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Introduction

Thank you for taking some of the responsibility for putting on Sunday
services at Holy Trinity. By doing this role well, you will, by grace

1 Give glory to almighty God
1 Help others to worship

1 Grow in your own faith

1 Enjoy yourself

This booklet sets out in what is intended to be exhaustive detail what each
role involves. However, if you think of anything that needs to be added or
changed, please email vicar@holytrinityroehampton.org.

The roles involved are:

1. Liturgical deacon

Crucifer

Acolytes

Sidespeople

Readers

Communion administrants
7. Tech Supremo
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The first three work together and have quite complex roles that last
throughout the service. They are dealt with together in Part One: Serving.

The others have more discreet roles and are dealt with in separate sections
under Part Two: Other Roles.

Unless they need to be here earlier, all should be present in church by 0925
when everyone involved in the service meets in the chancel for a brief prayer.



Part One: Serving

Overview

This section deals with what the Deacon, Crucifer and Acolytes do, and how
they work together.

First, some general principles. In all things, the pillars of good serving are
that it should be simple, solemn, and symmetrical.

Simple. No unnecessary movements. It’s not complicated and fancy. We do
it the same way each week. It becomes normal and natural like other good
things in life.

Solemn. Serving is joyful, but the joy needs to be calm, orderly and dignified.
We walk more slowly than usual. We pause. We are aware of others, and of
God. We move in a deliberate way. We are serious and mindful.

Symmetrical. You want it to look right. The key to that s, if there are two of
you, do the same thing at the same time. If you are walking or standing, walk
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and stand equal and opposite to the other person. Ifin a line, makeita
straight line. Start at the same time and stop at the same time. Candles at
the same height. If there’s one of you, be centred

When walking, always move in a straight line either parallel or perpendicular
to a line down the centre of the Nave. If you turn, you turn through 90
degrees. Like arook on a chess board. It feels funny when you do it, but it
looks excellent.
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Terminology
Words in italics are explained in the Glossary at the end.

We use the pomts of the compass to describe where things are in the church:




Outline of the roles
Each week we have three servers and a liturgical deacon.

The servers consist of one Crucifer, who carries the Cross and leads the
procession, and two Acolytes, who carry the two tall candles; together they:

help set up before the service

lead the procession at the start of the service

provide a setting for reading the Gospel

help prepare the Altar for Communion

lead the procession at the end of the service

tidy up after the service

worship, pray and listen to the Sermon like everyone else in church
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Servers mostly work in unison but to distinguish them they are Acolyte 2 and
Acolyte 1. Acolyte 1 starts off on the right, and after everyone enters the Nave
proper is always on the South side. Acolyte 2 starts on the left, and therefore
is on the North side once the service gets going. Acolyte 1 thus has more to
do at the laying up than Acolyte 2.

We then have one Liturgical Deacon who

9 carries the Gospel book

9 reads the Gospel

1 lays up the altar during the Offertory

1 says some parts of the Liturgy

1 takes overall responsibility for checking that everything has been set
up properly before the service begins, and tidied away afterwards

The following instructions apply to all four, except where there are particular
instructions for individual members of the team.

Preparation

Please arrive no later than 0930 when all those involved in the service gather
for a brief prayer in the chancel. Then (or before if you are early) get dressed.
All wear cassock alb, a long white gown. Servers wear a cincture, a rope belt,
in the seasonal colour:

1 Advent: purple

1 Christmas / Epiphany / Easter

9 Lent:

1 Pentecost /Kingdom season: red



1 Restof year: green
Deacon if in holy orders wears a stole; otherwise a cincture.

Tie the cincture as in the diagram on the following pages.

