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  District Staff for the Exemplification

Functions of the District Staff for the Exemplification

All staff is responsible to assist wherever needed for the success of the Exemplification.

Specific duties for all personnel involved in carrying out the exemplification are listed on a separate page. The Archdiocese of Washington District wishes to thank you for your loyal support and services in making this Exemplification a success.
FAITHFUL DISTRICT FRIAR:

SK Peter Daly

1. Celebrate Mass: 9:00AM

2. Prepare for Degree Team role for the Exemplification

3. Lector:

4. Altar Server:

5. Eucharistic Minister:

6. Music:  District Choir

MASTER:

SK Charles H. Smallwood

1. Prepare a list of potential photo ops for District Photographer

2. Choose the site for the Class Photograph

3. Greet all dignitaries

4. Host morning and evening receptions

5. Prepare for Degree Team role for the Exemplification

6. Host the gala Banquet for the Exemplification

FIRST LADY OF THE FOURTH DEGREE

Lady Nancy B. Smallwood

1. Responsible for the direction of the Ladies Activities Committee
2. Responsible for assigning duties to the ladies Social Man Power Team

3. Discuss with and provide to the Ladies Protocol Chairperson the dignitaries attending the Ladies Social events during the Exemplification
SECRETARY TO THE MASTER:

SK Ernest E. Harley, FDD, PGK, PFN

1. Coordinate the Activities of the Degree

2. Ensure other teams are in place

· Disabled Candidate Team

· Manpower team for Ladies Social

· Sentinels for Anti-Chamber and Chamber

DISTRICT LIAISON TO THE MASTER:

SK Thomas Irwin, PGK, PFN

1. Assist the Secretary with coordinating the activities of the Degree

2. Direct the Registration Team

3. Direct activity of the Certificate Bearer

4. Ensure that all teams are performing their duties

5. Work with Comptrollers at registration

6. Assist the Secretary as needed

7. Assist and be the backup for the Degree Team Master of Ceremonies

Functions of the District Staff for the Exemplification (Continued)

CHURCH DIRECTOR:

1. Assist with the Mass before the Exemplification (Altar Set-up, Readers, Altar Servers, Eucharistic Ministers, etc.
2. Develop a procedure for receiving communion at the Exemplification Mass.

3. Ensure that a priest is available for Mass and enough Hosts are available for Mass
4. Man the Information booths

5. Assist with set up of materials for the Banquet

6. Assist Vendor with the Country Store

DISTRICT MARSHAL & STAFF:

SK John Winfrey, FDD, PGK, PFN, SK Maurice Hunt, DD, PGK, PFN, & SK Harold Sanders

1. Provide direction to candidates and assigned assistants in the Antechamber and Chamber for the Exemplification

2. Assist/Provide Escort for the Colors and Dignitaries upon entrance into the Chambers, and into the Banquet hall.

DISTRICT WARDEN & STAFF:

SK Earl S. Thorne & SK Chester Pearson, FDD

1. Set up and tear Down of Chamber

2. Direct electrical/technical hook up of equipment for the Exemplification

3. Act as Inner Sentinel for Banquet Hall duties

4. Care, custody and Control of all equipment and robes

PROTOCOL DIRECTORS
SK Bryan M. Adamczyk, DD, PGK and SK Lawrence Smialek, FDD, PGK, PFN
1. Work with the Secretary to the Master on providing a list of dignitaries

2. Assist the Degree Master of Ceremonies in proper seating arrangements

3. Update the Ladies Activities Chairman as to any special guests

4. Assist the Master and Secretary in identifying and greeting Dignitaries

DEGREE TEAM DIRECTOR:

SK Dr. Reginald C. Grier, PGK, PFN

1. Direct all activities as it relates to the speaking parts for the degree

2. Make sure all support equipment related to putting on the Degree is in place

DISTRICT CHOIR DIRECTOR:

SK Anthony I Colbert, PSD, PGK, PFN

1. Provide music for the Mass, Exemplification, and Banquet

LADIES ACTIVITIES CHAIRMAN

SK Stephen J. Adamczyk, FDD, PFN

1. Coordinate all Ladies Activities with the First Lady of the District

2. Inspect and prepare the room used for the Ladies’ Program

3. Supervise the Ladies’ Social Manpower Team

4. Direct the Drama Team and its program

DISTRICT PHOTOGRAPHERS:  SK Craig Maresch, PGK and SK Frank Italiano, PGK.

Provide Photography for Pre and Post Exemplification
Duties of the Secretary to the Master

RESPONSIBLE FOR OVERALL OPERATION OF THE EXEMPLIFICATION

1. Check with Information Booth team to ensure that all materials are in readiness.

2. Give to the Information Booth: floor plans of the building, room list and room numbers for each assembly identifying the hospitality suites, table diagrams for the banquet, table tents for assembly assigned tables, name place cards for the dignitaries at the head table.

