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       Introduction

The National Altar Guild Association Prayer

Most gracious Father, Who has called me, Your child, to serve in the preparation of

Your Altar, so that it may be a suitable place for the offering of Your Body and Blood;

Sanctify my life and consecrate my hands so that I may worthily handle those Sacred

Gifts which are being offered to You.

As I handle holy things, grant that my whole life may be illuminated and blessed by

You, in whose honor I prepare them, and grant the people who shall be blessed by

their use, may find their lives drawn closer to Him Whose Body and Blood is our

hope and our strength, Jesus Christ our Lord.  Amen.”




                       The Rt. Rev. E. Don Taylor







Vicar Bishop of New York City







     All Saints’ Day, 2002 

Imagine that you are preparing for a very special party - - a feast.  You set the table with the very best you have to offer, and because different meals are celebrated with greater or lesser formality you choose fine linen or “easy care,” candles or oil lights, silver or pottery vessels to express your individuality.  Hold this image in your mind as you approach your Altar Guild service.

But before you start these physical preparations, prepare your heart and attitude with prayer: not only for your Sunday service, but every day.  Make the Altar Guild part of your daily prayer life:  include your team members, your team captain, the Altar Guild co-chairs, your clergy, and your church, even as you pray for your own participation.  Allow the Altar Guild to be not an end in itself, but a means to deepen your spiritual life.  




Who we are and what we do. . . .

The Altar Guild has the privilege of preparing the altar for any service held in the church, and assisting the clergy whenever necessary.  The members are also responsible for cleaning the altars, caring for the sacred vessels, and securing the necessary articles to be used at any service. 

As you are called to serve our Lord, and if you possess qualities of tact, composure, tolerance and adaptability, you may find the Altar Guild to be a place where you can serve and grow spiritually.  Membership in the Altar Guild is open to men and women of any age.  If you are interested in serving on the Altar Guild, make your desire known to the rector or one of the co-chairs. 

In the beginning. . . .

Once you have expressed your desire to serve on the Altar Guild, you will be assigned to a team that matches your desire for service.  St. David’s has teams for the Sunday morning services, as well as teams for Compline on Sunday evening, the Thursday morning healing service, and special teams that assist with weddings and funerals.  

You will be trained “on the job” by your team captain, but you will also have the opportunity to attend larger training sessions held by the clergy once or twice a year.  In addition, there are occasions to help clean and decorate for the high feasts of the church year.  As you become more experienced, we ask that you “trade out” with a member of another team when you are unable to serve at your appointed time.  What you will find is that the Altar Guild, while comprised of teams, is in fact one Team with a common purpose – to serve our Lord in the preparation of His table for His Eucharistic feast. You will also find fellowship, a deepening of your spiritual life, and, we pray, joy.

“Take my life and let it be consecrated, Lord, to thee;

Take my moments and my days, let them flow in ceaseless praise.”




The Hymnal 1982, #707

Chapter 2
What our worship spaces and services look like. . . .

  “O, loving Saviour, we pray thee to send thy blessing upon this


   Altar Guild and the work of all its members; give us thy grace


that we may be loyal to thy Holy Church, and faithful in our care of holy things.  Grant that as we adorn and make ready thy Altar we may learn greater love and reverence for all outward and spiritual truths taught by them.  We ask for thy sake, O Blessed Lord and Master.  Amen.”

St. David’s is blessed with many different services.  Some services are traditional, some are more informal; some services have music, some do not.  Altar Guild members actively assist at some services, but for others, they simply leave vessels prepared for the clergy to use as needed.  The descriptions below give an idea of the diversity of St. David’s.





Bethell Hall 

Bethell Hall, or just “Bethell” as it is fondly called, is our beautiful new worship space with its own sacristy.  Complete with large clear windows, moveable altar, baptismal font, and chairs, this space is conducive to more contemporary services. 




Sunday mornings in Bethell

The Sunday morning service in Bethell is relaxed and “child-friendly,” and is thus attended by many families with small children.  The most important requirement for this service is probably adaptability or flexibility.  If you choose to serve on this team, you may be asked to be an usher or greeter, to help with the chalice, or any of the other tasks that give the service its special flavor.  

The Sunday morning service in Bethell uses “easy care” linens, usually designated by a small red cross.  The Altar Guild of Bethell Hall prefers the ease with which these linens can be laundered and used again without ironing.  Their choice of pottery communion vessels reflects the more informal style of the service, and in place of communion wafers, this service uses a loaf of home-baked bread or flour tortillas.

Bethell Hall - - Sundays at 5:00 PM

A new service is evolving for Bethell Hall at 5:00 pm on Sundays.  This service incorporates elements of the old and new, traditional and informal.  Based on Celtic liturgy, this service uses beautiful linens from the historic sanctuary, clear glass vessels, large pillar candles, harp and Taize’ music, and incense.  The dress is usually informal, but the atmosphere is contemplative and worshipful.  Currently, there is no active Altar Guild assistance; rather, the clergy prepare the vessels and elements.  Once the details of the service have been decided, however, the 5:00 Altar Guild may again become an active team.

Bethell Hall - - Wednesdays at 5:30 PM

There is a healing service and Eucharist on Wednesday evenings at 5:30 pm.  Active Altar Guild assistance is not required for this service.




Historic Sanctuary 

St. David’s historic sanctuary, with its stained-glass windows, pipe organ, pews, marble altar, and traditional shape of nave and chancel, offers a more formal setting for worship.  Services in this worship space use beeswax candles, fine linens, and silver vessels.  

The historic sanctuary has two sacristies: the “piscina” sacristy houses the piscina sink, where leftover consecrated wine or crumbs of consecrated host are disposed, and are carried directly to the ground, rather than into the sewer system.  This sacristy, with its stained-glass window, also houses a “tabernacle” for the storage of oils, a “chest of drawers” for linens and hangings, and a lockable cabinet in which vessels are kept in readiness for the next service of Holy Communion.

The second sacristy is located next to the piscina sacristy, and is called the “flower” sacristy.  This sacristy houses two regular sinks, the vault where communion vessels are stored, and cabinets for the storage of candles, wafers, wine, and the housekeeping items used by the Altar Guild. 

Historic Sanctuary - - Sunday mornings

Preparations for the services on Sunday mornings in the historic sanctuary are probably the most traditional and formalized.  There are three services: 8:00 am is Holy Eucharist, Rite I, with no music; 9:00 am is Holy Eucharist, Rite II, with choir and organ; and 11:15 am is Holy Eucharist, Rite I, with choir and organ.  

The five Altar Guild teams that prepare for these services take turns, each team serving once every five weeks, except for high feast days when two teams may be assigned.  A team’s members serve from Saturday through Friday to cover not only the Sunday morning services, but to assist with any special service that may be scheduled during their week.

They start their week on Saturday morning, when they dust the sanctuary, polish or buff brass, arrange flowers, etc. in preparation for Sunday.  Each member signs up to assist with one of the Sunday morning services, and then is present before that service to prepare all elements necessary for the service and afterwards to clean up.  Each service has many details, but those details come together to create a beautiful time of worship for those who participate. 

Historic Sanctuary - - Compline - - Sunday at 9:00 PM

The ancient office of Compline takes place in the historic sanctuary.  It is a contemplative service, chanted by a choir, much as it has been chanted in monasteries for hundreds of years.  The Compline team helps prepare the sanctuary for this service.   




Historic Sanctuary - - Thursdays 10:00 AM

A very special team assists with the healing service and Eucharist on Thursday mornings.  Of the ladies and gentlemen who serve on this team, some have served faithfully on the Altar Guild for many years, and now take a less strenuous, but no less important, role.  Their dedication reminds all of us that our first goal is service to our Lord.

Grace Chapel - - morning, noon, and evening

Grace Chapel, located on the second floor, under the historic sanctuary, is the site of Morning and Evening Prayer each weekday, as well as noontime Eucharistic services.  The chapel is small and intimate.  Traditional vessels and linens from the third floor sacristy are used.  No active Altar Guild presence is required, but members do clean the vessels which are left in the piscina sacristy.  Altar Guild members for the historic sanctuary also care for Grace Chapel.  
Holy Angels Chapel
Holy Angels Chapel is the small chapel with the limestone altar at the back of the historic sanctuary.  A prayer stand with ruby votive candleholders is located in this chapel area for private prayer.  The Altar Guild for the historic sanctuary services this chapel, cleaning the votives and replenishing the candles each week.

Good Samaritan Chapel
Located on the west side of the historic sanctuary, just behind the organ, is tiny Good Samaritan Chapel.  This chapel, which is also under the care of the Altar Guild of the historic sanctuary, is available for private prayer and meditation.




Chapter 3
What we do. . . .

“May all my walk and conversation be such as becometh


       the Gospel of Christ.”  John Baillie, A Diary of Private Prayer
We believe that you will find your service on the Altar Guild to be a privilege, regardless of when or where you serve.  Historically, service on the Altar Guild was the domain of women only, but here in the first part of the twenty-first century, when so many women work outside the home, both men and women share this privilege.  Just as St. David’s extends an invitation to Holy Communion to anyone who is seeking Christ, so do we extend an invitation to anyone who experiences our Lord’s call to the Altar Guild.  No special talents are required.  We simply ask that you come with a humble and reverent heart, a willingness to serve with dependability (get a substitute when you cannot serve at your appointed time), and a desire to give your best.

As you are trained by your team captain, you will learn many things.  You will probably make some mistakes - - we all do.  Our clergy are remarkably adept at adjusting to the circumstances, whatever they may be.  God can handle the mistakes, too, especially if they are made with a reverent heart and willing spirit.  A more experienced member may correct you, hopefully with tact and gentle humor.  Count it as a learning experience.  Just remember, newcomers and long-time members: we need not be bound by how things were done or not done in the past.  If you have questions, ask your team captain, one of the co-chairs, or a clergyperson.  Our rector, however, has final say, and his usual view is toward simplicity: “less is more.”

As you become more familiar with “how things are done,” you may feel a further call to help with the care of linens or candles.  Both of these areas require a little extra training.  If you feel this call, let one of the co-chairs know.  We will arrange for you to receive some extra training.  

Things you will learn:

1. Prayer is always a proper preface to Altar Guild service.

2. We encourage all members to be involved in some form of Christian formation, whether it is Sunday School, a Bible study class, a prayer group, etc.  In addition we hope that all our members practice individual habits of Bible study, prayer, attendance at Holy Communion, and financial commitment to God’s work in the world.  The goal is always to build our relationship with our Lord and Savior, Jesus Christ.

3.  Before you handle the wheat-free wafers or kit, please wash your hands thoroughly.


(See the procedures concerning this kit at the end of this chapter.)
4.  Reserved sacrament, i.e. extra wine or wafers that have been consecrated, should be stored only in the ambry in Grace Chapel or placed on the altar with a lit votive on Sunday mornings.  It is not necessary to veil the reserved sacrament if the candle is present.

5.  Consult with the clergy in charge of a service before adjusting the amount of wine and wafers for a service, even if there is a large amount of reserved sacrament. You may notify the clergy that there is a large amount of reserved sacrament;  the clergy person will then tell you how to adjust, if necessary. 

6. Each sacristy (historic and Bethell) is supplied with a piscina sink, which is not connected to the public sewer, but to the ground.  Consecrated wine from chalices, bits of consecrated bread or wafer, even water blessed during the sacrament of baptism should be disposed of via the piscina sink.  Follow the disposal of wine with plenty of water to prevent any buildup in the pipe.

