Member Manual
Updated March 2019-2020
The purpose of this Manual is to provide practical help and concrete information.
Contents are divided into three sections:
1. Introducing Our IOKDS Story to Prospective & New Members;
2. Member Orientation, Engagement & Retention; and
3. Tools for Leaders.
Each section is designed for ease of printing by you, including two-sided printing
for paper conservation. Sections may be helpful as discussion points for your
Circles/Branches. To obtain annual updates, refer to iokds.org/membersonly/member-manual. Questions or suggestions related to the content of this
document may be submitted to our International Communications Director.
We give thanks for all those who have worked to create Manuals before this one.
Every good work builds on the foundation of other good works, and this is no
exception.
1

Contents
Introducing Our IOKDS Story to Prospective and New Members
3.
4.
5.
6.

Founding Story
Pillars of Our Organization
Purpose and Policies
What Awaits You as a Member?
Eligibility, Dues, Circle, Member-at-large, Branch, Chapter, Union, Junior
8. Graphic: Our Members Are Our Structure

Member Orientation, Engagement, and Retention
9. Governance
10. International Projects: For Others, For Our Members
12. Branch and Circle Projects
13. Graphic: IOKDS Service Projects’ Impact
14. Communication: Our Brand
15. Communication: The Silver Cross-Submission, Writing & Photo Guidelines
18. Communication: iokds.org Website Guidelines
19. Communication: Social Media Guidelines
21. Membership Recruitment & Fund Raising
22. Headquarters and Staff

Tools for Leaders
23. Awards
24. Branch President
25. Branch & Circle Treasurers
26. Dues Procedure graphic (to be completed)
27. Circle President
28. Historical Resources
29. Founder’s Day Playlet
31. Juniors
32. Juniors Candlelight Installation
33. Organizing a New Circle
35. Admission Service
36. Candlelight Installation
37. Installation of Officers
38. Spiritual Life: Prayers
39. Farewell Service to Our Son
40. Memorial Service-Candle Light
41. Service of Remembrance
42. Songs of Praise
43. Step Out in Prayer
2

INTRODUCING OUR IOKDS STORY to PROSPECTIVE & NEW MEMBERS
Founding Story (See Tools for Leaders/ Detailed Historical resources)
Mrs. Margaret Bottome founded this organization on January 13, 1886 with a meeting in her
home at 18 Washington Place, New York City. Eventually, she brought together nine of her
Christian friends who, along with herself, made up “The Original Ten.”
Did you know?
From our beginnings, The KDS has been: 1) interdenominational with a focus on service;
2) respectful of individual and denominational theologies; and 3) respectful of the interest of
members in their own church activities.
Our incorporated name is International Order of The King’s Daughters and Sons (August, 1891).
The King is Christ. Our incorporated name is protected for use only by our organization.
Our History Books
You may wish to purchase copies of our history from our Headquarters office. There are five
volumes spanning 1886-2000 for their members’ use. (See Tools for Leaders, History Resources)
Our website: Go to www.iokds.org and follow the links to our history.
Our Historian: Contact our Historian at iokds.org/leadership directory.
Visit our Memorial Museum located on the second floor, Benedict House, 34 Vincent Avenue,
Chautauqua Institution, New York. It was established in 1981 with a mission to identify,
organize and preserve the printed, taped and photographic records and artifacts of The KDS to
benefit the members’ and the general public’s understanding of the organization. In the
museum you will find exhibits of early publications, photographs, Native American artifacts,
original minutes of early meetings, and the Margaret Bottome Room.
How to contribute: Contact the Historian with your offer of donations of documents, photos,
and memorabilia. Your offer may be accepted if it is in keeping with the mission and if it
extends the current collection.
Celebrating our History: (see Tools for Leaders, Founders’ Day Playlet)
January 13, Founders’ Day – Circles and Branches are encouraged to celebrate each January
13th or a date close to it. It is a wonderful opportunity to share more of our history.
December 29, Margaret Bottome Day –This is our Founder’s date of birth and is marked as such
in her honor. We also celebrate this day as “Juniors Day” in honor of our members 17 years of
age and under.
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Introducing Our IOKDS Story
The Pillars of our Organization
Our Purpose:
The objects of the Order shall be the development of spiritual life and the stimulation of
Christian activities. (Bylaws, Art. II)
Our Text:
Not to be ministered unto, but to minister. Mark 10:45 (King James Version)
Not to be served, but to serve. Mark 10:45 (Revised Standard Version)
Our Motto:
Look up and not down;
Look forward and not back;
Look out and not in,
And lend a hand.
By Edward Everett Hale
Our Watchword:
In His Name (from the Lend-a-Hand Movement, Edward Everett Hale)
Our Pledge:
We pledge allegiance to The King of kings whose Daughters and Sons we are and whom we
serve; one group banded together to minister to the whole world In His Name.
Our Insignia:
The Badge of Membership shall be a silver Maltese cross, worn with or without a purple ribbon,
bearing the initials ‘I.H.N.’ on one side and the word ‘Seal’ and the date ‘1886’ on the reverse
side. (Bylaws, Art. XXII)
The Maltese Cross of The KDS may be worn only by accredited members. Pins that denote
positions and awards (for example, for positions such as Past International President, Branch
President, Founder’s award) may only be worn by those who are serving or have served in those
capacities. (See Tools for Leaders – Awards; refer to iokds.org/shop)
Our Contemporary Prayer:
Eternal and Loving God, inspire and strengthen The King’s Daughters and Sons to grow in Your
love. Open our hearts to seek Your will in all we say and do. As we strive to serve those far and
near, help us to reflect Your Holy and Loving Spirit. May we fulfill Your will and mirror the
presence and power of Jesus Christ. Keep us faithful to the cross that we wear. In His Name,
Amen. (See Tools for Leaders, Spiritual Life, Original Prayer of the Order)
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INTRODUCING OUR STORY continued…
Our Mission:
To embody God’s Love through service improving the lives of people of all ages and circumstance.
Our Impact:
Based upon the “Lend a Hand” movement, we seek opportunities to serve. Through member’s
gifts:
 Students struggling with tuition can see a path forward to staying in school.
 Clergy and their spouses needing respite can find it and return to their congregations
with renewed energy.
 Young adults who come to Chautauqua as scholars or as interns, can find a way to
become agents for positive change in their own lives and that of their communities.
 Our IOKDS houses provide affordable accommodation for visitors to Chautauqua in ways
that spell out the warm and welcoming organization that we are.
 The New Horizons Program shows our leaders the possibility of becoming even more
skilled and knowledgeable.
The recipients of members’ generosity see that the possibilities truly are endless.
Education:
Although support of educational programs was not a stated purpose of the Founders, the
women’s interest in this field was responsible for the early planning of home study courses,
instituted by Miss Kate Bond, our second International President.
Education then became a formal part of the program of the membership. This emphasis now
includes an extensive scholarship program which provides financial aid to Native American
college students, ministerial students, health careers students, students around the world
studying in their home countries, and a summer scholarship for young adults aged 19 to 25 years
at the Chautauqua Institution in New York (1920-2020) In 2019 an IOKDS Learn and Discern
Internship Program at the Chautauqua Institution was begun as a five week experiential learning
course qualifying for college credit at the student’s college/university. (Refer to
iokds.org/scholarships).
Our Policies:
The KDS is an interdenominational organization. From its inception, The KDS has set a policy of
promoting religious life without reference to denominations; charitable work without reference
to race, creed or color; and educational advancement under Christian influence.
The KDS shall not be used for political purposes or participate directly or indirectly in the
candidacy of any person for political office. A full list of all IOKDS Policies is available by
contacting iokds5@windstream.net
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PROSPECTIVE & NEW MEMBER INFORMATION
What Awaits You as a Member? You have opportunity to…






make lasting friendships with people from all backgrounds and ages;
use your talents and grow your experiences;
receive and give inspiration, comfort and joy;
improve the lives of people in your community and globally; and,
add to the legacy of an interdenominational group with more than 133 years of service.

