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Communion: The Sacrament of the Lord’s Supper: bread and wine. Communion also refers to the whole 
second half of our worship, beginning with the offertory.
Corporal Cloth: It is a square white cloth upon which the chalice and paten are placed when the Eucharist is 
celebrated. It may be edged with fine lace, and a cross may be embroidered on it near the front edge.
Credence Table: Small table near the altar used to hold the communion set before and after Communion.
Crucifer: The person who carries the processional cross at the head of the procession.
Cruets: Glass or metal containers for wine and water used at the Eucharist.
Elements: The bread and wine to be consecrated at the Eucharist.
Deacon: Deacons are ordained for the works of charity, teaching, and administration, and to assist the bishops 
and priests. 
Eucharist - From the Greek, meaning “thanksgiving.” One of the names for our worship service on 
Sunday. The Eucharist has two parts; one, liturgy of the Word (when we read scripture and pray) and Holy 
Communion.
Fair Linen: This is the long and narrow white linen cloth that covers the table. 
Lectionary: A table appointing Scripture lessons to be read at services, or a book containing the readings.
Liturgy: Literally the word means the work of the people; generally used to refer to the full text of the words 
of a worship service; any ritual order for holding a church service. .
Offertory: The part of the service that begins communion, during which the gifts of bread and wine and 
money are brought to the Table.
Pall: is the stiffened square card covered with white linen and embroidered with a cross.
Parament or Frontal: It is the same size as the front of the altar and is richly decorated, made of tapestry or 
silk.
Paten: A shallow silver dish upon which the Communion bread is placed.
Presider: The principal officiate at the Eucharist and other Sacraments.
Procession: The line of choir, clergy, acolytes, crucifer, torchbearers and others walking into a church to begin 
a service.
Processional Cross: This is the cross that is mounted on a pole that is used to lead the procession into worship 
and then placed at the back of the chancel.
Purificator : A small linen napkin used to wipe the lip of the chalice during communion.
Sacraments: Outward and visible signs of inward and spiritual grace, given by Christ, as sure and certain 
means by which we receive the assurance of that grace.
Sanctuary or Nave: the portion of a church building used primarily for the gathered church to worship 
corporately. 
Stole: The long band of fabric worn by a priest around the neck and over both shoulders. It is worn over the 
left shoulder and crossed on the right side for a deacon. A baptismal stole is white on one side and purple on 
the other side.
Surplice: The white garment with wide sleeves worn over a cassock.
Vestment: Special apparel worn in the conduct of religious services. The celebrant’s Eucharistic vestment 
consists of the Cassock surplice and stole. Often, each item of ecclesiastical apparel is called “a vestment.”

Introduction

“In the meantime, the boy Samuel continued to serve the Lord, wearing a sacred linen apron. Each year his 
mother would make a little robe and take it to him when she accompanied her husband to offer the yearly 
sacrifice...The boy Samuel grew up in the service of the Lord.” (1 Samuel 2:18-21)

Acolyte means an attendant or follower and Samuel is one of the first examples of an assistant to a 
priest. Your job as an acolyte is to assist the celebrant (the priest in charge of a worship service) and 
enhance the worship service to help glorify God. 

Lay Eucharistic Ministers (LEM) function as their name describes. They are lay adults who assist in 
the priest in leading the worship service and in the administration of the Eucharist. 

Acolytes and Lay Eucharistic Ministers are ministers in the Church who are called to serve God. 
While there is a proper way to do things, do not be anxious about getting it right. The goal is to enable 
God’s people to encounter Him in the worship, word, and in the sacraments of his Church. We want 
to draw as little attention to ourselves, in order for all attention to be given to Him who is worthy of 
our praise. Therefore, every action you take should be done respectfully and in a dignified manner; 
the goal is for the attention of the congregation to be on the liturgy and not on the ministers.

The saint the Church has held up Vincent as a model or patron saint for those who assist in worship 
and in Holy Communion  Dennis Michno in A Manual for Acolytes offers this helpful description of 
Vincent and how we can learn from his example.

