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MEMBER GUIDEBOOK
CAPITAL CHAPTER No 52
Capital Chapter No 52 was instituted on 26th November 2016

Our Birthday Meeting is September

Our Installation Meeting is November

Meets at:  1:00pm at the Majura Community Centre, 2 Rosevear Place, Dickson, ACT.

Meets on:  The 4th Saturday, except December (3rd Saturday) and January (recess)

Direct Governing Level: The Grand Chapter of NSW & ACT
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WELCOME !
I am pleased to welcome you to Capital Chapter and as a new member of the Order of the Eastern Star.  You are now part of one of the largest fraternal organisations in the world for which women and master masons can belong!

The Order of the Eastern Star has a presence in most States and Territories throughout Australia and is operating in 18 other countries across the world.  As you journey through your ‘ Chapter Life’ we hope you make many lifelong friendships and we encourage you to visit other jurisdictions when you can and learn how our Order embraces the many cultures and communities that exist across the world.

To help you through your early Chapter life, look to your Proposer and Seconder as your Mentors.  Please use their vast knowledge and experience and raise any questions or concerns you have with them initially.  

Your initiation was symbolic of the road of life and the beginning of your Chapter life.  There is truth in the saying that “ you get out of life what you put into it” so do what you can to learn more about our Order and the work that we do for our community and each other.
Again … Welcome, and we all look forward to seeing you in our Chapter room.

Judy Knight

Worthy Matron 2017-2018
So, what now ….

You received a lot of information during your initiation and most of it you will not remember …. Don’t Worry!  We have all been in this same situation and we can guarantee that it will take a long time for you to remember and understand it all.  This guide has been developed to help you remember and to tell you about things that are not covered at your initiation.
Attending Chapter meetings regularly is the most important thing you can do for now.  Take your time, get to know everyone and never be afraid to ask questions.  As with most organisations there are always different interpretations of what you should and shouldn’t do and how you are meant to perform ceremonies.  This is why you have Mentors.  They will be able to give you a consistent view of what is required and if for some reason they don’t know the answer, they will find it out for you.
The Eastern Star as a fraternal organisation strives to build a better, more fulfilling way of life.  Though our teachings are based on the Bible history, the Order is not a religion and is neither secret nor political.  Yes, we have secrets, but we are not a secret society and the secrets we hold are only relevant to members and are used to simply make ourselves known to each other.  You were told about these secrets during your initiation but it will take time to remember them and fully understand their meaning.  Read the stories of each of our heroines in the Ritual Book you were given on your initiation.  This will help you relate and remember.  The signs and passes are not in that book, but your Mentors will help you through this and teach you what you need to know.
Our spiritual symbol is a “Star of Bethlehem” representing the Star in the Eastern sky on the night Jesus was born.  The Bible in our Chapter room, when opened, is bookmarked at the Book of Matthew which tells the story of this eventful night – a story that encompasses many religions and beliefs across the world and a story of new beginnings.  

Many of our members dedicate themselves to supporting a variety of local and national charities.  Millions of dollars are raised annually in support of humanitarian causes.  This is no doubt one of the reasons you wanted to become a member.  Fund raising is what we do, but the difference between us and other not-for-profit organisations is that we raise funds via social events between ourselves.  We rarely ask the public to contribute and if we do, we must do it in a way that meets the not-for-profit regulations we are bound by.  Sometimes this limits what we can and can’t do, but never be afraid to come up with new ideas to raise funds.  We are always looking for new ways to make money!
Meetings

The main meeting we have each month is referred to as the REGULAR meeting.  It is at this meeting Sisters must wear white and Brothers wear the same suit they wear to Lodge.

There are committee meetings and you do not have to wear white/lodge suit at these meetings.  In Capital we have a GENERAL COMMITTEE meeting most months and on the same day as the Regular meeting. We also have an Investigation Committee and a Benevolent/Distress Committee but these are held as required.

As a new member, you do not attend committee meetings until you have been elected to do so.  In Capital, our election meeting is in October.
Agendas

A week or so prior to the scheduled date of the regular meeting, you will get an agenda from our Secretary.  It will confirm meeting date, time and what is going to be transacted.  It will also advise of any visits that the Worthy Matron has accepted, any up and coming social events and whether your annual Dues commitment is ready to be paid.
Attendance Book

When you arrive for your Chapter’s regular meeting or visit another Chapter’s regular meeting, you must record your attendance in a book.  It will be situated on a table close to the entry door of a Chapter.  There will be someone at the door to help you.  For safety purposes, please ensure you ‘sign’ in a legible manner ie. Not a formal signature, just first/last name is sufficient.