7. Some consecrated wafers and wine will be needed by lay Eucharistic ministers to take to homebound parishioners. Again, wine that is leftover in a chalice is disposed of via the piscina, as are consecrated crumbs of the host.  “Uncontaminated” consecrated elements, however, are stored in the ambry box in Grace Chapel for use during the week.
8. Linens should be treated for wine stains and lipstick as soon as possible to prevent difficult laundry problems.  Pour any water with consecrated wine in it down the piscina. 

9. Wipe the rims of chalices used in communion with alcohol-soaked cotton balls, and then wash in hot, soapy water.  Do not immerse the base of silver chalices; simply wash the cup thoroughly.

10. Lacquered brassware (check the inside or bottom) should not be polished. Wipe these items with a clean, dry cloth.

11. When cleaning candlesticks, candlesnuffers, or votives of wax, do not allow wax to go down the drain, lest you cause a major stoppage.

12. Our flower arrangements are usually supplied by The Flower Bucket.  Arrangements will be labeled for each altar.  Always use liners in the brass vases, and fill them as full of water as you safely can.  Heating and air conditioning cause evaporation, which quickly results in wilted flowers.  Add water on Sunday morning so that flowers do not wilt by the 11:15 service.  Keep the Bethell flower arrangements in the historic sacristy.  A member of the Bethell Altar Guild will come get them for their service.

13. After the 11:15 service, take all flowers to the flower sacristy except those in Grace Chapel.  The 11:15 Altar Guild members re-arrange these flowers in glass vases for delivery to parishioners in the hospital and nursing homes.  If they have time, extra flowers can be arranged for distribution around the church.  If there is not enough time or “memberpower” to re-arrange all the flowers, concentrate on preparing the flowers needed for our shut-ins; leave the other flowers (well-watered) in the sacristy.  Currently, our organist enjoys re-arranging the flowers that are left and placing them around the church.  (Repeat:  do not leave flower arrangements on the High Altar, even though they still look pretty.  By Tuesday, these arrangements will be dry and messy to remove.)  

14. In the historic sanctuary, the Gospel Book “stands up” on the free-standing altar, with the front cover facing the congregation, before each service.  Once services are completed, lay it down in order to protect its spine.

15. Have fun! Enjoy the fellowship you share with your team members. Allow your service with the Altar Guild to strengthen and deepen your spiritual life.

“O Holy Spirit of God, visit now this soul of mine, and tarry within it until eventide.  Inspire all my thoughts.  Pervade all my imaginations.  Suggest all my decisions.  Lodge in my will’s most inward citadel and order all my doings.  Be with me in my silence and in my speech, in my haste and in my leisure, in company and in solitude, in the freshness of the morning and in the weariness of the evening; and give me grace at all times to rejoice in Thy mysterious companionship.


My heart an altar, and Thy love the flame.”




John Baillie, A Diary of Private Prayer



ALTAR GUILD CHECKLIST

SATURDAY CHECKLIST - - HISTORIC SANCTUARY

Date: _________________________

Team No. : ______________________
PLEASE TAKE A MOMENT FOR INDIVIDUAL PRAYER BEFORE YOU BEGIN.

          The Altar Guild prayer is framed and hanging in the sacristy.

MAIN ALTAR AND SACRISTY
○
Dust altars and credence table.  Remove and change fair linen or credence cloth, if needed.  Rubberized sheet should be between the altar and the fair linen.

○
Check church year calendar for proper color for hangings; change, if necessary.  If there is to be a wedding or baptisms, hangings should be white.

〇
Dust furniture in foyer between historic sanctuary and Sumners’ Hall.
○
Check candles: high altar, baptismal table, Good Samaritan, Paschal candle.  On the high altar, turn the bent candlestick so it looks straight.  Some candles have brass followers, which cause a seal to form; do not remove or adjust the follower (especially on the Paschal candle) until you are ready to replace the candle.
○
Check brassware for polishing or buffing:
○Alms basins
○Large altar cross (dust only) and 

○Alms receiving basin
     baptismal cross

○Processional cross (dust only)

   ○Missal stand
○Baptismal ewers, if needed

   ○Altar rail plaques




○Pulpit rails/plaques 
Remember that all candlesticks and candelabra, and all vases except old tulip vases are lacquered and should not be polished; buff with a clean rag only.
○
Lacquered candlesnuffers should be wiped clean but not polished. Remove bells and wash in warm water in plastic basin to remove wax.  Do not pour wax down the drain.  Replace wicks if less than 5“ long.  (Don’t forget the candlesnuffer outside Grace Chapel).

○
Place missal stand and service book on credence table.  Lay Gospel book in center of free-standing altar, binding facing left as you face the altars.
○
Get pew sheets from sexton. Unless there is a wedding, place proper name for Sunday and hymn numbers on hymnboards.  Put changes for 11:15 service on the organ and remember to change between 9:00 and 11:15 services.  If there is a wedding scheduled for Saturday, put name for Sunday and hymn numbers on top of drawers in piscina sacristy.  Wedding coordinator will put them up after the wedding.  Proper names for Sunday can be found on the church year calendar or under the “Collects” section, page 159, The Book of Common Prayer.
〇
Check pews for hymnals, prayer books, prayer request cards, visitor cards, and pencils.  Replenish, if needed. 

○
If flowers are not in the sacristy by 10:00 am, call the Flower Bucket at 453-6692.  Altar flowers for a wedding may come later in the day.  Take arranged flowers from glass vases and place in liners for correct brass vases. (Names of brass vases are on the bottom.)  Fill liners with water.  Place vases on appropriate altars.

○
Check all communion vessels.  Be sure the following are in the cabinet above the linen drawers in the piscina sacristy:


○
2 glass cruets, full of wine.

○
Glass water cruet, left empty.
○
Silver cruets, left empty.  Polish, if necessary.
○
Wheat-free kit with 6 wheat-free wafers (wash hands before handling).

○
Lavabo bowl. 


○
Silver ciboria, left empty.
○
Chalices A (vested) and B with purificator and paten B, ready for 9:00 service. 8:00 service will use 2 chalices from the vault.
○
Count out at least 6 bags of 50 wafers each; 1 bag of 25 wafers; and 1 bag of 75 wafers (Each roll contains 100 wafers). Store these in wafer cabinet for quick filling of ciboria.
〇
Fill glass pitcher by piscina with water.
HOLY ANGELS ALTAR (back of church)

○
Dust altar.

○
Replace candles in prayer stand, if needed.  Use #10 votives.

GRACE CHAPEL (second floor): Keys to the sacristy cabinets hang under altar frontal.

○
Check candlesnuffer; replace wick if less than 5” long.

○
Dust altar and ambry box.


○
Change fair linen, if needed.

○
Place flowers on the altar; if no flowers, fill vases with greenery.

○
Check candles.  Do not remove brass follower unless you need to replace candles.

○

Lay Gospel book in center of altar, binding facing left as you face the altar.  

○
Missal stand and book are put in right-hand lower cabinet under Grace sacristy.

HOME COMMUNION KITS
Used kits are left next to the piscina.  Clean all vessels and re-pack kits, leaving the top off of the wine bottle so that it can dry.  Return clean kits to cabinet above the linens in piscina sacristy.  Do not fill with wine, wafers, or linens.
Finally, before leaving for the day, all members of the team on duty should walk out, stop and look at the parish “dining room” to see if anything is out of order, i.e. electrical cords showing, old bulletins, stains on the floor, dust on furniture.

ALTAR GUILD CHECKLIST


  8:00 SERVICE HISTORIC SANCTUARY

PLEASE TAKE A MOMENT FOR INDIVIDUAL PRAYER BEFORE YOU BEGIN.
          The Altar Guild prayer is framed and hanging in the sacristy.

○
Bring consecrated wafers and wine up from Grace Chapel & place on high altar with a lighted votive candle.  If candle is present, there is no need to veil sacrament.

FREE-STANDING ALTAR
○
Stand up Gospel book in center, front facing congregation.
HIGH ALTAR (marble)
○
Water flowers on the high altar.  Vases should be set on the altar itself, not on the ledge.  Have candles been lighted?

○
Reserved sacrament from Grace (see above) with lighted votive candle.

○
1 extra purificator.

○
Missal stand with service book on the right side of high altar, on top step.

CREDENCE TABLE (see diagram, next page)
○
Chalice E, with purificator.

○
Chalice D, vested with the following: purificator, paten D, priest host, pall (design up), folded corporal (large).

○
Small silver ciborium with 25 loose wafers.

○
Large silver ciborium with 50 loose wafers.

○
Extra glass cruet of wine, handle turned away from you.

○
Silver water cruet, filled full.  Turn handle away from you.

○
Silver wine cruet, with wine; handle turned away from you.

○
Wheat-free kit on bottom shelf.

○
Lavabo bowl on lavabo towel on bottom shelf.

PISCINA SACRISTY
○
Glass cruet of wine and roll of wafers - - on counter.

○
Have an Altar Guild member present in the sacristy during communion.

CHOIR AREA
○
1 alms basin on each side on the rail in front of the choir.

AFTER THE SERVICE
○
Take alms basins to clergy vesting room; bag the money and put in the safe.  (Lay reader may take care of this step.) 

○
Purificators set out but not used may be returned to the linen drawer and used again.
○
Place remaining consecrated wine and wafers on high altar with lit votive.

CREDENCE TABLE SET-UP


      
8:00 AM SERVICE - - HISTORIC SANCTUARY












Top of Credence Table

1. Chalice E, with purificator.

2. Vested chalice D: purificator, paten D, priest host, pall (decoration up), large corporal.
3. Small silver ciborium.

4. Large silver ciborium.

5. Small glass cruet of wine; turn handle away from you.

6. Silver cruet of water; turn handle away from you.
7. Silver cruet of wine; turn handle away from you.

Second shelf of Credence Table

1. Lavabo bowl on top of lavabo towel.
2. Wheat-free kit.
ALTAR GUILD CHECKLIST



9:00 AM SERVICE HISTORIC SANCTUARY

PLEASE TAKE A MOMENT FOR INDIVIDUAL PRAYER BEFORE YOU BEGIN.
     The Altar Guild prayer is framed and hanging in the sacristy.

FREE-STANDING ALTAR
○
Stand up Gospel book in center, front facing congregation.

HIGH ALTAR
○
Missal stand with service book on top step, right side of altar.  Check with celebrant whether alternative missal is to be used.
○
Reserved sacrament from 8:00 service, if any: consecrated wafers in amber glass container from Grace; consecrated wine in glass cruet.  Lighted votive signifies that these elements are consecrated; no veil is necessary.

