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Before the Service

A proper Server shall arrive at least 20 minutes before the worship service. If the Service is a special
service, like Christmas or Easter, | should expect that 30 or, perhaps, even 45 minutes ahead would
provide sufficient time to see to the additional tasks required.

Your hair should be neatly combed and your hands and fingernails absolutely clean. Wear a clean
(preferably white) shirt, dark socks and clean shoes. Do not wear “flip-flops”. Your vestments will
inevitably be caught in them and you will certainly fall. It will be embarrassing and make a lot of noise.
Never chew gum!

Go immediately to the vesting space in Guerry Hall and vest quietly; the Choir is usually in its final
rehearsal before the Service and you should use this time to concentrate on what you will have to do as
God’s Server. Check your vestments to be sure they are clean and the proper size. Do not drop your alb
on the floor and try to see that all the vestments in the rack are kept on hangers and in order, by size, so
they are found easily.

Check the Bulletin for any last minute changes in the Service. THint! The Choir Members usually have a
Bulletin! Also check with the Acolyte Master or the Priest for any special instructions.

Lighting the Candles

No doubt, a real key to success is having a Candle-lighter that stays lit. The Altar Guild is charged with
the responsibility to see that the Candle-lighters have tapers (wicks) which are long enough and
functional. Albeit, you should check your own taper to be sure.

There shall always be two Acolytes designated as Flagbearers. Hence, both shall perform the honor of
lighting the candles, both on the Retable and, when appropriate, on the Altar.

The matches live on the lower shelf of the Credence Table. If you are the bearer of the Episcopal Church
Flag, retrieve the matches when you retrieve your Candle-lighter.

Loosely clasp your hands in front of you, waist-high, as you enter the Chancel from the Vestry door to
fetch your Candle-lighters. Walk reverently and together, not hurriedly, to the center of the Altar. Turn
towards the Cross and make a “Solemn Bow” (See Michno, p.12). Turn towards your respective sides
and retrieve the Candle-lighters, quietly lifting the brass holding rings to allow you to remove the
Candle-lighters. Do not “clonk” the bell of the snuffer against the wall.

Return to the center of the Altar. Make a “Solemn Bow” and return to the Vestry.



Extend the tapers and light them, taking care not to catch the Church on fire. Extinguish the match.

If you are the bearer of the Episcopal Church Flag, put the matches in your pocket and return to the
Chancel to light the candles. Again, walk reverently and together, not hurriedly, to the center of the
Altar. Hold the Candle-lighters straight, with the lighted ends leaning slightly towards the Altar and
approximately head-high. Together, with precision, turn towards the Cross and make a “Solemn Bow”.
Turn towards your respective sides and approach the Retable Candles.

The “Apostles’ Candle” is the top candle to the right of the Cross. It is always lighted first. The Acolyte
who bears the Episcopal Church Flag should light the “Apostles’ Candle” first and, immediately
thereafter, the top candle on the “Gospel” side should be lighted. Continue, together, to light the
candles, progressing from the candles nearest the Cross toward the outside (TOP-DOWN is the way to
remember it!).

Watch each other out of the corner of your eye and stay together. As your partner successfully lights a
candle and moves to the next one, move with him. If, for some reason, he’s having trouble lighting a
candle, fake it! Stay near the same candle on your side and when he’s finally been successful, move to
the next candle together. Ifit’s

Communion, light the Retable candles first, then, the Communion (Eucharist) candles.

When all the Retable candles have been lighted, return to the center of the Altar, make a “Solemn Bow”,
and proceed to light the Communion Candles together.

If, by chance, you should be the only Acolyte lighting the candles, always light the Retable Candles first.
Lighting the Communion Candles is similar to lighting the Retable Candles. Always light the “Epistle”
Candle first. It's the one on the right as you face the Altar...the same side as the “Apostles’ Candle “ on
the Retable. The “Gospel” Candle is never left burning by itself! So, when you put out the candles,
remember to put out the “Gospel” Candle first.

After lighting the Communion candles, pull the taper into the Candle-lighter to extinguish the flame. As
soon as you are sure the flame is extinguished, push the taper out of the Candle-lighter’s end about an
inch to keep it from dripping melted wax into the lighter’s tube.

