceremony-see page 14
b. Special Committee Reports

c. Things carried over from previous meetings

WM:  This concludes Unfinished Business.   Rap (*)
7. Reading of Communications

W.M.:  Sister Secretary, may we have the reading of the communications.
Secretary reads communications.
W.M.:  Communications requiring action of the chapter will be taken care of under the proper order of business.  All other communications will be placed on file.  

8. Bills

W.M.:  Sister Secretary, may we have the reading of the bills.
If bills have been approved by Finance Committee:
W.M.:  Since the bills have been approved by the Finance committee, if there are no objections, they will be paid.  Hearing no objections, they will be paid.  Rap (*)
If bills have NOT been approved by Finance Committee:

WM asks for a motion (a second is needed) to pay the bills.

W.M.:   The motion has been made and seconded that we pay our bills. Is there any discussion? 
W.M.:  All those in favor of paying the bills will vote by the usual sign of the Order.  

W.M.:  All opposed, same sign.

W.M.:  The motion carries (or is defeated).  Rap (*)
9. New Business

a. Election of Officers-see page 17
WM:  This concludes new Business.  Rap (*)
10. Good of the Order

a. Honorings 
b. Entertainment

c. Rob Morris night-repeat obligation, history of Rob Morris, etc.

e.

f.


g.  Sunshine March
Closing Ceremony

Note:  If the flag is to be retired, the Worthy Matron should announce prior to the start of the closing ceremony:   (code book, Book of Instruction page 28)
WM: Sisters and Brothers are to remain standing for the retiring of the flag following the Closing Ceremony.
[The members stand at attention and place their hands over their hearts while the flag is carried directly from the East to its place of retirement or from the Chapter room. Any member may retire the flag, and the path from the East is of the Chapter’s choice.]  
Refer to ritual pages 45-47

After the Sentinel advises the Warder that the chapter is closed-

Conductress and Chaplain return to their stations without instructions from the Worthy Matron.
If the flag is to be retired, the Worthy Matron or Worthy Patron shall say:
Sister (Brother)________, you will retire the flag of our country.

Remarks by Worthy Patron-thank subs, refreshments, etc.
Retiring March

WM or WP:  The officers will retire.  Rap (**)
Right before WM and WP join retiring march-Rap (***)
READING AND REFERRING PETITIONS
(code book, Book of Instruction page 14)
WM: "Sister Secretary, are there petitions?"

Secretary: "There are, Worthy Matron."

Petitions are NOT received individually. Petitions are read in the following order: affiliation, dual membership and degrees. 
If there is more than one petition for affiliation and/or plural membership, the Secretary reads the first one in its entirety; for the others she says the following: 

Secy: "A petition for Affiliation/Dual Membership made out in regular form..." 
She must then read the signature and residence of the petitioner, state that it is accompanied by a demit or certificate of transfer (if plural membership, a certificate of good standing from each chapter in which the petitioner is a member), giving name, number, and location of chapter(s). She also reads the names of those who recommended the petitioned.

If there is more than one petition for the degrees, the Secretary reads the first one in its entirety; for the others she says the following: 
Secy: "A petition for the degrees made out in regular form, accompanied by the fee ..." 
She must then read the signature and residence of the petitioner and give the Masonic

relationship and names of those recommending the petitioner.

After ALL petitions have been read:


WM: "Sisters and Brothers, you have heard the reading of these petitions. If there are no objections, they will be received and referred to Committees on Investigation. (She pauses.) Hearing no objection, they are received (strikes gavel), and I will appoint Investigating Committees."

A committee of three is appointed for EACH petition by the Worthy Matron.
REPORTS OF COMMITTEES ON PETITIONS 

 (code book, Book of Instruction pages 16-21)

WM: Sister  Secretary, are there any reports on petitions for ______________ ?   (1. Affiliation 2. Dual Membership 3. Degrees)

Secty; "There are, Worthy Matron."
If the Sentinel has placed her chair in the open doorway, she must retire at this time and the Warder will close the door before balloting begins.
Note: Before the name of the petitioner is read, any member may be excused from balloting by consent of the Chapter. This must be done BEFORE the name of the petitioner is read by the Secretary. Remember, the Worthy Matron may NOT ask (for example the Sentinel) “Do you want to be excused from balloting?”  She may only inform the Sentinel – before the meeting – that there will be balloting that evening.