○
1 extra purificator.
CREDENCE TABLE (see diagram, next page)
○
Alms receiving basin.
〇
Chalice B, with paten B on top of purificator.
〇
Chalice A (Apostles), vested: purificator, paten A, priest host, pall (decoration up), and large folded corporal.
〇
Small silver ciborium with 50 wafers.
〇
Glass pitcher of wine, handle turned away from you.
〇
Small glass cruet of wine, handle turned away from you.
〇
Silver cruet of water - - fill full; handle turned away from you.
〇
Gold bowl with 75 wafers, on bottom shelf.
〇
Wheat-free kit on bottom shelf.
○
Lavabo bowl on top of lavabo towel on bottom shelf.
TABLE BY BAPTISMAL FONT
○
Chalice C, with purificator, and 1 extra purificator
   TABLE AT BACK
   ○
6 alms basins - - center of table.
   ○
Large silver ciborium with 250 wafers - - left of alms basins.
   ○
Silver cruet of wine - - right of alms basins - - handle turned away from you.
   SACRISTY

   ○
Check for any loose offering from 8:00 service; bag it and put in safe in clergy vesting room.  Lay reader at 8:00 usually takes care of this task.
   ○
Glass cruet of wine and 1 roll of wafers on counter of piscina sacristy.
   ○
Have an Altar Guild member present in the sacristy during communion.
   AFTER THE SERVICE
   ○
Use alcohol-saturated cotton balls on all chalice rims.
   〇
Wash all vessels in plastic basins with hot sudsy water; submerge only the cup of the chalices, never the base.  Wipe stems and bases with wet cloth.  Pour any water with consecrated wine in it and leftover sudsy water down the piscina.  Always follow with a pitcher of clean water to rinse piscina and prevent clogging the drain.

   ○
Treat, soak, and rinse purificators to remove lipstick and wine stains.  Hang on racks to dry.  Purificators set out but not used may be returned to the linen drawer to be used again.

   ○
Set up for 11:15 service.

   〇
Fill glass pitcher by piscina with water.



    CREDENCE TABLE SET-UP


      9:00 AM and 11:15 AM SERVICES - - HISTORIC SANCTUARY


[image: image1]




Top of Credence Table

1. Alms receiving basin.
2. Chalice B, purificator, paten B.
3. Vested chalice A: purificator, paten A, priest host, pall (decoration up), large corporal.
4. Small silver ciborium.

5. Glass pitcher of wine; handle turned away from you.

6. Small glass cruet of wine; handle turned away from you.

7. Silver cruet of water; handle turned away from you.

Second shelf of Credence Table

8. Lavabo bowl on top of lavabo towel.
9. Wheat-free kit.
10. Gold bowl with wafers.
 


    ALTAR GUILD CHECKLIST


              11:15 SERVICE HISTORIC SANCTUARY

PLEASE TAKE A MOMENT FOR INDIVIDUAL PRAYER BEFORE YOU BEGIN.
        The Altar Guild prayer is framed and hanging in the sacristy.

FREE-STANDING ALTAR
○
Stand up Gospel book in center, front facing congregation.
   HIGH ALTAR
   ○
Missal stand with service book on top step, right side of altar.

○
Reserved sacrament from 9:00 service, if any: consecrated wafers in amber glass container from Grace; consecrated wine in glass cruet.  Lighted votive signifies that these elements are consecrated, so no veil is needed.

○
1 extra purificator.
CREDENCE TABLE (see diagram, preceding page)

○
Alms receiving basin.
○
Chalice B, with paten B on top of purificator.

○
Chalice A (Apostles), vested: purificator, paten A, priest host, pall (decoration up), and large folded corporal.

○
Small silver ciborium with 50 wafers.
○
Glass pitcher of wine, handle turned away from you.
○
Small glass cruet of wine, handle turned away from you.
○
Silver cruet of water - - fill full. Turn handle away from you.
○
Gold bowl with 50 wafers, on bottom shelf.
○
Wheat-free kit on bottom shelf.
○
Lavabo bowl on top of lavabo towel on bottom shelf
TABLE BY BAPTISMAL FONT
○
Chalice C with purificator, and 1 extra purificator
   TABLE AT BACK
   ○
6 alms basins - - center of table.
   ○
Large silver ciborium with 150 wafers - - left of alms basins.

   ○
Silver cruet of wine - - right of alms basins. Turn cruet handle away from you.
SACRISTY

   ○
Glass cruet of wine and 1 roll of wafers on counter of piscina sacristy.
   ○
Have an Altar Guild member present in the sacristy during communion.
To be done before every 11:15 service

 ○
Call hospitals to see if those on hospital list are still patients.

 ○
Prepare glass vases for flower delivery.

 ○
Fill out note cards to go with each arrangement.

AFTER THE SERVICE
○
Remaining consecrated wafers go into glass container to Grace.  Remaining consecrated wine into a glass cruet(s) to Grace.  Because of fire concerns, do not light votive.

○
Use alcohol-saturated cotton balls on all chalice rims.
○
Wash all vessels in plastic basin with hot sudsy water; submerge only the cup of the chalices, never the base.  Wipe stems and bases with wet cloth.  Pour any water with consecrated wine in it and leftover sudsy water down the piscina.  Always follow with a pitcher of clean water to rinse piscina and prevent clogging the drain.

○
Treat, soak, and rinse purificators to remove lipstick and wine stains.  Hang on racks to dry.  Purificators set out but not used may be returned to the linen drawer to be used again.

○
Leave 2 sets of communion vessels (A and B) ready in the cabinet above the linens drawers, 2 glass cruets full of wine.  Leave one empty glass cruet for water.

○
Be sure that all other vessels are clean and thoroughly dry; put them in their pacific cloth bags and place them in the vault.

○
If any glassware is wine stained, fill with water and drop in a Polident™ tablet (kept under the sink), and let soak.

○
Lay Gospel book flat in center of free-standing altar, spine facing left.  Place missal stand with service book on credence table.

○
Remove and store hymn numbers.  Leave Sunday name on hymnboard.
○
Leave communion rail gates open.
AFTER EACH 11:15 SERVICE: FLOWERS
○
After the 11:15 service, remove flowers from all altars except Grace (Baptismal Table, Holy Angels, Good Samaritan, and High Altar).  11:15 Altar Guild re-arranges these flowers in glass vases for delivery to parishioners in the hospital.  If you have time, arrange extra flowers for distribution around the church.  If there is not enough time or “memberpower,” leave the flowers (well-watered) in the sacristy.  Currently, our organist enjoys re-arranging the flowers that are left and placing them around the church. 

○  
Rinse out all liners.  Wipe liners and the inside of the vases dry (do not use alcohol), and store in the appropriate cabinet(s).  Place one set of liners in wooden holder.
Communion procedures for those who have sensitivity or allergy to wheat and wheat 

products (i.e. Celiac disease).

〇
The Altar Guild will prepare the “wheat-free kit” with a small container of gluten free wafers (6) and a small chalice with purificator.

〇
Those individuals needing special precautions with regard to this issue will contact the clergy before the service to inform them of their need at that service.

〇
The clergy or Altar Guild will ensure that the “wheat-free kit” is located on the bottom shelf of the credence table.

〇
The clergy person setting the table will (without touching the wafers) place the container on the corporal as they set the table.

〇
At the conclusion of the Eucharistic prayer, the celebrant will ensure that a small amount of wine is poured directly from the now consecrated cruet or flagon into the separate, small chalice.

〇
The container with gluten free wafers and the small chalice with purificator are left on the altar as the distribution of communion begins.

〇
When someone at the rail indicates to the person (lay or clergy) distributing the host, that person will take the container from the altar and allow the communicant to take the host from the container.  (We will be careful not to touch the host as “wheat dust” on fingers from touching other wafers could be enough to cause a reaction.

〇
The person distributing the host will then see that the communicant is given the opportunity to receive the small chalice and that it is wiped with the separate purificator.  (This may be done by the celebrant or another communion minister designated by the celebrant.)



BETHELL HALL WORSHIP SERVICE CUSTOMARY
(This is a living document; the set up is not completely finalized and will be revised as necessary.  Updated:  September 2005

I.
ALL TEAM MEMBERS

A.  Schedule your substitute:  If for some reason you cannot make it when you are scheduled to work, please call around and find a substitute.  Then call


your team leader to inform her/him of the change.  Altar Guild members are


responsible for confirming that all team members or substitutes will be present for the Sunday morning service. 

B.
Wear your name tag.
C.
Welcome everyone:  During the “Peace,” make it a point to introduce yourselves to visitors, new members, and people you haven’t met before.

D.
Help clean up:  Before leaving, please check and make sure that the Altar Guild and Greeters need no further help.

E.
Where is everything?  In the Bethell sacristy.  The key to the sacristy is located in the fire extinguisher box beside the small Turkey Zoeller closet in Bethell Hall (the one with a green dot).  This key also works for the historical church sacristy.

II.
ALTAR GUILD


A.  Miscellaneous Preparation
· Set up either on Saturday morning or early Sunday.

· The church is typically open until noon on Saturdays.

· If not in Bethell Hall, retrieve the flowers from the historic church sacristy.

· Retrieve the money pouch (marked “Bethell”) from the clergy vesting room next to the historical church sacristy.

· Bring bread on Sunday morning (flour tortillas from Taco Cabana work well.)

B.  Altar:  Set up with:

· White fair linen (Place blue runner down first during Advent.  See church calendar on side of closet in sacristy for dates.)

· Place flowers on each end of altar (no flowers during Lent).

· Buff baptismal font with Nevr-Dull wadding (under sink in sacristy) and polish.

· (During Lent store Paschal candle in sacristy.)

C.  Credence Table:  Should be located on south wall.

      Set up with:

· White round tablecloth

· Large blue pottery carafe 1/3 filled with wine

· Breadbasket lined with linen towel, fill with @ 5 tortillas and loosely cover.

· Two chalices, cover each with a purificator.

· The paten (a small pottery plate), with Celebrant’s wafer if bread is not available (wafer is in drawer in sacristy).  Cover the paten with the corporal folded inward (right side of red cross on top when unfolded).

· Small blue pitcher 1/2 filled with water.

· Extra purificator.

· Silver lavabo bowl with towel.

D.  Lower window to right of altar: 
Place pillow, gong, mallet and appropriate order of worship with acolyte notes on altar.  (If David is priest, place on the windowsill.)

E.  Lectern:  Place Lectionary Text, weekly announcements and #1 copy of Prayers of the People on top (get from Greeters).

F.  Baptismal Table:  If there is a baptism


Light the Paschal candle.


Place on closest corner of altar or small table:

· Pitcher filled with warm water.

· Small metal container with fresh oil and a purificator.

· Candle holder and one baptismal candle for each candidate.

Inform the Celebrant who will be involved in the service, especially the names of the Reader, and Chalice Bearers.


G.  After the service:  Please do the following:

· Consume or pour in piscina all unused consecrated wine; rinse piscina with warm water.

· Consume consecrated bread; dispose of crumbs in piscina; rinse piscina with warm water.

· Wash all vessels thoroughly and place in Bethell sacristy cabinet.

· Return all other vessels, candles, baskets and linens.

· Coordinate with the Greeters regarding the headcount and who will record it.

· Make sure money from offering is placed in money pouch and delivered to safe in the vesting room near the historic church sacristy.

· Return flowers to historic church sacristy.

· Give linens to Allen or Melanie.

III.
GREETERS

A.  Organize materials for service:  Please arrive between by 8:30.

    Upon arrival, pick up a “good inch” worth of “Looking Aheads” from the bench 


    just inside the main doors of the historic church.  In Bethell foyer, find your 


    nametag and a “GREETER” sign.  Check to see if Kelly has additional music 


    sheets to pass out.  In the sacristy closet, find the box of pew sheets and the


    crayon basket.  Take the 4 offertory baskets (on shelf), recycling bags (in 


    drawer), and additional drawing paper.  There is green, white, purple, and red


    paper available according to the church season.  Check calendar on sacristy 


    closet if unsure of season.  Roll hymnals out to foyer.  Hymnals are on the 


    rollaway cart, under the blue cloth behind organ.  Prepare to pass out pew


    sheets, “Looking Ahead” and any additional music sheets with hymnals.  


