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Governance Flow Suite of Documents
These Terms of Reference (TOR) for ceremonial Offices are located within Part IV of the governance suite of documents as highlighted.BOARD HANDBOOK GOVERNANCE SUITE FLOW



[bookmark: _Hlk79313519]Conventions
The following conventions are used in this document.
· Citations from other sources are in italics.
· Hyperlinks are used internally in this document or externally with other documents where practicable.
· OStG or Order means the Order of St. George.
Scope
Purpose
These Terms of Reference (TORs) provide the framework for Ceremonial Officers to manage the Chivalric affairs in the Corporation.
Input
This document uses the following input references:
· The OStG By-law Section 31 relating to the appointment of an advisory body. 
· The OStG Policy and Guidance (PG) Manual, Chapter 2 Self-Governance Polices
· Section 2.4.7 Committees of the Board of Directors Policies and guidance. 
· The OStG Governance – Field Knight and Field Dame Program TOR 
Output
Given the input references and their general implications, the document output includes:
· Authorities
· The Offices
· Annex A – Grand Prior
· Annex B – Patron of the Order
· Annex C – Dean of the Order
· Annex D – The Priors
· Annex E – Officers for ceremonial occasions only

Discussion
Authorities
Source Authority
Ceremonial officers are appointed under the authority of By-law Section 31 and Policy Section 2.4.7.
Accountability
The Board of Directors is accountable for all corporate and chivalric activities undertaken on behalf of the corporation. 
Signing Authority
The ceremonial officers do not have signing authority implying financial commitments.
The Offices
The Order has designated ceremonial offices to manage its chivalric affairs which are separate from its corporate affairs. Annexes A to E describe the ceremonial offices and the incumbent responsibilities for the Grand Prior, the Patron, the Dean, the Priors, and the offices for ceremonial occasions.
Selection Criteria
The basic premise is that persons being considered for ceremonial offices have demonstrated relevant experience to undertake the duties applicable to the appropriate office. Bilingualism (English/French) is a desired attribute for persons considered for the offices of Grand Prior, the Patron, and the Dean. 
Appointments 
The Board is responsible for approving persons for the positions of Grand Prior, the Patron, and the Dean of the Order. Annexes A to C describe the details. The Grand Prior is responsible for approving persons to fill all other ceremonial offices as set out in Annexes D and E. 
Removal from Office
A process for removal from Office for cause shall adhere to the Dispute Resolution policies and guidelines set out in the Policy and Procedures Manual, Chapter 3. The Board is responsible for the removal for cause of the Grand Prior, the Patron and the Dean of the Order and will require a two-thirds (2/3) majority of the Board. The Grand Prior is responsible for the removal with cause of persons fulfilling all other ceremonial offices.
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Annex A – Grand Prior
Role
[bookmark: _Hlk108586032]The role of the Grand Prior (GP) is to lead the Chivalric elements of the Order of St. George Canada and the America’s.
Election to Office
Nominations. A joint special committee – comprising the incumbent GP, members from the Priors of the Order and the Directors of the Corporation – identify nominees for the GP role. 
Appointment. Upon recommendation of the joint special committee, the Board would consider the nominee for approval as the OStG GP. The selection process will include determination of the term of service agreed jointly by both the GP nominee and the Board. The term of service should not be less than five (5) years. 
Announcement. Upon appointment, the Board would issue the announcement to all OStG members and to established external contacts.
Delegated Duty
The GP has the following delegated duties:
· Identify and nurture Leadership within the Order (succession).
· Expand and solidify the relevance of the Order in Canada, United States and Internationally.
· Function as the Ambassador with all other Orders either Nationally or Internationally.
· Fulfill all ceremonial responsibilities required as the Supreme head of the Order in North America.
· Recommend the appointment of the Order’s Patron and Dean to the Board of Directors
· Guide and direct the Order’s Patron and Dean in their respective roles.
· Approve the appointment of all Ceremonial Officers (except the Patron and the Dean), the Priors, Dames and Knights and Field Dames and Knights.
Responsibilities 
The GP shall have the following responsibilities:
· Chair the Advisory Council.
· Chair the Priors’ Committee.
· Be an ex-officio advisor of all standing and ad hoc committees created by the board and attend committee meetings as required.
· Approve/deny postulants for Knights, Dames.
· Approve/deny promotions of Knights and Dames to higher ranks.
· Approve/deny nominations for Field Knights and Field Dames.
· Approve the use of and design of all Order regalia.
· Oversee the planning and execution of all ceremonial activities such as investitures, Field Knights/Dames, et al.
· Conduct all external correspondence regarding the Chivalric aspects of the Order.
· Recommend approval of National/International programs to the Board of Directors.
· Provide the Board of Directors with timely oral briefings and/or written reports of chivalric activities as required.
· Prepare and deliver an annual “Grand Prior’s Report” to the Annual Members’ Meeting which outlines the chivalric activities, successes, and challenges of the year past.
· Ensure the conduct of chivalric activities in accordance with the Corporate Policy and Guidance Manual through appropriate governance by the Priories.
· Participate in the development and adherence to corporate strategic and business plans.
· In support of the Corporation’s board of directors, ensure any overlap between the Chivalric and corporate activities is effectively and constructively managed.
· Ensure the Priors effectively and efficiently perform their assigned Chivalric duties within their respective priories.
· Perform such duties as the Board of Directors may require from time-to-time.
Relationships
The Grand Prior shall: 
· Establish and maintain close contact with the Chair of the board of directors with a view to sharing current knowledge of the chivalric activities and plans for the OStG.
· Conduct liaison activities with compatible organizations either directly or indirectly in cooperation with the Chair of the Board of Directors.
· Lead the development of new and expanded external contacts to further the OStG Objects and activities either directly or indirectly with the Chair of the Board of Directors.