Order of Business

The order of business transacted at each meeting is standard and items are added as required depending on the time of year (elections, installations) or if other ceremonies are required (ballots, affiliation, initiation).  You should always check your Agenda to confirm what needs to be done.

The process of handling business items such as minutes or correspondence will require members input, usually by show of hands when asked “All in Favour (raise hands), Any Against (raise hands). To move motions, there must be a ‘Mover’ and a ‘Seconder’.  The key business items handled at each meeting are described in the table below:
	Minute of last Regular meeting
	These can either be read in full by the Secretary, or they may have already been sent out prior to the meeting for everyone to review.

The Worthy Matron will ask if there are any corrections to be made.  Then, she will ask for 2 members to CONFIRM that they are a correct record.  These members must have been present at that particular meeting. (Someone will move and another seconds that motion).  She will ask ALL IN FAVOUR, ANY AGAINST and gavel to CARRY the motion.

	Minutes of Committee Meetings
	As noted above for the minute of the last Regular meeting, Committee minutes may also be sent out for review prior to the meeting but if not, they will be read in full by the Secretary.

The Worthy Matron will ask for 2 members who were PRESENT at that meeting to move that they be CONFIRMED as a correct record. (all in favour, any against, carried).  Any business arising from these minutes can then be discussed and recommendations ratified. (all in favour, any against, carried).  When all discussion is complete, the Worthy Matron will ask for 2 members NOT PRESENT at that meeting to move that they be ADOPTED.  (all in favour, any against, carried)

	Correspondence
	There are 2 options used in Chapter to handle correspondence 1) 2 members will stand first and move that the ‘correspondence be dealt with as read’.  This means that discussion can occur on individual letters as they are read by the Secretary rather than doing it all at the end; or 2) the Secretary reads all the correspondence, the Marshal takes the correspondence to the Worthy Matron and she asks that the ‘correspondence be RECEIVED’.  The Worthy Matron will then go through each letter and open any discussion as necessary.

	Treasurer’s Report and Accounts
	These are separate items of business.  The Worthy Matron will ask for members to RECEIVE them (all in favour, any against, carried)


Collections
There is usually a collection taken at each meeting for various reasons.  This will be indicated on your Agenda.  Most Chapters have some fund-raising venture at each meeting so check with your Mentors with regard to approximately how much money you will need for each meeting.
If you are filling in for a vacant office-bearer, remember to have your collection money with you at your station.
Filling in for an Office-Bearer

If you are asked to fill in for an office-bearer, please do not panic.  The Associate Conductress has a ritual book in front of her during the meeting and they have that in order to prompt when required.  If you do not know the ritual, please talk to her before the meeting so that she will bring the book to you to read, when the time comes.
Response to the Gavel
	Three Raps
	Calls everyone in the Chapter room to stand. 

	Two Raps
	Calls the Officer-bearers only to stand. 

	One Rap
	· Calls the Chapter to Order;
· Seats the Chapter when standing;
· Completes each order of business;

· Affirms each declaration of the Presiding Officer such as at the end of the opening or closing ceremonies.


Standing at Salutation

Salutation is the term used when your hands are positioned at your waist and in the same manner as the night of your initiation.

In this jurisdiction, members when standing are to “come to salutation” when communicating with the Worthy Matron or when in prayer.    This does differ between the Australian States and Territories and at certain governing levels.  Your Mentors will advise.
Farewell at the close of the meeting
In the closing ritual of each meeting, the Worthy Matron addresses the Chapter with a Farewell.  Each Member’s response to this is “Farewell” and with a slight bow.

Respect for the Bible, Ritual Work and the Presiding Officer
During the time that the Chapter is Open and until it is Closed, all members are to abide by directions from the Worthy Matron and have respect for everyone in the room as well as respect for the fact that the Bible is open.  In particular:

· No one should walk between the open Bible and the East, except during an Initiation and only by those members involved in that ceremony. (see the diagram at the end of this guide); 

· You should not speak during any ritual or ceremonies unless you are taking an active part or have been given permission by the Presiding Officer (Worthy Matron) to do so; 
· Members are to sit with both feet on the floor during meetings (ie. don’t cross your legs!), except when a medical condition makes this impracticable;
· You should ‘come to Salutation’ when the Chaplain enters the Star for prayer, and remain at Salutation until the Chaplain exits the Star; 

· It is not customary to applaud ritual work.
As a member, you need to be courteous when addressing the Presiding Officer (Worthy Matron) or other members in the Chapter room ie:

· If you need to talk to the WM, you stand at salutation until she acknowledges you.