Back reverently away from the Altar and move to the center, holding your Candle-lighters head-high,
with the taper-end still facing the Altar. Make a “Solemn Bow” and return your Candle-lighter to its
holder. Be sure the taper-end is facing the Altar and the taper-end is facing the congregation. Again, be
careful in putting your

Candle-lighter away and try not to “clang” the bell against the Chancel wall.



Keep enough taper exposed to keep the flame burning. If your Candle-lighter should go out, simply
extend the taper and re-light it from the nearest burning candle. Don’t panic...even if you must get the
flame from your partner.

If you are the bearer of the Episcopal Church Flag, return the matches to the Credence Table.

With the Candle-lighter secured in its holder, quickly look to see if your partner has secured his Candle-
lighter and is ready to return to the Altar. Again, with precision, move to the center of the Altar; turning
together, make a “Solemn Bow” and exit the Chancel through the Communion Rail. At the bottom of
the Chancel step, turn away from each other, toward your respective sides aisles, and retrieve your
flags.

If you are the bearer of the Episcopal Church Flag, wait at your flag stand for your fellow Flagbearer.
If you are the bearer of the American Flag, DO NOT bow as you cross the Center Aisle; but, go

straightway to the spot where your fellow Flagbearer awaits you. Then, you both should exit together
through the Vestry door.

Carry the flags with one hand holding (furling) the flag to the staff. This keeps it from flapping around.
AND WATCH THE DOOR HEADS AS YOU EXIT!

Go directly to Guerry Hall and wait for formation of the Processional.

Preparing for the Processional

Seven minutes before the service, the Crucifer shall meet the Torchbearers in the Vestry of the Church.
Be On Time!

The Crucifer shall enter the Chancel alone. Make a “Solemn Bow” and retrieve the Cross. Exit through
the door behind the Organ. If there are two Crucifers, this movement shall be done together. DO NOT
STOP OR BOW AS YOU CROSS THE CENTER AISLE.

A CRUCIFER NEVER BOWS WHILE CARRYING THE CROSS.
As soon as the Crucifer has cleared the Communion Rail on his way to retrieve the Cross, the

Torchbearers shall enter the Chancel together from the Vestry. Make a “Solemn Bow” together; turn
and retrieve your respective Torches.



Take your time!

With Torches in hand, turn towards the congregation and return to the Altar. Make a final “Solemn
Bow” together and return to the Vestry through the same door through which you entered.

Go directly to Guerry Hall and wait for formation of the Processional.

After final “Solemn Bows”, the Flagbearers and Crucifer(s) shall exit through the door behind the Organ.
The Torchbearers shall exit the Chancel through the Vestry door.

Torchbearers shall check to see that the clear plastic drip pans are secured at the base of the Torches.

Leading the Processional

The Procession comes at the beginning of the Service.

As the Procession begins, the Acolyte Masters or Priest will signal you when it is time to lead the Choir,
Lay Readers and Clergy from Guerry Hall and, thence, down the aisle. The Crucifer always leads the
Procession, followed closely by the Torchbearers. Walk in a dignified and comfortably slow pace.
Remember there are a lot of people behind you who must get into position.

Walk with dignity, holding high the Cross and Torches. Torchbearers shall carry the Torches side-by-
side, with the flame at same height on both Torches.

Flagbearers should hold their flags furled with the staff (the stick) on the aisle side. This will prevent it
from “clacking” against the pews. Process the flags at a 602 angle with the Cross and Eagle facing the
front. There should be about three pew-lengths between the flags and the Choir.

On special occasions, we shall be using the Clerical Cross, the “Little Cross”. This Cross is carried by the
Second or “Clerical” Crucifer between Choir and flags and just in front of the Clergy. Carry the “Little
Cross” just as you would the “Big Processional Cross”, with the dedication plaque facing you; that is, the
plain side should be facing forward.

When the Crucifer and the Torchbearers reach the Communion Rail, they stop. The Torchbearers should
be nearly abreast of the Crucifer, leaving an equal and comfortable space between the Torches and the
Cross.



When the Flagbearers reach the Choir step, the Flagbearers shall step aside and take their positions at
the ends, and in front of the first row of pews, facing each other. The Second Crucifer shall continue
into the Chancel, stopping directly behind the Crucifer in the center of the aisle.