Eligibility: Any person may become a member of the International Order of The King’s Daughters and
Sons whose purposes and aims are in accord with its objects and who holds herself or himself
responsible to The King, our Lord and Savior, Jesus Christ. (Bylaws, Art. III)
Dues:
All members pay dues annually. Dues are set in the following ways:
-the International portion of dues is set by the membership at the annual conference;
-some Branches will set an additional amount to support Branch work;
-some City or County Unions may add a fee;
-some Circles may decide to add a Circle fee; and
-Chapters add a small fee
If you are a member of a Circle, dues are paid to your Circle Treasurer. If you are a member-atlarge in an area with a Branch designation, you pay your dues to the Branch Treasurer. If you are
a member-at-large in an area without a Branch designation, you pay your dues directly to
Headquarters. The deadline for the submission of dues is November 1.
So that accurate records may be kept at Headquarters, it is important that you list your name
consistently each year. For instance, if you registered as Mary Smith, you should not be listed in
a succeeding year as Mrs. William Smith. Please notify Headquarters of any name changes due
to marriage, etc.
No person may belong to a subordinate group (Branch, District, County, City Union, Circle or
Chapter) and NOT pay the International portion of their dues.
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What Awaits You as a New Member continued…
Circle Membership
The Circle is the unit of membership in the organization. Three or more members may organize
a Circle, adopting their own rules and conducting their own affairs in any manner consistent with
the policies at the International level. Circle members promote interest in The KDS by
undertaking local service for any human need, and by supporting the various International
programs and services. Circles are responsible for reports to the City, County, or District levels
and directly to the Branch. Independent Circles report to International.
Every Circle is obliged to submit the International dues for each adult and junior member. The
amount of this fee is determined by vote at the Annual Conference. Dues are used to support the
IOKDS operating costs, including membership support, communication, staffing and the IOKDS
properties at the Chautauqua Institution.
Member-at-Large
Individuals, who reside in an area without a Branch and are not members of a Circle, may
become members of The KDS as members-at-large (M-A-L). M-A-Ls of Branches are those
individuals who do not belong to a Circle in the Branch.
Branch Membership
“Branch” is the name given to the subdivision, in a geographic sense, called a state or
province. In states, Canadian provinces, and countries outside Canada and the United States,
one or more Circles having fifty enrolled members of The KDS may nominate a Branch President
and establish a Branch. (See Tools for Branch Presidents)
Chapter Membership
Whenever fifty or more members of The KDS choose a special activity, they may organize a
Chapter. Membership in a Chapter is in addition to Circle membership and may include
members from any geographic location. The Chautauqua Chapter with its focus on all activities
related to Chautauqua is an example.
Districts, County, and City Unions
Subordinate groups of the membership may include District, County, and City Unions, which
serve as administrative and advisory links between the Branch and Circle levels. Wide latitude is
given to such groups in the matter of organizational structure, meetings, and projects, as long as
the intention of the group is consistent with the aims and policies of The KDS as a whole.
Junior Membership
Junior Membership is for those from birth through seventeen years inclusive.
With the guidance of adult members, they may join into Circles, carry out many projects,
programs, activities, and enjoy holding office or being chairman of a committee. (See Tools for
Leaders, Juniors)
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Members Build Our Structure. Every member is entitled to a voice and a vote at the annual
conference.
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MEMBER ORIENTATION, ENGAGEMENT, & RETENTION
GOVERNANCE
IOKDS Conference
Members who attend the annual conference elect the Board of Directors, and they determine
changes to IOKDS bylaws and membership dues. Also reports are presented by all members of
the Board of Directors, Scholarship Directors, Committee Chairmen, and Branch Presidents.
Any member may attend the IOKDS Conference, join in business discussions and enjoy all
courtesies of the conference including voting on all motions.
Standing Committees:
Finance Committee
The Finance Committee is composed of the President, Vice President, Secretary, and the
Treasurer. It has general supervision over the finances of The KDS, brings an annual budget to
the Board of Directors for approval and reports on the operating budget at the Conferences.
Bylaws Committee – recommends amendments or revisions to the Bylaws. It consists of three
members appointed by the President.
Chautauqua Property Committee – has the general supervision over the organization’s
property, its maintenance and improvements. It opens and closes the organization’s houses
and Chapel and is responsible for repairs and general upkeep.
New Horizons Committee – is responsible for planning and implementing a leadership training
program to inspire, inform and enrich participants, thereby promoting growth in
membership. There are two phases for this scholarship program – one at Chautauqua and the
other is called “New Horizons on The Road.” The chairperson and vice chairperson travel, at
the invitation of members, to present the leadership training. There are four members on this
committee appointed by the President upon approval of the Board of Directors.
Nominating Committee –submits a slate of nominees to the IOKDS Conference following rules
outlined in the Bylaws. There are five members. The Chairman is appointed by the
International President.
Scholarship Committee-is comprised of all the Directors who manage the financial aid
Scholarships and are represented by one member who serves on the Board of Directors. The
Committee meets regularly to review common policies and procedures.
To obtain a copy of the International Order Bylaws
Bylaws may be obtained through the Headquarters office or downloaded from the IOKDS.org
website, "Members Only" section.
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MEMBER ORIENTATION, ENGAGEMENT & RETENTION
International Service Projects
Did you know?
Funding for the IOKDS programs and services comes primarily from the annual donations of
members, Circles and Branches. In some cases, designated funds have been established
through bequests, disbanded Branches and generous donors.
To make-a-donation…
All donation checks are payable to “IOKDS.” Your cover letter should indicate which project or
service you have selected to receive your contribution. Donor forms are available on our
website, and donations can be made by PayPal or charge cards on the website. Income tax
receipts are provided for US residents.
To obtain more scholarship information…
including eligibility criteria, application processes and funding, ask your Branch Officers or see
www.iokds.org for contact information. Deadline for all applications is April 1, except where
noted.

Projects Serving Others
Around the World Department
Purposes: To award financial assistance to students who live outside the United States and
Canada in order that they may further their education. Eligibility criteria apply.
Health Careers Scholarships
Purpose: To provide financial assistance to US or Canadian citizens who are studying medicine,
dentistry, nursing, pharmacy, physical or occupational therapy, or medical technologies.
Eligibility criteria apply.
Native American Scholarships
Purposes: To provide financial assistance to Native Americans who have a tribal Registration
Number. Eligibility criteria apply.
Student Ministry Scholarships
Purpose: To award scholarships to full-time students attending school or seminaries accredited
by the Association of Theological Schools in the United States and Canada. Eligibility criteria
apply.
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MEMBER ORIENTATION, ENGAGEMENT & RETENTION
International Service Projects continued…
Spiritual Life Clergy Renewal Week
Purpose: To provide clergy, giving priority to those who have served in congregations for more
than seven years, with a one-week stay in The KDS houses at the Chautauqua Institution.
Clergy and their spouses are invited. Accommodation and breakfast, gate passes for the clergy
and some meals are provided. Clergy must be nominated by a member.
Learn & Discern College Internships
Purpose: To provide experiential learning in their field of study with IOKDS at our International
Headquarters at the Chautauqua Institution. Interns work and share their knowledge for
IOKDS’s real life, organizational needs. The internship is a resume building experience for the
student’s career development in our faith-based organization. Our internship qualifies for
college/university credit at most schools, but the student must pay tuition to their
college/university for this credit. To defray this tuition burden, we offer a scholarship upon the
successful completion of the internship.

Projects Serving Our Members
Spiritual Life
Purposes: To strengthen the spiritual life of the membership, to encourage Bible study, prayer
and meditation and to plan and implement Clergy Renewal Week. Responsible for planning
and notifying members about our November 1st Prayer Day.
Accommodation in IOKDS Chautauqua Properties
Purpose: To provide all members with the opportunity to enjoy a holiday at Chautauqua. Every
summer, members can book a room in one of our houses in the Chautauqua Institution.
Available weeks, the booking process, a full description of the facilities and costs that are to be
covered by your donation are available through the Chautauqua Housing Director. Reservations
require a deposit and are made on a “first come, first served” basis.
New Horizons at Chautauqua and New Horizons “On the Road”
Purpose: To provide a leadership training program to inspire, inform and enrich participants,
thereby promoting growth in membership. For new Horizons at Chautauqua, participants stay
in the houses on the grounds of the Chautauqua Institution. For the “On the Road” format, the
New Horizon chairperson and vice chairperson travel, at the invitation of members, to present
the leadership training. This program, in either format, is offered at no cost to the participants.
Application forms are available at www.iokds.org.
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MEMBER ORIENTATION, ENGAGEMENT & RETENTION
Choosing Branch and Circle Service Projects
Each Branch, Circle or Union is encouraged to undertake missions and projects that aid in the
development of spiritual life and the stimulation of Christian activities. All projects and
ministries undertaken at the local level are to be managed and operated according to policies
and practices determined by the local governing board and staff. Branches are fully autonomous
and are solely responsible to regulate, manage, supervise and create local projects. Branches
cannot commit the resources of the international organization.
Districts, County, and City Unions Projects:
Subordinate groups of the membership may include District, County, and City Unions, which serve
as administrative and advisory links between the Branch and Circle levels. Wide latitude is given
such groups in the matter of organizational structure, meetings, and projects, as long as the
intention of the group is consistent with the aims and policies of The KDS as a whole.
IOKDS SERVICE PROJECTS’ IMPACT (see graphic next page)
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Communication: Brand to Amplify Our Work
A brand that sets you apart is essential to a nonprofit’s success. In today’s world, a worthy
mission is not enough. You have to communicate what makes you unique at every opportunity.
Jennie Winton, mission-minded.com
 A brand is not just your logo or letterhead. It’s your reputation, how we want to be
known. Our brand is a resource and an asset that should include the following
attributes: 1) Inform about our goals & objectives; 2) Garner favorable opinion about
our service and relationships differentiating us from our competitors; 3) Given
skepticism of our donors and member volunteers, project confidence in how we spend
money and resources; 4) Convey we are a good place to volunteer.
 Organizations with strong brands often raise more money.
 Strong nonprofit brands encourage continuity of support for the organization.
 Stakeholders (that’s you) aligned with brands often willingly tell their “circle” of friends
about the cause. (Successful Marketing Strategies for Nonprofit Organizations, 2nd Ed.,
Barry J. McLeish)
IOKDS’s Current Problem: Declining membership and donor base like many service and church
organizations in North America over the last decade. We are in competition with over 1M
remaining organizations for resources. Our focus remains broad as it was when our
membership was over 5,000 and our active presence was in many states and provinces.
Branding Goals:
1. Increased awareness of our organization;
2. Increased program credibility;
3. Continue building donor base
Elevator Speech: Say important things in one minute. (mission-minded.com)
 Use full name of organization; it conveys more than acronym IOKDS.
 Never assume the person you are talking to knows what you are about. Tell the
problems we address and why they should care. Start here every time.
 Repeat ad nauseam. It takes repetition to break through the thousands of messages we
are bombarded with daily.
 Add benefits, subtract features. Features are what the organization does. Benefits are
what happens as a result. People do not donate to features. They donate to get results.
“The International Order of The King’s Daughters and Sons” believes_____(value). Every day
we______(verb) ______(object) for ______(constituents), because _____(problem statement).”