3. Check the Chamber and Antechamber to ensure that all is in readiness. This includes the seating places for the dignitaries, the seats for the candidates in the Chamber and Antechamber, and seating for station guards at each station, Lieutenants, Escorts, and Honor Guards

4. Check to see if the Ladies’ Activities Chairman is in need of anything.

5. Check with Registration Team to see if all is in readiness and working smoothly.

6. Check the readiness of the Master’s Morning and Evening Hospitality suites.

7. Check with assigned Disabled-Candidate Team to see if there are any Candidates needing assistance.

8. Assist Master of Ceremonies and Protocol Director in the Line up of dignitaries prior to the Exemplification and prior to the Banquet.

9. Check the Banquet Hall to see that all is in readiness.

10. Seat all dignitaries in the Chamber as they are introduced by the MC.

11. Direct Color Corps Sentinels that will be assisting with Antechamber, Chamber, and collecting tickets for the Banquet. If problems occur, be ready to assist them with this.

Check to see that the Country Store personnel have the space and area he needs. Assign one Sir Knight to assist the vendor with things as needed. 

Duties of the Degree Team Director

RESPONSIBLE FOR THE READINESS OF THE DEGREE TEAM

Prior to the date of the Exemplification:

1. Hold various meetings and rehearsals to verify that Degree Team is properly prepared.

Provide rehearsal for Power Point display and speaker coordination for timing. Provide sufficient Backups for speaking parts.

                  . 

2. Hold a full Dress Rehearsal to include The District Choir, District Marshal and key Color Corps personnel.

3. Hold the final degree team rehearsal to include actual exemplification for priest and religious.

On the day of the Exemplification:

1. Check the stations in the Chamber prior to the Degree to ensure that they are properly prepared and the microphones are in place and working.

2. Assign a person to ensure that all equipment such as the screen, slide projector, and lighted pointer are in place and in working order.

3. Make sure team is present, robed and in place. Make sure that back-up persons for speaking roles are available.

4. Make sure all of the team is properly dressed in black trousers, black socks, and black shoes.  A tuxedo under the robe is preferred.

5. Make sure all robes are returned to proper hangers and are in the possession of the Warden after the Exemplification.

Duties of the District Wardens and Staff

RESPONSIBLE FOR ALL EXEMPLIFICATION EQUIPMENT & ROBES

1. Prior to the Exemplification, the Wardens are responsible for maintaining the equipment. At the agreed upon time (based on Convention Center availability) deliver all equipment and supplies for setting up the Degree Chamber and Stations.

2. Prior to the Exemplification contact 4 Assemblies to obtain an American Flag and Papal Flag for each station. Further, obtain a Maryland Flag and a Washington Flag from 2 of the Assemblies. Note: the District Marshal will need a set of flags for Presentation of the Colors at the Banquet.

3. Set up and tear down all stations in the Chamber for the Exemplification. Specific assignments are outlined in a separate memo from the Warden. Manpower is to be provided by the assigned assemblies:

Set Up Crew 

· Washington Assembly  - Fr. Andrew White Assembly

· Archbishop Curley Assembly  - St. Thomas Manor Assembly

· Cardinal O’Boyle Assembly -  Bishop Walsh Assembly

Tear Down Crew

· Prince of the Church Assembly  - Archbishop Sheen Assembly

· St. John Neumann Assembly - Lord Baltimore Assembly

· Sullivan Brothers Assembly – Fr. John T. Dewan

4. Provide the technical/electrical hook up of each station as needed for the Exemplification.

5. Supervise and instruct Hotel Staff on proper layout of Chamber and Antechamber.

6. Make sure all robes are in place for the Degree Team, and secure the robes after the Exemplification.

7. Be in regalia to act as Chamber-Inside Sentinel for the “Speaking Part”. When knock is heard at the door, follow as below:

IS: 
Who comes there?

M: 
The Marshall of this Archdiocese with citizens desirous of serving their Country.

IS: 
Worthy Historian

H: 
Worthy Inside Sentinel

IS: 
The Worthy Marshall of this Archdiocese with citizens desirous of serving their Country.

8. Assist the Secretary to the Master with the preparation of the Banquet Hall.

Duties of the Honoree Certificate Bearer

RESPONSIBLE FOR CANDIDATES’ SIGNING HONOREE CERTIFICATE

Antechamber: (Report Time: 10:15 AM)

1. Obtain the Honoree Certificate from the Administrative Assistant to the Master and position yourself at the front of the Antechamber. Make sure a table is available, to place 

the Honoree Certificate.

