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WEMOLAY

LEADERS OF EXCELIENCE





INSTALLATION MODULE

· LEARNING AND LEADING RITUAL

· SELECTING OFFICERS

· PREPARING FOR THE INSTALLATION AND RECEPTION

· THE INSTALLATION, STEP-BY-STEP

· DETAILED ORDER OF CEREMONY

· MASTER COUNCILOR’S REMARKS

· SAMPLE INVITATION

· INSTALLATION CHECKLIST

APPENDIX:  PROGRAM FORMAT

LEARNING AND LEADING RITUAL 

FOR MASTER COUNCILORS

Ritual is the aspect of DeMolay that sets it apart from other organizations and Clubs. . . and the Master Councilor leads the way.

It should be the goal of EVERY Master Councilor to have his portion of the Ritual memorized BEFORE the term begins.  The Master Councilor can expect the members to have their part memorized ONLY IF he has set the example by having his part proficiently memorized.  WHY?

A. This is a requirement for the MSA:

B. It turns out to be a really great idea;

C. During the term, short term planning and execution consumes much of a Master Councilor's time and leaves only time to brush up the Ritual, not to be learning it from scratch.

Utilize this helpful sequence;

1. OBLIGATIONS (both degrees)

Anyone who is on the path to Master Councilor should regularly brush up and polish the obligations.  It is hoped that you learned them proficiently and thoroughly when you first joined.  By keeping them "ready to go," you lighten the memory load of both degrees.

2. OPENING, CLOSING AND INTERPOLATION

These are the staples of your Ritual diet.  You will use these parts more than any others during your term.  Learn them well.  A Master Councilor's Cue/Drill Sheet can be obtained from Duane Kemerley.  Practice and practice the sequences over and over until they become second nature.

3. INITIATORY DEGREE

If you have the obligation intact and proficient in your memory, there are only four generally brief section of the Initiatory Degree.  BE sure to be especially careful of the repeated patterns in describing the signs, grips and words.

4. *DeMOLAY DEGREE - FOURTH SECTION

This will be the biggest challenge.  DON'T wait to get started on this.

*  Some people who have some savvy and experience at chapter management suggest that upcoming Master Councilors learn and present the Fourth Section as part of their term as Senior Councilor.  This, coupled with a "step-up" night later in the term (for opening and closing) makes the person who is rising to Master Councilor both more proficient and secure in all their work.

SELECTION OF YOUR OFFICERS

Use the following progression and information to assist you in making your appointments in your corps of officers.

SENIOR COUNCILOR

JUNIOR COUNCILOR

SCRIBE
The councilors are selected by the members and the scribe is appointed by the advisory council.  The scribe need not be a Past Master Councilor.  Since you need to work closely throughout the term, consult with these officers and your chapter advisor when making appointments.

SENIOR DEACON

MARSHAL

CHAPLAIN
These offices should be filled by your best ritualists who are also the most reliable overall.  Effective Openings and Closings at regular meetings and successful Initiatory Degrees will rest in a large measure on the efforts of these officers.

JUNIOR DEACON

SENIOR STEWARD

JUNIOR STEWARD
As you evaluate the ritualistic effectiveness and overall reliability of your members -- these are the next to appoint.  It will also be important to select members who are willing and able to take their responsibilities seriously and are comfortable with floor work.

STANDARD BEARER

SENTINEL
These are excellent first time parts for new members.  Each office has unique requirements.  Make sure that your Standard Bearer is fully informed as to flag protocol.  Train the Sentinel on the way to greet and examine guest as well as when it is appropriate to sound and alarm.

ALMONER

This position has little function in the current working structure of many chapters, but is a good first office for a new or younger member if you have plenty of other active members.

ORATOR

Some chapters choose not to appoint an orator, including this position with the "cast" of the DeMolay Degree.

PRECEPTORS
If you have sufficient active membership to appoint preceptors separately, do so according to their ritualistic ability and character appropriateness to the part.  When assigning preceptors as doubled parts, all officers (except the Senior Deacon) should be willing to do a preceptor's part.  Use common sense and again take individual character into account.