1/2019/DMF
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Communication: Hard Copy, Website, Social Media
a. All IOKDS communication will communicate a positive tone conveying our respect for
and concern about others we serve and for each other.
b. Use words that create collaboration and rapport: and; next time; could you please;
yes you can; as soon as; there’s something…
c. Avoid words that are likely to create conflict and resentment: but, should, you will have
to; can’t because; there’s nothing…

The Silver Cross:
The communication purposes of The Silver Cross are connection and engagement with
current and prospective members.
Each issue will feature energizing, inspiring perspectives of faith and information from
your IOKDS President and Vice President of Spiritual Life. If you read this section, you
will feel inner and outer empowerment as a member.
In addition, each issue will include a section on IOKDS Mission Impact with articles about
the outcomes of our projects for those we serve. If you read this section, you will know
how to succinctly answer the question, “How does IOKDS make a difference?”
The third section of each publication will focus on IOKDS Member News from the
International, Branch, and Circle levels. If you read this section, you will be a member in
the know.
As a member, you will receive four hardcopy magazine issues by third class mail each
year unless you notify International Headquarters that you prefer to read a digital copy.
A digital copy of both the Annual Report and the most current issue will be posted on
the public website IOKDS.org under the Home tab index, The Silver Cross. A digital
magazine archive of past issues will be found in the protected Members Only section of
the website. Choosing not to receive the hardcopy The Silver Cross will not change your
annual membership dues amount.
The Silver Cross Submission Guidelines (subject to change)
The Silver Cross receives most of its content from members like you. We need your
stories and high-resolution photographs. We invite you to submit them to: IOKDS
Communication Director, silvercrosseditor2@gmail.com .
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The Silver Cross submission guidelines continued…
Material will not be published without submitting the name of the author or contact person who
is responsible to ensure correct information is communicated. Materials submitted may be edited
or modified due to style or space restrictions. Items will be used based on space available and
interest. Receipt of all submissions will be acknowledged by the editor. IOKDS volunteers serve
as proof readers for each issue.
Article submission to The Silver Cross editor is your consent to IOKDS’s right to edit and
publish all or part in print or digital communication medium.
The Silver Cross Best Writing Practices
 Event or news should not have occurred more than six months ago.
 Write in the active voice objectively. (“We provide” instead of “we are provided with…”)
 Use first-person and second-person language (“we” and “you”). The word “You” directly
addresses the reader and pulls them into your story. Third person is dispassionate and
the least effective form.
 Use plain, unformatted typed text. Our publicist and graphic designer set article
formats including font, type size, spacing, graphics and lay-out.
 IOKDS member names and their Branch that appear within an article will be bold typed
as recognition for their service.
 Biblical quotes are bolded in italics without quotation marks. The text is listed without
italics following the quote including the Bible edition used.
 Titles and taglines: 1-Use or imply the word “You.” 2-Reference the problem your
organization exists to solve. 3-Use active verbs. 4-Keep it simple.
Best Practices to Tell Your Story (branding suggestions from mission-minded.com)
 Remind the reader of the exact problem you are working to solve for the exact
population.
 Focus on and describe the benefits or positive outcomes of your work, not the features
of your work. Your article should not read like committee minutes.
 Examples are better than explanations.
 Keep it simple mentioning only what is needed to convey your point. Limit length to
700 words or less if possible. Social media overload reduces readers’ attention spans.
500 words of text guarantees space for a photo or visual graphic to speak a 1000-words
with your article.
 Avoid using acronyms, abbreviations, and jargon. Write out the International Order of
The Kings Daughters and Sons. (Capitalize “The King’s” as it refers to Christ our King.)
 Engage the reader with “You” not “I.” Content comes alive with first person stories.
 Highlight people not programs.
 Readers are more apt to respond and remember an emotional story rather than
statistics. Use numbers if they are surprising and frame them to help the reader
conceptualize what the numbers really mean.
16

Your Silver Cross continued…
Guidelines for Photo Submission-a picture says a thousand words; include them!
 Send close-ups of people in action including your volunteers. Facial photos that emit
emotion and engagement help to tell your story.
 When possible send photos of people that benefit from your service. Be sensitive to
their need for privacy. You must have their written permission to publish their photo.
There is a printable photo release form on our website under the home tab, forms.
 You are encouraged not to send posed group photos, donors giving checks, and
speakers standing at a podium unless you have a compelling story article to accompany
the photo. Be sure your accompanying article demonstrates how The KDS service
makes a difference in the life of the recipient(s). Don’t send fancy dinner photos that
imply donations are spent frivolously.
 Use a smartphone, tablet, or high-resolution camera.
 Turn off the date and time feature of your camera before shooting the photo
 Digital photos need to be at least 300ppi/dpi in JPG/JPEG format. Images with
resolution less than 300ppi, will print fuzzy. This is the common format for today’s
smartphone or tablet.
 Send photos as a separate attachment to your article. Title the attachment with the
photo caption you want to appear in the article. Identify all persons by name in the
photo. Do not embed the photo into your manuscript.
 Do not send photos from home copiers or copy machines, other magazines,
screenshots, or photos from websites.

1/2019/DMF
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Communication: Website iokds.org
Our iokds.org website is the story of our brand. The website is where our brand comes to life
as an interactive information experience bringing out who we are and the benefits that result
from what we do. (see Brand tool box). Our website goal is to inspire our visitors to join us,
members to continue their engagement, and for people to donate their time and financial gifts.
The guiding principle to our website is value to the end user determined by relevance to a
search query. Google prioritizes fresh content over content that has been there for a long time.
The Members Only tab of the website is password protected to limit exposure to any mass
mailing and solicitations. You may contact the Headquarters Office to receive the 14-digit
password.
IOKDS will not sell, trade, or otherwise distribute our email list to any other organization or
business.
You are encouraged to send succinct news items, photos, and YouTube videos to the
International President (orderpresident26@gmail.com) or The Silver Cross editor
(silvercrosseditor2@gmail.com) who will work with our Webmaster for posting on the iokds.org
site.
Local Circles and Branches may have their own websites. Any membership list and/or
addresses as well as meeting minutes must be password protected. If a chat room is included,
topics must be limited to general programs, fund raising, and social activities. Please register
your site and any passwords with your Branch President and our Headquarters Office. Your
website can be used to sell items as part of your fund-raising project.

