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Province of Devonshire
NOTES OF GUIDANCE FOR THE LODGE DIRECTOR OF CEREMONIES

Whole books have been written for, and about the duties of, the Director of Ceremonies. It is important to note that the Director of Ceremonies has responsibility within the Lodge room for the management of the ceremonial, as distinct from the ceremonies (i.e. the ritual). This embraces the conducting of distinguished visitors into the Lodge, whether before or after it has opened, leading the salutes to distinguished Brethren and – most notably – the organising of the processions into and out of the Lodge before it has opened and after it has closed. Apart from the Installation ceremony, his actual work during the ceremonies themselves is confined to escorting Brethren who are carrying out a part of the work allocated to the Master.
It must not be forgotten that the Director of Ceremonies has many responsibilities in relation to the preparation for the meetings of his Lodge. Even if he is not the Preceptor of the Lodge of Instruction, he will usually have the task of conducting rehearsals before meetings and advising the Master on the customs and practices within the lodge, as well as on the Brethren to whom the Master should depute those parts of the work that he does not wish to carry out himself, or whom he should invite to act in place of an absent Officer.

The Worshipful Master, having appointed you the Director of Ceremonies, will have chosen you on the basis of your ability to take charge. You should be firm but diplomatic, encouraging and persuasive.
The Assistant Director of Ceremonies should be equal in ability and authority to the Director of Ceremonies. It is therefore highly desirable that he should be a Past Master (although some Lodges traditionally treat it as a progressive office, and utilise a Past Master at Installations. Because the Director of Ceremonies carries a wand, he is likely to find it convenient during the investiture of the Officers to delegate to the Assistant Director of Ceremonies the duty of bringing to the Master’s pedestal the collars, gavels, columns and wands, if to be presented by the Master. 
The Worshipful Master, the Secretary and the Director of Ceremonies should work in close harmony always remembering that the Worshipful Master is in command and has the ultimate responsibility.

As with all duties within the Lodge, preparation is the key. The work carried out by the Director of Ceremonies prior to the meeting will ensure a ceremony of distinction and merit the regard of his peers.
ORDINARY (REGULAR) MEETINGS. Much of our ceremonial has its origin in the old York Mystery Plays i.e. in the theatre. It should always be remembered that each of our ceremonies is a small play and the first requirement is for the play to be heard. The temptation to treat it as a cosy fireside chat should be resisted. The objective should be a dignified presentation without interruptions and unnecessary movement or interjections. The Candidate is the one who needs to be impressed.
PROMPTING. It is not necessarily the business of the Director of Ceremonies to prompt the ritual. His prime function is to ensure that everyone conforms to the rubric. Prompting is not interrupting, and should be done by a responsible and knowledgeable brother with an open book (albeit discreetly). Where he is stationed is a matter for the Lodge, but a seat in the back row of the South East where he can be inconspicuous is recommended. A Past Master will be aware of the subtle pace of the ceremony and be aware of the Worshipful Masters ability and be able to prompt when required. Indiscriminate prompting must be rigorously suppressed.

INVESTING. When investing a candidate who is already wearing an apron, it is not necessary to put the second apron over the first, before removing the first. When fitting the Master Masons apron it is advantageous to have the brother try it on prior to starting the ceremony. Nothing is worse or detracts from the solemnity of the ceremony than hearing the request to ‘breathe in’.

WANDS. Wands should always be carried vertically in the right hand, and should not be used as walking sticks. If a salute must be undertaken whilst still carrying the wand, the wand can be transferred to the left hand but it is better to provide a wand stand to support it during the salute.

Similarly if the Director of Ceremonies opens the Volume of the Sacred Law, he should use a wand stand. The basic rule is, if both hands are required, be prepared with a wand stand.
Wands should not be used to point out any steps that the candidate is about to make. The rhetoric in the ritual book is clear and concise and the deacon should be able to explain what is about to happen.

VOLUME OF THE SACRED LAW. Nothing other than the square and compasses should ever be placed on the Volume of the Sacred Law.

MINOR ANNOYANCES. 
The Treasurer counting money during the ceremony.





The Treasurer and Secretary rustling papers.





Brethren whispering aloud.