“The patron of those who serve at the altar is Vincent, Deacon and Martyr. He lived in the late third 
century, was martyred in the year 304, and is commemorated in our calendar on January 22. Vincent 
is remembered for his love of God, his faithfulness to his bishop, and his unswerving loyalty to his 
responsibilities. These traits--love, faithfulness, and loyalty--are virtues that all who are privileged to serve 
at the altar should cultivate.  Remember: our purpose is rooted in our love of God, our faithfulness is seen 
in our willingness to serve responsibly, and our loyalty is demonstrated in how carefully we carry out our 
duties. Love, faithfulness, and loyalty are the virtues we seek to perfect. The server’s aim is to be as steadfast 
as St. Vincent.”
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Scheduling
At regular intervals, you will receive emails from Nancy Robinson, our Parish Administrator, asking for you 
to specify your availability for serving. You will need to have an account with Planning Center. Nancy will 
help  you set this up.  

On the weeks you have been scheduled to serve, you will receive an email asking you to confirm that you 
are serving, or if you have already confirmed it, you will be sent an email reminding you of your service.Our 
schedules cover 2-3 month time periods. You should review the schedule periodically to make sure you do 
not have any conflicts for the dates you are scheduled to serve. If you are not available for a scheduled date, 
please arrange for a substitute. You can either trade with someone or ask him/her to fill in for you. After 
you identify a substitute, let Nancy know as soon as possible, so the master schedule and the Sunday service 
booklet can be updated to reflect this change.

How should I Prepare to Serve 
As ministers on the Lord’s Day, you are strongly encouraged to pray. Perhaps before going to bed 
on Saturday night and when arising on Sunday morning, ask God to bless the service and all who 
lead, serve, and attend. 

When should I be ready? 
Please be vested and ready for the service at 9:40 AM. This will give us sufficient time to discuss 
any instructions and attend to particularities of the service, as well as pray. We will make plans to 
meet at 9:45 in the Catering Kitchen but be aware the location of our pre-service meeting may 
change. Crucifers should check with the Celebrant when they arrive (and the other acolytes with 
the crucifer when they arrive ) for any special instructions for the upcoming service. 

What should I wear? 
Since you are vested, your clothing is covered, except for your shoes. Please wear dark colored 
(brown or black) shoes. No sneakers, tennis shoes, or brightly colored shoes.  

What about  Vestments? 
LEMs and acolytes wear the traditional server’s alb, which is a simple, loose-fitting robe with 
sleeves. It is tied with a rope belt known as a cincture. When you vest, be mindful to adjust the 
length of the alb and the sleeves so they do not get in the way as you serve. The knot on the rope 
cincture goes on the left. If an alb is not available that fits you well, please let David know. 

As you put on your vestments, you should focus on the job you have to do; remember that you are 
a worship leader and act accordingly. When vested, your posture and actions are more noticeable 
than normal (and you are usually in front of the congregation). When standing, stand straight, 

Gestures 

Solemn Bow: The solemn bow is used in reverencing the Table, the Sacrament, 
and at other times of solemnity. It is made from the waist, inclining the head 
and shoulders so that if your hands were in front of you, they would almost 
touch your knees.

Simple Bow: At the name of Jesus and on other occasions of reverence, a 
simple bow is made with the head, inclining the shoulders slightly.

Signing the Cross: The sign of the cross should always be made reverently 
and in a dignified manner. With your right hand, fingers together, touch your 
forehead, then your chest, then your left shoulder, and finally back to your 
right shoulder. 

Holding a Book: If you are instructed to hold a book (Gospel Book, Altar 
Book, or Prayer Book), do so by making sure the book is turned to the right 
page or allow the reader to open it to the correct page, stand in front of the 
person who is reading, and allow the book to rest on the palm of your hands 
as shown in the diagram. It should be slightly tilted for ease of reading. 

Glossary of Terms 
Acolyte: A term applied to one who carries a torch or candle in processions and assist during the service. 
Altar or Table: The big, wooden table in front of the church.  
Alb: A long, white, sleeved vestment worn by acolytes.
Candle Lighter/Extinguisher: A long pole with a two-pronged end. One side is a taper and the other is a 
snuffer to extinguish the candles.
Cassock: The long black robe used as a basic vestment by the clergy, choir and vergers.
Candles: Signify that Christ is the light of the world. The two Eucharistic candles denote the divine and 
human nature of Christ. We use pavement torches here at Holy Trinity.
Chalice: A silver or brass cup into which the wine and a little water for the Eucharist is poured. 
Chancel: The portion of a church between the front row of pews and the altar. 
Cincture: A rope, worn with the alb, tied with a slip knot at the left side of the waist.
Collect: A prayer said on behalf of the people by the priest or deacon. Collects are greatly influenced by the 
liturgical season and change from week to week. 
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keeping your weight evenly balanced so that you do not sway. When you are walking or standing,  
our hands should be folded in front of you, just above the waist, unless you are holding something. 
When seated, sit up straight. When you kneel, keep your back straight; don’t slouch down onto 
your heels.