1/2019/dmf
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Communications: Social Media
Social media is a digital form of word-of-mouth marketing that encourages connectedness,
collaboration, and community. (Alvin Toffler, The Third Wave). To help the public find us, and to
engage younger members, we need to use social media. The goal of IOKDS social media is to
create and participate as a community sharing information, ideas, and messages. Our goal at
the international level is to generate and utilize social media profiles in 2019 and beyond to
increase IOKDS brand awareness and promote growth.
Facebook.com=similar to corner pub where people assemble to socialize; everyone is a friend
Twitter.com=sound bite message; also search engine; by default, all tweets are public
LinkedIn.com=Business communication & networking jobs
YouTube.com=create your own TV show free; educational how to videos; owned by Google
Blogging=personal soapbox to share information and opinions; each post indexed by search
engines; they rank quickly for your website to help connect you to customers
Think authority: Communicate your passion, drive, knowledge, in an open, direct, and
positive way. You must be honest and transparent on social media to maintain brand trust.
Say who you are speaking for, what you believe, and who you are.
Think content: Would I want to receive this message or would I find it disruptive? Don’t
send broadcasts about you but post what is relevant to your reader audience.
Think visually: Create and use pictures that stop the eye of the casual online browser.
Visuals take center stage on mobile phones. Images are website traffic magnets.
Research from Xerox and HubsSpot reveal people are more likely to engage in social media
posts that include images, infographics, &/or videos. Since photo posts attracted 104%
more comments than the average text post and 84% more website link clicks than text
alone, IOKDS needs to include high quality photos with as many IOKDS posts as possible.
Think keywords & phrases: Facebook, Twitter, LinkedIn, and YouTube are search engines.
Google monitors their searches. If you repeat keywords & phrases in social media titles and
text, this increases IOKDS website findability. (Thumbonomics-Essential Business Roadmap
for Social Media & Mobile Marketing, Heather Lutze) A keyword can be information content
like “scholarship;” shopping content like “looking for internship;” specific keywords like
“College Learn and Discern internship.”
 Keywords used in our organization with high probability of triggering an IOKDS ad (if
we paid for it) to appear in Google search results: (high to low order of impact):
friends, scholar, job, career, service, health, history, college, travel, hospital,
children, challenge, learn, opportunity, student, Christian, excited, faith,
Chautauqua, organization, contribution, change, spirituality, internship, celebrate.
Use these when you can! (ads.google.com)
 Keywords of low probability used in our organization: interdenominational,
nonprofit, elder, member, generosity, nursing home, clergy, join us.
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Think Likes: Weekends are the best time to share content because most people are logged
in then. The more likes your content receives, the more often it will be viewed and the
number of people seeing and accessing the content will grow over time. A like introduces
and endorses you to every one of the user’s friends. An average person on Facebook has
130 friends. Tell members to like you to show support for the organization and stay
informed. Tell visitors to like you to learn more about IOKDS.
Think ?’s to generate comments: “What would you like to see more of from IOKDS? Who
or what project inspires you the most? Why do you like to volunteer? What can we do
better? We have a challenge. Can you help?” Engagement is vital metric for success in
social media.
Think respond to comments: Unless a comment is obscene, profane, bigoted, or contains
someone’s personal and private information, never delete it from a social network. Instead
respond quickly to all bad comments made on social media. “I’m sorry you had this
experience.” “We’re sorry you feel this way.” “We are working to fix the problem.” Your
message then becomes “you really matter to me/us.” Respond to positive comments.
“Thanks for your feedback. We’re listening.” “Thank you for taking the time to share.”
“Thanks for liking us. We like you too.” This reinforces our IOKDS brand of caring and
friendliness.
Think video: Content is more important than production, 30-90 seconds per video,
showcase brand personality, respond to comments about video (Likeable Social Media,
Dave Kerpen)
Circles and Branches can use social media to stay connected with each other online and
share with others about themselves. Circle and Branch accounts are to be owned and managed
by the originator, not by the international Headquarters.
A Facebook Page or Group can be created by a Circle or Branch. A Page can be viewed by both
members and nonmembers. A Group is closed requiring an administrator and is best if the
Circle or Branch wants to have a discussion forum.
Platforms like Instagram and Twitter are visible to anyone unless an administrator manages the
account settings to be private.
A Facebook Page and other social media sites including a local website may be used to post a
Circle or Branch fundraiser. The posting shall only include the name of the event or item for
sale, the date(s), price, location, and contact information. Postings shall not include links to
commercial websites as this would imply product endorsement.
If the buyer of a product from your internet fundraising is located in your state, you may need
to collect sales tax. Local Circles and Branches are responsible for investigating this
requirement through your state department of revenue. All internet sales must be conducted
using volunteer labor. No sales commissions are allowed on any internet sale. Due to
complicated US tax law, no online auctions are permitted in the United States.
(1/2019/dmf)
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Membership Recruitment & Fund-Raising Communication





(refer to Communication: Branding)
Customers are members, potential members, volunteers, persons we serve and donors.
Problems:
1. Willingness to join as a formal member is declining in service clubs & churches.
2. We cannot assume people will join and donate because they did in the past.
3. Explosion of nonprofit organizations creates competition for people & funds.
(Successful Marketing Strategies, McLeisch)
Solutions:
1. A nonprofit must compete for purpose, and that purpose is our mission.
Communicate a clear sense of our mission by emphasizing our impact to others
of all ages and circumstance. For example,” Embodied with the Love of God, our
members improved the weekend nutrition of 30 children by assembling home
snack packages.” Note, the emphasis was not on our process of collecting food,
getting volunteers to pack the food, finding out which children needed food, etc.
The emphasis was on the children who benefitted from our service.
2. Consider who are the persons to target for membership or donation. What are
their values and needs that will be met if they join us or contribute their
time/money? For example, a millennial may be short of volunteer time while a
retiree may have time on their hands.
3. We cannot deliver the same communication message in the same way to all of
our targets. Each message must be as personal as possible when structuring our
solicitation for membership or funds. For example, we might telephone a retired
member saying I would like to share some information about IOKDS with you. A
Gen Z may rarely answer his/her phone but would “Like” or “Comment” on a
Facebook post showing a photo of the smiles of the recipients of your weekend
snack pack.
4. Don’t exaggerate or lie in your communication. Your supporter will never forget
this if they find out later.
5. You must frequently report on progress even if it is negative. Be transparent.
Donors and members and volunteers want to know the truth and assume there
will be bumps in the road.
6. Focus on building relationships.
7. You must ask the person to join or contribute in a way that they know exactly
what you are expecting of them. The more specific you are about what action
you want people to take, the more likely it is to happen. For example, I want to
invite you to a meeting. We would love to have you join. So, come see what we
are about and then decide about membership.
8. Don’t take “no” personally. People cannot say “yes” every time. Some parts of
the organization may be more appealing to them than others.
9. You must frequently say, “thank you.”
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MEMBER ORIENTATION, ENGAGEMENT & RETENTION
Headquarters & Staffing
IOKDS Mailing address
PO Box 1017, Chautauqua, New York, 14722-1017
Site address at Chautauqua
Jennie. C Benedict House, 34 Vincent Ave, Chautauqua Institution
(On the brick walk leading from the Welcome Center to Bestor Plaza occupying the entire left
side of the first floor.)
Office Hours (EST)
Monday to Friday 9:00 am to 4:30pm. Closed at lunch. Brief personal visits please. Please
respect confidentiality of the work place.
Telephone number
716-357-4951
Staff
Christine White, a Certified Public Accountant, is our Office Manager. Staff includes Larisa
Price. Thanks to their skills, our organization is well managed and efficient. They handle all
daily operations for a diverse group of officers and members, who live great distances apart.
Email address:
iokds5@windstream.net
Contact the staff by email when…(email provides written record so request can be passed on;
avoid chain emails please)
- you have a question that cannot be answered by this manual, your Branch Officers, the
appropriate International Officers/Directors
-

you don’t know where to direct your question;

-

you are having difficulty completing a form or information request from Headquarters;

-

your copy of The Silver Cross has not arrived as expected;

-

you have news about the health and well-being of long-time members, Branch Presidents or
Board of Directors members

-

you move; or a member of your Circle or Branch has passed away.
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TOOLS FOR LEADERS
Awards
Life Achievement Award:
This award is honorary in nature, and may be given to anyone who has given outstanding service
to the Order.
Founders’ Award:
The Founders’ Award was established on July 27, 2005, to honor the spirit of our ten Founders, is
a pin symbolized by a double heart, supporting a Maltese cross engraved with IHN. Individual
members, Circles, or City and District Unions may submit the name of a person deserving this
special award to the Branch. The Branch will then implement a selection process and send the
request to Headquarters, along with the fee (currently $250.00 U.S.). A certificate and the pin
will be mailed to the Branch and awarded at a Branch convention or other special meeting.
Honorees should demonstrate one or more of these qualities of our Founders:
Margaret Bottome’s spirituality and leadership
Mary Lowe Dickinson’s great vision of the future and ability to communicate
Isabella Charles Davis’ rousing enthusiasm
Mrs. Theodore Irving’s interest in young people
Miss Georgia Libby’s devotion to friendship
Mrs. Frances Payson’s beautiful character
Miss Susan B. Schenck’s interest in missions
Mrs. Courtland DePeyster Field’s consecration to The King
Miss Helen Hammersley’s good works
Mrs. J. F. Ruggles’ willingness
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TOOLS FOR LEADERS
BRANCH PRESIDENT DUTIES
Established Branches
An established Branch holds its own Convention. If the office of Branch President becomes
vacant and there is no Branch Vice President, the Branch Executive Committee has the power
to elect a President to serve until the next Convention.
Branch Convention Responsibilities
 Appoint and lead convention committee to set date, place, theme, agenda, price.
 Notify Headquarters and Communication Director of above information to be posted on
IOKDS website.
 Appoint Nomination Committee and Chair.
 If needed, appoint Bylaws Committee and Chair.
 Use a published agenda to conduct business meeting according to Roberts Rules of Order;
make sure decisions are recorded and communicated.
Ongoing Branch President Responsibilities
 Uphold Branch Bylaws.
 Work with Branch Treasurer to ensure dues are collected and submitted by Dec. 15.
 Problem solving as need arises.
 Make sure new member contact information sent to Headquarters.
 Nominate awards as indicated by members.
 Support Branch projects; may include serving on a Board of Directors for project
owned/sponsored by the Branch like a senior or child residential facility, hospital, camp,
or child development center.
 Write or recruit an author for an article in The Silver Cross once/year about the Branch.