    Place crayon basket and paper on a chair.  Set out a Nametag Request clip


    board (in basket) with paper on table.  If Altar Guild person hasn’t retrieved,


    place #1 reader’s copy of Prayers of the People on the lectern.  Hand out


    remaining PoP sheets to volunteers.  Make sure there are red folders and 


    visitor cards on table for visitors.  Set out recycling bag for cleanup.


    Take counter from crayon basket, pass out materials and count heads (or


    have an older child assist with this).

B.  Check Guild’s set up:  If the altar is not ready, you will need to set it up.  Please see the section above for Altar Guild instructions.

C.  Offering:  Take baskets from the sacristy.  Check to see which children


are scheduled that week.  Recruit more children as needed.

D.
Review service with Celebrant:  When the Celebrant arrives, review the pew sheet for any changes, special presentations, or announcements.  It is also nice to inform the Celebrant who will be involved in the service, i.e., the names of the Greeters, Reader, and Chalice Bearers, the altar person hasn’t already.

E.  Position the Greeters:  Greeters should be ready by 8:50.  Greeters will hand out the pew sheets, music sheets, “Looking Ahead,” and children’s materials as people arrive.  Also pass out the remaining Prayers of the People.  Please introduce yourself and welcome people.  At least one Greeter should sit in the back during the service to be on hand to direct and hand out materials to latecomers, if necessary.  Turn dial under Jim Bethell’s picture to 10 in order to hear service in foyer.

F.
Escort visitors:  At least one Greeter should act as an escort for new members and visitors by directing them to the class they select after the service.  Ask if they would like a red folder.  Make sure that Melanie is introduced to visitors.

G.
Head count:  Greeters need to count persons present at the Bethell service and record this number in the book in the clergy vesting room near the historic church sacristy.  There is a counting device in the crayon basket.  Don’t forget to count the kids on the floor!  Older children may be assigned to do this task.

H.
Offertory:  Make sure children who have been assigned are aware that they are to help with offertory that day.  See instructions below for USHERS.  Remember to nod yes (or no) to Scott (the pianist) once the entire collection has been made and he can play the Doxology.

I.
Clean up:  Greeters are responsible for assisting with clean up.  Put materials back (except “Looking Ahead,” which can be left on the table).  Music sheets can be discarded in the recycling bag and placed in the church recycling bins.  Pew sheets should be stacked and left in the box and placed in the crayon box.  If not already done so by the Altar Guild, see that collections money is put in pouch and deposited in the safe in the clergy vesting room next to the historic church sacristy.  Coordinate recording the head count with the Altar Guild.  It is recorded in the black book in the clergy vesting room.  Give nametag list to the receptionist.

IV.
READER

The Lectionary Text should be placed on the lectern and opened to the day’s 


Readings.  You can find weekly readings before Sunday at www.lectionary.com or 


Kelly’s site: http://www.io.com/~kellywp/.  You need to confirm with the Celebrant 


which scriptures you should be reading for that day.  You should also find the #1 


copy of the Prayers of the People highlighted on the lectern.  You are to lead by 


saying this first prayer.



YOU MUST ARRIVE BY 8:50 IN ORDER TO REVIEW WITH




CELEBRANT.

V.
EUCHARISTIC MINISTERS (CHALICE)
Gather at the altar with the rest of the community for the Eucharistic prayer,  close behind the Celebrant, if possible.  Receive the elements first, then take

a chalice and follow the Eucharistic minister carrying the bread plate.  Your 

words are:  “The blood of Christ, the cup of salvation.”  When everyone has been

fed, return your chalice to the Celebrant or to the credence table.

VI.
ACOLYTES

· Acolyte A:  Review pew sheet with gong instructions and ring as indicated.

· Acolyte B:
Come to altar during offertory and assist with setting the table.

VII.
USHERS (Please review with your children)

During the “Peace,” go to the Greeter at the back.  The Greeter will pair you

up with an offertory buddy and assign you to an aisle.  When the music starts, 

walk to the front of the aisle.  Pass the basket to the first person in the row.  The

people will pass the basket across the row to your buddy on the other side.  Your 

buddy will pass the basket to the first person in the next row back.  You and your

buddy continue passing the basket until you reach the back of the church.  Check 
with the Greeter to see if you need to collect from anyone else.  Line up in the aisle

the Greeter tells you and wait for the “Doxology” music.  (Adults: look at pianist 

(Scott.)  Not “no” if not complete, or “yes” once all the children have finished and are waiting to go forward.)  When you hear the music, carry the basket to the 

Celebrant (the priest) at the altar.

ALTAR GUILD SET UP CHECK LIST
Bethell Service Updated: Sept 2005

Coming In and Altar

1.
Retrieve money pouch from clergy vesting room.

2.
Retrieve flowers from historic church sacristy. (No flowers during Lent.)

3.
Dust altar with cloth from lidded jar under sink.

4.
Cover altar with white runner (fair linen).  Place blue runner underneath during Advent.

5.
Place flowers on the altar. (No flowers during Lent.)

6.
Buff baptismal font with Nevr-Dull wadding and polish.

7.
(Remove Paschal candle and place in sacristy during Lent.)

Credence Table

8.
Place white round cloth on credence table.


On top on credence table, place:

9.
Large blue carafe, filled 1/3 with wine.

10.
Breadbasket lined with linen towel with tortillas.

11.
Two chalices, each covered with purificator.

12.
The paten; place corporal on top.

13.
Small blue pitcher, filled 1/2 with water.

14.
Extra purificator.

15.
Silver lavabo bowl, with towel.

Windowsill

16.
Place pillow, gong, mallet, and the correctly notated pew sheet on altar (on


sill if David is priest).

Lectern

17.
Open lectionary text to that day’s reading and #1 copy of Prayers of the


People (from Greeters) on lectern.  Check with Kelly if unsure of 


appropriate reading.

ALTAR GUILD BAPTISMAL CHECK LIST

18.
Light the Paschal candle


Place on closest corner of altar or on small table:

19.
Pitcher filled with warm water.

20.
Small metal oil container and a purificator.

21.
Candle holder and one baptismal candle for each candidate.

ALTAR GUILD CLEAN UP CHECK LIST

22.
Consume or pour in piscina all unused wine.

23.
Consume bread, dispose crumbs in piscina.

24.
Rinse piscina with warm water.

25.
LEAVE bottle of wine on counter in sacristy for bilingual service.

26.
Wash all vessels and place in cabinet.

27.
Return all linen, baskets, vessels, and Bible to proper place in sacristy.


LEAVE white covering on credence table for bilingual service.

28.
Place money in pouch.

29.
Check with Greeters regarding the headcount.  Decide who is to record


the count.

30.
Take flowers back to historic church sacristy.

31.
Place money pouch in safe in clergy vesting room next to historic church


sacristy.

32.
If you have the count, add it to the book in the clergy vesting room.

33.
Give linens to Allen or Melanie.

GREETER SET UP CHECK LIST

34.
Put on nametag and add “GREETER” sign.

From Bethell sacristy retrieve:

35.
Appropriate seasonal pew sheets (in box on counter top w/ Prayers of


the People.

36.
In closet find crayon basket w/ sticker nametags, sharpie, clipboard. 


Make sure there is enough colored paper (white, red, purple or green:


check calendar), & counting device.

37.
Four baskets for ushers/offertory.

38.
In drawer, find recycling bags.

39.
Retrieve hymnals in cart next to the organ, under blue covering.

In Hallway/Foyer set up tables; then:
40.
Have hymnals ready to pass out with “Looking Ahead,” additional


music sheets (if we have them, from Kelly), and pew sheets.  If you


can’t find “Looking Aheads” in the Bethell foyer, retrieve some from


the front of the historic church.

41.
Make sure there are red folders, visitor cards, the clipboard for name tag


requests, and sticky name tags with a sharpie on the table.

42.
Organize crayon basket if necessary, and place on chair for children to reach (add’l crayons are on shelf near ceiling, add’l baggies in drawer).

43.
Prayers of the People: put 1st sheet on lectern for Reader. Pass out remaining sheets.  Remind all to speak loudly, clearly, and slowly.

44.
Recruit and briefly review rules with children ushers:

· Have them come to you at the back of the church during the “Peace.”

· Have them work in pairs.

· Tell them to WAIT until music begins before going to the front of the

Church.

· Work from the front to the back.

· When they are finished collecting, have them come back to where you are and line up.

· CATCH the pianist’s (Scott) eye and nod ‘YES’ when the collection is complete.  If you are not ready and the offertory song is on the last verse, nod ‘NO’ to Scott.  When everyone is ready, look at Scott and nod ‘YES.’

· Wait for Scott to begin the “Doxology” before proceeding to the altar.
45.
Check with Celebrant (regarding any changes or announcements).

46.
Be ready to pass out hymnals by 8:55.

47.
Open double doors.  Move “knobs” at top  of each door to keep open 


(rubber jar opener in “tools” drawer in sacristy, if knobs are turned too 


tight.)

During service

48.
Using counting device, count all people in service, including infants.

49.
Help find available seating to latecomers.  More chairs are available


behind organ or in the choir room.

50.
Direct and help child ushers as necessary.

51.
Move dial on wall to 10 in order to hear the service in the foyer.

GREETER CLEAN UP CHECK LIST

52.
Put all materials away, except for “Looking Ahead.”  Leave on table.

53.
Place recycling in paper bag and take home or put in church recycling.

54.
When finished, check with Altar Guild to see if they need help.

55.
Give headcount to Altar team or record count in black book in clergy vesting room.

56.
Give nametag list to receptionist.


              Chapter 4



  Baptisms, Weddings, and Funerals, etc.

              “Strengthen us, O Lord, with your Holy Spirit; empower us
            for your service; and sustain us all the days of our lives.


      Amen.”




Adapted from The Book of Common Prayer, page 418

Preparations for the sacrament of baptism and for confirmation are performed by the Altar Guild team assigned to the Sunday on which the events will occur.  Ordinations occur much more infrequently, but may also require the services of the team assigned to that week or volunteers.  (Remember: a team’s week begins on Saturday, and ends on Friday.)  Instructions for the sacrament of baptism are given below.  The rector will supply any special instructions for confirmations and ordinations, services at which the bishop will celebrate.

Weddings and funerals have their own special teams.  The regular Altar Guild team assigned to a particular weekend may need to see that white hangings are in place for a wedding; that the proper name for Sunday and hymn numbers are set out, to be put in place after the wedding; and High Altar and baptismal table flowers are ready in the sacristy, but not set in place in the sanctuary, unless requested by the wedding coordinator.  The wedding coordinator will leave a note as to what needs to be done (or not done) for the wedding.  She will see that hangings are changed from white, if necessary, and that the Sunday name and hymn numbers are put up after the wedding.

While every service is important, we who are privileged to prepare for and serve at these special services may find our own sense of worship and gratitude heightened.  We are sharing with these individuals who are being married or buried, baptized, confirmed, or ordained, as they take a significant step in their faith journey.

ALTAR GUILD CHECKLIST

        

BAPTISM
PLEASE TAKE A MOMENT FOR INDIVIDUAL PRAYER BEFORE YOU BEGIN.

The Altar Guild prayer is framed and hanging in the sacristy.