TREASURER

SELECTION OF YOUR OFFICERS

ELECTED:

MASTER COUNCILOR 
. . . .
______________________

SENIOR COUNCILOR
. . . . 
______________________

JUNIOR COUNCILOR
. . . . 
​​​​​​​​______________________

SCRIBE
. . . . . . . . . . . . . . .
______________________

(appointed by Advisory Council)

APPOINTED:

SENIOR DEACON . . . . . . . . .
_______________________

MARSHAL  . . . . . . . . . . . . . . .
_______________________

CHAPLAIN . . . . . . . . . . . . . .  .
_______________________

JUNIOR DEACON . . . . . . . . . 
_______________________

SENIOR STEWARD. . . . . . . . . 
_______________________

JUNIOR STEWARD. . . . . . . . 
_______________________

STANDARD BEARER. . . . . . . . 
_______________________

SENTINEL . . . . . . . . . . . . . . . 
_______________________

ALMONER. . . . . . . . . . . . . . . . 
_______________________

ORATOR. . . . . . . . . . . . . . . . . 
_______________________

1ST  PRECEPTOR. . . . . . . . . 

_______________________

2ND PRECEPTOR. . . . . . . . . 

_______________________

3RD PRECEPTOR. . . . . . . . .

_______________________

4TH PRECEPTOR. . . . . . . . . . 
_______________________

5TH PRECEPTOR. . . . . . . . . . 
_______________________

6TH PRECEPTOR. . . . . . . . . . 
_______________________

7TH PRECEPTOR. . . . . . . . . .
_______________________

PREPARING FOR THE INSTALLATION AND RECEPTION

INTRO - The name of the event is "THE INSTALLATION OF OFFICERS."           It is NOT the Installation of the Master Councilor only.  This is a chapter event and should be planned with the same kind of teamwork that makes any chapter truly successful.

THE INSTALLATION

DATE  

The first item to be established in preparing for the installation is the date.  Some chapters have a fixed schedule and this date may already be set and cleared with the lodge calendar.  Others have nothing automatically in place.

When setting the date, it is important to check the school schedule(s) and community happenings as well as the lodge calendar and the district schedule.  Therefore, once you have a date in mind that does not conflict with any school or community schedule, begin the process of clearing the date with:

1. the advisory council ;

2. the lodge calendar ;

3. the DeMolay district/state calendar.

There is no such thing as planning ahead too far.  Do not wait until you present your term plan to check on the installation date.  Please be encouraged to begin the process of setting the date as far in advance as you are capable.  (Getting a tentative date set one year ahead of time in not out of the realm of possibility.)

INSTALLING TEAM

One of the most important keys to making the installation go smoothly is enlisting a competent installing team.  Whatever your source (past master councilors, district or state officers, etc.), there are two major components that need to be carefully selected; the Installing Officer and the Installing Marshal.  You need an Installing Officer who KNOWS THE WHOLE PART FROM MEMORY and who had some experience at protocol.  The Installing Marshal must be well versed in the Protocol for the Introduction of Distinguished Guests, one who works well on his feet, is comfortable getting people organized and who is sharp on his floor work.  The Installing Senior Councilor, Junior Councilor, Chaplain, and Senior Deacon can be filled by any competent person who is willing to learn the part. Choose wisely.

The Installing Team should be secured at least two to three months in advance or more.  You may choose to enlist the entire team yourself or may ask the Installing Officer to put together a team himself.

INVITATIONS

The Installation of Officers is one of the few times the local chapter has the opportunity to "put its best foot forward" in the public arena.  It is also a great time to introduce friends and family to DeMolay purposes and people.

Do take the time to create an adequate invitation and mail them in a timely manner.  Sample invitations are included in the appendix.  Photocopied invitations are just fine.  It is more important to have an invitation that is informative, friendly and arrives in a timely manner than to have one that is expensive.