International Conference Responsibilities
 Submit written Branch report for Conference binder by deadline.
 Attend Annual Conference to present oral report; attend Annual Branch President’s Forum
 Act as communication link between International and Branch ensuring information and
business outcomes are shared in a timely manner.
To Establish a New Branch
A Branch President is nominated by the Branch membership and then appointed by the Board
of Directors or Annual Conference to serve until an election of officers at a Branch Convention
to be called within one year after appointment. The Branch must adopt Bylaws consistent with
those of IOKDS.
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TOOLS FOR LEADERS
Branch & Circle Treasurers (see Bylaws Article XIII)






Every Circle is obliged to pay the International dues for each member, currently $35USD
per adult member, ad $2 USD for junior members under age 18. The amount of IOKDS
dues is periodically changed by majority vote at the Annual Conference, usually held in
April/May.
An Adult Circle fee of $20.00 USD is required and payable when membership dues are
paid. June Circle fees are currently $10 USD and expected each year when a Junior
Circle list of membership is submitted with their dues.
Both dues and Circle fees provide support to the International Operating Budget.
Membership renewal and dues collection process:
1. During the summer, Headquarters prepares a Membership Renewal Packet for each
Branch. Each renewal packet includes all of the respective Branch’s upcoming year’s
Circle Membership Lists, a member-at-large list of independent members in their
Branch area, a Circle Summary sheet, Membership and Circle Citation application
forms, Program Support Forms, and letters of instruction for both Branch and Circle
treasurers.
2. During late summer and early fall, Headquarters emails these renewal packets to
each Branch Treasurer.
3. The Branch Treasurer then emails the respective Circle Membership List complete
with each member’s name and address provided during the prior year, to each Circle
Treasurer in their Branch. At the same time, the Branch Treasurer also sends
Membership and Circle Citation Application Forms, Program Support Forms, and
letters of instruction to each Circle Treasurer.
4. Each Circle treasurer then reviews their Circle’s Membership List, and ensures that
each member’s contact information is correct as printed. If the information is in
error, the Circle Treasurer then corrects the form manually or through the use of
strike-through editing, so that the change can be readily seen at HQ and changed in
the database of members held at the International HQ. Edits that are not
immediately visible on Circle Membership Lists may be overlooked.
5. The Circle Treasurer collects each member’s dues for International, Branch, Union,
and the Circle as applicable to the Circle. (Collection of dues may occur throughout
the year, during the summer, or just before submission to their Union or Branch
Treasurer.). Some Circle Treasurers collect donations for International Program
Support during that time, but that is largely determined by the Branch.
6. After careful review for accuracy, Circle Treasurers submit their Circle Membership
Lists and payment for dues and Circle fees to their Union or Branch Treasurers, that
is, to whomever is next in the hierarchical chain of command. Program Support
Forms are sent directly to the Branch Treasurer or International HQ, depending on
Branch and Circle Treasurer preference.
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Branch and Circle Treasurers continued…
7. Once the Branch Treasurer has received and recorded a fair amount of their Circle’s
and Member-at-large membership dues and fees, the Branch Treasurer completes a
Circle Summary Form listing each Circle from whom dues have been received to that
point. The listing of Circles should be alphabetized, and the numbers of members
along with the amount of dues being submitted by each should be carefully checked.
8. Once completed, the Circle Membership Lists are attached alphabetically to the
Circle Summary Sheet, and mailed to International HQ.
9. This process (7&8) is repeated until all Circles have been accounted for, and mailed
to HQ. The Members-at-large list of members who have responded to the Branch
Treasurer are also listed on the Circle Summary Sheet, and sent in at that time. Dues
should be sent to HQ no later than December 15. This is essential for meeting the
needs of the International Operating Budget.
10. International HQ then receives the Branch packet of Circle Membership Lists, et.al.,
and sends a receipt to the Branch Treasurer.
11. The database at International HQ is then updated with all the changes on each of
the Circle Membership Lists and Members-at-large lists.
12. Early the following year, the year for which dues are being paid, the staff at
International HQ assemble a list of those from whom they have not heard, and the
staff proceed to individually contact by mail through sending each person a
Member-at-large Form along with a renewal letter and a return envelope.

CW: 1/2020
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TOOLS FOR LEADERS
CIRCLE PRESIDENT DUTIES














Appoint committees and chairs
Set yearly calendar of meetings and events
Plan meeting agenda. Without an agenda, your meeting will drift. There are several
ways to create an agenda: 1) Create it together as the opening activity of the meeting;
2) Create it ahead of time with input from the members; 3) Combination of the two
Conduct an effective meeting giving all a chance to be heard, to make sure decisions are
recorded and communicated, following Roberts Rules of Order, and periodically
evaluate meetings and Circle.
As important as it is to run your meetings well and to have a sense of purpose as a
group, Circle members also look forward to praying together, to friendship-building
time, and to encouraging each other through difficult times.
When you welcome new members to your Circle, let your Branch President and Branch
Membership Chairperson know; send new member contact information to
Headquarters.
Instruct Treasurer to order new member pin and any awards jewelry.
Support Treasurer in collecting dues and mailing to Headquarters by Nov. 30.
Attend Branch Convention and Annual Conference if at all possible.