○
Check ordo calendar for color of hangings. (If a major feast day, hangings should be white.  If in doubt, consult with clergy.)  Paschal candle should be placed between the pulpit and the steps to the choir, and lighted.
○
Determine whether the historic font or the font from Bethell will be used.  If the historic font is to be used, remove the top, and place it in the clergy vesting room.

○
Clean the font with damp sponge.

○
Fill the ewers (preferably 2 or 3) with warm water.
○
Place appropriate number of glass candleholders on free-standing altar.
○
If names of candidates are available, identify candle boxes by placing a sticky note on each box with the baptismal candidate’s name on it.  Leave candle boxes in the clergy vesting room.
〇
Be sure sufficient rows are reserved for family members.
Note:  Sometimes nosegay bouquets in silver baby cups will be ordered for a baptism.  
Place them on the baptismal table near the font.  If the family has told the 


flower chairperson they want to buy the cup, then they can take it after the 


service. Otherwise, lock the cup up in the flower cabinet.
For the Bethell font:
○
Place the filled ewers on the floor near the font.
○
Place Oil of Chrism in oil stock marked OC on prayer desk on the left side of the choir (as you face the altars).

○
Place appropriate number of baptismal candles on the right prayer desk.
○
Place appropriate number of towels on a small table near the font.  One towel can be used for several candidates.
For the historic font:

○
Place the ewers in front of the font on the floor, or on the Baptismal table (ask clergy which they prefer).
○
Place Oil of Chrism in oil stock marked OC on prayer desk on the left side of the choir (as you face the altars).
○
Place appropriate number of baptismal candles on the right prayer desk.
○
Place appropriate number of baptismal towels (white fluffy) on table.  One towel can be used for several candidates. 

AFTER THE SERVICE:

○
Remove water from the historic font by lifting the liner out and pouring the water down the piscina.  The Bethell font is emptied by siphon.
○
Wipe liner dry; return to font (and replace top, if historic font was used).
○
Pour any water remaining in the ewers into the piscina.
○
Each family takes home its baptismal candle and box.
○
Clean glass candleholders and return them to the appropriate cabinet.




   WEDDING DECOR
The Episcopal Church considers weddings to be a solemn and sacred rite.  Flowers and 

other decorations must be kept in their appropriate liturgical place.  We want the flowers to help make each wedding ceremony a beautiful experience for the couple.

The altar will be vested in white hangings.  Flowers on the altar are the couple’s gift to the church, and they remain on the altar for Sunday services.  The Sunday bulletin will include a notation that the flowers are given in celebration of the couple’s marriage, and that the couple will be remembered in the Prayers of the People.  Following the Sunday services, the Altar Guild will take the flowers to members of the congregation who are ill or living in nursing homes here in Austin.  This practice of taking the altar flowers to “shut-ins” brings the joy of the couple’s wedding to many people who are not able to attend church.

We ask that a commercial florist be used.  The Wedding Coordinator can suggest appropriate florists.  The Flower Bucket (453-6692) has a long relationship with St. David’s parish, and the quality of their work is very good.

If the couple’s budget for flowers is limited, they should not hesitate to talk to the Wedding Coordinator.  There are often families who want to give flowers for the Sunday morning following the wedding, and we will try to have their arrangements match the couple’s wedding colors.  We want each wedding to be as beautiful as possible, so we urge each couple to be candid with us concerning their situation, since artificial or silk flowers cannot be used.  Our Wedding Coordinator will work with the couple and their florist.

The florist should contact our Wedding Coordinator concerning flower details, and to arrange to pick up the vase liners and deliver the flowers on the day of the wedding.  The arrangements for the brass vases on the High Altar may be no wider than 24” or taller than 32”, including the liner.  Because the High Altar is mostly white, greenery is necessary for the backing of the arrangements so that the flowers will show from the back of the church.

Some couples request the use of a candle to be placed on the altar in memory of deceased loved ones.  The couple is responsible for supplying a white pillar candle for this purpose.  After the ceremony, they will take the candle with them.
ALTAR GUILD CHECKLIST




FUNERAL
PLEASE TAKE A MOMENT FOR INDIVIDUAL PRAYER BEFORE YOU BEGIN.

         The Altar Guild prayer is framed and hanging in the sacristy.

FREE STANDING ALTAR
〇
Be sure rubberized sheet is placed directly on altar, under fair linen.

〇
Change altar hangings to white.  The hangings are in the marked drawer in the


piscina sacristy.

〇
Stand up Gospel book in center, with cover facing the congregation.

CASKET 
If there is a casket, the Pall for the casket should be placed on the reception desk with two pairs of white gloves.  (Always wear white gloves while handling the Pall.)  The Pall and the gloves are located in the marked drawer in the piscina sacristy.  As the casket arrives, be on hand to place the pall on the casket.  (You can see the hearse arrive from the sacristy window.)

ASHES

If there are ashes in an urn, the urn should be placed on a small table at the front of the historic sanctuary, and veiled with a white chalice veil.  See the clergy person.

Be sure the Paschal candle has been moved to the front of the nave.

ASSISTING CLERGY: 

Light Paschal candle, and candles on high altar and baptismal table.

“RESERVE” SIGNS
Place “reserve” signs on the pews for the family.  Check with attending clergy to see how many rows are required for family seating.  The signs are in the bottom drawer, to your right as you enter the piscina sacristy.

HIGH ALTAR
〇
Water and set out funeral flowers.  Altar flowers for funerals are allowed during 

Lent because a funeral is a celebration of resurrection.  Flowers other than the altar flowers are placed in the foyer outside the historic sanctuary.

〇
Missal stand with service book to the right of the High Altar, on top step.

〇
1 extra purificator.

CREDENCE TABLE
〇
Chalice B, with purificator and paten B.

〇
Chalice A, vested with the following: purificator, paten A, priest host, pall (decoration up), and folded corporal (large).

〇
Small silver ciborium with 25 loose wafers.

〇
Large silver ciborium with 50 loose wafers. (Check with attending clergy for number of wafers needed.)

〇
Extra glass cruet of wine, handle turned away from you.

〇
Silver water cruet, filled full.

〇
Silver wine cruet, with wine.

〇
Wheat-free kit, if indicated by clergy, on bottom shelf.

〇
Lavabo bowl on top of lavabo towel, on bottom shelf.

SACRISTY
〇
Glass cruet of wine and roll of wafers - - on counter.

〇
Have an Altar Guild member present in the sacristy during communion.

DO NOT SET OUT ALMS BASINS.

AFTER THE SERVICE
〇
Be on hand to help with the removal of the Pall.  Fold and replace in drawer.

〇
Purificators set out but not used may be returned to the linens drawer and used again.

〇
Place remaining consecrated wafers in glass container in Grace.  Pour any remaining consecrated wine into a small glass cruet, and place in Grace ambry.




    SPECIAL SERVICES
PLEASE TAKE A MOMENT FOR INDIVIDUAL PRAYER BEFORE YOU BEGIN.

The Altar Guild prayer is framed and hanging in the sacristy.

Set up as if for the 9:00 am service in the historic sanctuary.

Check with attending clergy for number of wafers and wine needed, and whether ushers will be present.  If no ushers will be present, members of the congregation may be asked to bring the communion elements from the back table.  Alms basins may or may not be needed.  Again, ask the clergy for specific details.




Chapter 5

The Church Year and Special Feast Days

   “Whatever we may be doing - - even eating, drinking, or washing


    disciples’ feet - - we have to take the initiative of realizing and 


    recognizing Jesus Christ in it.  Every phase of our life has its 


    counterpart in the life of Jesus.  Our Lord realized His relation-


    ship to the Father even in the most menial task.”




Oswald Chambers, My Utmost for His Highest
The Christian year is the proclamation at all times of “the mystery of Christ.”  Its basic framework is the recurrence of Sunday, the day of resurrection.  The seasons of the church year are all Christ seasons.  Since the church year is “Christ’s year” . . . the year of the Lord. . . it points to what Christ has done and is doing now in this time of our history.  Like all religious calendars, the Christian church year is rooted in tradition, as it concentrates on a particular moment of history - - a moment that illuminates all history and all historical revelation, in the coming of Jesus Christ into our life and in His resurrection from the dead.

We at St. David’s, as part of the Episcopal Church, follow the church year.  It is impressive and instructive as it carries us through the colorful days and festivals of our Lord’s life.  As God has flooded earth and sky with color, so the Church has sensed the symbolic use of color and symbols in worship.  As dominating colors in nature change with the seasons of the fourfold year, so there is a color sequence in the church year.

The colors and their meanings are:


Purple:

Signifies penitence and passion, as well as royalty


White:

Signifies festival and joy, resurrection


Red:

Signifies the Holy Spirit, martyrdom, tongues of fire, and 




passion

Green:
Signifies hope and life, and the ongoing life and growth of the kingdom of God


Blue:

Signifies royalty, expectation and anticipation of Jesus’ return

ADVENT
Color:
Purple or blue

The four weeks of Advent are concerned with the eschatological theme, or “first and last things.”  The first Sunday is concerned with the second coming of Jesus.  The second and third Sundays are devoted to John the Baptist: “heralding the Messiah” and the “judgment to come.”  The fourth Sunday emphasizes the annunciation as an immediate prelude to Christmas.  This season begins on the Sunday nearest to St. Andrew’s Day, November 30.

In the historic sanctuary, the Advent wreath may be hung or placed on the Paschal candlestick, depending on the rector’s preference, on the Saturday before the first Sunday in Advent.  It is stored in the southwest parish hall closet.  Four purple candles are used.

An artificial evergreen wreath covers the brass wreath.  A second advent wreath is stored in the Bethell sacristy, for use in Bethell Hall.





CHRISTMAS
Color:
White

The Christmas season is twelve days in length and is the celebration of Christ’s Incarnation.  The first Sunday after Christmas is a continuation of the theme of Christmas Day.  The historic church and Bethell Hall are prepared for Christmas under the direction of the flower chairperson and the Altar Guild co-chairs.  A special checklist for cleaning will be provided by the chairperson.  Altar Guild members are asked to sign up for this special duty.

Prior to Christmas Eve, both worship spaces should be thoroughly cleaned and readied for decoration by the Flower Bucket.  Most of the decorations are purchased by donations to the Flower Fund, given by parishioners in memory of or in thanksgiving for loved ones.  The flower chairperson works closely with the Flower Bucket to place greenery, poinsettias, candelabras, etc.

Other tasks that need to be completed before Christmas Eve include the cleaning of votives for the free-standing candelabras; the cleaning of the 7-branch candelabras; the preparation of any congregational candles (Bethell), and clip-on choir candles.     




     CHRISTMAS EVE
Christmas Eve services at St. David’s have been increased to accommodate the number of parishioners and visitors who come to worship each year.  Recently we have had as many as six services between the two worship spaces:  4:00 pm in the historic sanctuary for families with small children; 5:00 pm in Bethell; 6:00 pm in the historic sanctuary; 7:00 pm in Bethell; 8:00 pm in the historic sanctuary; and 10:30 in the historic sanctuary.  Each service has its own unique “flavor.”  For example, in the historic sanctuary, the jeweled flagon and chalice, and incense may be used at some services.  The rector and clergy staff will make the determination each year as to how many services are needed. If you are in town for Christmas, please consider serving at one of these services.

Altar Guild members who serve at the 10:30 pm service will leave vessels ready in the cabinet for the service on Christmas morning.