As the Priest passes the Clerical Crucifer waiting at the Communion Rail, he will touch you to let you
know that he is there. Reach out and touch the Crucifer to signal to him that it is time for him to put up
the Processional Cross.

This will start the disassembly of the formation at the Rail.

The Crucifer, Torchbearers, Flagbearers and the Second Crucifer shall key off this signal. The Torchbearer
(on the Gospel side) shall take one step backward to allow the Crucifer to pass in front of the
Procession.

The Torchbearers shall proceed into the Chancel. Once the Torchbearers are inside the Rail, the Clerical
Crucifer shall follow, each putting away his respective Torch or Cross into its holder. The Torches shall
be placed into their holders carefully and shall remain lit.

The Torchbearers shall meet each other at the center, in front of the Altar, make a “Solemn Bow”, and
proceed immediately to your seats in the Chancel on the Gospel side of the Altar.

After securing their Crosses, the Crucifers shall enter the Rail, make a “Solemn Bow” before the Altar,
and proceed immediately to the Acolyte seats. The Crucifer is the Chief Server and is always to be
seated next to the Credence Table. The Clerical Crucifer shall be seated with the Torchbearers on the
Gospel side of the Altar.

Flagbearers shall be seated in their seats near the Crosses behind the Choir, on the Gospel side.

Remain standing.

Receiving the Offering

The Crucifer shall assist the Priest with receiving of the Offering.

At the Offertory, move to the Credence Table and retrieve the Offertory (Alms) Basin and Plates. Take
the plates to the Choir step (the lowest step, closest to the Congregation) and wait for the Ushers to
come down the aisle. The Ushers will take the plates from you. Return the large Offertory (Alms) Basin
to the Credence Table and be seated in the Acolyte’s Chair.



At the conclusion of the Offertory music, retrieve the Alms Basin from the Credence Table and go to the
Choir step to receive the Offering from the Ushers. Take the Offering to the Priest who will bless the
alms and place it on the corner of the Altar. Retrieve the Offering and place it in the Credence Table.
Return to your seat.

During the Holy Communion, the Crucifer shall serve the Priest in preparation of the Holy Sacraments
during the taking of the Offering.

Preparation for Holy Eucharist

After the Offertory Plates have been given to the Ushers, return to the Credence Table and place the
large Alms Basin in the Credence Table. The Ushers will hand you a small note which will tell the Priest
how many Communicants will receive Communion. Discretely hand this note to the Priest.

Take the Ciborium to the Altar. “Toe up” to the raised step upon which the Altar stands and wait
patiently for the Priest to complete his preparations at the Altar. Hand to the Priest, first, the Ciborium
(then the Bread Box if he needs it). Exchange a “Simple Bow”. He may keep these vessels or may give
one, or both, back to you when he has removed the proper amount of bread for the Holy Eucharist. See
Michno, pp. 36-42. You may anticipate his intention or he may nod quietly to you, indicating his
intention to return or keep the vessel(s).

Make your turns to and from the Credence table towards the congregation. Try to never show them
your back, but always your face, during the preparation of the Altar.

Place the Wine Cruet in your right hand and the Water Cruet in your left, and, with their handles
pointing away from you, hand the Priest the wine. He will usually leave the Wine Cruet on the Altar until
the Communion is over.

Immediately after handing the Priest the wine, switch the cruet containing the water from your left
hand to your right. You should always “give” (hand) with your right hand and “receive” with your left. A
“Simple Bow” should be exchanged between you and the Priest at each encounter.

Hand the Priest the Water Cruet and exchange a “Simple Bow”. When he returns the Water Cruet to
you, return it to the Credence Table and place the linen Lavabo Towel over your left wrist. Open the lid
of the Water Cruet (and try not to “clank” it like | do) and, with the Cruet in your right hand and the
Lavabo Bowl in your left, turn and face the Priest. Pour the water over the Priest’s fingers and into the
Lavabo Bowl. Turn toward the wall (this is the only time your back should be facing the Congregation),



offering him the Lavabo Towel. He will dry his fingers and return the Towel to your left wrist. Exchange
your final “Simple Bow” with the Priest.

