The attached Line Officer Responsibility Agreement has been developed by the Council to clearly advise all families of the high level of responsibility required of the line officers and their parents.  Any daughter expecting to be considered for line must return this written agreement signed by both the daughter and a parent by the election date.

The Council wants all families to clearly understand the heightened responsibilities and time commitment required to hold a line office.  Please take a few moments to review this agreement, and if your daughter is otherwise eligible for line and submits this signed agreement, she will be considered eligible for line this term.  Eligibility for election to line is (Bylaws of the Supreme Guardian Council, Article VI, Section 1):


1.  She has satisfactorily passed the proficiency test


2.  She has been a member of the Bethel for six months and in regular attendance 
 
     for the entire term.

Attendance:  The term “in regular attendance” means the daughter has had no unexcused absence from a regularly-stated meeting of the Bethel, or the Bethel’s Grand Visitation.  A daughter may be excused from a Bethel meeting or the Bethel’s Grand Visitation for the following reasons:


1.  Illness


2.  Attendance at a graded school event (not homework assignments)

3.  Travel out of town


4.  Circumstances beyond control (needs to be approved by the executive council)

When at all possible, notify the Honored Queen or a member of the Executive Council, before the meeting if the daughter is unable to attend.  A daughter may appeal her unexcused absence, in person, at a Council Meeting.  Contact the Bethel Guardian to be added to the agenda.

Line Officer Responsibility Agreement

Bethel No. 52, Herndon, Virginia

Line officer positions in any Bethel carry with them both a high level of honor and a high level of responsibility.  Accepting a line officer position in the Bethel requires a great deal of participation by the daughter and her parents in the activities of our Order.  Those daughters elected to hold line officer positions should possess a thorough knowledge of the Order, dignity, poise, good manners, and respect for all daughters, council members, and other adults.  In agreeing to serve as a line officer, it is important that all daughters and their parents understand the heightened responsibilities and rewards that these positions hold.  This is not meant to alarm you, but to clearly spell out the expectations of those accepting line officer positions.  Such characteristics and responsibilities that line officers agree to uphold are responsibility, leadership, high levels of participation, punctuality, friendliness, creativity, independence, organization skills, public speaking skills, knowledge of Job’s Daughters, and the willingness to meet and share with others.

The number one responsibility of line officers is to happily participate in as many events that occur in Virginia as possible.  Your dedication to Job’s Daughters in Virginia exemplifies the virtues of the Order.  Below is a list of responsibilities for all line officers, followed by a list of specific duties for each line officer position.  Please read these lists carefully.  Both the daughter and a parent must sign in the space provided to show agreement to carry out these responsibilities for the duration of their tenure as a line officer.

Line officers are leaders of the Bethel and are expected to assume extra responsibilities during their time in line.  They should attend all Bethel meetings and the Bethel’s Grand Visitation, most Bethel functions (social and otherwise), and support with enthusiasm all Bethel activities.  Only in unusual circumstances should a line officer miss an official Bethel function.  In addition to regular meetings twice a month and council meetings once a month, there are numerous times during the two and a half year tenure of a line officer where your presence is very important, including:

- Our Bethel’s Installation


- Rehearsals for Installation, Meetings, and Grand Visitations


- Worship service of the Honored Queen (Go-To-Church Sunday, once every six 
    
   months)


- Visiting other Bethel’s meetings, Grand Visitations, and Installations


- Planning and participating in Bethel fundraisers.  This includes all aspects of the 
  fundraiser including bringing items, set-up, serving, and clean-up, and where 

  applicable, pre-sale of tickets.


- Participation in service projects such as Masonic Family Day and Grandparents 
 
  Day in Richmond.


- Participation in other Bethel activities as they arise

Each line officer is given an official pin for their station that is the property of the Bethel.  If any line officer misplaces or loses her line officer pin, she must notify the Bethel Guardian immediately.  The family of the daughter is responsible for purchasing a replacement pin so that the pin may be passed down to the next person who will fill that position for the next term at Installation.

Marshal
1.  Perform duties as outlined in the Ritual.

2.  Work with the Custodian of Paraphernalia in caring for the properties of the Bethel.

3.  Set up the Bethel, with the assistance of the Senior and Junior Custodians before each meeting.  Be present at the Bethel at least 30 minutes before the start time of the meeting.

4.  With the assistance of the Custodian of Paraphernalia, train the Custodians how to set up and take down the Bethel and remind the Custodians to help you at each meeting.