[bookmark: _Toc250398359]Annex B – Patron of the Order
Role
The role of a Patron is to be the lead OStG supporter and to promote its mission, values, aims and objectives at every opportunity
Appointment to Office
Nomination. The GP, in concert with extant Patron, identify potential nominees for Patron.
Appointment. Upon recommendation of the GP, the Board would consider the nominee for approval as the OStG Patron. The selection process will include determination of the term of service agreed jointly by both the Patron nominee and the Board. The term of service should not be less than five (5) years.
Announcement. Upon appointment, the GP would issue the announcement to all OStG members and to established external contacts.
Delegated Duty
The Patron has the following delegated duties:
· In concert with the GP, represent the OStG in select public relations and marketing environments.
· Develop a clear understanding of the relationship between the Patron, the GP, and the Order for developing and executing a harmonious approach toward achieving and upholding the OStG aims, objectives, values, and mission.
Responsibilities
The Patron shall have the following responsibilities:
· Act and serve in accordance with the expectations of the Order which must reflect the Order’s aims and objectives.
· Participate in major ceremonial events, such as investitures, and other designated activities. 
Relationships
The Patron shall maintain external relationships as designated by the GP, the Board Chair, or the board.
Annex C – Dean of the Order
Role
The role of the Dean is to be the spiritual head of the Order.
Appointment to Office
Nomination. The GP, in concert with extant Dean, identify potential nominees for Dean.
Appointment. Upon recommendation of the GP, the Board would consider the nominee for approval as the OStG Dean. The selection process will include determination of the term of service agreed jointly by both the nominee and the Board. The term of service should not be less than five (5) years.
Announcement. Upon appointment, the GP would issue the announcement to all OStG members and to established external contacts.
Delegated Duty
The Dean would bring blessings and a lesson to all investitures.
Responsibilities
The Dean has the following responsibilities:
· Participate in major ceremonial events such as investitures and other designated activities.
· Bless all ceremonial Order artifacts such as Priory swords, Sword of Justice, ceremonial spurs, Order Flag. 
Relationships
The Dean shall maintain external relationships as designated by the GP, the Board Chair, or the board.
Annex D – The Priors
Role
The role of a Prior is to lead the Priory and facilitate the coordination of activities and communication between the members of a Priory.
Appointment to Office
The GP, with the delegated duty for identifying and nurturing Chivalric leadership within the Order, is the sole authority for appointing a Prior in each Priory from the succession plan. The appointment of a Prior will include determining the term of service agreed jointly by both the nominee Prior and the GP. The term of service should not be less than three (3) years.
Delegated Duty
A Prior shall have the following duties within Priory:
· Recommend Postulants to the GP.
· Coordinate communications.	
· Coordinate fund raising activities.
· Recommend Field Knights and Dames to the GP
· Support Investiture activities.
Responsibilities
A Prior shall have the following responsibilities:
· Leadership:
· Support the objectives and values of the Order, while encouraging local activities that will advance the approved objects. 
· Lead by example and immediately recognize and encourage any activity or performance that could serve to enhance the reputation of the Order.
· Encourage participation in local initiatives by taking interest in, and showing respect for, each member of the priory while recognizing most members are eager to contribute, while others may have busy schedules and be less able to participate.
· Recruit deputies and build a leadership organization to aid with the planning and execution of local activities ― as outlined in the Priory Operating Guidelines.
· Take immediate action to correct any Priory activities or performance appearing substandard or inappropriate.
· Ensure the highest possible level of financial integrity and transparency and advise the Board of any related issues that require corporate attention.
· Provide mentoring and moral support to aspiring future leaders.
· Recommend for GP consideration promotion within the Order for deserving Priory members.
· Postulants 
· Encourage the recruitment of suitable new postulants as a high priority. 
· Conduct an informal interview with each prospective Postulant and sponsor to assess their qualifications for membership and provide information about the Order and the Priory. 
· After the interview, and if the Postulant application is supported, complete the “Prior’s” section, and forward the application to the GP for consideration.
· Communication 
· Communicate the Order’s expectations for procedure and guidelines, while encouraging an appropriate degree of individual creativity to bring forth innovative ideas and opportunities. 
· Field requests from members who wish to contact other members, and before providing contact details, ensure that their purpose is strictly for social interaction, or for business of the Order...and NOT for their own commercial gain.
· Be in regular communication with the GP to report on local activities and any queries from members that require GP attention.
· inform the corporate Secretary of any membership changes such as address, phone numbers, email, etc.
· Fundraising
· Organize gatherings for members on a regular basis (at least once or twice a year). These gatherings should reaffirm the membership’s interest and commitment to local social and/or fundraising activities such as fundraising dinners in support of the Foundation.
· Ensure the collection of Priory Members’ dues and that collected dues are forwarded to the Corporate Treasurer. This includes follow up with members if advised they have overdue accounts. 
· Field Knights and Field Dames
· Promote and manage the Field Knight and Field Dame program within the Priory in accordance with the Program Terms of Reference.
· Investitures
· From time to time, under GP direction, organize local investitures by securing venues and organizing activities.
· Assist the GP or other delegated Grand Officer of the Order to conduct any investiture within the Priory.