P.G.M. / EXECUTIVE ATTENDING. When the Provincial Grand Master, Deputy or Assistants attend a regular meeting they should be extended the same courtesy as if attending an Installation except that they need not be formally received. They should, however be conducted to a seat by the Director of Ceremonies. It is suggested that this should be done immediately before the reception of the Worshipful Master, the brethren being called to order for the purpose. The gavel must be presented and the appropriate salutes given. If not retiring before the end of the meeting he / they should leave immediately behind the Wardens. At the festive board, so far as toasts are concerned, the wishes of the visitor should be ascertained.
There is no Masonic toast as “The Rulers of the Craft, supreme and subordinate”. In all cases the complete toast list as issued by the Provincial office is to be adhered to. It is, though, unnecessary to repeat the full and formal introduction to each and every toast. This only needs to be done once. It is sufficient to introduce with “Brethren, pray silence for the Worshipful Master”, for example. As in the Lodge room only the Master (and in some Lodges the Wardens) should use the gavel – never the Director of Ceremonies. The toasts should be progressed without long intervals, and improper jokes must be rigorously suppressed.
INSTALLATIONS. It is a matter of courtesy that the Presiding Officer should be welcomed by the Master, Secretary and Master Elect as well as the Director of Ceremonies. If you are busy in the preparation for the ceremony, delegate the Assistant Director of Ceremonies and the Junior Warden to be in attendance by the entrance door to greet the Presiding Officer, Distinguished Guests and visiting brethren. The Presiding Officer can then be introduced to the Master, Secretary and Master Elect. The Director of Ceremonies should be informed that they are in attendance.

The Director of Ceremonies should ensure that the Presiding Officer is aware of any differences in the working of the ceremonies which are peculiar to the Lodge, or if there are any presentations, such as a Past Master’s jewel, to be made, preferably by notice in writing, or at least in good time before the Lodge is opened. He should also enquire, through the Provincial Grand Director of Ceremonies or his Deputy / acting Deputy Grand Director of Ceremonies if present, at which point he would like to enter and retire.
The Provincial Grand Director of Ceremonies or his Deputy / acting Deputy Grand Director of Ceremonies will request admission. He will then announce the presence of the Presiding Officer without, and that he demands admission. The Worshipful Master will ask him to be received under the Lodge Director of Ceremonies.

The Presiding Officer will enter in procession accompanied by other members of the Executive, if present, the Provincial Wardens, Grand Officers, Past Provincial Senior Grand Wardens; Active Provincial Grand Officers even though some may of them may have been invited privately, juniors proceeding. Should Active Provincial Grand officers from other Provinces be present, the fact is to be made known to the Presiding Officer who will probably invite them to join the procession.

Any escort should be inside the Lodge and preferably not exceed four in number. Entry into and retirement from the Lodge is always under the control of the Lodge Director of Ceremonies.
On entry into the Lodge the Presiding Officer will stand in the West and salute the Worshipful Master. The Director of Ceremonies should be waiting in the North (at the west end of the Lodge) and after the salute will give a court bow (i.e. bending from the neck not the waist), and lead him to the East. Do not attempt to take him by the hand.

Salutes – Article 6 of the Book of Constitutions.


Provincial Grand Master


7


Deputy Provincial Grand Master

5

Assistant Provincial Grand Master

5

Past Provincial Grand Masters

7

Past Deputy Provincial Grand Masters
5

Past Assistant Provincial Grand Master
5

Right Worshipful Brethren


7

Very Worshipful Brethren


5

Grand Officers



3

Active Provincial Grand wardens

3

Provincial Grand Officers


3

In each category, where applicable, at least the name of the senior active officer present should be announced. When saluting the Active Provincial Grand wardens, all below the rank of a Grand Officer should be called to order.

Note: Visiting Deputy and Assistant Provincial Grand Masters from other Provinces should be saluted according to their rank.

All salutations are under the direction of the Lodge Director of Ceremonies.
INSTALLATION OF THE WORSHIPFUL MASTER. No reference to the inner working is made in these guidance notes. It is sensible to comment on them separately.