Tips to Keep Your Circle and Branch Vibrant
See Communication: Brand to Amplify Your Work
1. Set goals
Members are more motivated when they identify their own goals and assume responsibility for
accomplishing their goals. Divide into groups of three. In ten minutes, brainstorm ideas and
share with whole Circle. Then discuss priorities or tape a large paper to wall. As people arrive,
ask them to write one thing they would like to do during the year. Then discuss pros and cons
of ideas. Look for group consensus for one or two ideas.
2. Plan Program activities that would help members accomplish these goals:
- invite guest speakers
- have a Circle member research and present on a topic
- attend an activity or lecture as a group
- participate in a community service project together
- implement fund-raising activities
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TOOLS FOR LEADERS
HISTORY RESOURCES
For Historical Research: If you require access to primary sources held in our museum, you
must obtain written permission from the Historian. No items may be removed from the
museum as all donations become museum property.
Our History Books: You may wish to purchase copies of our history from our Headquarters
office or borrow them from members. Every Branch is encouraged to obtain a complete set of
all available volumes for their members’ use.
History of the International Order of The King’s Daughters and Sons, Sara F. Gugle, Stoneman
Press, 1931. This volume covers the early beginnings of the organization from 1886 to 1930. It
includes biographies of the founding members and the history of the early growth of the
organization. Original copies are scarce, but it was reproduced in 1984. The biographies and
early history are also repeated in Volume III.
History of the International Order of The King’s Daughters and Sons, Volume II, The Recorder
Press, Laura S. Goodhue, 1951 (out of print). Using copies of The Silver Cross and the minutes
of meetings of Central Council as reference sources, this volume covers the years 1931-1950. It
presents information by Department, by Branch, and by year.
History of the International Order of The King’s Daughters and Sons, Volume III, Color Art
Press, Dorothy F. Ellison, 1970. Volume III repeats the early history from Volume I with more
details and provides further information about Department activities, Branch activities and
International activities from 1886 to 1970.
History of the International Order of The King’s Daughters and Sons, Volume IV, Pierson
Printing Co., Ruth M. Bleich, 1986. Using minutes of Central Councils and General Conventions,
this volume outlines the major events at the International and Branch levels from 1970-1986.
History of the International Order of The King’s Daughters and Sons, Volume V, Fleet Printing,
Frances Buskey Sellew, 2001. This volume provides an interesting look at the most recent
activities at the International and Branch levels from 1986-2000.
History of the International Order of The King’s Daughters and Sons, Volume VI 2001-2020 in
research phase.
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A Playlet Suitable for Founders’ Day – “Channel K.D.S.”
(Compiled by Mrs. Ray C. Alger)
Instructions: This playlet is a great way to introduce and/or review our history with Junior
members. Have the Original Ten members, seated at a table, answer the questions from a
Junior.
Junior: (comfortably seated in a big chair, reading the history of the Order, looks up and sees
the Ten) Are you the Original Ten I have been reading about? (Margaret Bottome and all the
ladies nod in the affirmative.)
Margaret Bottome: Yes, and we shall all be glad to answer any of your questions.
Junior: Who was the first to have the idea of organizing the KDS?
M.B.: Perhaps I was the first one to think of a sisterhood of service, with a badge that would be
worn to show our willingness to serve humanity wherever needed.
Junior: Where was the first Circle organized?
M.B.: At my home, 18 Washington Place, in New York City. Nine were present at that first
meeting and we kept a place for Mrs. Isabella Charles Davis who could not be there that day.
You see we used Dr. Hale’s suggestion of the Ten for a Circle.
Junior: Who were the ten in that first Circle? Are they all here with you today?
M.B.: Yes, and I shall be very happy and proud to present them to you, the original ten
members. (They stand and acknowledge the introductions): Mary Lowe Dickinson, Georgia
Libby, Mrs. Theodore Irving, Mrs. Mary Payson, Mrs. DePeyster Field, Mrs. Ruggles, Susan
Schenck, Helen Hammersly, and Mrs. Isabella Charles Davis.
Junior: (Gets up and goes to table and shakes hands with each one of the ten.) It is a great
honor for me to meet you. I cannot be one of the first members, but I shall try to be a very
good member. Who was your first president?
M.B.: I was chosen to be the first president; Let me present our first secretary, Mrs. Dickinson.
M.L.D.: Thank you, Margaret, and now I shall present to you our first treasurer, Miss
Hammersly, and Miss Libby who soon took over for her and served until 1891.
Junior: Where did you find the name The King’s Daughters?
Mrs. Irving: I think I may best answer that question, for I was responsible. I had a select school
for young ladies in New York City, and at their graduation I would call them together and talk to
them before they went out into the world, calling them “The King’s Daughters.” This name
seemed to an appropriate one for our sisterhood of service rendered In His Name.
Junior: Could someone tell me about the Maltese cross and how it was chosen?
Mrs. Davis: We borrowed the little Maltese cross from the early Waldensian Christians; our
badge is the silver Maltese cross, with the letters IHN on one side, 1886, the year of
organization, on the back.
Junior: Do we have a motto?
Mrs. Payson: We have a very inspiring motto. One that Dr. Hale suggested for us to use:
Look up, and not down;
Look forward, and not back;
Look out, and not in,
And lend a hand.
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Playelet continued…
And we also have a simple, but meaningful watchword. The letters IHN stand for In His Name,
for we desire to do all in our Master’s name.
Junior: I wonder if we have a text also.
Mrs. Ruggles: Yes, we have a text that is the central thought of all our activities, taken from
Mark 10:45, “Not to be ministered unto, but to minister.”
Junior: Someone mentioned the Waldensian Christians. Who were they, and what connection
do they have to us?
Miss Schenck: Shall I answer this question, Mrs. Davis? The Waldensians were early Christians
and the time of their severest persecutions, they used the letters IHN, also the Maltese cross,
the sign by which they could recognize each other as they went out to battle.
Junior: Do you have any official magazine that every member might know what is happening?
Miss Hammersly: We have a fine magazine that is published regularly during the year, called
The Silver Cross.
Miss Libby: You know we have had this magazine since 1888 when Mary Lowe Dickinson
brought the first manuscript to Central Council. She was the first editor and served for twentysix years.
Junior: Thank you for answering all my questions. I will work hard to do my part today, so that
I, too, shall add something constructive to the future of The King’s Daughters and Sons.
Junior: (speaking to all Juniors everywhere) Let us celebrate our Order’s birthday by being
better members and by helping others whenever we can.
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TOOLS FOR LEADERS
Juniors
Eligibility: ages birth (suggest 7 through 17 years of age.)
Dues: International Junior dues are $2.00 per year. Junior Membership cards are available at
Headquarters. Letters of welcome and Junior Member cards are sent. There is a Junior Circle
fee of $10.00 per year. Total dues=$12/year. Juniors can also be Members-at-Large. These
membership dues can be sent in with the Adult Membership lists.
Summer Camps-annual residential Camp Lookout, Montrose, Iowa, on the Mississippi River
The Junior Prayer
Almighty God, our everlasting Father, may we always strive to please You in our efforts to do
good; wherever we are, whatever our duties, may we always be true to the little cross we wear,
for it stands for purity, honor and unselfish actions. Help us to do everything, In His Name.
Amen. (The Junior Prayer bookmark is available from our Headquarters staff.)
Junior Circles
Junior Circles are formed with three or more members. They have adult supervision and are
usually sponsored by an Adult Circle. The adult leader should be there for support,
encouragement, and ideas. All Junior Members are registered at Headquarters. Each Junior
Circle should have planned Bible studies, activities, projects, and programs that are age
appropriate. These young members will continue to grow in their spiritual life and leadership
skills. They will begin to hold leadership roles, learn our history, and learn parliamentary
procedure as they start their journey. Upon their 18th birthday, they become Adult members.
Junior Day
In 1925, December 29th was declared “Junior Day.” This is the birthday of our founder,
Margaret Bottome. (see Tools for Leaders, Founder’s Day Playlet)
Grants for Junior Projects (established 2018)
Goal: To encourage the development of Junior Circles, to enhance their ability to serve the
community and to provide learning opportunities.
Amount: Up to $500.00 available to assist with Junior Circle service projects
Service projects may be intergenerational or may be developed by any Junior Circle under the
guidance of an adult IOKDS member. Junior Circles may be established for the purpose of
applying for this grant. Established Jr. Circles are encouraged to apply. Grant application forms
are available at www.iokds.org
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A CANDLELIGHTING – FLOWER INSTALLATION for JUNIORS
“A candle is a lovely thing, to light for Him tonight;
A slim white candle, straight and tall, to make the darkness bright.
So pure He was, so tall and straight, that all the world was lit;
A pathway widened out ahead, when Christ walked into it.”
Leader – Read Psalm 45:1-11. No matter how well you have selected and elected the officers,
they cannot realize complete fulfillment of your goals without the cooperation, understanding
and love of every member.
Leader --- And there shall be a watered garden. Jeremiah 31:12. In some gardens, we find all
kinds of flowers. In our Order, we find a great variety of personalities and talents, yet they are
all needed in the scope of our world-wide service. I think of these chosen officers as a lovely
garden.
Leader --- To the President: I give you this lovely red rose as a symbol of Love and Courage; the
long stem is the year ahead, which at this time may well seem long; the thorns are the trials
that may come – they usually do, in some form. May the love and fragrance dispel all
difficulties. Love is patient and kind, long-suffering, and is not boastful. For courage, Be
strong and of good courage; be not afraid, nor dismayed for the Lord your God is with you.
Leader--Vice President: I give you this pink flower of Co-operation and Strength. I will trust in
the Lord, and not be afraid, for He is my strength.
Leader-Secretary: I give you this flower (yellow, or any color) of Concern and Interest; Study to
show yourself approved of God…
Leader--Treasurer: I give you this white flower of Service; Not to be ministered unto, but to
minister.
Leader—all officers: I charge you all to accept the various duties of the office to which you have
been elected, not as mere tasks to be accomplished, but as privileges for further service, In His
Name. You cannot do this alone, nor do you need to, for you have the promise of One who is
able, and He has said, As your days, so shall your strength be.
Leader—all members: As a pledge of loyalty to these officers you have elected, will you stand
for the prayer of dedication, each one rededicating their services to our King of kings.
All pray the Prayer of the Order.
Leader – Now by the authority given me as the installing officer I declare you have each been
duly invested with the office to which you were elected.
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TOOLS FOR LEADERS: ORGANIZING A NEW CIRCLE
PREPARE YOURSELF:
Study this Members' Manual. Be sure that you understand the purpose of The KDS; know
something of its history and origin. Be familiar with the organization's projects and activities.
INTEREST A GROUP:
Through personal contact and conversations, you may know several people whom you feel
would be interested in membership in the organization - or you may be aware of individuals
already interested in a particular community need or project that could be better served by
an organized group. Invite them to your home or some scheduled place to talk informally
about organizing a Circle. Have several copies of The Silver Cross magazine and our website
to share.
Enthusiastically present the history, purpose, and ideals of the organization. Tell them about
the work of the organization and how they can participate. Explain the Branch organization
and tell of the Branch projects and other outstanding Branch work. (print handouts for
prospective members in this manual)
Tell why this group should organize. Outline a few possible projects. Allow time for
questions. Schedule, if possible, the next meeting; encourage those present to invite other
interested persons.