CHRISTMAS DAY
Traditionally, there is only one service on Christmas Day.  Clergy who serve at this service will set-up with the vessels left in the cabinet after the last Christmas Eve service.  Altar Guild presence is not required unless a member wants to be there.



EPIPHANY and the Season after Epiphany
Color:
White (first and last Sundays after Epiphany)


             Green (all other Sundays)

The Feast of the Epiphany falls on January 6th.  “Epiphany” means “manifestation” or “revelation” of Jesus Christ to the whole world.  The wise men are added to the nativity set at Epiphany.  The Sunday after the Epiphany is the Feast of the Baptism of Christ one of the church’s baptismal days.    The remaining Sundays in the Epiphany season set forth the beginnings of our Lord’s ministry, when He openly revealed Himself, by His teaching and His deeds, as the redeemer of the world.  The Last Sunday after the Epiphany is devoted to the story of the transfiguration, which serves as a significant link between the revelation of the Lord’s glory in His incarnation and in His passion.  The last Sunday after the Epiphany is also set aside for baptisms at St. David’s.

The season continues until the beginning of Lent.  The number of weeks between these two major events varies because the date of Easter is not fixed.




ASH WEDNESDAY (BCP, page 264) 

There are usually four services held on Ash Wednesday, each includes the Penitential Office, Imposition of Ashes, and Holy Eucharist.  At least one Altar Guild member needs to be present at each service.  One of the services may be held in Bethell Hall.  The rector will provide specific instructions as to setup.

Ashes are placed in small silver Revere bowls on the altar.  No flowers or greenery are used.

LENT
Color:
     Purple, until Passion Sunday



     Red, until Easter Eve

During the forty days of Lent we prepare ourselves for Easter.  The traditional themes of Lent are: penitence, discipline, and learning.  Holy Week, which begins with Passion Sunday (Palm Sunday), is the last week of Lent.  During this week, we remember the final days of our Lord’s life, His trial and passion - - our salvation.

No flowers or greenery are used on the Altars during Lent, except on Palm Sunday.  In addition, the rector may decide not to use the frontal, in keeping with the austerity of the season.




Preparations for Holy Week

Prior to Passion Sunday and Holy Week, we clean the historic sanctuary and Bethell Hall thoroughly.  While this task is performed under the direction of the Altar Guild co-chairs, all Altar Guild members are encouraged to sign up to help.  In addition, we welcome any member of the congregation who wishes to assist with this special time of preparation.

The period from Passion Sunday through Easter is a particularly busy time for Altar Guild members.  Two, three, or even four teams may be assigned for this intense period, so that the joyful burden is shared.  In addition to the cleaning of worship spaces, there will be a need for cleaning and preparing votives, candelabras, congregational and choir candles, and the steaming of the black hangings used to cover the triptych on Maundy Thursday.  There are many tasks involved, but it can be a time of fellowship and joy as we prepare for this holiest time of the church year.

The Altar Guild co-chairs will consult past schedules to ensure that the same team is not assigned to the same services every year.  In addition, the co-chairs will put a sign-up sheet in the sacristy well in advance of the Easter season for volunteers for cleaning and serving at all services.  All members of the Altar Guild are encouraged to sign up for extra service during this very busy time.

PASSION (PALM) SUNDAY (BCP, page 270), and Holy Week 
Color:
       Red (except Maundy Thursday)

The last week of Lent reminds us of the last week in Jesus’ life here on earth, and begins with Passion (or Palm) Sunday.  Remembering how the people waved palm branches as Jesus rode into Jerusalem, we decorate the church with palm fronds and prepare palm leaves.  All palm fronds and leaves are placed on a table at the front of the church to be blessed before distribution to the congregation, and are removed after Passion (Palm) Sunday.

The 8:00 am service in the historic sanctuary is usually changed to 7:30 am in order to ensure that there is sufficient time between this service and the 9:00 am service.



MAUNDY THURSDAY (BCP, page 274)
The regular Thursday morning service of Holy Eucharist and healing will be held.

An evening service is held to commemorate the institution of the Last Supper, and may include a remembrance of the washing of the disciples’ feet.  This service, with white hangings and flowers, is a celebration - - “an intimate dinner party in the midst of the horrors of Holy Week.”  While a specific Altar Guild team may not be assigned to this service, 3 or 4 Altar Guild members will be needed to assist with preparation and cleanup.  The black hangings for covering the triptych should be ironed or steamed on the Saturday preceding Holy Week.  Once they have been pressed, they are placed on their long rods, and are hung in the clergy vesting room.

If there is to be footwashing by the clergy, basins and ewers, and the special damask “towels” need to be readied as the rector instructs.

After Holy Eucharist, the lights in the sanctuary are turned off until only the lights on the altar are left.  (It is a good idea to have a flashlight available for the person responsible for dimming the lights, and to have them practice in advance.)  The stripping of the altar is a powerful part of this service.  Lay persons are usually asked to assist with this part of the service, each person removing an item associated with his or her particular ministry: e.g. chalice bearers removing Eucharistic vessels, a lay reader removing the service book from the lectern, Altar Guild members removing hangings, flowers, and candles.  The co-chairs of the Altar Guild may be asked to “wash” the altar.  

The altar remains stripped (no hangings or frontal) and the black hangings cover the triptych through all services on Good Friday.  




GOOD FRIDAY (BCP, page 276)
Services as announced.  Because there is no Eucharist, an Altar Guild presence will probably not be needed except at the evening service, unless otherwise indicated by the rector.

The evening service held on Good Friday does not incorporate Holy Eucharist, but one or two Altar Guild volunteers can help prepare the sanctuary after the service for the ministrations of the Flower Bucket early on Saturday morning.

HOLY SATURDAY (BCP, page 283)

A short service (usually at 10:00 am) is held in Grace Chapel on the morning of Holy Saturday, to commemorate the resting of Christ’s body in the tomb on the Sabbath.  There is no Holy Eucharist at this service, so no active Altar Guild presence required.

As this service is being held, however, Altar Guild members will be busy in the sacristy  preparaing for the Great Vigil of Easter.  Regular Altar Guild duties in the sanctuary should be fewer because the sanctuary will have been thoroughly cleaned on the previous weekend, and because the Flower Bucket will be decorating the sanctuary and Bethell Hall.  Our job on this Saturday morning is to complete our preparations while staying out of their way.



THE GREAT VIGIL OF EASTER (BCP, page 285)
This service is the first celebration of Easter, and incorporates the lighting of the Paschal candle(s) (the Service of Light), a re-telling of God’s love for humankind and His interactions with us through Old Testament readings (the Service of Lessons), Christian initiation (the sacrament of baptism and the renewal of baptismal vows), and the Holy Eucharist with the administration of Easter Communion.  Congregational candles and choir candles are used at the beginning of this service.

This service is fairly long and well-attended, and one Altar Guild team will be assigned specifically to this service.  Altar Guild duties will include preparations for 





· the initial lighting of the Paschal candle(s), 

· several baptisms, and 

· Holy Eucharist.  

Once the service is finished, the same team will need to clean up and have vessels readied for the 7:30 am service on Easter morning.  In addition, some flowers may need misting and watering to prevent wilting.

The Paschal candle is lighted for all services from the Great Vigil of Easter through Pentecost.





EASTER DAY
Easter morning can be very stressful (due to immense crowds) for the Altar Guild team assigned to this day.  Any Altar Guild members who can volunteer to assist with these services will be greatly appreciated.  Whether you are part of the assigned team or are a volunteer, please come to your appointed time early enough to be spiritually prepared to assist in the celebration of the resurrection of our Lord.
As with other Sundays in the church year, there are four services scheduled for Easter Day morning.  The differences on Easter, however, are several.  For example, the service usually held at 8:00 am is moved to 7:30 am, and will include music and ushers, neither of which is usually present at this service.  As such, there will need to be adjustments made as to the preparations, and the set-up for this service will probably be more like the 9:00 am service in the historic sanctuary.  The Altar Guild co-chairs will consult with the rector and will have detailed, written instructions about any adjustments that need to be made.

Because this is a high holy day, the jeweled flagon and chalice are appropriately used at the 9:00 and 11:15 am services in the historic sanctuary.  Those two services and the 9:00 am service in Bethell Hall will probably not have many changes except in the number of wafers and amount of wine needed to accommodate the large number of worshipers.  





ASCENSION DAY
Color:
      White

On Ascension Day, which always falls on a Thursday (the fortieth day after Easter Sunday), we remember the last act of Jesus here on earth: His ascension into Heaven to be at the right hand of the Father.  A service will probably be held in the evening, and members of the Altar Guild will need to be present to assist with the Holy Eucharist.  The team assigned to the Sunday before Ascension Day will be on duty for this service.  Any volunteers who can assist the assigned team will be greatly appreciated.  In some years this service may be shared with St. Martin’s Lutheran Church, and held at their church.

While the details are at the discretion of the clergy, the set-up will probably be similar to the 9:00 am service in the historic sanctuary.

PENTCOST
Color:
      Red

This season commemorates the coming of the Holy Spirit, like “tongues of fire.” (Acts 2:1-4)  On the Day of Pentecost, the early disciples began to preach the good news of Jesus Christ.  The second half of the church year is coordinated with the first, since it celebrates the continuing work of Christ in His Church by the Spirit, between His first and second advent.  Holy Eucharist is celebrated at all services.  Pentecost is one of the Church’s baptismal feasts.





TRINITY SUNDAY
Color:
         White

The first Sunday after Pentecost is Trinity Sunday, a celebration of the Holy Trinity: God the Father, God the Son, and God the Holy Spirit.

Holy Eucharist is celebrated at all services.



SEASON AFTER TRINITY or ORDINARY TIME
Color:
      Green

Beginning with the second Sunday after Pentecost, there is a variable number of Sundays until Advent begins, depending on the date of Easter.  This is the Season after Trinity or Ordinary Time.


ALL SAINTS’ DAY (November 1)
Color:
        White

An evening service will probably be held on All Saints’ Day, requiring the presence of Altar Guild members.  The team assigned to the weekend before All Saints’ Day will also serve at this service.  Any volunteers who can assist the assigned team will be greatly appreciated.

THE LAST SUNDAY AFTER PENTECOST (CHRIST THE KING)
Color:
      White

This Sunday is the final Sunday in Ordinary Time, the Sunday before Advent begins.


THANKSGIVING EVE (alternate years)

Color:
       White

It is a tradition of almost 20 years that St. David’s celebrates a joint Thanksgiving Eve service with St. Martin’s Lutheran Church.  Each church plays host in alternate years, St. David’s hosting in even years.  Altar Guild members who are in town for the Thanksgiving weekend are encouraged to volunteer to assist with the service in the years that we are the host church.  Altar Guild co-chairs will place a sign-up sheet in the sacristy several weeks prior to Thanksgiving weekend, so that volunteers can sign up to serve.  Set-up for this service will be as for the 9:00 am service in the historic sanctuary.  The clergy will inform you of any adjustments that need to be made.

THANKSGIVING DAY

No services will be held on Thanksgiving Day.


“Let me have a special sense of Thy nearness to me, O God,


in such times as I may be able to devote to prayer, to any public


exercise of worship, or to the receiving of the Blessed Sacrament;


through Jesus Christ my Lord.  Amen.”