· If you need to address or have a question of another office-bearer, obtain permission from the WM to do so.  Stand at salutation until the WM acknowledges you, and ask “WM may I speak with …..” 

· When you address or refer to another member in the Chapter room you must use their Surname and prefix with Sister or Brother.  Eg. Sister Lang, Brother Gidley.  First names are not to be used.

· If you need to move around the Chapter room, you will need permission from the WM.  Stand at salutation until the WM acknowledges you, and ask “WM may I ……..”. 

· If you need to leave the Chapter room, you will need permission from the WM.  Stand at salutation until the WM acknowledges you, and ask “WM may I ….”.  When the WM indicates you can leave, walk to the back of the carpet, standing behind the white point (Esther) and in front of the Associate Matron’s desk and perform the appropriate action. (Your Mentor will advise).  Then proceed to where the Warder is sitting (inside the door).  The Warder will knock on the door, wait for the Sentinel to acknowledge, and then open the door for you.

· If the Worthy Matron declares the Kitchen and Toilets ‘part of the Chapter Room’, or, if the meeting is ‘open’ to the public, it is not necessary for you to obtain permission to leave the room.  Please move around the Chapter room discretely and quietly in consideration of what is happening in the meeting at that time.
· When you wish to return back into the Chapter room, approach the Sentinel (sitting outside the door).  They will knock to advise the Warder that you are ready to come back in.  You will wait until the Warder returns a knock at the door.  When you come into the Chapter room, return to the same place you stood when you left the room (at the back of the white point) for acknowledgement by the WM and before you return to your seat.
· If the Worthy Matron has declared the Kitchen and Toilets ‘part of the Chapter Room’, or, if the meeting is ‘open’ to the public, it is not necessary for you to obtain permission to re-enter the room.  Please take direction from the Warder/Sentinel at the door and move around the Chapter room discretely and quietly in consideration of what is happening in the meeting at that time.
Office-bearer & Administrative Duties

October is our Election month where Office-bearers are nominated and elected to office for the next term (November to November).  Some office-bearers are appointed by the incoming Worthy Matron and others take on administrative roles for the Chapter.  

It is an honour to take office and all members are encouraged to consider this commitment but it is also understood that not all members like to  commit in this way.  The Chapter relies on ALL members to help out where they can and if not taking office, your help at any time is very appreciative.

In addition to ritual work and involvement in ceremonies, some offices have additional duties to perform.  This section explains those duties so that you can be better prepared if you want to nominate for these positions.  
All Office-bearers

All office-bearers are responsible for the following:

· Informing the Worthy Matron or Secretary as soon as practicable when you cannot attend any regular meeting.  This is to allow adequate time to arrange your replacement or change any planned ceremonies or services as appropriate.
· Being present in the Chapter room no later than 30 mins before the start of the meeting.  This is to allow the Worthy Matron time to discuss with you any specific requirements for that meeting (services, ceremonies etc); and to give you time to ensure your own ‘station’ in the Chapter room is ready for the meeting ie. That you have the appropriate Chapter items at your station; that they are in proper position and your regalia is available and ready for the meeting.
· If you wish to visit another Chapter with the Worthy Matron, ensure you sign out your regalia if you are taking it with you (see the Secretary for the regalia book), and remember to bring it back for the next regular meeting.

· Taking appropriate care of your regalia and reporting any damage or cleaning required to the Secretary as soon practicable.
Worthy Matron/Worthy Patron

These positions are elected positions and their responsibilities are adequately covered in the Constitution and Laws.

An additional guide written by Capital Chapter is available for the Worthy Matron (CC-GDE-006 The AM, WM and IPWM).  Any interested member should contact the Secretary for a copy.
Immediate Past Worthy Matron/Worthy Patron

These positions are not elected positions.  Their duties are to support the next Worthy Matron/Worthy Patron in all that they do and they are the first choice to fill in for the Worthy Matron or Worthy Patron if they cannot attend a meeting. 
It is sometimes not possible to have these positions in the Chapter as the members may need to take another position.  The IPWM or IPWP are ex-officio members of all committees and as such, if the outgoing WM/WP is nominated for another office at their outgoing Election Meeting and accept it, they must formally resign as an ‘Immediate Past’ with an effective date.  This resignation can be received by the Chapter as a motion during that election meeting ie. a formal letter is not necessary.  The Chapter should move/second this resignation as acceptance.

An additional guide written by Capital Chapter is available for the IP Worthy Matron (CC-GDE-006 The AM, WM and IPWM).  Any interested member should contact the Secretary for a copy.