Return the Cruet, Lavabo Bowl and Towel to the Credence Table. Place the Water Cruet on its proper
side (to your left), leaving room to return the Wine Cruet to its proper position after the Communion.
Straighten the Credence Table, returning it to its original order.

When the Offertory music is over, receive the Offering Plates at the Choir step and hand to the Priest, as
specified above. The Priest will then place the Plates on the Altar. Gently put the Alms Basin with the
Plates into the Credence Table. Do not hurry! The Congregation can “Just Jolly-well Wait” for you to do
these preparations. Doing this work at God’s Altar is the only time you do not make a “Solemn Bow”
when you go in front of the Cross.

Go and close the Communion Rail, and place the center kneeler into place. Be sure you swing the iron
supports up under the Rail. Check to see that all of the Lay Clergy are within the Chancel; don’t lock
them out!

Return to your seat as stipulated above and prepare for The Great Thanksgiving. Remain standing.

After you have received your Communion, the Lay Reader will take the Chalice from the Priest. Allow
the Priest and the Chalice Bearer to pass you as they proceed to the Rail; then, with Prayer Book in
hand, kneel and remain kneeling during the Communion with your head bowed.

Be Stilll This is the hardest part of your duty as God’s Server. Your reverence kneeling has a profound
effect upon those about to receive their Communion. You are their example!

If you feel dizzy or become too hot and feel like you are going to pass out, quietly get off your knees and
return to the seat. Signal to the Priest or another person near the Altar that you are in trouble.

If you see someone in trouble, quietly, and reverently, go to the lavatory in the Vestry and bring the
person a cup of water.

Remember to acknowledge the Altar as you come and go. There are paper cups in the Vestry.

In the unlikely event that you may be seated during the time when the people are receiving
Communion, do not stare at them. Sit erect with your knees together, read a psalm, bow your head, but
do not do anything to draw attention to yourself.

Be alert to the fact that the Priest may need to take the Sacraments to someone in the Congregation.
Watch for the Rail to clear and open the Rail for the Priest and the Chalice Bearer to go into the
Congregation for that purpose.



After everyone has received Communion, open the Rail and return the kneeler.

Return to the Altar and hand the Priest the Water Cruet; wait to receive it back along with any other
vessels. Place them back on the Credence Table in order.

Retrieve your Prayer Book and immediately kneel upon the kneeler at the end of the Altar.

Closing the Service

Extinguishing the Candles

At the beginning of the closing hymn, the Flagbearers shall immediately proceed to the front-center of
the Altar and, after making a “Solemn Bow”, pick up their Candle-lighters. Return to the Altar and, after
making a “Solemn Bow”, begin to extinguish the candles on the Retable,.beginning with the bottom
candles, furthermost from the Cross, and move inward toward the Cross

Stay together!
Return together with your partner to the Altar front and make a “Solemn Bow”.

If it’'s Communion, and the Communion Candles are burning, extinguish all the Retable candles first and
then extinguish the Communion Candles.

After extinguishing the final candles, make a “Solemn Bow” and return your Candle-lighters to their
respective holders. Return to the Altar for one last “Solemn Bow” and straightway retrieve your flags.

Take your flags to the ends of the first row of pews and, facing each other, wait for the Recessional.

Forming the Recessional

The Flagbearers’ turning from extinguishing the candles is the queue for the Crucifers to move to
retrieve their Crosses and the Torchbearers to retrieve their torches. The Chancel should become a
“beehive” of activity at this point in the Service. The Torchbearers shall take their Torches to the outside
of the Rail and meet the Crucifer there, who shall take the Processional Cross to its place between the
Torches. Stand facing the Altar. The Flagbearers should have already cleared the Rail before you exit
the Chancel.



The Clerical Crucifer shall take the “little” Cross to the end of the last pew in the Choir Loft on the Gospel
side, next to the Communion Rail and stand facing the center of the Church.

The Recessional

The first Acolyte to move in the Recessional is the Crucifer. Upon signal from the Priest, the Crucifer
shall lift high the Cross and turn to begin the Recessional.

Watch the step !

As the Crucifer turns, the Torchbearers should step aside to let the Crucifer pass between them.
Immediately after the Crucifer turns and vacates the space between the Torches, the Torchbearers shall
turn toward each other and fall in behind the Crucifer. Watch the step !