FIRST ORGANIZATIONAL MEETING:
Have a suitable devotional service. Elect temporary officers; nominations may be made from
the floor. A president (leader) and a secretary will be all that is necessary at this time. Be
sure that it is understood that these are temporary officers.
Elect from the floor a committee to write the Circle bylaws or guidelines. This committee
should be ready to present them at the next meeting. Keep them simple. They should
comply with International and Branch bylaws
Discuss the following: Name of Circle, projects, time and place of future meetings, dues
(including International and Branch as well as Circle dues).
Request from Headquarters a "New Circle Formation Submission Information" sheet.
SECOND ORGANIZATIONAL MEETING:
Open with a devotional thought. Read the minutes of the previous meeting.
Have the report of the Bylaws or Guidelines. When accepted, charter members sign them.
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TOOLS FOR LEADERS: ORANIZING A NEW CIRCLE continued…
The permanent officers should then be elected (the bylaws indicate who they are and how
long they serve), and they take office as soon as elected.
NEW BUSINESS:
The first item should be the filling in of the membership lists in triplicate. (These may be
requested from your Branch Treasurer or Headquarters.) Send three copies of the list, along
with the dues from each member, to the Branch Treasurer who will keep one copy, send one
list to the Branch President and the third with the International dues to Headquarters.
Indicate on the lists that this is a new Circle.
GENERAL INFORMATION AND SUGGESTIONS FOR CIRCLES:
An admission service may be planned for admitting new members. (See Tools for Leaders)
Our insignia may be purchased from Headquarters or iokds.org/shop.
Although neither International nor the Branch exercise control over the work of a Circle,
there are certain obligations that every Circle should recognize:
- payment of Branch and International dues annually for each member;
- payment of the International Circle Fee for the support of International projects and
departments
The more you put into the work, the more you will get out of it.
Resources Available
An excellent booklet Membership Development Starter Kit includes:
- an introduction to membership development;
- know your mission, purpose and key benefits for members;
- know who you are looking for;
- extending the invitation;
- know the effect of making changes;
- setting goals and reviewing progress.
It includes 6 exercises which can easily be used by Circles as a part of a program or by Branches
at a convention.
Also available are the Leaders’ Notes
To obtain a copy, contact your Branch President or the Headquarters’ Office.
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TOOL FOR LEADERS: MEMBER ADMISSION SERVICE
Leader - “Let the words of my mouth and the meditation of my heart be acceptable in Your
sight, O Lord, my strength and my Redeemer.”
Leader – We are gathered together here, in love and Christian service dedicated to helping
others. Daughter(s) and (Sons) of The King, do you wish to become members and in the
presence of Almighty God, dedicate yourself(selves) in service to your King, In His Name?
Answer – I do.
Leader – On January 13, 1886, a sisterhood of service was founded by ten women in New York
City, who had the spirit of interdenominational cooperation in serving others. It is now known
as the International Order of The King’s Daughters and Sons.
The objects of this Order are: ‘the development of spiritual life and the stimulation of Christian
activity.” Its watchword is “In His Name.” Its text is “Not to be ministered unto but to minister.”
Its motto: “Look up and not down,
Look forward and not back,
Look out and not in,
And lend a hand.”
Scripture – John 15: 1 – 12, I Cor. 13: 4 – 8, a
Leader – Do you accept responsibility to join with the members of ………………………………. Circle
in serving others, In His Name?
Answer – I do.
Leader – The Maltese Cross is our insignia, and is worn as an outward symbol of our inner
dedication to The King. Believing these things to be the thoughts of your heart, I gladly
welcome you into the International Order of The King’s Daughters and Sons, and to the
membership of ………………………………. Circle. This cross I give you as a symbol of your
consecration to service, In His Name.
Leader – Mary Lowe Dickinson, one of the Original Ten, has written these lines:
“To bind earth’s broken hearts and sore, to tread the way Christ walked before,
To know Thee better, serve Thee more, we take Thy cross, our Lord and King.
To help the weary to Thy rest, to heal and comfort earth’s distressed,
To show the World we love Thee best, we wear Thy cross, our Lord and King
Will the members please rise?
Together we say:
We, the members of the International Order of The King’s Daughters and Sons, in furtherance
of its objects and looking to The King for guidance, do welcome you to our fellowship and to
joint service, In His Name.
Leader - Let us pray: O God, we thank You for the existence of an organization bound together
by the ties of Christian love and charity. Bless each individual member, and help them as they
go forth on their errands of mercy and kindness. Challenge us to a more noble and worthy life,
as we reveal to the world that we belong to The King of Kings, whose daughters and sons we
are, and whom we strive to serve. Bring the blessing of Your strength to this (these) newly
installed members, and let them know the joy and peace of their honor, is in serving You. In His
Name, and with love in our hearts we ask it! Amen Prayer of the Order
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CANDLELIGHT INSTALLATION for New Branch, Circle, Union Officers
(Directions: Have five candleholders placed on a table with a tall white candle in the center
holder, shorter candles in the four others. Small candles should be passed out to the officers
before the service.)
Leader: lights the tall center candle saying: “This light stands for the Spirit of The King’s
Daughters and Sons. Let your light so shine before men that they may see your good works and
glorify your Father in heaven.”
Reader: Psalm 45 or 1 John 4: 13.
Leader: (or a member) reads the poem “The King’s Daughter Serves” by E.E.Parish
The King’s Daughter and Son serves as the Master did,
Regardless of race or creed,
The only set requirement is
An urgent human need.
They LOOK UP to the cross the Saviour bore,
Not DOWN to earthly things,
To receive their inspiration
And the joy that service brings.
They LOOK FORWARD to great achievements,
Not BACKWARD to things undone;
LOOK FORWARD to greater and higher goals,
Not BACK to a race unrun.
They LOOK OUT with their own hearts filled with love
To see what the Master requires.
So The King’s Daughter and Son willingly “LENDS A HAND.”
With no thought of wealth or fame,
But service to Him who has asked for it,
And that Service “IN HIS NAME.”
Pres: Our objects are the development of spiritual life and stimulation of Christian activities.
Vice-President: Our watchword is “In His Name.”
Secretary: Our text is “Not to be ministered unto, but to minister.”
Treasurer: Our motto of inspiration and work is: “Look up and not down; Look forward and not
back; Look out and not in and Lend a Hand.”
President: I light the candle of FAITH, I will LOOK UP AND NOT DOWN.
Vice-President: I light the candle of HOPE, I will LOOK FORWARD AND NOT BACK.
Secretary: I light the candle of LOVE, I will LOOK OUT AND NOT IN.
Treasurer: I light the candle of SERVICE, I will LEND A HAND willingly.
Together: Prayer of the Order
If this service is used in church, the group may leave by the center aisle, carrying the lighted
candles and singing a selected hymn or song of praise.
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INSTALLATION SERVICE FOR OFFICERS
(Instructions: Call the Officers to be installed forward. Address each one in turn. Adapt this
service to fit the offices being filled.)
Leader: “You are the light of the world. A city on a hill cannot be hidden. Neither do people
light a lamp and put it under a bowl. Instead they put it on its stand, and it gives light to
everyone in the house. In the same way, let your light shine before men that they may see your
good deeds and praise your Father in heaven.” (Matthew 5:14 – 16)
As President, you are charged with leadership. We will look to you for inspiration as we strive
to live our text of “not to be ministered to, but to minister.” (Mark 10:45) As you will represent
us both within our organization and to the greater community, we ask that you do everything
“In His Name”. We ask God to provide you with the gifts of wisdom, discernment, patience and
compassion. Will you undertake this charge? Response: I will, God being my helper.
As Vice President, you are charged with assisting us to develop our spiritual lives. This will
require careful preparation and a love for and an understanding of God’s word. You are also
charged with assuming the responsibilities of the President when necessary. We ask God to
protect your open and willing heart and to inspire you with all that His creation offers. Will you
undertake this charge? Response: I will, God being my helper.
As Treasurer, you are charged with keeping the books and having them audited. Your work will
include depositing all money received to the credit of our organization, paying regular expenses
and supervising all investment funds. You will act as custodian of our financial documents and
corporate charter. We ask God to continue to provide you with a strong sense of duty and care.
Will you undertake this charge? Response: I will, God being my helper.
As Recording Secretary, it will be your duty to record and attribute for approval the minutes of
our meetings which become part of our history. This will require attention to detail, accuracy
and prompt action. We ask God to continue to inspire your words and actions. Will you
undertake this charge? Response: I will, God being my helper.
As Corresponding Secretary, you are charged with writing our correspondence and will report
all correspondence received. As the written word is powerful and permanent, we ask God to
guide your pen as you write. Will you undertake this charge? Response: I will, God being my
helper.
Members please rise. You are charged with the encouragement and support of those whom
you have chosen as leaders. Will you undertake this charge? Response: I will, God being my
helper.
Together Prayer of the Order
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TOOLS FOR LEADERS-SPIRITUAL LIFE
Different styles of services for admission, installation, and remembrance are offered. You may
copy and paste to create your own document and tailor it specifically to your needs. Permission
to copy and distribute is granted. Choose the Order Prayer that best fits your members and
purpose.
Did you know? November 1 is Prayer Day for all members of The KDS.
Original Prayer of the Order: Almighty God, Eternal Father, look with Thy favor upon The King’s
Daughters and Sons and bless us for good in the land. Accept the hearty desires we bring to
Thee for Thy service, and employ our ministrations in whatever duty we can be of greatest
use. Make us everywhere true to the sign we wear and to stand as Thine handmaidens and
soldiers of old, by the cross of the Saviour. By purity and honor and unselfish behavior may we
keep ever true our allegiance to Jesus, and seek to labor not for self, but for others, In His Name,
Amen.
Our Contemporary Prayer: Eternal and Loving God, inspire and strengthen The King’s Daughters
and Sons to grow in Your love. Open our hearts to seek Your will in all we say and do. As we
strive to serve those far and near, help us to reflect Your Holy and Loving Spirit. May we fulfill
Your will and mirror the presence and power of Jesus Christ. Keep us faithful to the cross that
we wear. In His Name, Amen.
Our Daily Consecration Prayer:
Each morning I seek to give myself to my Heavenly Father for the day; saying ‘Take me, Lord, and
use me today as You will.’ Whatever work You have for me to do, give it into my hands. If there
are those You would have me help in any way, send them to me. Take my time and use it as You
will. Let me be a vessel, close to your hand and for Your service, to be employed only for You
and for ministry to others ‘In His Name’, Amen.
A RESPONSIVE SERVICE for THE KING’S DAUGHTERS AND SONS
Leader: And I will be a Father to you and you shall be my sons and daughters, said the Lord.
Response: See what manner of love the Father has given us, that we should be called the
children of God.
Leader: Above all else, guard your heart, for it is the wellspring of life.
Response: Create in me a clean heart, O God, and renew a right spirit in me.
Leader: Let not mercy and truth leave you.
Response: Bind them about your neck; write them upon the table of your heart
Leader: Trust in the Lord with all your heart
Response: And lean not upon your own understanding.
Leader: In all your ways acknowledge Him
Response: And He shall direct your paths.
Leader: Be not wise in your own eyes.
Response: Fear the Lord and depart from evil.
Leader: Act not on your own strength.
Response: Our sufficiency is from God.
Scripture Lesson – Verses in Unison: 1 Corinthians 13:4-8
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TOOLS FOR LEADERS: FAREWELL TO THE KING’S DAUGHTER (SON)
Our Father and our King, today we honor our friend, _____________________, a member of
the____________________ Circle, Your Daughter (Son) whom You in Your wisdom have taken
to be with You. We do not mourn as those who have no hope, but we are comforted by faith
and trust in Your eternal goodness. We believe that in Your good time we, too, shall see You
face to face and be reunited with our loved ones.
We hear You say, “I am the Resurrection and the Life; he that believes in Me, though he were
dead, yet shall he live; and whosoever lives and believes in Me shall never die.”
We thank You for Your love which is so much greater than we can ask or understand, and we
pray that we may return to our daily tasks upheld by faith in Your nearness, and joy in Your
service. We pray IN HIS NAME, Amen.
Song:

