Protocol

There is a proper way of doing everything.  Webster’s Dictionary defines protocol as etiquette.  Etiquette is defined as the conventional requirements as to social behavior AND an accepted code of usage in matters of ceremony. 

A synonym of etiquette is decorum.  Decorum suggests dignity and sense of what is becoming or appropriate.  Thus, PROTOCOL IS GOOD MANNERS.

Proper protocol will help you as a Regional Director at any meeting where you will be in charge or where you will be a participant.  Good manners, smooth management, and efficiency all fit together, resulting in a meeting that is productive, pleasant to attend, and is finished either on time or early!  The whole feeling of a meeting depends upon the professionalism, efficiency, creativity, and caring attitude of YOU, the ONE PRESIDING!

Advance planning on your part will ensure that protocol will be strictly followed.  Every meeting at which you preside will find the guests properly seated, and every guest will be introduced with names and titles.  Remember to be conscious of the professional image our Association wants to project. 

As a Regional Director, you will plan and be the presiding officer for at least one large meeting.  Use your manners.  Inform participants as far ahead as possible of the meeting date, what you require of them, and distribute the agenda well in advance. 

Plan your head table seating in advance.  People who will be seated at the head table should be notified in advance regarding where to gather and where they will be seated. 

As Regional Director, you are a member of the Association Board.  Come to the Board Meetings prepared.  Read all of the reports and make notes before arriving.  You will be more prepared to enter into discussions on the issues.  Have the courage to ask for clarification of an unclear point.

THINK BEFORE SPEAKING.  Do your homework.  Make sure that you understand every issue and its implications. SPEAK OUT if you disagree on an issue. 

Remember that you belong to a PROFESSIONAL INTERNATIONAL ORGANIZATION.  The more you incorporate proper protocol into the office you hold, the better picture you are able to present to others.  Using proper protocol will enable you to be in control and to preside with dignity, which reflects upon you as a leader.  The use of proper protocol will project you as a true professional!

Proper Protocol Pointers
1. Presiding Officer is ALWAYS seated to the right of center when facing the audience.  The Parliamentarian is seated to the left of center so as to be easily available should a question arise.

2. Name badges are to be worn on the RIGHT side to be easily seen while shaking hands.

3. Name badges should not be worn at the Region Meeting banquet or the Association Convention banquet.

4. Standing at attention shows respect for the flags of all countries.

5. The flag of the United States of America should hold the position of honor at the presiding officer’s right (when the meeting is held in the United States), while facing the audience, regardless of whether it is on the platform or on the floor level.  The flag of Canada should hold the position of honor at the presiding officer’s right (when the meeting is held in Canada), while facing the audience, regardless of whether it is on the platform or on the floor level.

6. The Pledge of Allegiance to the Flag of the United States of America is NOT repeated if no flag is present.  The anthems of United States and Canada may be sung with or without their respective flags present.  The Canadian anthem is sung first when the meeting is held in the United States.  The United States anthem is sung first when the meeting is held in Canada. 

7. Recognize God before Country. An invocation or grace is offered before the Pledge of Allegiance to the Flag of the United States of America, the United States anthem, and the Canadian anthem.

8. Words for the United States anthem and the Canadian anthem should be included in the printed program.

9. If you are to be seated at the head table, arrive early enough to be lined up or seated before the program begins.  If during the business session you must move from the seat assigned to you to either a new seat or to a seat in the audience, move quietly and quickly to your seat.

10. Give your undivided attention to the speakers.  Remember that you are in full view of the audience!

11. Be prepared to stand up graciously when introduced.  Push back your chair a little before the introduction is made.  SMILE!
12. Guests and members do not begin to eat before the presiding officer has taken the first sip or bite of food or has stated “enjoy your meal.”

13. Refrain from leaving the head table until the honored guest has departed or the proceedings are over.

14. A person known to the audience is presented; if unknown, the person is introduced.

15. The presiding officer introduces those seated at the head table(s) and special guests.  A hostess may introduce the other guests.  IT IS THE INDIVIDUALS WHO ARE INTRODUCED – NOT “THE HEAD TABLE.”