Every invitation should include:

full chapter name:                
CAREY CHAPTER

organization  name:             
ORDER OF DEMOLAY

nature of gathering:             
INSTALLATION OF OFFICERS

date:                                    
FEBRUARY 20,  20XX

time:                                     
7:30 P.M.

place:                                  
CAREY MASONIC LODGE

address:                             

114 1/2  E. FINDLAY

written directions and/or a map:    In the first block east of the intersection of  

               



Route 23 and Route 199.  The entrance is on 

 




the south side of the street, beside the Shoe 






Store.

any other useful information:    
A reception will follow.

name of  master councilor elect:
Tony S. Price,






Master Councilor Elect

phone number if anyone might

need to check on anything:

(419) 396-7104

the names of the Installing Officer, Chapter Advisor, Advisory Council Chairman, etc. may be included.

Invitations should be mailed out at least TWO TO THREE WEEKS  in advance of the Installation.

Below is a prioritized list of those who might be included on a mailing list for invitation to the Installation of Officers:

1. Chapter members parents

2. Advisory Council & sponsoring body

3. Past Master Councilors & Chevaliers of the chapter

4. Area (District) DeMolay Chapters

5. Masonic Bodies that meet in the same temple (area)

6. Rainbow Assemblies and Jobs Daughters Bethels in your area

7. District and State Officers and Staff in your area

The chapter should help with the names and address of these people and should bear the cost if this part of the mailing, at least.

The Master Councilor's family, friends, and friends of the family should also receive invitations.

PRINTED PROGRAMS

A printed (or photocopied) program is a useful part of the "stuff" of an installation, but is not essential.  No part of the ceremony refers to the program and most of the information included in the program is shared verbally at some time during the event.

Should you should choose to have a program, be sure to check and double check all of the information that you include.  The correct spelling of names and the appropriate use of DeMolay and Masonic titles are usually the greatest problems.  The APPENDIX includes a complete program format.  Do follow it carefully.

FLOWERS

There are two primary uses of flowers during the installation.  The Tribute to Motherhood (in Ohio only) and flowers worn by the Installing team, parents, sweethearts and others.

The expense for these flowers (within the usual and customary range) is to be born by the chapter.

The number of flowers needed for the Tribute to Motherhood (in Ohio only) will be a guess based on past experience and current situations.  However you make your decision on how many to order, do be sure to have a flower for each mother in attendance.

Each Chapter may have their own custom for the use of corsages and boutonnieres.  There is no need to go overboard here.  Below is a list of those for whom a corsage or boutonniere could be provided by the chapter.

1. the Installing Team (6)

2. the councilor's mothers (3)

3. the chapter sweetheart;

4. the mother's club officers;

5. the advisory council;

6. the servers at the reception;

7. special guests (i.e. District or State Sweetheart)

8. musicians;

9. other participants in the installation (i.e. chair attendants)

10. family members of the master councilor.

MUSIC

The use of music during an installation is an enhancement but not a requirement.  Music fulfills two potential functions:

1. as background for procession, floor movements and as interludes; and

2. as solo presentation for special moments.

An organist or pianist can be enlisted to play for the Installation.  A soloist may provide an appropriate musical selection while the master councilor is at the altar after having been installed, during the almoner's collections, or some other suitable place.  Contact only competent musicians who have some experience at the sort of thing.

The use of recorded background music and recorded accompaniments for soloists can be effective if you have a sound system set up, tested and operated by someone who has practiced what they are doing.  An installation is no time for experimentation.

ALL music shall be pre-approved by the Chapter Advisor.

APPROPRIATE ATTIRE

The only appropriate attire for the officer to be installed is the uniform robe adopted by the International Supreme Council.  "That robe is for use by ALL officers in Open Ceremonies."  (Monitor, page 4)

It IS appropriate for the Master Councilor or the councilors-elect to wear tux shirts, ties, and cummerbund/vest WITH their officers' robe.

The officers' robes are worn in PLACE OF a sport coat or suit jacket.  A sport coat or suit jacket is NOT to be worn under the robe.  The proper attire with an officer's robe is a dress shirt and tie, dress slacks and dress shoes.

Installing Team members who are State Officers are to wear tux (black or white coat determined by the season).  District officers and other who members of the installing team may appropriately wear a suit or sport coat and tie.  Since the tux is the "uniform" of the state officers, it is appropriate to have a mixed installing team with the state officers in tux and the district officers in suit or sport jacket.  Those who are not state officers MAY wear tux if it is convenient.  It is important that we not exclude people who are not state officers from installing teams just because it is not convenient or financially comfortable for them to obtain a tux.