to the tune of “Blest Be the Tie that Binds”

By James Montgomery

Servant of God, well done! Rest from your loved employ;
The battle fought, the victory won, enter your Master’s joy.
The pains of death are past; labor and sorrow cease;
And life’s long warfare closed at last, your soul is found in peace.
Rest from you labor, rest, soul of the just, set free;
Blest be your memory, and blest your bright example be.
Now, toil and conflict o’er, go, take with saints your place;
But go as each has gone before, a sinner saved by grace.
Soldier of Christ, well done! Praise by your new employ;
And, while eternal ages run, rest in your Saviour’s joy.
Benediction: Father, in Your gracious keeping, leave we now Your servant sleeping. Amen.
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MEMORIAL SERVICE-CANDLE LIGHT
(Instructions: Arrange 7 candle holders in the front of the room with 15-inch candles.
Have one white candle for each member to be remembered set in front on a low table.
One server will light the candelabrum and one server for each person to be remembered will
light one of the white candles.)
Leader:
A convention of The King’s Daughters and Sons is a happy occasion; the coming together of
coworkers and friends. But, inevitably, we miss some who have been with us heretofore. We
salute their memories.
They knew the happiness in the title we bear, The King’s Daughters and Sons. They knew the
yearning to give to others less fortunate. We remember their sweetness, their patience, and
their helpful hands with sadness. But we remember their joy in service, and the joy they
shared, and our feeling changes to one of thankfulness that these were our friends, that we
were privileged to know them and walk and talk with them.
Truly, they were The King’s Daughters and Sons. They stimulated spiritual growth and they
furthered Christian activity. What more can we say of them? They are The King’s Daughters
and Sons gone now into our Father’s house to higher service.
We light the first light a candle of LOVE overflowing with memories of (name). We light the
second candle of Joy for zealous living and serving IHN. (Name) was a light to us encouraging us
to work for tomorrow. We light the third candle of faith remembering (name’s) depth of
conviction and devotion to our purpose. We light the fourth candle of steadfastness for
(name’s) dependability in service. We light the fifth candle of congeniality remembering
(name’s) ability to work with others IHN. We light the sixth candle of vision for (name’s) eyes
to seeing the future while his/her hands prepared for it. We light the final candle in recognition
of the beauty of this Christian life, (name’s) acknowledgment of a God-given grace falling like a
benediction upon those who serve Him.
Candle lighters remove their candles from the holders processing into the audience to light
candles of those in the room. Leader waits until all candles have been lit and announces name
(s)of departed.
Leader: In honor to those to whom we would do honor, we lift our candle high to see the
hearts within.
Together: Prayer of the Order
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TOOLS FOR LEADERS-SPIRITUAL LIFE: SERVICE of REMEMBRANCE
“The eternal God is your refuge and underneath are the everlasting arms.” Deut. 3:27
We have gathered at this hour to thank God for this Daughter (Son) of The King.
_______________________________ has been a member of
________________________Circle of The King’s Daughters and Sons since ______________.
We are here in acknowledgment of sacred ties now severed, of memories of service, bound
together by a triple cord, whose strands are Faith, Hope, and Love; these three abide forever.
Faith is in the fountain; Hope drinks the water of the fountain; Love distributes the water to the
weary and heavy-laden. May our King, who has been our Hope thus far, still continue to lift His
countenance upon us.
EVENTIDE AND BEYOND
by the Rev. T. A. Stafford
Good Lord, when life’s evening comes, and we hear the sound of the vesper bell,
And day’s end is writ in shadows on the path, and the light grows dim before our eyes,
And the voices around us are stilled in the night, and we touch the waters of the silent river,
Then, O Lord, with arms of love and mercy, lift us away to the heights of bliss,
Where the tree of life blooms in perfection, where the body shall nevermore grow weary,
Where the spirit shall lay the burden down, where light and glory come from Thyself,
And the company of those who walk with Christ is a joy without end, even forevermore.
She/He was devoted to the ideals of The King’s Daughters and Sons, was faithful to the text:
“Not to be ministered unto, but to minister.” Mark 10:45.
She/He followed our motto: “Look up, not down; Look forward, not back; Look out, not in;
Lend a hand.”
Since looking upward is to trust, looking forward is to hope, looking outward is to feel the woes
of others, forgetting our own, lending a hand is only love in action.
All members stand as the Prayer of the Order is offered.
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SPIRITUAL LIFE: SONGS OF PRAISE
Did you know? One of the most prolific hymn writers, Jane “Fanny” Crosby (1820-1915) was a
member of The KDS?

To Bind Earth’s Broken Heart- tune “Just as I Am,” words by Mrs. M.L. Dickinson
To bind earth’s broken heart and sore, to tread the way Christ walked before,
To know Thee better, serve Thee more, we wear Thy cross, our Lord and King,
To help the weary to Thy rest, to heal and comfort earth’s distressed,
To show the world we love Thee best. We wear Thy cross, our Lord and King.
Why We Wear It-tune “The Church Is One Foundation”
A little cross of silver, we wear it In His Name, it helps in time of sorrow, it helps in hours of
pain. It proves a silver lining, to many a darkened cloud: It brings the sweetest blessings, to
Many a heart that’s bowed. It teaches sweet submission, as we bend to Him our will;
It teaches us to listen, till we hear His Peace, be still. So, we’ll wear the cross of silver, wear it In
His Name, and in the everyday of life, win victory if not fame.
O Christ, for Thee- tune Fling Out the Banner
Look up, not down, look out, not in
Our ministry of love begins at home and far across the sea,
Each deed be done, O Christ, for Thee.
As forward In His Name we go, to help all men His love to know,
Our silver cross shall be the key, that opens doors, O Christ, for Thee.
Thy blessings on our work bestow, let ministries increase and grow,
Till all shall bow, and bend the knee, in prayer and praise, O Christ, for Thee.
Here I Am, Lord
I, the Lord of the seas and sky, I, have heard my people cry.
I, who made the stars of night, I, will make their darkness bright.
All who dwell in dark and sin, my hand will save.
Who will bear my light to them? Whom shall I send?
Chorus: Here I am, Lord. Is it I Lord? I have heard you calling in the night.
I will go Lord, if you lead me. I will hold your people in my heart.
I, the Lord of snow and rain, I, have borne my peoples’ pain.
I, will break their hearts of stone, Give them hearts for love alone.
I, have wept for them. They turn away
I will speak my word to them. Whom shall I send?
Chorus
I the Lord of wind and flame, I will tend the poor and lame.
Finest bread I will provide, till their hearts be satisfied.
I will set a feast for them. My hand will save.
I will give my life to them. Whom shall I send? Final Chorus
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