Associate Matron/Associate Patron

These positions are elected positions and their responsibilities are adequately covered in the Constitution and Laws.  

An additional guide written by Capital Chapter is available for the Associate Matron (CC-GDE-006 The AM, WM and IPWM).  Any interested member should contact the Secretary for a copy.

Secretary/Treasurer

These positions are elected positions and can be filled by either a Sister or a Brother.  Their responsibilities are adequately covered in the Constitution and Laws.  

Additional guides written by Capital Chapter are available (CC-GDE-004 The Secretary; CC-GDE-005 The Treasurer).  Any interested member should contact the Secretary for a copy.

Note that those that were involved in the amalgamation to create Capital Chapter deemed that these positions should only be filled by the same member for 2 years (if an experienced member) or 3 years (if new to the position).  This is to encourage other members to take on these rewarding roles while being assured that they will not end up staying in the role for many years.
Chaplain

This position is an elected position and can be filled by either a Sister or Brother.  In addition to the ceremonial work of this position, the Chaplain should also:

· Ensure the welfare of the Chapter Bible, and the Bibles of Canberra and Fraser Chapter that are in the Chapter storage.  Any damage or cleaning requirements should be reported to the Secretary.
· That there is always a small Bible on the Associate Matron’s desk and the Worthy Matron’s desk prior to the meeting.  These small bibles are there in case a ‘Test Oath’ needs to be carried out by the Worthy Matron or Associate Matron for a visitor (see Ritual Book – General Instructions).

Marshal

This position is an elected position and can only be filled by a Sister.  The Marshal escorts dignitaries around the Chapter Room and looks after the welfare of the Worthy Matron, especially when travelling.  In addition to the ceremonial work of this position, the Marshal should also:

· Ensure the welfare of the Marshal’s Baton.  The Baton is part of the Marshal’s regalia and it should be signed out if it is being taken from the Chapter room with the rest of the Marshal’s regalia. Any repairs or damage to the Baton should be reported to the Secretary. 

· Carry the Baton when escorting members.  The Baton is not required to be carried at any other time. 

· Be prepared to attend the Grand Chapter’s Annual Ball to escort the Worthy Matron and Worthy Patron on their presentation.  The cost of this ticket will be paid for by the Chapter.

· Ensure all office-bearers are lined up in correct order when waiting to enter the Chapter room.

· Ensure all office-bearers are wearing black bows on their regalia when required.

Associate Conductress/Conductress

These positions are elected positions and can only be filled by Sisters.  
In the Chapter, the Associate Conductress is responsible for the Ballot and is the prompt for all ceremonies.  She is the only member (with the exception of the Worthy Matron/Patron) that is allowed to have an open Ritual book.  The Associate Conductress should therefore ensure:

· That the prompt ritual is obtained from the Secretary prior to the meeting.  This book must be signed out and returned at the end of the meeting;

· The welfare of the Ballot Box and material.  If any cleaning or repairs need to be done this should be reported to the Secretary.

· That the Ballot Box is in readiness prior to the meeting if it is required.

The Conductress’ main responsibility in the Chapter is to ensure the initiation, affiliation or honorary membership ceremonies can be carried out in the appropriate manner.  To do this, the Conductress needs to:

· Ensure that a veil is at Adah’s station and another with the Sentinel prior to an Initiation meeting commencing;
· That a Small Bible and the Altar stool is in position for an Initiation.

· Ensure the welfare of the emblems that stand on Point pedestals.  Any repairs or damage should be reported to the Secretary.

The Points
These five positions are appointed by the incoming Worthy Matron and it is an honour to be asked.  These positions can only be filled by Sisters.

Sitting in the middle of the Chapter room and near the Altar requires a level of dignity to be shown at all times during the meeting.  Each Sister taking on a Point should therefore pay attention to the following:

· Always keep both feet on the floor.  Do not cross your legs.

· Do not put any flowers or a Bible on the floor.  Rest these on your lap if you cannot fit them on your pedestal.

· Have your collection money/reading glasses etc. on your pedestal before the meeting.

· When leaving your station, step backwards out of the star ie. try not to turn your back on the Altar.

· When assisting in Services, take the lead from the first point as in whether you remain standing at times, or when you all sit together.

· As you are appointed by the Worthy Matron for her term of office, it is customary for you to present a gift to the Worthy Matron at her last meeting (first half of the November meeting).  If you wish, a gift for the Worthy Patron is also appropriate.  
· At the end of the meeting, ensure your pedestal and its items are returned to the back of the hall to be stored.