2. Ask each candidate to sign the Honoree Certificate. Verify that all Candidates have signed prior to leaving the Antechamber. Make sure signatures are well distributed. 

3. Return the completed certificate to the Administrative Assistant to the Master.

4. Report to the Chamber for the beginning of the Exemplification or other duties as assigned by the Administrative Assistant to the Master.

Duties of the District Choir Director

RESPONSIBLE FOR MUSIC FOR MASS, EXEMPLIFICATION, AND

BANQUET

Recruit and train a Fourth Degree Choir and appropriate musicians.  

Prior to Exemplification:

1. Complete a short practice of the Degree music prior to the Exemplification.

2. Attend Degree Team Full Dress Rehearsal.

Day of the Exemplification: (Report Time: Prior to Mass.)

Have the Choir prepared for the Mass. Be prepared to direct the music for this service.

3. Be in place and ready to start the Exemplification on time. Provide music and lead singing as appropriate.

4. Lead the singing of the National Anthem and Navy Hymn at the Banquet.

Duties of the Ladies’ Activities Chairman

RESPONSIBLE FOR THE LADIES’ ACTIVITIES

1. Coordinate all Ladies Activities with the First Lady of the District.

2. Prior to the Exemplification check with the District First Lady on her needs in preparing the room for the program. Inspect and verify that everything is ready.

3. Supervise the Ladies’ Social Manpower Team.

4. Direct the Drama Team and its program.

5. Be aware of any and all special guests and make introductions as appropriate.

Duties of the Ladies’ Social Manpower Team

RESPONSIBLE FOR THE SMOOTH OPERATION OF THE LADIES’ SOCIAL

1. Provide any and all manpower for the Ladies’ Social under the direction of the Ladies’ Activities Chairman.

2. Deliver all Gifts and materials to the room.

3. Collect all tickets at the door from all participants to the Social. Turn all tickets in to the Secretary to the Master.

4. After the Social, assist the First Lady and others Ladies as appropriate.

 Duties of the Degree Master of Ceremonies

RESPONSIBLE FOR INTRODUCTIONS FOR EXEMPLIFICATION

This position is usually a suitable senior officer

Report Time: Coordinated with the Secretary, Protocol Chairman and the Administrative Assistant

1. Prior to the Exemplification secure the final list of Dignitaries from the Protocol Director. Make sure that the list is in the proper order according to Fourth Degree Protocol, and that all Honorees are listed.

2. Verify proper seating order of the Dignitaries including Faithful Navigators.

3. Prior to the Exemplification, line up all dignitaries in the order of introductions. Review the procedure to be followed.

4. Introduce the Dignitaries to the assembled candidates and Sir Knights. Color Corps Regalia is the required dress.

Duties of the District Photographers
RESPONSIBLE FOR EXEMPLIFICATION CLASS

Day of the Exemplification: (Report Time: Check with Secretary to the Master.)

1. Check with the Secretary to the Master on location for the Class Photograph.

2. Prepare the site and set up equipment prior to the end of the Degree Exemplification.  (Approximately 3:30 PM)

3. Choose a suitable site for Class Photograph and line up all new Sir Knights and Dignitaries and take photographs.

4. Explain to new Sir Knights the method of ordering a copy of the Class Photograph and collect payment.

5. Take Candid shots as directed by the Master or Secretary to the Master.

6. Process and deliver Photographs in a timely manner. Send any outstanding invoices to the Secretary to the Master.

Duties of the Protocol Director

RESPONSIBLE FOR PROTOCOL FOR EXEMPLIFICATION AND BANQUET

1. Work with the Secretary to the Master on providing a list of dignitaries. Update the list and inform others as the situation changes.

2. Assist the Degree Master of Ceremonies in proper seating arrangements. Assist him in lining up dignitaries prior to entering the Chamber.

3. Update the Ladies Activities Chairman as to any special guests.

4. Assist the Master and Secretary in identifying and greeting Dignitaries. Inform the Master of any special circumstances or situations.

5. Prior to the Banquet, review the Head Table seating arrangements with the Secretary to the Master.

6. Assemble and direct the dignitaries’ procession at the Banquet, and maintain proper Fourth Degree Protocol. (Report time: Approximately 5:00 PM)

7.  Assist First Lady, Archdiocese of Washington District , in any special preparations.  

Duties of the Registration Team and Faithful Comptrollers

RESPONSIBLE FOR REGISTRATION OF CANDIDATES & SIR KNIGHTS

Duties of the Faithful Comptrollers: (Report Time: 10:15 AM)

1. Receive banquet table assignments from the Secretary to the Master.

(The seating of the Sir Knights and guests will be your responsibility)

2. Receive registration packets, which will include banquet tickets for their Sir Knights, Candidates and guests. PLEASE DISTRIBUTE THESE TICKETS AT REGISTRATION.