Fold cincture in half Wrap around waist
with knots on your
right side

Grab end of loop made Using right hand, slip
by the fold and overlap loop over left hand,
as shown keeping hold of cincture
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Grab knotted end with Slip knotted ends through

your right hand loop (where left hand is
making sure that single loop
is on top of double cincture.)
Feed knotted ends through
loop from top to bottom

Drop loop and then Knot is on left hip
tighten around waist

Setting up
Then, working together, ensure the following have been done:

1 Blue cloths on altar and credence table neatly folded and put on one
side in the niches to the South of the chancel (fold the altar cloth by
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bringing both ends to the centre and folding each half over on itself -
that way when you put it back it’s easy to unfold in place)
Big brass candlesticks, kept on window ledge in Vestry: place on altar
(at the NW and SW corners). Check the candles are not burnt down -
replace them if they are. Light them.
Huge oil candles on wooden stands next to altar full of oil and lit.
Acolytes’ candles are ready (candle stands are in the vestry; spare
candles are in the big cupboard in the vestry lobby).
Stands for Acolytes candles at foot of rood screen and beside altar.
Paschal candle lit in Easter Season / other times at President’s request.
Microphones - kept on top of the filing cabinet in the vestry:
0 Goose neck mic attached to velcro on lectern, plugged in at the
floor, and turned on
0 Goose neck micin pulpit and plugged in
0 Clip onroving mics for Priest, liturgical deacon (and guest
preacher if there is one) have batteries in and are switched on -
place them on the vestment chest in the vestry arch.
0 Other mics as requested by the president
Orders of service / notice sheets / hymn books available for yourselves,
choir, Priest, other Clergy etc, on their seats
Two spare hymn books placed on cupboard in vestry arch
Everything set up on the Altar and credence table (see below)
Correct colour of fall on pulpit - falls are in the vestment chest in the
vestry arch; the colours are the same as for cinctures (see above)
The sanctuary bells for Acolyte 2 to ring at the elevations placed on the
heater on the North side of the sanctuary

There is a check list for all set up activities which the president will provide.

Walking in General

Please do the following whenever moving about together.
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Remember: simple, solemn, symmetrical.

Walk slowly and steadily.

Acolytes, keep your candles at the same level as each other.
Crucifer, walk in the centre of the aisle.

If the aisle is narrow, walk in line: Crucifer, Acolyte, Acolyte.

But where possible, Acolytes walk side by side, behind and on either
side of the Crucifer.
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1 Crucifer and Acolytes should make an equilateral triangle.

1]

1 When you go round an object (e.g. Crib), if on your own, go clockwise;
otherwise if there are two of you, one go left and the other right.

1 When you turn: (a) Crucifer, turn on the spot by pivoting on one foot;
(b) Acolytes - if walking one behind the other because the aisle is
narrow, turn on the spot; usually, wheel, so the one on the inside of the
turn turns on the spot, whilst the other goes in a quarter circle.
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Procession
1. Getready wellin advance.

2. Gatherin the lobby outside the Vestry no later than 0957. Crucifer
stands nearest to the exit, Acolytes following. Deacon is near the vestry
door, justin front of the president.

3. Have with you whatever you are carrying:
a. Deacon carries the Gospel book
b. Crucifer carries processional cross from vestry
c. Acolytes carry candles from vestry - please light them

4. Just before the service the Priest leads prayers, saying a short prayer
opening prayer, to which all respond Amen, then:

The Lord be with you.
And also with you.

Let us bless the Lord.
Thanks be to God.

5. Then, when the first hymn has begun and the president gives you a nod,
Crucifer lead off, with Acolytes following, then choir, then any other
members of the party, then deacon and finally president.

6. Go down the South Aisle to the end of the pews; turn ninety degrees
right, go to central aisle, 90 degrees right again, straight up to the
platform.

7. Lineupin front of the platform with toes three inches from the platform,
Cruciferin centre, Acolytes on either side. The distance from the
Crucifer to the hitting grille should be the same as the distance from the
heating grille to the Acolyte. Crucifer stands centre; Acolytes space
yourselves out relative to Crucifer. Like this:

8. Choir process either side of Crucifer and go into their stalls in the
Chancel.
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9.

10.

11.

12.

13.

14.

15.
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President, preacher, and any other personnel line up behind servers. If
there are two, they line up on the heating grilles; if one or three, then
behind Crucifer / all servers.