Just Before the Service 
The torches should be lighted at 9:55 by the LEM. As soon as the torches are lighted, gather in the 
back hallway for last minute instructions and prayer. From there you will go and get whatever you 
are supposed to carry and assemble for the procession. 

Acolyte - Crucifer 
If you are the Acolyte designated as the Crucifer you will:
• Carry the the cross in the processional at the opening of the service. 
• Carry the pavement torch during the Gospel procession. At the appointed time, go to the 

pavement torch, take the torch, wait for the priest/deacon to join you and then he will bow. 
You do not need to bow (never bow with a torch). You then turn, carry the torch in step with 
the acolyte into the congregation. Turn and face the other acolyte and place the base of the 
torch on the floor to ensure it remains level.  Once the passage is read, process the torch back 
to the stand, place it in its stand, and return to your seat.

• Receive the offering basket from the usher and give it to the celebrant. 
• After the offering is collected by the ushers, you will receive the offering basked from them. 

You will turn and hand them to the celebrant and then walk over to the credence table.
• Assist with the Lavabo (washing the celebrant’s hands): 

• At the credence table, drape the lavabo towel over your wrist and open the water cruet 
while you wait for the celebrant to arrive. Hold the lavabo bowl and pour water from the 
cruet carefully over the celebrants’s hands. Wait for him to dry his hands with the towel 
and put it on the lavabo bowl when he has finished and put the top on the cruet. Follow 
the celebrant to the Table. 

• Hold the liturgy or sacramentary for the celebrant during the Eucharist prayer. You will kneel 
and stand when the celebrant kneels and stands. After Eucharistic has been made,  stand and 
receive the sacrament with the other servers, be dismissed, and return to your seat.

• Carry the cross out during the exit recessional. As the postcommunion prayer is being prayed, 
retrieve the processional cross from its stand and stand at the celebrant’s left.  Once the dis-
missal response (“Thanks be to God, Alleluia! Alleluia! Alleluia!”) has been pronounced by the 
congregation, lead the recessional down the center aisle. 

Description of the Procession
Each Sunday our service begins with a procession. Here is how it is organized. 

• Acolyte - Crucifer: Leads the procession with the processional cross. The cross should 
be held so that the front of the cross is facing the Acolyte, elevated high enough to be 
seen but without straining or getting too close to the ceiling. 

• Acolyte - Torchbearer: Follows behind the Crucifer about four or five feet. Place the 
torch in its stand. Leave the torch burning throughout the service. Simple bow towards 
the altar table, and then find your seat.

• LEM: Carrying a pavement torch, follow behind the acolyte about four or five feet. 
Place the torch in its stand. Leave the torch burning throughout the service. Simple 
bow towards the altar table, and then find your seat.

• Deacon:  (When available) follow the LEM. Elevate and process the Gospel Book into 
the service, place the Gospel Book on the altar table, reverence the table, and then find 
a seat.

• Celebrant: Follow last in the procession, reverence the altar table, and find a seat.

Seating During the Service 
Please sit on the first row of the Epistle side (right side facing the altar table) during the service.. 
As you serve, be aware you are still participating in the worship service. All that you do is unto 
the Lord as thanks and praise. One role you have in the service is to pray for the others serving, 
the preacher, the priest, as well as those who have come to worship. Do nothing to distract from 
other worshipers. If you have any questions while the service is in progress, please quietly direct 
them to the clergy.  

Junior and Senior Acolytes 
Junior Acolytes  — Acolytes from ages 12 to 14 are Junior Acolytes. Their job is learn how to 
assist with the leadership of the worship service. 

Senior Acolytes  — Acolytes from ages 15 to 18 are Senior Acolytes. Their job is to assist with 
the leadership of the worship service and to help supervise and train Junior Acolytes. Senior 
Acolytes may also be called on to function as Thurifers (Incense Bearers) and to serve at special 
services 

5. After lighting the Epistle side, cross the altar and light the Gospe sidel torch. Reverence the 
altar when you cross the middle in front of the cross. 