Relationships
A Prior shall: 
· Establish and maintain close contact with the GP through the Priors’ Committee with a view to sharing current knowledge of the Priory activities and plans.
· Conduct liaison activities with likeminded organizations in the Priory operating area either directly or indirectly in cooperation with the GP.
· Lead the development of new and expanded external contacts in the Priory operating area to further the OStG Objects and activities either directly or indirectly with the GP. 
· Report to the GP for Chivalric activities and to the Board for corporate activities.

Annex E – Offices for Ceremonial Occasions Only
Role
The role of a ceremonial officer for Investitures is to assist the Grand Prior (GP) with selected elements for the planning and execution of an investiture ceremony. The ceremonial roles are
· Flag Bearer 
· Marshall,
· Sword Bearer, and 
· Ceremony Coordinator.
Appointment to Office
The GP is the sole authority for appointing a ceremonial officer to an assigned role for a term of service as mutually agreed by the GP and the nominee for each position.
Delegated Duty
Ceremonial officers have a duty to enhance the ambiance and solemnity of the occasion through their respective responsibilities including the identification of lessons for improving future events.
Responsibilities
Ceremonial officers shall have the following main responsibilities plus other responsibilities as determined by the GP:
· Flag Bearer.
· Receive the Order of St. George Flag from the Custodian.
· Present the Order of St. George Flag to the Dean (or designate) for blessing and posting in the Church nave.
· Marshall.
· Conduct the Order of Service activities during the Investiture including the
· distribution of programs, seat assignments, and other such duties as assigned for the Order of Service ceremony,
· the procession of Knights Dames and Postulants, and
· the processions of Grand Officers.
· Sword Bearer.
· Carry the Sword of Justice while leading the procession of Grand Officers and Grand Prior into the Church sanctuary.
· Place the Sword of Justice on the alter. 
· Retrieve the Sword of Justice upon completion of the investitures.
· Lead the procession out of the church when the Investiture is ending. 
· Ceremony Coordinator
· Read aloud the name of each Postulant, and
· Call each Postulant forward for the dubbing, cloaking, spurring and presentation of insignia as a Knight or Dame of the Order.
Relationships
Ceremonial officers shall: 
· Maintain close contact with the GP for the planning and execution of approved ceremonial events.
· Conduct liaison activities with other ceremonial officers to assist the GP and other authorities in planning and executing approved ceremonial events.
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