N\ 4\

choir
choir

/

President Deacon
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When Choir are in, or nearly in, their stalls, Crucifer leads everyonein a
bow. Crucifer will in fact just nod, otherwise he or she will hit his or her
head on the cross; servers also will not bow deeply (lest they set their
heads on fire). Everyone needs to watch the Crucifer from the corner of
an eye so all bow together.

After the bow, servers stay where they are whilst president, preacher
and others go to their places on the platform.

When president and preacher have reached their positions on the
platform, crucifer leads off and acolytes follow, again in a triangular
formation - acolytes keep level with each other.

At the arch, acolytes pause and place their candles in the holders just
outside the chancel arch, again moving together, and then go to their
places in the stalls immediately N and S of the arch

Meahwhile crucifer carries straight on into the chancel and places cross
in holder to SW of chancel, then returns to back stall at NW of chancel.

Servers now participate in the service as other members of the
congregation until the Gradual Hymn: Crucifer should take note of how




many verses are in the Gradual Hymn, to be aware of how much time
there is for the Gradual Procession.

Gradual Procession

16.

17.

18.

19.

20.

21.

22.

23.

Crucifer needs to be on the ball here. Itis up to the Crucifer to start
things off, and to do so at the right time, so that you arrive in your
positions in the Nave with about half a verse of hymn to go.

At the correct moment, Crucifer leaves stall and goes to collect cross;
takes cross and stands to the side of the Chancel aisle, facing North.

Meanwhile Deacon goes up the Chancel aisle into the Sanctuary, bows,
takes the Gospel Book and turns to face West.

When the Deacon has gone past, Acolytes come out, take up their
candles and stand just outside the chancel arch, facing each other.

Crucifer now steps into chancel aisle, turns 90 degrees right, and leads
off down the aisle; Deacon follows, holding the book aloft.

As Crucifer passes through the arch, Acolytes turn to face West and
follow Crucifer, making an equilateral triangle; Deacon follows behind
them, making another equilateral triangle, so that all four arein a
diamond pattern.

Crucifer leads the procession to just beyond the Wardens’ staves in the
middle of the Nave, so that the Acolytes can stand by the staves, then
stops and turns to face East.

Everyone else also stops, and Acolytes face in with their backs to the
Wardens’ staves, holding their candles up to illuminate the Gospel.

Deacon

13



24,
25.

26.

27.

28.

29.

Deacon reads the Gospel.

After the closing acclamations, Deacon reverses into a nearby pew;
Crucifer moves off, passing the Acolytes, who fall in behind; Deacon
comes out again and follows, again all four making up a diamond
pattern.

At the chancel arch, acolytes stand either side facing in, whilst Crucifer
carries on up chancel aisle, followed by Deacon.

Crucifer turns right at sanctuary rail and then turns to face in as Deacon
goes past, places book on altar, bows, and passes back to the West.

Crucifer places cross in holder and returns to stall, as Deacon goes either
back to place on platform, or into pulpit.

All now listen to the sermon with keen attention - at some point the
deacon needs to consider the length of the offertory hymn to calculate
when to get moving again.

Offertory and preparing the altar

30.

31.

32.

33.
34.

35.
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When the offertory is announced, servers and Deacon share the peace
with those around them, but servers need to keep an eye on the Deacon,
so that they can move up to the altar when the deacon is ready to do so

Deacon is responsible for signalling to the servers at the correct
moment, when the acolytes take up their candles and are led by the
crucifer (not carrying a cross) in an informal procession to the altar
(informal since scarcely anyone is watching at this point, but still calm
and dignified)

The deacon follows the acolytes, again in the diamond formation, and
may be followed by the president, who may on the other stay in the nave
sharing the peace.

Acolytes place their candles in the stands on each side of the altar.

Throughout the service, their places are just inside the sanctuary rail,
facing in with their backs to the walls; however initially Acolyte 1 has
work to do and will have to leave this spot. Crucifer unless needed for
something else stands up a step to the East of Acolyte 1.