EXPENSES - BUDGET

The installation of Officers is a chapter event and all "usual and customary" expenses related to the Installation are to be the responsibility of the local chapter.  The chapter needs to have a predetermined list of items and or amounts they are willing to pay for and clearly communicate this with the Master Councilor Elect and his family.  Some chapters have an installation budget format and some make a fixed dollar amount available.  In any case, it is important to have a clear understanding of "who is responsible for what cost" up front.

The Master Councilor is to be expected to make arrangements for no more than the chapter is willing to pay for.  "Deep pockets" are not to be a prerequisite for the opportunity of serving as Master Councilor.

A RECEPTION

REFRESHMENTS

The evening is about the Installation of Officers and the beginning of their term of office.  The refreshments and the efforts toward the preparation of the same should not overshadow the purpose of the evening.

Basic party fare is always in order:  a cake, coffee, and punch, etc. is sufficient.  Beyond that, it is up to the local customs and interests of the Mother's Club / Parents’ / reception committee just what will be served.

The work of preparing for the reception should be a team effort.  It is not the responsibility of the Master Councilor's family, though they should be made welcome and encouraged to take part as they can and choose to be available.

The cost for all basic expenses involved in the reception are the responsibility of the chapter.  These need to be clearly established and/or agreed upon ahead of time.

DECORATIONS (optional)
Decorations for the reception are pleasant, but not essential.  It would be up to the "team" in charge of the reception to make decisions and plans in reference to any decorations and to factor them into the overall budget.  Always be sure to check the building rules and regulations.

ENTERTAINMENT (optional)

THE INSTALLATION, STEP-BY STEP

ENTRANCE OF INSTALLING TEAM

The Installing Team enters, kneels for a moment of silent prayer at the altar, and takes their stations as described in the Monitor, page 37.

ENTRANCE OF OFFICERS TO BE INSTALLED

The officers to be installed enter (Ritual, pages 83-85) and proceed directly to the triangle (Monitor, page 105).

OPENING

At this time, everyone involved in the Installation is to be inside the chapter room.  This specifically includes the officers to be installed and the distinguished guests.

The Installing Team is to be informed ahead of time if someone other than the Installing Senior Deacon is to present the Flag at the Altar.

INTRODUCTION OF DISTINGUISHED GUESTS

The Protocol for the Introductions of Distinguished guests is to be followed as written.  (see Protocol for Introductions for your jurisdiction)

INSTALLATION OF OFFICERS

In order from Preceptors to Master Councilor, i.e. in ascending orders of rank as per order of the Executive Officer of the Jurisdiction  (Monitor, page 36)

MASTER COUNCILOR'S REMARKS
The Master Councilor should work from a set of written notes listing everyone he wishes to thank and any other comments.  These remarks conclude with the introduction of the councilor's families.

PRESENTATIONS, AWARDS, AND RECOGNITIONS

If there are presentations to be made to the Master Councilor, the people making those presentations need to be informed that the time to do so is "right after the councilors introduce their families".

The Chapter Advisor or other person should have chapter related items "Laid out and ready to go."  All presentations should be pleasantly prepared ahead of time, show appropriate honor to those involved, and be BRIEF.

OHIO DEMOLAY TRIBUTE TO MOTHERHOOD (in Ohio only)

Flowers for the Tribute to Motherhood need to be "ready to go" and "nearby" so that there is no delay.


-ready at the doorway


-lying near the altar


-at the Scribe's desk

There is no need to introduce the "Tribute…."  Simply ask,  "Will all mothers please stand, you need not have a son in DeMolay, will all mothers please stand."

ALMONER'S COLLECTION  (FOR SCHOLARSHIP FUND)

The Ohio DeMolay Scholarship Fund was established in the early sixties for the purpose of providing financial assistance to worthy DeMolays in their pursuit of a college or technical degree.  Applicants are required to maintain a B average and have several recommendations.