The Choir will follow.

When the Crucifer reaches the fifth row of pews, stop and turn around, facing the Altar. This will allow
you to monitor the proceedings of the Recessional as it forms behind you. It will also give the Choir time
to get out of the Choir Loft and into the center aisle, two-by-two. The Torchbearers should not turn
around, but remain facing the rear of the Church. Hold your Cross and the Torches up in the “Carry
Position” while you wait for the Choir.

After the last Choir member exits his pew on the Gospel side, the Clerical Crucifer shall follow and
proceed to the “big” Cross’ original location at the center aisle and face the Altar. Continue to hold your
Cross in the “Carry Position” and wait for the Priest.

At the Priest’s nod, raise your Cross, turn and follow the Recessional. The Priest and Lay Clergy will
follow you.

As the Choir passes the Flagbearers stationed at the ends of the first row of pews at the center aisle,
wait until well after the last Choir member passes; sharply lift your flags

together, turn and follow, leaving about three—pews’ length, so as not to crowd the Choir.

The Clerical Crucifer, Lay Clergy, Deacon and the Priests will follow the Flagbearers out.



The Real Ending

Avoiding a “traffic jam” at the Narthex is a trick. Hopefully, the Ushers will have opened both the
exterior doors and the door to the Narthex. The Crucifer and the Torchbearers shall exit the Church
forthwith, leaving space for the Choir also to exit. Extinguish the Torches, trying not to blow wax all over
the brass, lest we shall all hear of it later in no uncertain terms. Stay quietly close-by until the Dismissal.

The Flagbearers shall exit behind the Choir. The Clerical Crucifer shall accompany the Priest until the
Dismissal.

After the Dismissal, take your Crosses, Torches and flags around the outside and return them to their
“homes” via the Vestry. Be sure the flags’ Cross and Eagle are facing the Church and that the
Processional Crosses are facing out, with the dedication inscriptions toward the wall.

The Flagbearers should check again the positions of the Candle-lighters to be sure the bell-ends face the
Altar. Also, if the “match-bearer” has not returned the matches to the Credence Table, this is the time
to make amends for the “OOPS!”.

As you un-vest, neatly hang your alb on a hanger and place it with those others of the same size.

Say a quiet “Thank you, Father, for allowing me to serve you today!”, as you leave for home or to play.

Also, know in your hearts that | have thanked Him for you.

Thank you.



Some Extra Notes

During Advent, the candles on the Advent wreath are lighted before the service and are always
extinguished before the other candles. The candles are lighted in the following order:

1st Sunday in Advent: The candle diagonally across from the “Rose Candle”;

2nd Sunday in Advent: First, light “last week’s” candle; then, going clockwise, light the next purple
candle.

3rd Sunday in Advent: First, light “last week’s” candles; then, going clockwise, light the “Rose Candle”.
4th Sunday in Advent: First, light “last week’s” candles; then, going clockwise, light the last purple
candle.

At the very next Service, which will be Christmas Eve, light only the Christ Candle, the one in the center
of the wreath. Since Advent ends at 5:00PM on the Fourth Sunday of Advent, Advent candles around
the wreath are never lighted together with the Christ Candle. The flame for the candles on the Retable,
the Altar and the Candelabras should be taken from the Christ Candle.

The Christ Candle is not extinguished after the Service is over.

During Easter, or Baptisms, or whenever the Pascal Candle is lit, light your tapers from the Pascal
Candle. All other candles should be lighted from this flame. The Ushers’ have the responsibility to light
the Pascal Candle

Some Extra Notes

(Cont’d)

when they open the Church; if, however, the Pascal Candle is not lit, then it shall be lighted first.

Soot builds in the bell of the Candle-snuffer. Heat will cause it to drip. Always turn the bell away from

the candle as soon as the candle is put out. This will prevent its dripping black soot onto the white Altar
linens.

Your Notes!

Processing the Gospel

This issue of St. John’s Addenda to



The Server’s Guide does not address Processing the Gospel. The next Addenda will present the subject

in detail.

Kenneth G. Schneider, Jr., Acolyte Master
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768-0183 or 571-7668