Deacon goes to the altar and lays up, with the assistance of Acolyte 1
who needs to be alert near the credence table at this point:



a. remove veil and fold neatly to north of centre of altar

b. take corporal out of burse and unfold it centred (a cross in the
centre of the altar is visible through the altar cloth) with its Eastern
edge close to the edge of the altar

c. putthe burse away neatly with the veil

d. place the large chalice in the South West corner of the corporal, and
the patten in the centre East

e. put the pall next to the burse and veil, and fold the purificator neatly
on top of it

f. signalto Acolyte 1 who brings the second chalice and purificator

g. as Acolyte 1 hands over this items, Deacon and Acolyte 1
acknowledge one another with a bow

h. place second chalice in North West corner of corporal, purificator
with the other purificator

i. by now the offertory procession should have arrived: two people will
bring the wine flagon and the bowl with additional bread

j. receive these and bow to the people who have brought them, who
go back outside the sanctuary rail and stand facing in

k. place the bread on the patten, and pour enough, but not too much,
wine into the chalices (this needs a little judgement depending on
the size of the congregation; at present it is usually enough to fill
both chalices half way to the brim)

l. signal to Acolyte 1 who brings the water jug, which receive in the
same way as the chalice, and pour a little water into each chalice,
ideally moving the jug in the shape of a cross, before returning the
jug to Acolyte 1

m.check that everything is in place, and that the president’s book is
open at the correct page, then turn and bow to the president, who
comes and takes up position; step out of the way, then take station
North of the centre of the altar

36. During, or, if things have not gone smoothly, after the laying up of the
altar, the sidespeople will bring the collection up to the sanctuary. When
they do so the crucifer steps forward to the centre of the second step
with the brass plate and they place the collection into it (acknowledge

15



37.

38.

39.

40.

one another with a bow). Crucifer turns and holds the plate up to be
blessed. If the deacon is still at the altar and is also a priest, hold it up to
the deacon; otherwise hold it up to the president, wherever he or she is.
deacon or priest makes a bold sign of the cross. Bow to each other.
Crucifer takes the plate off to the South side and places it in a niche.

Acolyte 1 should now be ready with the needful items for the ablutions:

lavabo towel over left forearm, jug in left hand, water bottle in right
hand.

President signals to Acolyte 1, who comes forward to stand in front of
the president

President holds hands over bowl and Acolyte pours on water, then
president dries hands on towel

President and acolyte exchange a bow, and Acolyte retires, puts bottle,
bowl and cloth on credence table and returns to station

The Eucharistic Prayer

41.

42.
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The president leads the eucharistic prayer in which deacon and all
servers participate, by praying, and:

a. Bowing during the first two verses of the Sanctus and Benedictus
(“holy, holy holy Lord, God of power and might”)

b. Making the sign of the cross on “Blessed is he who comes in the
name of the Lord...”

c. Bowing and then making the sign of the cross when the bread, and
then the wine, are elevated

d. Bowing and then making the sign of the cross after the elevation of
bread and wine at the end of the eucharistic prayer

e. Making the sign of the cross at the blessing
f. Doing all of these things in unison with everyone else

Crucifer is responsible for closing the gap in the communion rail after
the offertory has been brought up, and then opening it again after the
distribution of communion



Recession

43.

44,
45,

46.

47.
48.

49.

50.

51.

Again, Crucifer has to be on the ball, and needs to have estimated how
many verses of the hymn the recession will take, and then remember to
start moving at the correct time. The aim is that the crucifer passes
through the narthex door at the end of the last verse.

At the correct time, crucifer goes to pick up cross.

When Crucifer has passed, acolytes pick up candles and stand outside
the communion rail to either side of the gap in the rail.

Crucifer comes back with cross and stands between acolytes. Clergy
have by now formed up in a line in front of the altar, president in centre,
deacon on right, other clergy on left.

President leads a bow, then all turn to face West.

Crucifer leads off, acolytes form up in the customary triangle formation;
choir file out behind them; clergy come behind them in processional
order.

Crucifer leads down to West end, turns sharp left at the end of the pews
and sharp left again to go up the South aisle, and leads the procession
into the choir vestry.