· During an Initiation Ceremony, after the Candidate has taken the obligation and is being escorted out of the Star, Esther should collect the Altar stool, small bible and veil and move it out of the Star to the front of the Associate Matron’s desk so it is not in the way of any perambulations.
Social Secretary
The Social Secretary is not an elected position and is appointed by the incoming Worthy Matron.  The responsibility of this role is to manage the social functions and afternoon tea at meetings.  

Catering

· The Social Secretary is given an amount of Petty Cash to make purchases for catering and related items as appropriate.  The management of Petty Cash is covered in Capital Chapter’s procedure CC-PRO-001 Petty Cash Management and a copy can be obtained from the Secretary.
· The majority of catering items (coffee, tea, sugar, milk, plastic/paper tableware, cups/glasses and condiments) are held in the limited storage we have at the back of the Kitchen.  A check of available items should be done each meeting and especially if visitors are expected.

· The Social Secretary will liaise with members at Committee meetings when a large meeting is expected and additional food items are required.  For routine meetings the Social Secretary should ensure enough sandwiches, hot finger food and some cake/biscuits (as a minimum) are available.  It is wonderful when other members bring a plate of food for the meeting but it shouldn’t be relied on.

· The Chapter Secretary will  arrange a roster of members to attend to the kitchen each meeting under the direction of the Social Secretary.  Those attending to the kitchen should ensure as much is prepared as possible, prior to the meeting starting including:

· The Urn filled and heated;

· Food is prepared ready to go on at least 2 x tables after the meeting;

· Tea/Coffee etc is ready.  The Social Secretary should bring fresh milk to the meeting (normal meeting 1 litre.  Larger meetings, 2 litres).  A carton of long-life milk should be kept in the cupboard for emergencies.
· Water Jugs and cups are available on the Associate Conductress, Conductress and Worthy Matron’s desk, and that each other office-bearer has a water cup.

· The Social Secretary should ensure the Kitchen is tidy at the end of the meeting and that any rubbish has been disposed of.
Socials

· The Social Secretary is responsible to set the social calendar for the year.  This is usually decided at the December committee meeting.
· Where possible, the Social Secretary should attend planned social functions.  It is not the responsibility of the Social Secretary to provide raffle or door prizes but she/he should ensure that enough will be available.  The number of prizes, and the taking of monies at the event can be coordinated by the Social Secretary with the member holding the event, the Worthy Matron and/or the Treasurer.
· The Social Secretary will work in conjunction with the Treasurer to manage raffle books for special Chapter raffles.  It is not the responsibility of the Social Secretary to manage raffles at regular meetings.  

** It should be noted that if Raffle Tickets are to be sold to non-members, then they need to be stamped identifying Capital Chapter No 52.  This is a regulatory requirement.  The Treasurer is the custodian of all raffle books and Chapter identifying stamps **
Competition Table (at Regular Meetings)

If you are asked to assist selling raffle tickets at regular meetings you should note the following:

· Raffle tickets can be obtained from the Treasurer. 

· All monies should be returned to the Treasurer prior to the commencement of the meeting.

Chapter Room Inventory (at Regular Meetings)

A roster will be arranged each term by the Secretary for those members responsible for unpacking and packing the carpet and Chapter items in the storage area.  A member will be assigned the overall Coordination of this activity.  All members are welcomed to assist, but please ensure you work as directed with the Coordinator. 
There is a diagram at the end of this guide as to how the Chapter room is setup for a meeting.  

The Coordinator will be responsible to stocktake the Chapter’s inventory and regalia annually.  This stocktake is done prior to the annual visit by Grand Chapter.

Regalia Inventory (at Regular Meetings)
Each office-bearer has the responsibility for their own regalia.  If you are tasked with looking after the regalia at a meeting, it is your responsibility to ensure:

· The regalia bag is taken from storage and that all regalia is accounted for;

· The regalia pouches are laid out ready for collection;

· The regalia (and sash/collar pins) are accounted for and packed away at the end of each meeting.  
Visitors Panel (at Regular Meetings)

At each Election meeting, 8 x members will be nominated and elected as a Visitors Panel.  At least 2 x members will be rostered for each meeting.  Their responsibilities will be to:

· Obtain the Attendance Sheets and pens from the Secretary and make them available to members and visitors to sign prior to the meeting.

· Returning the Attendance Sheets to the Secretary prior to the commencement of the meeting.

· To ensure all visitors are members of the Order when NOT an open meeting.  If a panel member is in doubt, then they should discretely discuss with the Worthy Matron.  Panel members have the responsibility to test any person for which their membership is in doubt.