John Baillie, A Diary of Private Prayer 




     Chapter 6



  Care and Cleaning Instructions


“O hidden love of God, whose will it is that all created spirits should


live everlastingly in pure and perfect fellowship with Thyself, grant


that in my life today I may do nothing to defeat this Thy most gracious


purpose. . . .When Thou dost knock at my heart’s door, let me not keep 


Thee standing without but welcome Thee with joy and thanksgiving. 


Let me harbour nothing in my heart that might embarrass Thy presence;


let me keep no corner of it closed to Thine influence.  Do what Thou


wilt with me, O God; make of me what Thou wilt, and change me as


Thou wilt, and use me as Thou wilt, both now and in the larger life beyond;


Through Jesus Christ our Lord.  Amen.”






John Baillie, A Diary of Private Prayer
Currently, there are two specialty jobs that require some extra training.  If you feel called to help with the linens or candles, please let the co-chairs know.  We will see that you receive the extra training you need to help in either of these two areas.




    LINENS
Bethell linens are “easy care,” and do not require ironing.  They are identified by a red cross.  Purificators, corporals, and lavabo towels can be washed after the service and laid out on the counter in the sacristy to dry.  Once dried, these linens can be folded and returned to service.  

Linens used in the historic sanctuary, on the other hand, require ironing for best results.  At present we have a team of 4 ladies who take the smaller linens (purificators, corporals, and lavabo towels) home for laundering and ironing. In addition, they also launder the fluffy drying towels.  One Altar Guild member is currently in charge of laundering and ironing all fair linens and credence cloths used in the historic sanctuary and Grace Chapel.  These ladies perform a wonderful service, keeping us supplied with these beautiful linens which add so much to our services.

Because linen is a “dynamic” fabric, it requires special handling so that it does not stretch or become misshapen.  Never use chlorine bleach or starch on linen.  Inspect the linens for stains that may require special treatment.  Repeat any stain treatment, if necessary.

Linens should be ironed while still wet and cold. After washing, wrap the linens in a clean bath towel and refrigerate.  If the linens cannot be ironed within a few hours of washing, they may need to be frozen to prevent mildew.  Before ironing, be sure that all ironing surfaces and surrounding surfaces are clean and dry.  The iron should be hot and clean.  Cover the ironing board with a clean terry cloth towel.  Place the linen on the board, “wrong side” up, smoothing hems straight.  Iron from the center out toward 

the hems to keep the item straight.  Do not pull wet linen while ironing.  Turn the item and finish on the “right side,” until the item is completely dry.

Be sure fair linens are completely dry before rolling onto cardboard rolls provided.  Roll fair linens onto the rolls wrong side out.  Be sure hems are straight.  Cover in plastic and label.

Small linens should be folded appropriately, the folds finger-pressed, not ironed:

Purificators:  Fold right side out.  Fold exactly into thirds, making the finished square as small as neat as possible.  Do not iron the folds, but press them with your thumb or finger.  Purificators are square, with a small cross in the middle.

Corporals:
Corporals, like purificators, are square, but are much larger, and the cross is on the bottom edge.  Lay the corporal down on a table, “right side” up.  Fold the bottom third up, then top third down. Next, fold the right third over, then the left third.  When the corporal is unfolded for the Eucharist, the priest will unfold the first fold to the left, then to the right, then up, then down.  The folded corporal has the cross “inside.”  Do not iron the folds, but press them with your thumb or finger.

Lavabo towels:    Lavabo towels are rectangular, with a cross on one end.  Lay the towel “right side” down.  Fold into thirds lengthwise; then fold in half.  Again, do not iron the folds, but press them with your thumb or finger.

Drying towels:
Fold in thirds lengthwise; then fold in half. 

Chalice Palls:
Hand wash, using a soft vegetable brush when necessary.  Rinse thoroughly, and dry completely.

SPECIAL LAUNDRY PROBLEMS
Candle wax:
Remove all wax possible with a dull implement or fingernail.  Soak the stain in cleaning fluid.  The area with the stain may be covered with liquid in a small container and held in place with a smaller object.  Another suggestion is to use a hot iron, placing the fabric between two pieces of brown paper, moving the paper as you iron.  You can also pour boiling water on the wrong side from a height of 12” to 18”.

Lipstick, wine, or silver polish:
Use Misty, Ivory Liquid, or Zout on the stain.  Let the item “sit” for several minutes before rinsing and washing in another cleaning solution  (Do not mix cleaning solutions).  Then, let the item soak in cold water for several minutes.  C. M. Almy  (the source for many of our communion linens) suggests vinegar and salt for wine, and a half and half mixture of 3% peroxide and ammonia for lipstick.  You may need to scrub gently with a soft vegetable brush.  Rinse thoroughly.  Roll items in clean drying towel to blot excess water; then hang on rack to dry.  

Rust, ink, or fruit:
Use Misty, Ivory Liquid, or Zout.  Historic remedies include soaking in a solution of oxalic acid or lemon juice with salt and sunshine; covering with a paste of cream of tartar and hot water, or rubbing alcohol or hair spray before washing.  Rinse items thoroughly; blot excess water; then hang to dry.

Mildew:

Wash item with soap and water, rinse and sun dry.  If mildew persists, soak item in 3% peroxide, then wash.

Scorch:

Dampen material, put in sun and repeat, if necessary.  Or sponge with peroxide, then wash and rinse well.  C. M. Almy recommends rubbing the scorched area with a cut onion, soak in cold water for an hour, then wash.
SILK HANGINGS
When removing the superfrontal from the altar, first remove the fair linen.  Fold the 

superfrontal by turning the front up onto the altar.  Fold one side to the center, then 

the other side.  Do not crease the appliqué.  Lay smoothly in the drawer.  Spread 

other hangings in the drawer unfolded and wrong side up.  Do not dry clean unless 

absolutely necessary.





       CANDLES
Ideally there should be a “candle person,” someone specifically trained to care for the

different kinds of candles, on each Altar Guild team.  The instructions given here are general, but should help any team who does not have a candle person, or whose candle person is absent.  

Saturday duties include the following:

· Remove any old wax and the metal tab from the bottom of the ruby votives in the prayer stand at the back of the historic sanctuary.

· Fill empty ruby votives with new #10 votive candles, as needed.

· Check candles on baptismal table.  Replace oil canisters, if needed.  Oil canisters are supposed to last 90 hours.  Do not replace until virtually all oil has been used.  A half-inch of oil left in the canister represents several hours of use remaining.  If the flame height is too low, pull the wick up very carefully with tweezers.
· Check Eucharistic candles on altar.  Replace spring-loaded cartridges

with new candles.  Be sure candlesticks are turned so that both appear

to be straight.

· Paschal candles are replaced for Great Easter Vigil, and are lit for that service.  Paschal candles are lit for each service from the Vigil through Pentecost.  They are also lit for baptisms and funerals.  Do not adjust the follower on the Paschal candle.
· Holy Angels altar and Good Samaritan Chapel—candles are rarely lit, but check each week to be sure they are in order.

· 7-branch and free-standing candelabra are used only for weddings and feast days such as Christmas and Easter.  If these candelabra are to be used, be sure they are clean and ready to go.  The free-standing candelabra need to be put into place before inserting the glass votives and candles to prevent breakage.  The Wedding Coordinator (or flower chairperson for Christmas and Easter) will leave specific instructions.  Free-standing candelabra use #20 votive candles.
· Check the acolytes’ torches.  Replace oil canisters, if needed.  These canisters are supposed to last 30 hours.  Do not replace unless virtually all oil has been used.  If the flame height is too low, pull the wick up very carefully with tweezers.  Check the wicks in the candlesnuffers both in the acolytes’ vesting room and outside of Grace, and replace the wicks if they are less than 5” long.

· In Grace Chapel, check the altar candles and window candles.  Replace candles, if necessary.  New candles are located in the upper cabinet of the sacristy outside of Grace.  Trim candles with a sharp knife, if needed, so that wicks are up and can be easily lit.  Clean and polish followers as needed, but do not remove the brass followers unless the candles need to be replaced, as this will break the seal that has formed between the follower and the candle.

· The current practice is for sextons to extinguish all candles before the church is closed for the day to prevent fire hazards.  In addition, we are not lighting the votive above the ambry in Grace, even when reserved sacrament is present.
· During Advent, check the oil in the Advent wreath.
Bethell Hall, 9:00 am service:
The Bethell Altar Guild tends these candles.

Bethell Hall, 5:00 pm service:
Two three-wicked pillar candles, set in large clear glass bowls, are used on the altar for this service.  In addition, incense is burned in a vessel on the altar during this service.  There is currently no active Altar Guild team assigned to this service.  Set-up is by the clergy.

Historic sanctuary, 8:00, 9:00 and 11:15 am:
Eucharistic candles on High Altar and candles on baptismal table should be lighted.  Acolytes or lay readers usually take care of this task, but check to be sure it has been done.  Candles stay lighted until after the 11:15 am service.

Candle types and sizes

Candles are usually ordered from A. I. Root in San Antonio.  The 2005 Paschal candles

were ordered from T. H. Stemper in Milwaukee because they could supply us with 48”x 15/16th” candles to fit our paschal candlesticks.  Paschal candles for both historic sanctuary and Bethell are the same size.

Eucharistic candles for the historic sanctuary are spring-loaded, plain base, 8 1/4th” x 7/8th”, 51% beeswax.

Oil canisters for the baptismal table in historic sanctuary are short and fat, and are supposed to burn for 90 hours.  Oil canisters for torches and Advent wreath are tall and skinny, and are supposed to burn for 30 hours.  Do not replace oil canisters prematurely.

Eucharistic candles for Grace Chapel are plain base, 16x1 7/64th” for 1 1/8th” socket, F16FBP.  Window candles are self-fitting, 13x5/64th”, for 7/8th” socket, F13DB.  Both sizes of candles are 51% beeswax.  These candles, both Eucharistic and window, are lit twice a day, so need to be checked often to be sure they are burning evenly, and can be lit easily.  Again, do not remove the brass follower until a candle needs to be replaced.

#10 votive candles are used in the ruby glassware in the prayer stand at the back of the historic sanctuary, on the High Altar to signify consecrated elements, and above the ambry in Grace Chapel (do not light).

#20 votive candles are used in the freestanding candelabra only.  These votives are larger and will cause the ruby glassware to break.  Please do not put #20 votive candles in the ruby glassware.






BRASS
Most of our brass pieces are lacquered.  Check the bottom of each piece before cleaning 

any brass item!

Much polishing may be avoided if the brass is washed with soap and water, rinsed and 

dried immediately after use.  Remove candle wax with hair dryer.  Use Flitz on brass 

items that needs to polished (e.g. alms basins).  

Wipe the bottom of all brass articles so they will not leave a stain.  Be sure that all 

brass vases are completely dry before storing.






SILVER
After the silver communion vessels are used, wash with soap and hot water, rinse and

rub dry with a soft drying towel.  Do not immerse the bases of chalices; just wash the

cup thoroughly.  Silver polish is provided if items are tarnished, but be sure to remove

all traces of polish so that linens will not be stained.  Silver pieces that are not used

daily should be kept in their Pacific Cloth bags, and stored in the vault.  Be sure items

are completely clean and dry before storing.






CRYSTAL
A water rinse is usually all that is necessary for crystal pieces.  Leave the stoppers out

of cruets so that they can dry completely.  For removing stains, fill the item with water

and drop in a Polident tablet.  After the tablet has dissolved, wash the glassware and dry it thoroughly before storing.