WM: "If there is no objection, ____________has asked to be excused from balloting (she pauses )   Hearing no objection, it is so ordered. (1 rap)
The Secretary reports to the Worthy Matron as follows:
Secty:  "Worthy Matron, the report of the Committee on the petition of (Name) is favorable (unfavorable, number of unfavorable reports)."

The Secretary passes the petition(s) and Investigating Committee reports to the Worthy Patron who gives them to the Worthy Matron. The Worthy Matron checks the reports, then continues:
WM:  "Sister Associate Conductress, you will prepare the ballot-box and bear it East."
After the WM  and WP examine the ballot box-If a collective ballot is to be taken:
WM: "If there is no objection, a collective ballot will be taken." (She pauses), "Hearing no objection, it is so ordered." (Sounds the gavel.) 

Worthy Matron strikes one blow of the gavel:
Wording For Balloting for Degrees
WM: "I now declare the ballot open. Sisters and Brothers, you are about to cast your ballot on the petition of (Name), wife, daughter, etc. of _________(Name), 
a member of Lodge No. ___ A.F. & A. M. held at (City). OR FOR A MALE: Sisters and Brothers, you are about to cast your ballot on the petition of (Name), a member of Lodge No. ___ A.F. & A. M. held at (City).
She has never petitioned any Chapter (if she has, state it), comes recommended by ____________(Names of two members of the Chapter), and has been referred to a committee of three. Look well to your ballot. The white balls elect, the black cubes reject.   Remember your Obligation and vote for the good of the Order." 

 (Music begins.)

Wording For Balloting for Plural Membership or Affiliation
WM: "I now declare the ballot open. Sisters and Brothers, you are about to cast your ballot on the petition of ___________(Name), formerly/now a member of ______________________ Chapter No. _____ of ________________(location)  
(for plural membership, name each chapter the person belongs to)

who solicits membership/plural membership, comes recommended by _____________________  (Names of two members of the Chapter), and has been referred to a committee of three.  Look well to your ballot. The white balls elect, the black cubes reject.   Remember your Obligation and vote for the good of the Order." 

 (Music begins.)

As soon as the Associate Conductress has balloted and is on guard behind Ruth's chair,

WM: "The Star Point Officers will ballot" (1 rap of the gavel)
All Star Point Officers should time step into their stations at the same time.

WM: "The members on the south side will ballot." (1 rap of the gavel)
As she sounds the gavel, and the Star Point Officers are seated. The Secretary, followed by the Marshal, the Conductress, and all the members seated on the south side ballot. 
As the last member on the South leaves the Labyrinth,

WM:  "The members on the north side will ballot." (1 rap of the gavel)
The Treasurer, Chaplain, and the members seated on the north side ballot. 
INSTRUCTIONS FOR BALLOTING AT THE ALTAR WITH LESS THAN 5 STARPOINT OFFICERS
(code book, Book of Instruction page 20)
Follow all Balloting instructions, EXCEPT the Worthy Matron does not say “The Star Point officers will ballot.”

When the Worthy Matron says: “The members on the south side will ballot", the order of balloting is: Secretary, Marshal, Adah, Conductress, Ruth, Esther and all members seated on the south side.

When the Worthy Matron says: “The members on the north side will ballot", the order of balloting is: Treasurer, Chaplain, Electa, Martha and all members seated on the north side.
INSTRUCTION FOR SENTINEL TO BALLOT

Whichever method is used, if the Sentinel is to ballot, she/he is invited to enter the chapter room, in proper form, after all others have voted (Ritual, pages 13 and 14). Remember that a member must replace the sentinel while she/he is in the Chapter room. The Worthy Matron must state the report of the Investigating Committee for the Sentinel's information and repeat the charge. The Sentinel ballots west of Esther's chair, if the ballot-box is passed.

Wording in ritual page 14.

Worthy Matron ascertains if all have voted. 
(Continue with Ritual pages 14-15.)  

Once the ballot is in the East, the Worthy Matron opens the drawer. 
The Worthy Patron rises and they inspect the ballot together without handling the ballot-box, The Worthy Patron gives his report and is seated.
PASSING THE BALLOT BOX

The Associate Conductress may carry the ballot-box to every member, beginning with the Worthy Matron and Worthy Patron. When the ballot-box is passed, each member, except those who are disabled, must rise to ballot, but no Salutation Sign is given.