Emergency /First Aid Officers
At each Election meeting, at least 2 x members are nominated as Emergency Officers and another 2 x members as First Aid Officers.  It is their responsibility to ensure the safety and welfare of all members when they attend a Chapter Meeting.  Emergency Officers have the additional responsibility of assessing any emerging danger that presents during any meeting and arranging an annual ‘mock’ evacuation or lock down exercise at a Regular Meeting.

First Aid Officers are to attend to members when required during regular meetings.  It is their responsibility to ensure items in the First Aid kit are maintained and replaced as necessary.  A book is available in the First Aid kit to record any incidents that arise.
An annual fire and safety check is carried out and the results held with the Secretary.  The Worthy Patron will coordinate this activity and may request assistance from our Emergency Officers.

All members are to take direction from the Emergency Officers when they request an evacuation or lock down.

Other things to know

The 5 degrees – Initiation

The initiation ceremony is sometimes referred to as the process of ‘ receiving the degrees’.  The degrees are the 5 stories of Adah, Ruth, Esther, Martha and Electa.   You can only be a member of the Order if you have been the subject of an Initiation ceremony approved of by the United Grand Chapter of Australia. 

This ceremony is performed at least once in the Chapter year at the meeting at which our direct governing body attends as their ‘annual’ or ‘official visit’ .

At every regular meeting of the Chapter, and during the opening ceremony, the signs appropriate to each of the degrees are performed by those members installed into the various points of the star.  All members will be asked to repeat the pass for each sign as it is done.  These signs and passes form part of the ‘secret’ or ‘confidential’ work of the Order and as such, they cannot be repeated for you here, and you will not find them in your ritual book.  The passes will be learned as you attend meetings but please feel free to talk to your Mentor who will help you.  Learning the signs will come later.
Affiliation

This ceremony is performed when a member wishes to join a Chapter which is not the same Chapter they were initiated into.  To affiliate, the member will be asked to take an obligation to do what they can for their new Chapter without it impacting their commitment and duties to their ‘ Mother ‘ Chapter. 

Ballot – Ballot Box

A ballot is taken when a new member applies to join the Order or when a member wishes to affiliate to a Chapter.  This ballot is done using a ballot box in which is placed either a white ball (to elect/say yes), or a black ball (to reject/say no).

A ballot can either be a ‘ collected ‘ or an ‘ altar’ ballot.  Each Chapter votes at their annual election meeting as to which method is to be adopted during the Chapter year.  Your ritual book will explain the process of either method but your involvement will be the same ie.
· All members will be asked if they wish to participate in the ballot.  This is voluntary;

· You will be given 2 x ballot balls.  A White ball and a Black ball.

· You will be asked to cast your vote using one of the balls given to you and the second ball will be collected or discarded after you have placed your vote.

Ballot – Ballot Paper

Balloting paper is used, instead of a ballot box, when electing members to office or to vote on a notice of motion that is best done in a confidential manner.
Members will be appointed as ‘ tellers ‘.  Their responsibility is to count how many members will be voting; distribute the balloting materiel to the members voting; collect the results; calculate the results; and advise the Presiding Officer of the final vote.  Your involvement in such a ballot will be:

· All members will be asked if they wish to participate in the ballot.  This is voluntary;

· You will be given a small rectangle slip of paper.  This paper will contain a ‘ number ‘.  The Presiding Officer will advise which ‘number‘ slip to use for each vote taken.

· When instructed, write your answer clearly on the ballot slip.  The Presiding Officer will advise what you need to write on the slip in order to cast a valid vote.

· When you have written your vote, do not fold the ballot slip.  Hold it at the end the number is printed on, and upside down, and the tellers will collect it.

Visiting Dignitaries & Grand Honours
There are a number of meetings in the year at which the Chapter will welcome members from governing levels.  At the beginning of such meetings, members will be asked to stand and give GRAND HONOURS.   Your Mentor will be able to help you with this.

The only other time you will be asked to use Grand Honours is on Installation Day and you will be asked in the same manner, to give Grand Honours to your newly installed Worthy Matron.
Visiting another Chapter
When the Worthy Matron has accepted an invitation to attend another Chapter’s meeting, you are at liberty to attend that meeting with her.  Going to the meeting with the Worthy Matron is appreciated and is a measure of the support members have for their Worthy Matron.

If you are an installed Office-Bearer, you should take your regalia and wear it at that meeting being visited.  Taking your regalia from the Chapter room requires you to sign a book and it is your responsibility to ensure its location and condition while in your care.  In Capital Chapter, the Secretary has the regalia book which you need to sign.
Common Terms
To help you adjust to ‘Chapter’ language, the table below provides a description of the most common terms you will hear.
	Term
	Meaning

	OES
	Order of the Eastern Star

	Chief Office-bearer,

Presiding Officer
	This is the Worthy Matron of a Chapter.  At Grand Chapter or United Grand Chapter, the WM’s title will differ, but the intent is still the same.