The president, or deacon of the president has opted to remain behind at
the West end to greet the people, leads the closing Vestry Prayer:

The Lord be with you.

And also with you.

Let us bless the Lord.
Thanks be to God.

May the faithful departed,
through the mercy of God,
restin peace,

And rise in glory.

Servers and deacon now work together to put everything away, and
ensure that the following has been done:

a. All consecrated wine and bread reverently consumed and vessels
washed up and locked in the safe

Deacon: please count the left overwafers and put the
number on the Servers’ WhatsApp - this number is then
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52.

18

subtracted from the number of wafers consecrated, so that
we can record the number of communicants in the
registers

b. All candles extinguished
c. All brass locked in vestry

d. All service booklets and other papers removed from chancel and
platform and put away / in the bin

e. All mics locked in vestry

Now you are finished! Thank you for your service!



Glossary of serving terms

Altar Frontal: piece of cloth (different colours for different seasons) that
covers the Altar

Altar: table on which the bread and wine are placed, at which the Priest
stands for Communion

Cassock alb: (also called simply an “alb”) - white robe worn by servers etc

Chalice: the cup (usually silver) from which we drink the consecrated wine

7
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Cincture: rope belt (different colours for different seasons) around the waist
when wearing a cassock alb

Corporal: square of white cloth on which Chalice and Patten are placed
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Credence table: small table off to one side where various useful items are
kept

Fall: beautiful piece of cloth (different colours for different seasons) that
hangs from the lectern

Lavabo bowl: to catch water for washing the Priest’s hands

Lavabo towel: cloth for drying the Priest’s hands after washing

Lectern: general name for a desk on which we place something to read - big
brass lectern for reading from the Bible; smaller portable one on the Altar for

the Priest’s book; another one fixed to the pulpit

Pall: square of rigid plastic covered in cloth: used as a cover, usually over the
communion wafer on the patten

Patten: the plate (usually silver) on which the bread is placed
Pulpit: where the preacher stands to preach
Purificator: cloth placed on Chalice, for cleaning it when it is used

Veil: beautiful piece of cloth (different colours for different seasons) that
covers up items on the Altar

20



Part Two: Other Roles

Sidespeople

The core of the role is to welcome people into church. We use the old word
(actually the old word is “sidesman” but we did bring part of that up to date)
out of respect for tradition, but a more descriptive name would be
“welcomers."

Here is what the job entails:

1.
2.

Arrive by 0915
Make sure the following are in place:

a. Bigwooden table just to the South of the centre aisle, facing the
West door

b. at least fifty hymn books on this
c. the regular Sunday order of service

d. the notice sheet for today (if these are not on the table, they will be
in the photocopier in the vestry)

Collection bags of the correct liturgical colour (Advent: purple;
Christmas-Epiphany and Easter: white; Lent: sack cloth; Passiontide,
Pentecost, Christ the King: Red; ordinary time: green)

Join everyone else to pray in the chancel at 0925.

Check with the president if there are any extra orders of service to
include.

Fold the notice sheets and put a notice sheet and OS in each hymn book.
Please put them in at the page where the first hymn is, to help
newcomers find their way.

When people start to arrive, welcome them warmly - please take
particularly care to smile, say good morning, and be friendly to anybody
you don’t recognise, and make sure they have a hymn book, notice
sheet and OS and know what to do with them.

If anyone is in doubt where to sit, help them find a seat, and please
encourage people to sit toward the front, and to spread evenly on both
sides of the church.

21



10.

11.

12.

13.

14.

15.

16.

17.
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At least one sidesperson should stay at the back during the service to
help any latecomers.

At the peace, get ready to take up the collection, and begin doing so as
soon as the offertory hymn starts: one sidesperson for each side of the
church, handing the bags to worshippers to fill with doubloons. Please
also draw people’s attention to the contactless payment machine if they
need it.

As soon as the collection is complete, bring it up to the Altar Rail where a
server will receive it in a brass plate, with whom you exchange a bow
before going right or left into the passage ways outside the chancel and
returning to your seats.