3. Register candidates to include the following:

Verify that the Candidate is in Official Fourth Degree Dress, collecting any fees due.

IF ALL IS IN ORDER: Sign and Issue ID/Entrance Cards, banquet tickets, and assign banquet table.

4. Register the Sir Knights to include the following:

Issuing banquet tickets, and assign banquet tables to the Sir Knights and their guest.

5. Ask the Registration Team for any and all assistance during registration.

6. Have in your possession the following:

· A sheet identifying the names of the candidates, amount paid, any amount due, the number of banquet tickets, and banquet table assigned.

· A log with each Sir Knight’s name, amount paid, amount due, number of banquet tickets to distribute, and banquet table assigned.

· Direct any lady who purchased a ticket to the Main Information Booth

· Close the registration desk at 11:15 AM

NOTE: Ladies Social tickets will be at the main Information Booth closest to the parking lot.

7. Turn in all pertinent papers to The Secretary to the Master related to the candidates and guests any outstanding fees collected

· Candidates’ Role

· Unused Candidate ID/Photo Cards

NOTE: AT CLOSE OF REGISTRATION GIVE ALL PACKETS TO ADMINISTRATIVE ASSISTANT OR TO THE SECRETARY TO THE MASTER

8. Assist in the seating of Sir Knights and guest at assigned banquet tables.

Duties of the Registration Team and Faithful Comptrollers

RESPONSIBLE FOR REGISTRATION OF CANDIDATES & SIR KNIGHTS

Duties of the Registration Team: (Report time 10:00 AM)

1. Assist the Faithful Comptrollers with the registration process (making sure that the Comptrollers are making banquet table assignments).

2. Resolve any problems that come up. Final Judge is the Executive Assistant to the Master.

3. After Registration report to the Antechamber to sort Certificates and distribute Baldrics and Pins.  Sort Certificates from first-chair to last-chair in each row.  Collect the Certificates for each row, with the row opposite the door first, and the row nearest the door last.

4. Pick up and keep Certificates sorted by row. At the final stage of the Exemplification, distribute Certificates, one row per Team member. Select volunteers from the audience as needed.

Duties of the Church Director - Mass

RESPONSIBLE FOR COORDINATING THE MASS

Mass Coordinator Duties:

1. Report to the auditorium 30 minutes prior to the Mass. Make sure that arrangements have been made for a suitable altar, chalice, and vestments

2. Assist the Friar in preparing for Mass. After checking with the Friar, announce to the congregation how communion will be served.

3. Reserve the first row of seats in the center of the auditorium for dignitaries.

4. Make sure that the following are assigned and present and have the material to do their tasks:

· Lector

· Altar Server

· Eucharistic Minister

· Music

· Choir

5. Direct communion flow

6. Please report to the registration area to complete your other duties in that area.

Duties of the Special Assistant - Information Booth

RESPONSIBLE FOR THE INFORMATION BOOTHS

Information Booth duties: (Report Time: 10:15 AM)

1. Set up Information Booths ends of the Concourse. Both booths will have the following:

· List of Councils and Assemblies

· Location of Assembly Registration

· Location of Hospitality Suites by Assembly

· Maps of the building showing suites and bathrooms on -the main concourse

· Schedule of the day’s activities

· Master List of Candidates, along with their Assemblies

2. Give out information as requested.

3. The Information Booth closest to the Parking Lot will be the principle booth. Lady’s Social Tickets will be at that Booth.

4. Distribute Ladies’ Social tickets to appropriate person and check names off the list.

Duties of the Special Assistant - Banquet

RESPONSIBLE FOR SET UP OF THE BANQUET ROOM

Banquet Room Duties: (Report Time: 4:00 PM)

Assisted by the District Warden and Staff

1. Set up each table with the following:

· Program booklet

· Special certificates

· Table identification tents by Assembly

2. Set up the head tables with the following:

· Program booklet

· Special certificates

· Seating placement name cards

3. Identify personnel who will be taking tickets. Once tickets have been collected, the tickets host should give them to The Secretary to the Master.

4. Identify assistants (preferably Comptrollers) who will be stationed in the room that will help speed up guests finding their tables

5. Any issues or conflict regarding tickets or seating of guests must be resolved through the Secretary to the Master.

Duties of the Special Assistant - Country Store

RESPONSIBLE FOR THE COUNTRY STORE

Country Store Team Duties: (Report Time: 10:00 AM)

1. Work with the vendor who is setting up his Country Store

2. Set up the Country Store in Main Concourse across from the Ballroom.

3. Make sure all items for sale have a price visible for all to see.

4. Start Sales at 10:30 AM.  Close Store during the Exemplification

5. Close the Country Store at the appropriate time
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