	Constitutional Advisor
	This is the Worthy Patron of a Chapter.  At Grand Chapter or United Grand Chapter, the WP’s title will differ, but the intent is still the same.

	UGCA

MWGM
MWGP
	The United Grand Chapter of Australia (UGCA) is the constitutional and administrative authority for the Order in this country.  At this level, the Presiding Officer is the Most Worthy Grand Matron (MWGM) and her advisor is the Most Worthy Grand Patron (MWGP).  The remaining Officers at this level are similar to a regular Chapter however their titles will be prefixed with ‘Worthy Grand’ eg. Worthy Grand Secretary, Worthy Grand Electa

	GC
WGM
WGP
	A Grand Chapter (GC) exists in some states and territories of Australia.  The Presiding Officer is the Worthy Grand Matron (WGM) and her advisor is the Worthy Grand Patron (WGP).  The remaining Officers at this level are similar to a regular Chapter however their titles are prefixed with ‘Grand’ eg. Grand Secretary, Grand Electa

	DGC

WDGM
WDGP
	A District Grand Committee (DGC) exists in some local jurisdictions. The Presiding Officer is the Worthy District Grand Matron (WDGM) and her advisor is the Worthy District Grand Patron (WDGP).  A DGC does not hold regular (or white) meetings and its membership is made up of representatives from the regular Chapters in their local jurisdiction.  There are only 2 other Officers and their titles are prefixed ‘District Grand’ ie. District Grand Secretary and District Grand Treasurer

	WM
WP
	The Worthy Matron (WM) is the chief Office-bearer and Presiding Officer of regular Chapters.   The Worthy Patron (WP) is her constitutional advisor.
A Chapter does not have to have a WP, but it must have a WM.

	IPWM / IPWP
	An Immediate Past Worthy Matron (IPWM) or Immediate Past Worthy Patron (IPWP) were the WM or WP of the Chapter’s last term.  They are entitled to sit close to the WM/WP of the current term to assist and advise where necessary.  In some Chapters the IPWM/IPWP relinquishes their position in order to be elected to fill another position in the Chapter.

	PWM / PWP
	A Past Worthy Matron (PWM) or Past Worthy Patron (PWP) has been a WM or WP of a Chapter at some point in time.   They are entitled to sit in the East and are automatic members of the Chapter’s General Committee.

	Regular Meeting
	The monthly meeting of the Chapter at which you wear white.

	The Chapter is in ‘Session’ or is ‘Open’
	Each Regular meeting starts with an opening ritual ceremony (about 20 minutes).  The bible is opened during this ceremony, the WM gavels to declare the meeting open (in session) and the National Anthem is sung.  

	The Chapter is ‘closed’
	Each Regular meeting ends with a closing ritual ceremony (about 10 minutes).  The bible is closed during this ceremony, the WM gavels to declare the meeting closed, and the Royal Hymn is sung.  

	Annual or Official Visit
	Each year, a Chapter is visited formally by their direct reporting governing level.  This visit is to verify the location of various books, records and rituals held by the Chapter and to witness an initiation ceremony performed by the Office-bearers of the Chapter.  The Governing Level may also request to see a demonstration of other ceremonies like the Ballot.

	Receiving the degrees
	The initiation ceremony at which the stories of Adah, Ruth, Esther, Martha and Electa are delivered to new members

	Mother Chapter
	This is the Chapter in which you are initiated.

	Collective Ballot vs
Altar Ballot
	The method of balloting with small balls and a ballot box.  A ‘collective’ ballot refers to the method where the Associate Conductress walks around to every member voting so they can cast their vote.  An ‘Altar’ ballot refers to the method where the ballot box is placed on a shelf on the Altar, and all members walk to the ballot box to cast their vote.  Both methods are described in detail in the Ritual Book and each Chapter votes at their annual election meeting, as to which method will be adopted for the next term of the Chapter.

	Teller
	Is a member appointed by the Presiding Officer to carry out the counting, allocation and collection of a paper ballot.  This method is used during Election meetings and when the Chapter needs to vote on a confidential matter via a Notice of Motion.


