                                 Advisory Board Responsibilities
Chairperson
· Preside over all elections

· Attend all Advisory Board meetings    

· Preside during Advisory Board meetings‑ make an agenda and follow it

· Co‑sign annual report with Mother Advisor

· May voice an opinion on matters but has no vote unless a tie and then has tie breaking vote 

· Call for the report of Secretary and Treasurer to be read at all meetings, even if that person is not there
· Go with Mother Advisor (if requested) to counsel Worthy Associate Advisor and her parents as to her responsibilities for her term 

· If there are problems with any of the girls, go with the Mother Advisor to talk with the girl and                                     
her parents

· In December - appoint a three-member committee to complete a financial review of the books of the                    Sr. Recorder and Sr. Treasurer before January 10th each year to get to Supreme Inspector/Deputy by January 15th.  Use form provided by Grand Assembly.  Two members may be from one family, and at least one unrelated to the others.  Two copies are needed to go with annual reports to Supreme Deputy/Inspector.  
· In December- see that all advisors for the next year have completed Advisor Profile so that forms                                   
are to Supreme Officer by January 1st and that background checks have been completed online so that Advisory Board list may be sent to Supreme Assembly with Annual reports and may be installed in February.
· Along with Presiding Officer of sponsoring body see that Organizational meeting is called before December 31st.  See that a copy of Advisory Board responsibilities is provided to each board member at organizational meeting in December.
· Invite your Grand Deputy to organizational meeting and ask her to bring a copy of the Advisory Board responsibilities to be provided to each board member

· Work with your Grand Deputy on any problems before contacting the Supreme Deputy/Inspector.

· Make sure that “IRS Pink Binder” is properly maintained and easily accessible each year
Senior Recorder
· Receives all money in conjunction with the Recorder and transfers to Treasurer and Senior                                             
Treasurer, receiving a receipt for the money 

· Makes out Assembly orders, if the Recorder is not present at Rainbow meeting, authorizing                                          
payment of all bills.  Assembly orders should be co-signed by the Worthy Advisor.
· Records minutes of the Board meeting‑ or may have separate secretary of the board and Sr.                                           
Recorder for Rainbow meetings

· Records minutes of the Rainbow meeting if the Recorder is not present 
· If the Assembly has a Recorder, work with her and guide her through her responsibilities ‑ eg.                              
making out assembly orders, collecting and counting all money, taking minutes, issuing dues cards

· Work with the Mother Advisor to send a monthly newsletter to girls, their parents, and adult     advisors.  This may be done by a designated Advisory Board member.  Also send reminders 

on appropriate social media platforms.                 
· See that state coming events and activities are announced 
· See that the names, emails, and addresses of new girls are added to the Supreme data base and forwarded to Supreme Inspector/Deputy after initiation as soon as possible.  (This is how the names and addresses are received for the newsletter.)   


· See that roll call and attendance is done at each meeting, whether by the treasurer or recorder

· Compare books with the Senior Treasurer at least three times a year, preferably each month to ensure accuracy

· See that all girls’ parents complete an annual permission slip prior to January 1st for the coming year or on initiation during the year

Senior Treasurer
· Pay bills from Assembly orders in a timely manner

· Do not pay bills until order is received with Worthy Advisor & Recorder's signatures 

· Give a receipt to the Recorder for all money received

· Have a report for all Advisory Board meetings and for all Rainbow meetings. If you are unable to attend, please see that a copy of your report is there.  Report should include all account balances, what money was received, and what bills were paid.  Remember that this is the girls’ money, and they should be aware of how much they have to pay bills, etc.  

· Compare books with the Senior Recorder at least three times a year, preferably every month to ensure accuracy 

· File IRS form each January. Make three copies, one for Assembly, one for Assembly “Pink Binder,” and one for Supreme Inspector/Deputy for her files. Send Supreme Deputy/Inspector a copy by email for electronic files.
Dad
· Works with the Confidential Observer and Outer Observer to check dues cards of all visitors

· Supervises the girls in set up and clean up of Assembly Room

· Get names and proper titles of all visitors, give to the Worthy Advisor before the meeting starts 
· Works lights when appropriate

· Serves as Advisor for projects 

Mother Advisor
    
See monthly calendar in Mother Advisors Handbook

Assistant Mother Advisor
· Assists Mother Advisor in all responsibilities as delegated by the Mother Advisor

· Know Mother Advisor's ritual for closing and for initiation in case she is unable to be there

· Be available to fill in for the Mother Advisor at meetings and activities

· Work with Sr. Recorder to see that all annual permission slips are turned in by January 1st
· Go with the Mother Advisor to visit WAA and her parents or girl with a problem, (if requested)
Advisory Board members, in general
· Attend Board meetings and Rainbow meetings as much as possible

· Except for your attendance at the organizational meeting, you may not attend other Advisory Board meetings until you are officially installed

· Attend as many state activities as possible with the girls

· Cooperate with and support the Mother Advisor and Chairperson

· Offer suggestions and ideas at Advisory Board meetings

· Assume advisor position and responsibilities for some projects so that the Mother Advisor is not                             
            responsible for everything 

· Do not criticize or discipline girls.  Speak with the Mother Advisor, who will then do this as this is her responsibility                       
· Keep a positive attitude and pass it on to the girls
· Encourage girls and their activities

· Help provide transportation for the girls, especially to things out of town

· Work with the girls on their projects and attend activities so that they realize you support them

· Work as fraternal liaison with your affiliated Masonic bodies

· Be aware of youth protection policies, especially regarding hugging or otherwise touching girls.  Always obtain consent from the girl first.
· Ratio of adults to girls at events
· 1-2 girls    
1 adult, although 2 is preferable

· 3-6 girls    
2 adults

· 7-12 girls  
3 adults

· 13-18 girls 
4 adults

· 19-24 girls
5 adults

· 25-30 girls
6 adults

· 31-36 girls
7 adults

· One BCI approved adult may drive a car full of girls  

· Adhere to social media policies.  Remember that girls should initiate a request to be a friend on social media.

· Only Advisory Board members who are installed are to be at Board meetings unless a person has been invited to attend for a special presentation.  They should be excused after their presentation and before additional business is conducted.
· Advisory Board business is private and is not to be discussed outside of meetings.  If a meeting is held virtually, please be aware of your surroundings so that discussions cannot be overheard.  We need to be able to have frank discussions so that optimal decisions can be made.  Many times, discussions include pros and cons of the topic.  If someone overhears a portion of the discussion, they made draw a much different conclusion than what was discussed in the entirety.  Thank you for honoring this request for privacy.
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