The Valley of Cincinnati, Scottish Rite made the initial contributions and continues to provide strong support.  The fund is also made up of donations from individual benefactors, from DeMolay Chapters, from Mothers' and Parents' Clubs as well as donations from other Masonic organizations and friends of DeMolay.

(NINE O'CLOCK INTERPOLATION)

Check the clock.  This should be done as near 9 o'clock as possible without disturbing a particular ceremony or presentation.

REMARKS

Specific people should be called upon for remarks (do not open the floor for remarks).

Follow the pattern established in the Protocol:

Only persons sitting in the east should make remarks

Sweethearts Representatives

District DeMolays

State Officers (except elected)

Masonic Representative(s), if appropriate

District Governor

Ranking Elected State Officer (unless SMC is present)

District Deputy Grand Master,


In his district if Grand Master is not present

Executive Officer

State Master Councilor

Most Worshipful Grand Master of the Grand Lodge of Ohio

THE CEREMONY OF LIGHT

"This ceremony is recommended as a public relations tool to be used on occasions where a brief ceremony which summarizes the basic teaching of DeMolay is required."   (Monitor page10)

The Ceremony of Light is NOT intended to be used at every Installation.  If you have a full evening of presentations, special music, etc., it should not be added.  When it is used, the Installing Senior Deacon should attend at the altar, the Installing Team exit, and the Chapter Officers exit in the same manner in which they would if it had not been done.


-see Standard Operating Procedures for Ohio

CLOSING

The Installing Officer calls upon the Installing Chaplain, a designated minister or other person for a prayer.  In any case, there are three raps, lights are dimmed, and Active DeMolays are called to kneel.

The Installing Officer then calls upon the Installing Senior Deacon to "attend at the altar."

This includes:  closing the Holy Bible,

extinguishing the candles in the shield,

and removing the school books

(which he places on the IO's pedestal).

INSTALLING TEAM EXITS

CHAPTER OFFICERS EXIT

The Chapter officers are to reform the triangle and retire as per the prescribed pattern (see Ritual pgs. 88-91).

Detailed Order of Ceremony For the 

INSTALLATION OF OFFICERS

ENTRANCE OF INSTALLING TEAM

(with paragraph on page  37 M)

ENTRANCE OF OFFICERS TO BE INSTALLED

OPENING   (PAGES 37 - 43)                                                            ?Posting Flag

INTRODUCTION OF DISTINGUISHED GUESTS (from within the room)


1.   ALL LADIES   (Sweethearts, Moms, etc.) none to east

2. ALL ACTIVE DeMolays

3. ALL MASONS AND SENIOR DeMOLAYS

4.  
a.  DISTRICT GOVERNOR  only   * * *

(or his representative if EO not present)

b. Ranking ELECTED STATE OFFICER  only  * * *

( if SMC is present all others with group 2)

c. DISTRICT DEPUTY GRAND MASTER  only  * * * 

( in his District if Grand Master is not present)

d. EXECUTIVE OFFICER  only  * * *

e. STATE MASTER COUNCILOR only  * * * 

f. MOST WORSHIPFUL GRAND MASTER OF THE GRAND LODGE  * * * 

INSTALLATION OF OFFICERS  ( pages 43 - 53 )


READ NAMES OF OFFICERS


QUESTIONS


PRECEPTORS


TREASUSER,  ALMONER, ORATOR


SCRIBE, STANDARD BEARER


CHAPLAIN


MARSHAL, SENTINEL


SENIOR STEWARD, JUNIOR STEWARD


SENIOR DEACON, JUNIOR DEACON


JUNIOR COUNCILOR


SENIOR COUNCILOR


MASTER COUNCILOR


#


DECLARE OFFICERS INSTALLED


PRESENTATION OF GAVEL BY INSTALLING OFFICER


MASTER COUNCILOR'S REMARKS



Concluding with INTRODUCTION OF INSTALLING TEAM


and INTRODUCTION OF COUNCILOR'S FAMILIES

PRESENTATIONS TO MASTER COUNCILOR

CHAPTER PRESENTATIONS AND AWARDS

OHIO DeMOLAY TRIBUTE TO MOTHERHOOD

ALMONER'S COLLECTION ( # )  [check time  ?  9 O' Clock Interpolation]

*

CLOSING ( PAGES 53- 55)


WITH  9 O' clock Interpolation if not already done

INSTALLING TEAM EXITS

CHAPTER OFFICERS EXIT
MASTER COUNCILOR'S REMARKS

(These are suggested "reminder" notes.  Do not "read" from this sheet)

Personal comments:

THANK:

Everyone for coming and sharing this evening with the chapter.