Glossary
Our ritual is written in old language and some of the words are no longer used in daily conversation.  Members believe this makes our ceremonies all the more beautiful and their effect, long lasting.  To help you through, the following are some common words you will hear and what their meaning is.
	Term
	Meaning

	Admonish
	To warn or advise a person, in order that he may be guided to improve

	Alludes
	Refers to indirectly

	Beneficent
	Being kind, doing good and producing good results

	Countenance
	A facial expression that portrays a state of mind or a feeling. Eg. his countenance flushed with anger

	Constancy
	Firmness of mind or purpose, faithfulness in service and affection.

	Culms
	Stems of grasses or grains, usually hollow

	Cabalistic

	Many centuries before the Christian time, there was a Great Temple at a place called Caba or Kaaba.  It was as important to those people as the Temple of Solomon was to the Jews.  The philosophy or doctrine taught at the Temple of Caba was called the Cabala or Kabala.  The word came from the word Kabal meaning to receive doctrine from the elders.  So in our Ritualistic ceremony cabalistic takes on a symbolic meaning, signifying that the new members are receiving from the elders (our WP and the Conductress) our scriptural teaching, our basic principles and the truths for which we stand.

	Delineate
	To depict in words, describe or portray

	Effulgent (e-vul-gent)
	Shining forth brilliantly, diffusing intense light

	Exemplify
	To show or instruct by example

	Filial
	Relating to a son or daughter from a mother or father eg. filial love

	Inviolate
	Kept sacred or unbroken

	Jephthah (jep-thah)

Mizpeh (miz-pah)
	Refer to Adah’s story

	Elimeleck (elim-el-eck)

Orphah (orfah)
	Refer to Ruth’s story

	Labyrinth
	An intricate maze of passages from which it is difficult to find one’s way, or reach the exit
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The Warder will sit inside the entrance of 

the Chapter.  The location of the door will 

differ in every Chapter Room

Warder

The Sentinel will be situated outside near the 
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remain ‘ajar’ while the Sentinel is in the room
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1. The centre of the WM’s dais, the Altar and the centre of the AM’s dais should be on an East/West line. The centre of the Conductress’ dais, the Altar and the Assoc. Conductress’ dais should be on a North/South line. 

2. The Chaplain’s and Marshal’s chairs should be positioned far enough away from the Worthy Matron’s dais to allow sufficient room for two (2) people walking through the carpet to gain access to the East by passing behind the Chaplain.  The Chaplain’s and Marshal’s chairs should be in alignment.  They should be positioned so that when the respective Office-bearer stands at the side of their chair, they are facing directly down the side carpet (behind the Star Points).

3. Star Points’ chairs should be so positioned that the right foot of Adah and Ruth is in line with the “Star Point” on the carpet. Esther’s feet should be either side of the “Star Point”. Martha’s and Electa’s left foot should be in line with the “Star Point” on the carpet. Pedestals are shown on the diagram also.

4. The Treasurer, WM, WP and Secretary’s desks should be in alignment

5. The AC and Conductress’ tables should align to the far right/left of the Secretary/Treasurer’s tables
In addition to the positions of the furniture, the following items should also be present in the Chapter room:

The Chapter’s Charter and the picture of the Queen should be in front of the WM’s desk;
The Marshal’s baton holder should be positioned on the North side of the Marshal’s chair;

The Conductress/Associate Conductress wands and their stands should be in position on the west side of their desks;

The Signet is not required to be out every meeting.  It must be present for an Initiation ceremony.  It must not be present when an open meeting.

The position or presence of all other items, flowers, memory box etc. are at the discretion of the Chapter.
Chapter Room – When Office-Bearers are Entering
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2a. The Conductress will be asked to escort the WM to the East.  She will turn inward, and walk in front of everyone standing on the carpet, behind the IPWP (if we have one) and takes the WMs hand to escort her to the East (through the Star and leaving Chaplain’s chair on her left)

2b. The IPWM will follow the WM/Conductress through the Star Carpet, but she will not step onto the Star carpet until the WM has passed the Altar.  The IPWP follows in unison with the IPWM, but in front of those standing on the South Line of the carpet

Chapter Room – When Office-bearers are Retiring
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1. The WP will ask the Marshal to escort the WM from the Chapter Room.  The Marshal walks around the carpet (and Chaplain) to the WM.  They walk through the star with the WP following (outside the star) in unison.
2. As the Marshal walks passed the Conductress on the way to collect the WM, both AC/Cond collect their wands and once the Marshal passes the AC, both AC/Conductress walk in unison to the door and form an arch with their wands for everyone to walk through.

3. Next to move are the IPWM/IPWP.  IPWM walks through the star.  The IPWP walks around the carpet.

Then, the AM/AP, Secretary/Treasurer, Chaplain, Adah/Electa, Ruth/Martha, Esther, and Warder.[image: image5.png]
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