The Provincial Grand Master, the Deputy and Assistant Provincial Grand Masters should be seated in the East immediately to the right of the Worshipful Master. The Provincial Grand Warden should occupy the seat in the front row to the right of the Worshipful Master nearest the pedestal. If both wardens are present they should sit together.

The Lodge Director of Ceremonies should ensure that adequate vacant seats are available for everyone in the procession. The Secretary can assist by supplying place cards to ensure enough seats are available. If possible a wand stand should be placed adjacent to the seat that will be occupied by the Provincial Grand Director of Ceremonies his Deputy or acting Provincial Grand Director of Ceremonies.

It is always preferable for the organist to play suitable music during the entry and retiring processions, as well as at other appropriate moments during the meeting.

The Worshipful Master must always proffer his gavel to the presiding Officer, but only if he is the Provincial Grand Master, the Deputy Provincial Grand Master or Assistant Provincial Grand Master and to no other person.
Past Masters appointed as Installing Wardens etc. should not don the collars and cuffs of the office.

They should be addressed as Worshipful Brother by name but only Brother by office, e.g. W.Bro. A. N. Other, Bro. Senior Warden.

Past Masters who are officers of the Lodge must wear the collar of their rank under the collar of the office. From those officers who have been ordered to ‘continue to act’, and if they are to be re-appointed to the same office, it is unnecessary to remove the collar. It is in order to be invested with the authority of the office with a handshake, unless Lodge traditions otherwise dictate.

The Master Elect must remove his gloves before the Obligation. Neither gloved hand nor anything else except the square and compasses must ever be placed on the Volume of the Sacred Law.

‘To Order Brethren’ can mean simply stand, or stand with sign.
Grand or Royal salutes do not require the Brethren to slap their thighs on the downward arc. This should be discouraged.

When the working tools are presented, they should be indicated and not handed to the Worshipful Master. 

The Director of Ceremonies should also ensure that the brethren know how to ‘salute in passing’.

Some Lodges have their Warrants permanently on display by being affixed to a wall. Where this is the practice it is desirable for the Warrant to be removed for Installations and ‘transferred’ by hand to the new Worshipful Master according to the ritual. The Warrant must be handed to the new Master by his predecessor, even if the ritual is performed by someone else.

Officers are appointed by the Worshipful Master at the Installation and invested with the collar and jewel of the office. Any officer not present may be invested at a later date (not appointed).

The Tyler and the sword: The sword should always be carried upright in the right hand, and this also applies to the Inner Guard when appropriate. A simple uncomplicated salute is given when retiring.

During the address to the Worshipful Master all brethren remain seated up to ‘when time with you shall be no more’. All brethren except the Master then rise. When the address is concluded the Master will rise to be saluted by the Presiding Officer (or whoever is delivering the address).
For the addresses the Director of Ceremonies should never attempt to conduct by hand. The brother should be given a court bow and be lead to the required position, and returned to his place afterwards in a similar manner.

It is preferable for the Lodge to be placed under the Worshipful Master’s command, not his direction.

Retiring should always be under the control of the Lodge Director of Ceremonies. He will call the brethren to order, give a court bow to the Presiding Officer and lead him to the exit door, followed by the other officers in order of seniority. Only those who entered the Lodge in procession with the Presiding Officer should leave with him. Anyone else, even if they are Lodge hosts or bar staff, should make separate application to retire in the customary manner.
THE FESTIVE BOARD. It cannot be too strongly emphasised that the festive board is as much a formal proceeding as is the ceremony in the Lodge, and must be as rigidly controlled. If there is no seating plan the practice of inclining or tipping chairs should be actively discouraged.

Seating the Grand Officers and Provincial Grand Officers must be according to their rank, even though they may have been invited privately. From the right of the Worshipful Master the sequence is the Provincial Grand Master, the Deputy Provincial Grand Master, the Assistant Provincial Grand Masters (in order of seniority), the Grand Officers (in order of seniority), the Provincial Senior Grand Warden, the Provincial Junior Grand Warden and the Active Provincial Grand Officers (in order of seniority). If the top table is inadequate, the sequence is continued down the outside of the right hand sprig and up the inside of it, then down the outside of the next sprig and up the inside of it, and so on.
When receiving brethren with acclamation, sustained applause should be given bearing in mind that there is no such thing as a Masonic slow hand clap.