16. Those seated at the head table(s) are usually introduced from the highest ranking to the lowest, which is how they should be seated starting to the presiding officer’s immediate right.

17. Instruct those seated at the head table to stand as they are introduced and to remain standing until all have been introduced.

18. When introducing guests, just say the name of the person.  DO NOT SAY:  “On her left.”

19. Guests seated at the head table may be applauded after each introduction or after all have been introduced.  The choice is the presiding officer’s, and instructions should be given to the audience prior to the introductions.

20. Meal service should not be held up for introductions.  Commence the meal and introductions may be made between courses, or when it is convenient.

21. If a corsage is to be presented, it should be done so privately and before the opening of the official program. 

22. If an Association Officer is in attendance at a Region Meeting and NOT on the program, recognition should be given for his/her presence.  Use your discretion for seating arrangements at the head table.

23. Personal gifts should be presented privately.  Gifts from the group may be presented publicly and may be opened immediately.
24. Verbal invitations should be confirmed by a written invitation well in advance of the event.  In all correspondence, include:

a. date

b. time
c. place

d. type of meeting

e. kind of presentation required
f. length of time allowed
g. tentative outline of the program

h. honorarium, if applicable

i. cost to the guest

j. hotel and travel accommodations, if required

k. where the guest will be met, if applicable

l. dress of the day

m. directions to the meeting place, if necessary

All invitations should be acknowledged, even if they cannot be accepted.

25. If a function ticket is required, provide the guest(s) with tickets in advance of the meeting to avoid any embarrassment.

26. Guests should arrive well in advance of the event.  The presiding officer should wait no longer than ten minutes if the guest of honor is late, and then proceed.

27. Send letters of appreciation to guest(s) and program participants as soon as possible.

28. To honor committee chairmen, one or two may be invited to sit at the head table at each function.

29. Incoming Region Director and/or Region Director Candidates may be invited to the Presidents, Delegates, and Alternates Meeting at the Region Meeting and Town Hall Meeting (where applicable).
NOTE: These “Proper Protocol Pointers” are from the International Training in Communications Manual as modified for Desk and Derrick.
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Guidelines For Displaying The United States Flag
The National Flag of the United States represents the living country and is considered to be a living thing, emblematic of the respect and pride we have for our nation.  Our flag is a precious possession and we should display it proudly.

The flag is normally displayed only from sunrise to sunset.  If displayed at night, the flag should be illuminated.

The flag should be hoisted briskly and lowered ceremoniously.  When flown at half-staff, the flag should first be hoisted to the top for an instant, and then lowered halfway.  Before lowering at the end of the day, raise it again to its peak.

The flag is not normally flown in rainy or otherwise inclement weather.

When the flag is displayed against a wall, the union (blue field) should be uppermost and to the viewer’s left.

A lapel flag pin should be worn on the left lapel near the heart.

The flag should never be used as apparel, bedding or drapery, nor should it ever have any mark, insignia or picture placed upon it.

When displayed with flags of states or localities, the U.S. flag should be at the center, and at the highest point of the group.  No other flag or pennant should be placed above the flag of the United States.  When flags of two or more nations are displayed, they are to be flown from separate staffs of the same height.

The flag should never touch anything beneath it, such as the ground, the floor, water, or merchandise.

When the flag is no longer in fit condition to be displayed, it should be destroyed in a dignified way, preferably by burning.

Note: This is according to the Flag Code, as amended July 7, 1976. 

 July 1999 - Reviewed Code; Guidelines still valid.
Guidelines For Displaying The Canadian Flag

The National Flag of Canada should be displayed only in a manner befitting the national emblem.  It should not be subjected to indignity or displayed in a position inferior to any other flag or ensign.  The National Flag always takes precedence over all other national flags when flown in Canada.  The only flags to which precedence is given over the Canadian flag are the personal standards of members of the Royal Family and of Her Majesty’s representatives in Canada.  The National Flag should always be flown aloft and free.