____________________ for care for the guest book

____________________ for pulling chairs

____________________ for posting colors

____________________ for playing piano/organ

____________________ for singing

____________________ for

____________________ for

____________________ for

The MOTHER'S CLUB / Parents' Club for all of their help and support throughout the year, and especially for helping to get things together for the Installation.

The ADVISORY COUNCIL for all the work they do for our Chapter and especially to DAD________________________________ for his service as CHAPTER ADVISOR.

THANK AND INTRODUCE:  Installing Team (Installing Officer last)

INTRODUCE MOM & DAD  (use first and last names)

Invite Senior Councilor to introduce his family & guests.

Invite Junior Councilor to introduce his family & guests.

PRESENTATIONS TO MASTER COUNCILOR


(Installing Officer should call for these)

Chapter Presentations  (usually by Chapter Advisor)

                                                                                                  SAMPLE INVITATION

------------------------------------------------------------------------------------------------------------

You are cordially invited to attend the 

INSTALLATION OF OFFICERS

OF

RALPH H. MCMILLAN MEMORIAL CHAPTER

ORDER OF DEMOLAY

Saturday, June 12                                                                                    7:30  p.m.
at the Xenia Masonic Temple;  223 Corwin St. Xenia, Ohio

(1 1/2 blocks north and east

of the intersection of State Routes 35 and 72)

(513) 372-6813

Reception and dance to follow at the Masonic Temple 

Until 11:30 

JOSHUA J. HART                                                                           EARL C. LAND

MASTER COUNCILOR ELECT                                            CHAPTER ADVISOR               

(513) 675-2991                                                                               (513) 376-9994

WILLIAM L.ROTH, JR.

STATE SCRIBE FOR OHIO DEMOLAY

INSTALLLING OFFICER

------------------------------------------------------------------------------------------------------------

INSTALLATION CHECKLIST

ADVANCE PLANNING FOR THE INSTALLATION:                           

_____Compile term plan (using PMC-MSA checklist as guideline)

_____ Learn Ritual

_____ Set Date

_____ Enlist Installing Team

_____ Review Budget

_____ Appoint officers

_____ Present Term Plan for approval by Advisory Council

_____ Compile, Print & Mail Invitations

_____ Compile & Print Programs

_____ Order Flowers

_____ . . . Including flowers for Tribute to Motherhood (in Ohio only)

_____ Check equipment and robes

_____ (Arrange for Music; i.e. pianist/organist/soloist/tape)

_____ (Arrange for pictures to be taken)

_____ Arrangements for Reception

_____ . . . Decorations

_____ . . . Refreshments

_____ . . . (Entertainment)

_____ Prepare printed copies of Term Plan for distribution

_____ ______________________________

_____ ______________________________

 BEFORE THE INSTALLATION                                                                    
_____ Prepare Master Councilor's Remarks

_____ Setup chapter room with extra chairs for Installing Team

_____ All equipment in place

_____ All awards, etc. arranged on Scribe's desk

_____ Reserve seats if necessary

_____ Officers arrive early

_____ Consult with Installing Team



Review Officers' names



Review Order of Ceremony



Inform Marshal of Distinguished Guests

_____ Distribute Flowers

_____ Flowers for "Tribute" easily accessible

_____ ( ? Pictures)

AFTER THE INSTALLATION                                                                                
_____ Pictures

_____ Put equipment away

_____ Clean up thoroughly

_____ Write Thank you's

_____ News release and photo to local newspapers, etc.

_____ PMC-MSA Letter of Intent

_____ Plan your work, then work your plan
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