5.  See that the paraphernalia is put away neatly after each meeting, and that it is in good order.

6.  With the supervision of the Bethel Guardian council, plan and organize one fundraiser.

7.  Sunshine:  send greeting cards and notes to Bethel members, families and Masonic friends on behalf of the Bethel for birthdays, get well wishes, or other special occasions.  Remember the Bethel Grandparents on their birthdays and holidays.  The Bethel will provide cards and stamps.  Bills for stamps and cards should be submitted to the Guardian Secretary for reimbursement at the next Bethel meeting.

8.  Make team calls as prompted by the Honored Queen.  Report back to the Honored Queen at the conclusion of those calls.

9.  Teach Proficiency as needed.

10.  Perform other duties as may be assigned by the Honored Queen.

Guide

1.  Perform duties as outlined in the Ritual.

2.  Assist Marshal in setting up the Bethel for Installation, to train her how the task should be done.

3.  Responsible for typing and issuing the Bethel newsletter at least three times during a term.  Select meeting dates to issue the newsletter, collect articles, type a draft and send it to the Bethel Guardian for approval.  The draft must be sent to the Guardian no later than the Saturday before the meeting for which the newsletter is to be issued.  Bills for copying should be submitted to the Guardian Secretary for reimbursement at the next Bethel meeting.

4.  With the supervision of the Bethel Guardian council, plan and organize one fundraiser.

5.  Make team calls as prompted by the Honored Queen.  Report back to the Honored Queen at the conclusion of those calls.

6.  Teach Proficiency as needed.

7.  Perform other duties as may be assigned by the Honored Queen.

Junior Princess

1.  Perform duties as outlined in the Ritual.

2.  With the supervision of the Bethel Guardian council, plan and organize one fundraiser.

3.  With help of the Guardian Secretary, update Bethel 52 Website with upcoming events.

4.  Make team calls as prompted by the Honored Queen.  Report back to the Honored Queen at the conclusion of those calls.

5.  Teach Proficiency as needed.

6.  Purchase flowers to be received by the Honored Queen-elect at installation (the installation at which the Junior Princess gets installed as Senior Princess).

7.  Perform other duties as may be assigned by the Honored Queen.

Senior Princess

1.  Perform duties as outlined in the Ritual.

2.  Work with the Promoter of Hospitality to plan refreshments for Bethel meetings and Grad Visitations.  Assure families have signed up to provide refreshments for each meeting.  During reports, announce who is providing refreshments for the meeting and remind those who will be providing refreshments for the next meeting.
3.  Make team calls as prompted by the Honored Queen.  Report back to the Honored Queen at the conclusion of those calls.

4.  Teach Proficiency as needed.

5.  In coordination with the Bethel Guardian, select officers for the next term.  The Bethel Guardian Council must approve these before the members are asked to serve.

6.  Call each member selected and approved to hold an office to advise her of the position she is selected for, and ask if she agrees to serve in that position.
7.  In coordination with the Bethel Guardian, develop a schedule of who will be honored at each meeting of the next term, to be included in the Installation program.

6.  Perform other duties as may be assigned by the Honored Queen.

Honored Queen

The arrangements for the Installation are the responsibility of the Honored Queen-elect and her parents.  Detailed instructions for the Installation are available from the Bethel Guardian.  She will assist you in all ways possible.  Each Honored Queen-elect is given financial help from the Bethel funds to assist with the Installation.  However, the funds from the Bethel will not cover all expenses; they are designed to help defray the costs.

Term in Office:

1.  Perform duties as outlined in the Ritual.

2.  Exercise general supervision over the Bethel and its activities.

3.  Select all committee chairpersons and see that they carry out their responsibilities.

4.  Plan an Education and Promotion project within 30 days after your Installation.

5.  Plan a Go-To-Church Sunday and make arrangements with Church leaders in advance of the date.

6.  Plan all meetings and consult with the Bethel Guardian on all plans.  Discuss which groups require special invitations and decide if the Guardians or Honored Queen will mail the invitations.  Mail all invitations well in advance of the meeting date.

7.  All matters of importance to be brought before the Bethel must be approved by the Bethel Guardian Council and then discussed in Bethel meetings so members may participate.  Consult with the Bethel Guardian no later than the Sunday before the meeting to discuss and confirm the agenda for the upcoming meeting.

8.  Assist in getting pro-tems, when needed.

9.  Teach Proficiency as needed.

10.  Make team calls as required by upcoming events.  Call a minimum of four or five days before the event so results are back one or two days before the event so chaperones and drivers can be confirmed.  Report the results of the team calls to the Bethel Guardian.
We understand the responsibilities and expectations expressed in this line officers agreement.  We (daughter and parents) agree to participate fully in all duties and responsibilities.  We understand that failure to perform the duties outlined in this line officer agreement will make the daughter ineligible to run for a line office during the next election.
Daughter:________________________________________________________

Parent:___________________________________________________________

Date:_______________________________