It is improper to use the National Flag of Canada as a table or seat cover or as a masking for boxes, barriers, or intervening space between floor and ground level on a dais or platform.

While it is not technically incorrect to use the National Flag of Canada to cover a statue, monument or plaque for an unveiling ceremony, it is not common practice to do so and should be discouraged.

The National Flag may be flown by night as well as by day.  It should be displayed flat against a surface, horizontally and vertically.

If hung horizontally, the upper part of the leaf should be up and the stem down.  If hung vertically, the flag should be placed so that the upper part of the leaf is to the left and the stem is to the right as seen by spectators.  Flags hung vertically should be hung so that the canton is in the upper left corner.  If hung on a staff, the top left (first quarter) or canton should be placed in the position nearest the top of the staff. 

The National Flag of Canada, when flown or paraded in Canada, takes precedence over all other national flags.  When flown with flags of other sovereign nations, all flags should be flown on separate staffs and at the same height, all being of the same size.  The National Flag of Canada occupies the position of honor.  If flown with the flag of one other nation, the National Flag of Canada should be on the left of the observer facing the flags, both being of the same height.

When a flag becomes tattered and is no longer in a suitable condition for use, it should be destroyed in a dignified way by burning it privately.

Note: This is according to the Canadian Heritage Web site regarding Flag Etiquette, www.pch.gc.ca/symb/etiquette/chap2-e.htm and compiled August 2000.

Parliamentary Pointers - Did You Know That?
 Compiled and Prepared By Jo Johnson

When a committee is appointed, if a chairman and co-chairman are designated, each has equal authority.  Always call the AID to the chairman, the VICE-chairman, NOT the Co-chairman.

When making a motion, a member should always say “I MOVE,” never “I MAKE A MOTION.”

No business can be transacted legally in a meeting without a quorum present.  Emergency business may be transacted without a quorum, but it must be ratified at the next meeting.

Special committees are automatically discharged when the final report is made, without a motion being made to that effect.  However, when a partial report is given, the committee continues its work even into other administrations, unless discharged by a 2/3rds vote of the assembly.

The President never refers to herself/himself as “I” but as “The Chair”.  Thus: “The Chair requests” or “It is the opinion of the Chair.”

The Vice President cannot appoint committees or be ex-officio of them in the absence of the President, unless the bylaws make provision for such action.

The President never “turns the meeting over” to anyone.  NEVER say: “I will turn the meeting over to the program chairman.”  SUGGESTED: “The program chairman will now introduce the speaker.”

If the President and Vice President are absent, the Secretary calls the meeting to order and presides until a chairman pro tem is elected for that meeting.

Any adopted motion, which is in conflict with local or international bylaws, is null and void.

“RESPECTFULLY SUBMITTED” is no longer customary preceding the signature on reports or minutes.  General Robert wrote his rules over 75 years ago and he said so even then!

Although only one main motion may be pending at a time, there can be many secondary motions applied to it or made while the main motion is under consideration.  There are 13 ranking motions.  All of those above the main motion in rank are in order, while those below it are pending, and must be voted on first (or disposed of in some way) before the vote is taken on the main motion.

If the President wishes to enter into the debate, the Vice President should be requested to take the Chair.  The President takes a place among the members and does not return to the Chair until after the question under consideration is settled. (See Board Pointers for discussion of small Boards.)

There is nothing to justify the unfortunate habit some Chairmen have of constantly speaking on questions before the assembly, even interrupting the member who has the floor.

The motion to “LAY ON THE TABLE” is the most misused motion in parliamentary law.  To lay a motion on the table is to set aside temporarily to take up some other business of more importance.  It should NEVER be used to KILL a motion.  If this is the objective, use the motion to “POSTPONE INDEFINITELY.”  When a motion is laid on the table, it can be taken from the table by majority vote at that meeting or at the end of the next meeting.  Lay on the Table cannot be qualified in any way.  Thus a motion to “lay” something on the table until (say) 2:00 P.M. would be stated by the Chair as to Postpone until 2:00 P.M.
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