11. 
When the “Lamb of God” is played and the communion service begins, go to the working Sacristy, open the doors and give the servers altar support whether it will be more wafers or wine. At the last table setting, please feel free to go out to take communion yourself. After the service, close the sacristy door to the church and proceed to the back of the church nave and sit down.
12.   After the communion service get the communion cards from the ushers and place them on the church secretary’s desk. Take the communion ware and linen from the altar into the working sacristy, fold neatly and put away noting if any cloths need laundering. Notify a member of the worship committee or person doing altar care for your month of service.  Return any unused wine to the wine bottle to be used for home communion. Any of the white grape juice is discarded as we use fresh juice each communion service.  Unused wafers should be returned to the Host Box.


The blessing ends at the end of the service, and the “Body and Blood” once again become wafers and wine.

13.    Return the kneeling pad to its proper place and the elements to the correct storage area.

14. Take the offering from the chancel and lock it up if someone is late in picking it up. Do not leave the the offering unattended!  There is a slot in the locked door of the money counters’ room. You may   put the offering in there.

15. Following the service, make sure all doors, windows, (check upstairs also), and cabinets in the sacristy are locked and the lights are turned off.  Also unplug the coffeepot in the kitchen.

16.     At the end of your serving period, whether for one Sunday or the whole month, return the keys to the hook in the sound room to be picked up by the next Deacon.


NOTE: if you are unsure about the Deacon’s duties come early the Sunday   before you serve and walk through the duties with the Deacon in charge.
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DEACON DUTIES
1.  The Deacon will pick up the keys hanging in the sound room their month of service.  Have the church open thirty minutes ahead of the service.  Unlock all doors.

2.   Turn on the sound system before you get involved in anything else. Also get the tape recorder ready to tape the service to  be used for shut-in members. BE SURE TO TAPE BOTH SERVICES.

3.   You do not need to adjust the speed of the ceiling fans.  
4.   Check bulletin for correct hymns and Sunday title on the hymn board. (the janitor will have put the hymns numbers and title up).  Make sure the candles are full of paraffin and matches or a lighter are available to light the candle lighters.


NOTE: the eternal candle on the Altar is supposed to be on at all times. If burned out replace the bulb right away with a new bulb from under the Altar.

5.     If there is a baptism, fill the baptismal flagon (pitcher) with hot water, and place on the table next to the Baptismal Font before the service starts. By the time of the baptism, the hot water will   be lukewarm. Place the Baptismal Napkin on the Baptismal Font. (Baptismal Napkins are stored in the drawer in the working room in the Sacristy.)  Put the font cover in the Sacristy.  
6.    On Communion Sundays, plan to be at the church at least 15 minutes earlier than usual to have extra time to fill the communion ware and set up the altar. Set out the linen, (Corporal, Folded Veil, and Purificators) on the Altar. The two candelabras on the altar are to be lit only on Communion Sundays. 

Explanations for the setting up communion are found on the wall of the working Sacristy.
7.    Communion: There must be a minimum of 2 communion trays at the early service and 4 at the late service composed of 30 wine glasses and 5 white grape juice in the trays, all filled no more than ½ full of wine.  Use the plastic squeeze bottle. (Be prepared to fill more during the services.) Fill the large Chalice ¼ full with wine. The wine and the grape juice are located in a locked cabinet in the working sacristy room.  

      Take the wafers from the Host Box (silver container with the Cross on top) and place approximately twenty small wafers on each of the plates (Patens).  Also place one large wafer on one of the plates.  Fill the Host Box with approximately two rolls of new wafers. You will find the wafers stored in the locked cupboard. (Please notify the Worship Chair or the church secretary when supplies are low.)


Set the four wicker baskets out in the window with paper towels inside for the acolytes to pick up the used communion glasses during the communion service.

8.    Lay the kneeling pad down in its proper place by the altar rail.

9.    After you have finished your “before the service duties,” help distribute bulletins until there are enough ushers present. You are not an usher, you are just helping out.


The deacon lights the candles for the early service and puts them out at the end of service. For the communion service at the second service you need 2 acolytes. While you are in the back of the church watch to see if the acolytes show up.  If he/she/they does/do not show, find 2 people, young or older, to acolyte. You can also ask the Pastor for assistance.  For a non-communion service you need just one acolyte.  If he/she does not show up, then you as the Deacon will light the candles.  

There are 2 candle positions, one at the pulpit called the Pascal Candle, two Candelabras on the Altar. The Pascal Candle will be brought down next to the font for Baptisms.  For Communion it stays at the pulpit.  The Pascal Candle is only to be lit for the sacraments: Baptism and Communion (or if the Pastor asks you to light it for a special festival Sunday.)  Candles are lit in this order, Altar candles and then the Pascal Candle if there is a Sacrament to be performed that Sunday. On the Altar start with the candle closest to the big cross and move out. Do this about 5 Minutes before the service starts.  When you put the candles on the Altar out start with the one farthest from the big cross and move inward.  It does not matter what side you begin with.
10. 
To find out if you have poured enough wine, after the church service starts, get a head count from one of the ushers. You will find that approximately 95% will commune. There are 30 cups to a tray.  Multiply by the number of trays you filled and you will know whether or not you will have to fill more.