As previously stated the Master and his Wardens are the only officers who should handle the gavel, and it is considered sufficient to give full titles once. There is no such Masonic toast as ‘The Rulers of the Craft’. The approved and issued toast list must be adhered to.

Taking wine with the Worshipful Master should be kept to a minimum and should be completed in one sequence.

Toasts should preferably be concise and to the point. At an Installation meeting Masonic etiquette dictates that the Presiding Officer should be consulted. This is particularly important where the Provincial toast is concerned, as there may be occasion when the Presiding Officer wishes someone else e.g. Provincial Grand Warden to respond.
Reference should be made to ‘Grand Officers’ and ‘Provincial Grand Officers’, never ‘Grand Lodge Officers’ and Provincial Grand Lodge Officers’. Grand Lodge Officers is a term used only for active Officers.
The proceedings at the festive board are strictly formal until the first two toasts have been given. No other toasts may therefore be given until after those of ‘The Queen and the Craft’ and ‘The Most Worshipful, The Grand Master’. If it is the custom to remember ‘Absent Brethren’ at a precise time before the toasts there is no objection in calling the Brethren to order and saying whatever may be customary, but it must not be proposed as a toast.

Long intervals between toasts should be avoided once they have been commenced and Brethren should be made aware that improper jokes are not compatible with the precepts of our Order.
Retiring from the festive board is under the supervision of the Lodge Director of Ceremonies. He should ascertain beforehand when the Presiding Officer wishes to retire. The Brethren should be brought to order and he should be escorted from the dining room. This should not, however, be the signal for a general exodus which would not only be discourteous to the Presiding Officer, but also to the Worshipful Master of the Lodge. His departure will only take a few moments and will be much expedited if he is not hampered in the rush.

It is wise to remind the Secretary to ensure that he forwards an invitation enclosing a summons to the Provincial Grand Warden and the Provincial Grand Director of Ceremonies, Deputy or Acting Deputy of Installations. It is also sensible to warn the attending Provincial Grand Warden if one of the Lodge Wardens designate will be absent in order that he may address accordingly, and to notify the attending Director of Ceremonies of the ‘hierarchy’, Grand and provincial Grand Officers who will be in attendance, so that he may prepare for his duties and commit names to memory.

It is likewise sensible to warn whoever is invited to respond to the toast to the visitors in advance, and this usually results in a more enthusiastic and enjoyable reply befitting of the occasion. Forewarned is forearmed.

MISCELLANEOUS. Masters of Lodges should not be referred to a ‘Reigning Masters’. They are Installed Masters’.
Masters of Lodges (and Wardens) are permitted to wear their collars, cuffs and jewels only in the Lodge in which they hold such office and in Grand Lodge and Provincial Grand Lodge. These must not be worn when visiting other private Lodges.

Only Brethren who are Master Masons and above may attend Provincial Grand Lodge.

Avoid addressing the Provincial Grand Master, his Deputy and Assistants by their Christian names at inappropriate times which is disrespectful and creates the wrong type of example to the more junior Brethren.

Brethren should be reminded of the difference between the sign of fidelity and the sign of reverence.

The Chaplain should not deliver the prayers from memory, but should always read them. Prayers are addressed to the Almighty, they should be rendered with the highest degree of accuracy as possible.
When saluting insist that the step is taken, and encourage Brethren to salute smartly and properly. For the Third Degree Grand or Royal salutes, the first movement of the hands is upwards to a point over or just in front of the head. No salute should include forming the hands into a triangle; this sign is reserved for another degree. The hands should meet as a spire with the thumbs alongside the forefingers. When used as a greeting, it can begin with an overhead clap of the hands, not a preliminary slap of the thighs. This should be discouraged.

Never unduly rush a ceremony. Working to a strict timetable is undesirable as it nearly always produces insincere work.
The candidate is the only one who needs to be impressed; however, a good ceremony encourages the Lodge and makes for a more enjoyable occasion.