STONE
Marble (High altar):

Use Ivory Soap and water on polished surfaces; rinse and dry.  Carved and unpolished surfaces can take an abrasive.  Powdered or solid pumice may be used.  Put the powder on a stiff brush and remove with a sponge and clear water.

Sandstone (Holy Angels altar and baptismal font):
Pumice may be used, as described for unpolished marble surfaces.




   WOODWORK 
Use lemon oil-saturated cleaning rags.  Go over the area with a clean dry cloth.  Use Old English Furniture Polish to cover scratches.  Be sure to wipe off any excess.

CARPETS AND RUGS
The church sexton is responsible for vacuuming carpets and rugs, including the altar area.  Notify him or the church administrator if carpet needs attention.  

SACRISTY
Leave the sink and counter tops clean.  Place clean rags and cloths in the labeled drawer to the left of the sink.  Team captains are responsible for laundering soiled rags.  Wet linens should be hung on the rack behind the door.  If the linen rack is full, you may move dry linens to the labeled drawer to the left of the sink.  Fill the glass pitcher by the piscina with water.  Lock all doors and turn out lights before you leave.


“Jesus is laying down the rules of conduct for those people who have



His spirit, and it works on the following principle: God is my Father,



He loves me, and I will never think of anything that He will forget, so



why should I worry? . . . Therefore, you can rest in perfect confidence in



Him.  Prayer is not only asking, but is an attitude of the mind which



produces the atmosphere in which asking is perfectly natural.  ‘Ask,



and it will be given to you . . .’(Matt 7:7)”





Oswald Chambers, My Utmost for His Highest




 Chapter 7





Definitions



“Dear Father, take this day’s life into Thine own keeping.
Control all my thoughts and feelings.  Direct all my energies.  Instruct my mind.  Sustain my will.  Take my hands and make them skilful to serve Thee.  Take my feet and make them swift to do Thy bidding.  Take my eyes and keep them fixed upon Thine everlasting beauty.  Take my mouth and make it eloquent in testimony to Thy love.  Make this day a day of obedience, a day of spiritual joy and peace.  Make this day’s work a little part of the work of the Kingdom of my Lord Christ, in whose name these my prayers are said.  Amen.”






John Baillie, A Diary of Private Prayer
Here are some terms you may encounter in your Altar Guild service.  May they

help you to have a greater understanding of the work we do.  For additional liturgical terms, see the following website:  http://www.episcopalchurch.org/19625_19610_ENG_HTM.htm?menu=menu19609

Ablutions:
Ceremonial cleaning of the chalice and paten by the celebrant or chalice bearer after the Holy Eucharist.

Acolyte:

One who assists the priest in the sanctuary.

Alb:

The long white robe which the Eucharistic ministers wear for services of Holy Eucharist.  

Alms basin:
A circular vessel made of wood, brass, or silver, in which the offerings of the congregation (or alms) are placed; the offering plate.

Altar:

The holy table upon which the Holy Eucharist is celebrated.

Altar bread:
The wafers or bread, representing Christ’s body, used at the Holy Eucharist.

Ambry or aumbry
:
The “wall cabinet” in the sanctuary that contains consecrated bread and wine (reserved sacrament).

Bishop’s chair or cathedra:
A special chair, reserved for the diocesan bishop on his visitations.

Bread box:
A box, usually of silver, in which is kept the bread or wafers for the Holy Eucharist.  Also called a ciborium.

Cassock:

The long garment worn under a white surplice.  

Celebrant or presider:
The priest who celebrates the Holy Eucharist.

Celebration:
The consecration and administration of the Holy Eucharist.

Censer:

A vessel for burning incense; especially, a covered incense burner swung on chains in a religious ceremony.



Cerecloth:
Originally, a waxed linen cloth upon the altar used to protect the fair linen from damage when a stone altar would “sweat.” A modern cerecloth or rubberized cloth protects the linen of the frontal and the altar from wine spills.

Chalice:

The gold, silver, glass, or ceramic cup or goblet used for the wine at the Holy Eucharist.

Chancel:

The end of the church raised above the nave, containing the choir (usually) and the sanctuary.

Chasuble:
The “poncho-shaped” garment which the celebrant wears for the Eucharist.  The color of the chasuble is the same as the appointments (hangings) for the day or season.

Chrism:

Oil consecrated by a bishop, used to anoint at a baptism. 

Ciborium:
A chalice-like cup with a cover, used for the bread at the Holy Eucharist.

Cincture:

A wide, flat cloth belt or rope-like girdle worn around a cassock or alb.  

Corporal:

A large square cloth of white linen.  The sacred vessels are placed upon it at the celebration of the Holy Eucharist.  This cloth “catches” any drops of consecrated wine or crumbs of consecrated bread.  From the Latin corpus (body).

Credence table (or shelf):
The table, upon which the cruets, extra chalices, patens, and bread box (or ciborium) are placed in readiness for the Holy Eucharist.

Crucifer:

The cross-bearer in a procession.

Crucifix:

The cross with the figure of our Lord upon it.

Cruet:

A vessel holding wine or water used at the Holy Eucharist.  When cruets are place on the credence table, the handles are turned toward the wall if there is an acolyte to serve the priest, or toward the nave when the priest is alone.

Diocese:

The see or jurisdiction of a bishop.

Dossal:

A tapestry or curtain which hangs behind the altar.

Elements:
The bread, wine, and water which are used at the Holy Eucharist.

Epistle side:
The right side of the sanctuary as one faces the altar.  

Eucharist:
One of the names for Holy Communion.

Eucharistic Vestments:
The special vestments worn by the priest at the celebration of

Holy Eucharist: alb, stole, and chasuble.

Ewer:

The container (large brass pitcher) holding the baptismal water at the

font.

Fair linen:
The principle white linen cloth covering the altar.  It is the altar’s 

tablecloth.

Flagon:

A vessel to hold wine at the Holy Eucharist.

Font:

The bowl of stone, marble, or metal on a pedestal, in which the water

for the Holy Baptism is blessed.

Frontal:

A colored hanging for the altar.

Girdle (or cincture):
A white cotton or linen rope worn about the waist, over 

the alb.

Gospel side:
The left side of the sanctuary as one faces the altar.

Gradine:

A retable; the shelf behind and above the altar.

Host:

The consecrated bread or wafer at the Holy Eucharist.  

IHS:

The sacred monogram.  The first three letters in the name of Jesus in 

Greek.

Lavabo:

A lavabo is a small bowl used for a ceremonial washing of the priest’s

fingers before the Great Thanksgiving.  This ceremony is ancient, originating when 

priests received gifts from the people and cleansing was necessary before blessing and 

breaking the bread.  Psalm 26:6 may be recited.

Lavabo towel:
A small linen towel with which the priest dries his/her hands after 

the symbolic washing of hands before celebrating the Eucharist.

Lectern:

A podium from which the lessons are read.

Liturgical colors:
 The appropriate color for the day according to the church calendar.  

It is the color of the hangings and the color of the priest’s vestments.  The basic 

seasonal colors are:

Advent

Blue (or purple)





Christmas
White





Epiphany
Green





Lent

Purple





Easter

White





Pentecost
Red





Trinity Sunday
White




Sundays after Pentecost
Green

Mensa:

The top of the altar, or Holy Table.

Missal:

The altar service book, containing the service of the Holy Eucharist

and the collects.

Missal stand:
The stand or desk upon which the missal rests.

Nave:

The part of the church where the congregation sits.

Oblation table:
A table which holds the bread and wine (oblations) which are to be 

brought forward by members of the congregation during the offertory.

Offertory:
The offering of bread and wine in the sacrament of Holy Eucharist.  

The collection of money at a religious service.  The bringing of oblations and alms to

the altar.

Office:

A service of the church, other than the Holy Eucharist, such as

Morning or Evening Prayer.

Oil stock:

Case for holy oils, hand-held by the priest.

Ordination:
The conferring of Holy Orders by a bishop.

Orphrey:

An embroidered band on a vestment or hanging.

Pall:

A square of plexiglass or aluminum covered with linen, placed over the 

paten and host wafer on a vested chalice.  Also a covering placed on the casket before it 

enters the church.

Paschal candle:
The large, decorated candle which is lighted at the Easter Vigil, and 

burns throughout the Easter season to Pentecost.  The Paschal candle is also lighted at 

baptisms, weddings, and funerals.

Paten:

The silver or gold plate for the bread used at the Holy Eucharist.

Pectoral cross:
The large cross worn by bishops.

Piscina:

A basin with a drain directly to the ground where water used in the 

sacrament of Holy Baptism is poured; or where the first water used in cleansing the 

vessels and linens of the Holy Eucharist is poured.  It is also used for the disposal of 

consecrated elements (wine in chalices, bread crumbs on paten or corporal.)  If piscina 

is unavailable, water is poured on the ground.

Priest:

The second of three orders of ordained ministry; one who has been 

ordained by a bishop to administer the sacraments of the Church.

Purificator:
A small square of linen which the priest or Eucharistic minister uses 

to wipe the rim of the chalice.

Receiving basin:
The larger plate used to receive the offertory plates (alms basins) 

the offerings are placed on the altar.

Rector:

 A priest who is head of a parish.

Reredos:

A painting or the panel of wood or stone behind the altar.

Reserved sacrament:
Consecrated bread and wine (the Body and Blood of Christ) 

that has not been distributed to communicants in a service of Holy Eucharist, and kept 

in an ambrey or tabernacle.  A small amount of consecrated bread and wine is often 

reserved for use by the priest and lay ministers in visitations, or for the sick, dying, or 

other similar circumstances.

Retable:

The shelf on the top and back portion of the altar (pronounced

re-table); also called a gradine.

Rubric:

The ritual regulations and instructions as printed in the prayer book.

Formerly printed in red (“rubric” means “red writing”); now in italicized, small typeface.

Sacristy:
The place or room in which sacred vessels and linens are kept.  May also refer
to the room where the priest and acolytes vest.

Sanctuary:
The space where the altar is situated; behind the altar rail.

Sedilia:

Plural: the seats within the sanctuary, for the clergy and acolytes. 

Singular: sedile.

Stole:

A long narrow band of silk or cloth worn over the shoulders of the

clergy, as a sign of ordination. It is worn over the alb or surplice, and usually matches

the color of the hangings for a Eucharistic service.

Superfrontal:
A short hanging for the front of the altar.  It may be used over a 

frontal or separately, and may be made of handmade lace or silk.

Surplice:

A white vestment with full flowing sleeves.  It is longer than a cotta. 

Worn with the stole, it is the standard clergy vesture for any of the Church’s offices.

Thurible:

A censer.  A vessel for burning incense; especially a covered incense 

burner swung on chains in a religious ceremony.

Unction:

Anointing with oil.

Vested Chalice:
The chalice, covered by a purificator, paten and host wafer, pall, and 

corporal, ready to be used by the priest.

Vestments:
The special garments worn by the priests and other ministers of the 

service.

Wafer:

Bread used at the Holy Eucharist.



“Grant, O Father, that I may go about this day’s business with an



ever-present remembrance of the great traditions wherein I stand


and the great cloud of witnesses which at all times surround me, that thereby I may be kept from evil ways and inspired to high endeavour.  So keep me until evening in the might of Jesus Christ my Lord.  Amen.”        John Baillie, A Diary of Private Prayer
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