6. Extinguish your candle lighter after lighting the last candle, return to the end of the center 
aisle, bow, and return the candle lighter to its holder on the credence table. 
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Acolyte - Torchbearer
If you are the Acolyte designated to be the torchbearer you will:
• Carry the pavement torch behind the crucifer in the entrance processional. 
• Carry the pavement torch during the Gospel procession. At the appointed time, go to the 

pavement torch, take the torch, wait for the priest/deacon to join you and then he will bow. 
You do not need to bow. You then turn, carry the torch, and walk 3 rows deep into the con-
gregation. Turn and face the other acolyte.  Once the passage is read, process the torch back 
to the stand, place it in its stand, and return to your seat.

• Alert the adults in Children’s Chapel when the sermon is over. 
• At the end of the service, come forward at the end of the postcommunion prayer, and re-

trieve the torch. Recess the torch down the aisle behind the torchbearer acolyte (if available) 
or crucifer. Once the congregation has exited, blow out the torch, return it to its stand, and 
place the torch in its stand in the hallway behind curtain in the nave.

Lay Eucharist Minister
If you are the Lay Eucharistic Minister (LEM) you will:
• Light the pavement torches before the service. The torches should be lighted when the 

Gathering song is being played or before. There are matches in the box of altar guild supplies 
in the lower kitchen cabinet closest to the door to the hallway. 

• Carry the pavement torch behind the Acolyte - Torchbearer in the entrance processional.
• Be prepared to read the appointed lesson when necessary. There may be times you are called 

upon to read if the scheduled reader is not present that Lord’s Day morning.
• Lead the Prayers of the People when designated. At the conclusion of the Nicene Creed, 

make simple bow towards the Table, move to the pulpit, and lead the prayers. Use the form 
for the prayers as they appear in the service booklet but know you are free to add your own 
petititions as the Spirit leads. Note the forms of the prayers change from time to time.

• Administer the chalice during Holy Communion. As soon as the priest says, “The gifts of 
God for the peolpe of God,” please come to the Table ready to receive the sacrament. 

Notes on Ministering the Chalice
As you serve the chalice, you say “The Blood of Christ, the Cup of Salvation.” After serving the 
chalice to each communicant, wipe the lip of the chalice with the purificator in front of the next 
communicant to view. Be sure to keep the purificator neatly folded throughout the rite. Rotate 
the chalice and the purificator after each wipe before serving the next communicant (even if the 
communicant intincts). If a parishioner crosses their arms, this means they do not take the wine. 
Regardless, you still stop in front of them and say the same words. Please keep a hand on the 
chalice at all times. After all communicants have partaken, you drape the purificator neatly across 
the chalice, place the chalice on the table, bow, and return to your seat. 

On Carrying the Pavement Torch
Grasp the pole firmly with both hands in such a way that the torch will be 
balanced and you will not tip it over. The brass of the pavement torch is never 
to be touched as it causes discoloration of the brass. Be mindful of your alb 
so as not to trip on it. Also, the glass chimney is very fragile. When you are 
standing still and holding a torch, let it rest on the floor to keep it even and 
balanced. Never bow when you are bearing a torch. 

On Carrying the Processional Cross
The processional cross should be held so that the front of the cross is facing the 
crucifer and high enough in the air to be seen, but without straining or getting 
too close to the ceiling. When you go to place the cross in its stand or to pick it 
up, always make a simple bow in front of the Table and then proceed around the 
right side of the Table. Note that the cross must be completely vertical in order 
to place it into the base. Please set the cross into the base gently so that it does 
not make a “thud” when it lands in place.  Always make a simple bow before 
returning to your seat.

On Lighting Candles
Candles or Pavement Torches can be lighted by clergy, an LEM, or a team of acolytes if speci-
fied by the celebrant. 
1. Check that the taper in your candle lighter is long enough to do the job. The white taper 

is visible in the space above the knob used to slide it up and down. If your taper is too 
short, ask a member of the altar guild to replace it.

2. Light your candle lighter using the matches kept on the credence table. 
3. Walk around the Gospel side of the chancel to the end of the center aisle. Reverence the 

altar (by bowing) and proceed to the Epistle pavement torch. To help you remember 
which candle to light first, remember that “light” and “right” rhyme and so you “light the 
right” first.  
 
Note: If an Advent wreath is present, light the appropriate number of candles before light-
ing the pavement torches. If a Pashcal Candle is present, light it before lighting the pave-
ments torches.  

4. To light a torch, hold the flame from your candle lighter at the top of the glass chimney; 
tip upwards the back end of your candle lighter and angle the flame near the wick. We use 
oil-based candles, so they light quite easily. 