After the Worthy Matron and Worthy Patron have balloted, the Associate Conductress places the ballot-box on the pedestal in the East and casts her ballot. Beginning with the first chapter member north of the Worthy Matron, the Associate Conductress proceeds along the north side of the Chapter Room, passing the ballot-box to the officers and members. Then crossing the West, she passes the ballot-box to the Associate Patron, Associate Matron, Esther, and the Warder. She passes it along the south side beginning with the first chapter member south of the Worthy Patron. After all have voted, the Associate Conductress returns to a position west of Esther's chair and faces east. 
The Associate Conductress remains west of Esther's chair as the Worthy Matron continues with the ritual pages 14-15.
When instructed to bear the ballot West, the Associate Conductress turns to her left and goes directly to the Associate Matron, following the same procedure as when balloting at the Altar.

Affiliation:    (code book, Book of Instruction page 27)
WM: The Affiliated member present who has not signed our By-laws will please rise.  Sister Conductress, you will escort our affiliate to the West for introduction.

(Conductress picks up affiliate, and brings her to the mid - West marching line facing east).

Conductress: Worthy Matron, I have the pleasure of introducing Sister(Brother) _____________, formerly of 
_______ Chapter # ___,  who has been elected to membership in our Chapter.

OR

Conductress: Worthy Matron, I have the pleasure of introducing Sister(Brother) _____________, who is a member of 
_______ Chapter # ___ (name all chapters in which the Sister/Brother is a member),  who has been elected to plural membership in this Chapter.

WM:  [ WM gives some words of welcome. An Addendum may also be used at this point.]

WM: You will be escorted to the Secretary’s desk where you will sign the by-laws of this Chapter.

(Conductress escorts her to the front of the Secretary’s desk and stands beside her she signs the by-laws..)

 (Conductress returns her to her seat as the Welcome Song is sung, and remains with her until the song is completed. If there is more than one affiliate, the Conductress and affiliates remain at the Secretary’s desk until the Welcome Song is completed, the chapter is seated and then the Conductress escorts the affiliates to their seats.)

Parliamentary Procedure

Parliamentary procedure enables members to take care of business in an efficient manner and to maintain order while business is conducted.  It insures that everyone gets the right to speak and vote.  

There are three basic rules of parliamentary procedure:

· Take up business one item at a time.

· Promote courtesy, justice, impartiality, and equality.

· The Majority rules, but the rights of individual, minority, and absent members are protected.

Only one main motion can be pending at a time.  If an amendment to the motion is raised, the amendment must be discussed and voted on prior to continuing with debate on the motion.

Only one member can be assigned the floor at a time.

Members take turns speaking for and against the motion or amendment.

No member speaks twice about a motion until all members have had an opportunity to speak.

The presiding officer doesn’t take sides but allows all to be heard equally in debate.

All debate is directed to the chair and not to other members involved in the debate.

Rules laid out in the by-laws and the Code Book take precedent over Roberts Rules of Order.

To make a motion, the speaker must gain the floor by addressing the presiding officer who will then give the member some form of recognition.  The member then states their motion.  If no one seconds the motion, the chair says, “Is there a second.” If there is no second, the motion cannot be discussed.  If there is no second the chair states, “Without a second, the motion will not be considered. If the motion has been seconded, the chair then says, “The motion has been made and seconded that . . . . Repeats the motion exactly as it was stated by the person making it and further says, “Is there any discussion”? 

When speaking to a motion, stand and address the chair.  When you are given the floor, say, “I speak for the motion” or “I speak against the motion.”  Then speak to the motion and sit down when finished.

A motion or an amendment may be divided if after the division both parts of the motion or amendment can stand on their own merit.  A motion to divide requires a second.  It is amendable but not debatable.

Each part of the division is then debated, amended and voted as individual motions.

A motion To “Lay a Motion on the Table” must be seconded and passed by a majority vote.  It is not debatable.  To use this motion to postpone action on a motion or to kill the motion is a misuse of this motion.  Its purpose is simply to set aside the motion so a more urgent manner may be acted upon.  When the more urgent matter is acted upon – a member may then move to remove the motion from the table.  If the motion is not taken from the table by the close of the next meeting – the motion and any amendments to the motion dies.