BALLOTING. Make sure the Worshipful Master has clearly in mind what announcement he will make should there be more than one black ball cast. The announcement should be that the ballot is clear or not clear. If the Worshipful Master considers that a mistake has been made and provided no-one has arrived or left in the meantime the ballot may be taken again.
Mistakes usually happen when the ballot is not taken in silence.

THE NATIONAL ANTHEM. Grand Lodge considers it derogatory to the dignity of the monarchy to make the announcement ‘We will now sing the Closing Ode followed by the first verse of the National Anthem’. A separate announcement should be made after singing the Closing Ode. 

CHECK LIST. Just before the start of the meeting check the following:

Working Tools / Equipment

Poniard / Square / Compasses (by the entrance)
Apron (adjusted)

Warrant
Book of Constitutions

Attendance Sheet

Officers in attendance
Request mobile phones are switched off or put to silent.

VOLUME OF THE SACRED LAW. (Emulation Working)
Placed for the Worshipful Master to read with  the Square and Compasses on the right hand page as the Worshipful Master looks at it. The point of the Square and points of the Compasses are towards the bottom of the page and towards the Worshipful Master.
The Volume of the Sacred Law should be opened at:
Psalm 133 for the 1st Degree

Amos, Chapter 7 for the 2nd Degree

Ecclesiastes, Chapter 12 for the 3rd Degree

The good Director of Ceremonies is one who is not too obvious but directs with a glance, a nod or slight indication with the hand. If a word is necessary it should be quiet and unobtrusive.
The object is to produce a ceremony that is well organised and proceeds at a smooth, unhurried and dignified pace to produce a relaxed and enjoyable occasion.

Summary of suggestions for streamlining lodge meetings
These are observations that have been passed to the Assistant Provincial Grand Masters but great care must be exercised in the manner in which they are communicated to your respective Lodges.

1. Cut out unnecessary movement, square the Lodge only during the ritual and where the rubric demands it i.e. when conducting a candidate. Do not go around the lodge when a step back will suffice.
2. It is not necessary to read the Lodge By-laws.

3. Greetings should be from the Lodge and Number only. Reference to ceremony should be left to the responder to the Visitors toast.

4. If time is ‘running short’ then have one greeting from a chosen visitor.

5. Do not read all of the, Ancient Minutes in detail, précis them. Make sure the Brother who is reading the minutes, has had the opportunity to read them prior to the meeting.

6. One clap only, at the end of the appointment and investiture of all Officers at Installation.

7. Encourage minutes to be previously circulated. This gives every Brother the right to comment, or arrange for amendments, prior to the Lodge meeting.

8. The Director of Ceremonies, need only say “pray silence” for the Worshipful Master, or others at the festive board. They will then introduce the next toast or the next business themselves.

9. There is no need for the full pre-amble to be given more than once. Worshipful Master, Distinguished Brethren, Brethren all, will then suffice.

10. Length of toasts should be limited to 3 or 4 minutes maximum and should adhere strictly to the subject of the toast.

11. Ensure that the Caterers are informed at what time the meal is to be served, long delays should not be encouraged. Drinks should be pre-ordered if possible.

12. Keep to the directive from Grand Lodge that meetings should not last longer than 1½ to 2 hours and Festive Boards, especially at Installations be completed by 10 pm.

13. Ritual should be learned and not read. A lot of time is spent shuffling papers to find the next word or paragraph. A prompt is not a sin. The true meaning of the ritual is conveyed when learnt.

14. Have an explanation of the 1st and 2nd degree Tracing Boards delivered at a separate meeting as it must be difficult for a Candidate to really appreciate these on the night of his Initiation or Passing.

15. Salutations to senior Grand or Provincial Grand Officer only, except at Installations.

16. Re-appointed Officers at Installations to stand and be acknowledged. There is no need to repeat his duties, if the Brother is remaining in office. 
I repeat, these are only suggestions, and it is for your Lodge to decide if they are workable within the constraints of your ceremonies.

The effort and work you put into the preparation of the occasion will reflect on your ability as a Director of Ceremonies and your standing within your Lodge.

The effort and work you put into the control of the ceremonial of the evening, will reflect merit on your Lodge and your standing within the Province of Devonshire.

Peter Keaty

Provincial Grand Director of Ceremonies.

January 2009