If there is good cause to not take action on a motion until a later date, a motion can be made to postpone the motion to a later time or a later meeting.  The motion requires a second and is debatable.  This might be used if pertinent information concerning the motion is not available now but will be available at a later date.
A point of order is made by a member rising and saying, “I rise to a point of order.” The chair says, “Please state your point.” The member then states the point that he feels has violated the organizations rules.  The chair then states, “Your point is well taken” and corrects the violation or states, “Your point is not well taken, and the meeting will continue.”  The presiding officer may ask the membership for advice on a point of order question before making their ruling.

If the member disagrees with the chairs ruling, the member may appeal the ruling to the membership.  This motion needs a second.   A yes vote sustains the ruling of the chair.  A tie or a majority vote by the membership supports the chairs ruling.  This motion is an exception to the rule of the presiding officer not speaking to a motion.  The chair will speak first and last during discussion when a member disagrees with the ruling of the chair and appeals the ruling to the membership.

When the vote is taken, the presiding officer must ask for votes BOTH for and against the motion before declaring the Ayes have it or the No’s have it.
W.M.  All in favor of (restate motion)_________________________________

W.M.:  All opposed, same sign

W.M.  The motion carries (or is defeated).  (1 rap)
Any member can ask for a vote by ballot. The motion requires a second.  This motion is not debatable. If a majority of the members vote for the motion, a ballot is required.

The presiding officer may vote or may refrain from voting. If the presiding officer does not vote and the vote is then tied, the presiding officer may vote to break the tie.

As presiding officer it is imperative that you maintain control.  Do not allow the process to be rushed. 

· Take up business one subject at a time.

· Alternate between opposite points of view in debate.

· Require the chair to call for the negative vote.  (ask for a yes and a no vote, not just the yes vote)

· Keep personal attacks out of the debate.

· Debate only the merits of the question under discussion.

· Divide a question into two or more questions if appropriate.

This is not intended to be a complete set of rules for conducting a meeting.  It is a partial list of parliamentary procedure basics.  Read your code book, constitution and bylaws. They lay out your organization’s rules, regulations and order of business.

When in doubt – be fair and use common sense.  Consider all points of view.

Books on Roberts Rules of Order are available at book stores. 

Elections

Election shall take place at the first stated meeting in March, under new business. The Worthy Matron may ask the Worthy Patron to preside during the election of officers. 

(code book, Book of Instruction page 29)

Officers are elected in the following order:

Worthy Matron

Worthy Patron

Associate Matron

Associate Patron

Secretary

Treasurer

Conductress

Associate Conductress

Trustee

(Before balloting for each office the presiding officer (PO) shall inquire:)

PO: “Sister Secretary, are there names submitted for the office of __________________________?

Secretary:  “The name(s) of  _________________________ has (have) been submitted for the office of __________________________.

PO:  “The name(s) of  _________________________ has (have) been submitted for the office of __________________________.

PO: “Are there any further nominations?”

“Are there any further nominations?”

“Are there any further nominations?”

A.  (If only one name is nominated for any office – then the presiding officer will say:

PO: “There being no other nominations, I declare sister/brother ________ elected to the office of ________________ by acclamation.        

Sister (Brother) ______________, do you accept?

(If he/she accepts then say”)

PO: “I now declare Sister (Brother) ______________ elected to the office of _________________ for the ensuing year.  (Sound gavel)

B.  (If  several  names  are nominated for any office – then the presiding officer will say:

PO: “Sisters and Brothers, you will prepare your ballot for the office of _________________ for the ensuing year.

(The tellers will then gather the completed ballots.)

PO: “Have all voted? If so, I declare the ballot closed.

(Tellers carry the ballots to the desk, count them and announce results in alphabetical order
             Number of votes cast _____

      
 Number of votes necessary to elect ______


Number of votes received by _________   each candidate.)

PO: “By your vote, you have elected ______________ to the office of ___________.

Sister/(Brother) _______________, do you accept?”

(If he/she accepts then say”)

PO: “I now declare Sister (Brother) ______________ elected to the office of _________________ for the ensuing year.  (Sound gavel)
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