At the invitation to communion, please go up to the front of the church.
One or two sidespeople start at the head of the nave, then work back
inviting people from the pews to come out and go forward to receive
communion. If they seem in any doubt, please explain to them:

a. They can receive communion if they usually do so when they go to
church, even if they Anglicans

b. If they don’t want to receive, please do go forward for a blessing
instead

Please ensure there is a steady a stream of people coming forward for
communion, but not so many that a long queue forms.

Meanwhile one sidesperson should go up into the chancel and direct the
flow of traffic as people approach the communion rail - please
encourage a regular pattern of filling up the rail from the South to the
North, and then starting again at the South.

When everyone has received, return to seats for the remainder of the
service.

After the service, please restore the table at the West end to its former
state, stacking the hymnbooks tidily, collecting up any orders of service
and putting them away, and putting any surplus notice sheets in neat
pile on the table where notices and leaflets are displayed.

Please also keep an eye out for any newcomers and make sure they get a
cup of tea and someone to talk to.

Thank you!



Readers

The number of readings we have varies, depending what the preacher is
going to refer to. We don’t read all the readings set for the day. We always
read the Gospel, but this is read by the liturgical deacon (above). We
sometimes say the Psalm together.

We usually have at least one other reading (OT, Psalm or NT) from the
Lectern, sometimes two. Thus although two readers are always rota’d on.
The reading or readings we are going to use will be put on WhatsApp on or
about Friday, and at that point the second reader will know whether he or
sheis on duty.

Whoever is on duty should please do the following;:

1.

The day before, read through the reading. What is going on? What are
the important bits? Are there different voices? Are there any words you
may not be sure how to pronounce? - please ask if so. How do you want
it to come across? What does it mean to you?

Plan how to begin and end the reading. When you come to the lectern
all you will find there will be an A3 copy of the notice sheet, which has
the readings, but not the introduction and conclusion, which you have
to putin.

The introduction is always “A reading from...” and then, depending on
what book you’re reading from you introduce the book differently. It’s
not VITAL to get this “right” — however it is rather lovely to recognise the
different characters of the books of the Bible in this way, and
understanding why different kinds of books are introduced in different
ways helps us get a feel for the books themselves. There is a laminated
sheet on the lectern that sets out how each one is introduced, and that
sheet is reproduced at Annex A below.

a. one of the Prophets (Isaiah to Malachi in the Bible): “... the
Prophecy of Nnnnn”

b. Genesis: “... the book Genesis”
c. the Song of Songs: “... the Song of Songs”

d. Samuel, Kings or Chronicles: “... the First/Second book of
Nnnnn”

e. any other book of the Old Testament: “... the book of Nnnnn”
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10.
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f. ifit’s one of St Paul’s letters to a community (anything between
Romans and 2Thessalonians): “... the [First/Second] letter of St
Paul to the Nnnn”

g. if it's one of Paul’s letters to an individual: “...the [First/Second]
letter of St Paul to Nnnn]

h. ifit’s Hebrews: “... the letter to the Hebrews” [because we don’t
know who it’s from!]

i. ifit’s any other letter (James to Jude): “... the
[First/Second/Third] letter of Nnnn”

j. ifit’'s Revelation: “... the Revelation to St John the Divine”

At the end, it’s much simpler: you just say “This is the word of the Lord”
and wait for everyone to reply “Thanks be to God”

You may wish to write down what you are going to say, but more
experienced readers will do it without a script.

On the day, please arrive by 0925 with everyone else so as to pray
together briefly before the service.

Take an opportunity when the choir are not rehearsing to run through
your reading at the Lectern. One of the clergy will be glad to rehearse
with you if you wish (bear in mind the points at 10 below when doing
this).

Before the start of the service seat yourself on the South aisle.

When the part of the service before your reading (almost always this will
be the Collect or the Psalm) is drawing to a close, stand and walk
forward to the pillar nearest the Lectern.

When silence has fallen, go up to the lectern:
a. adjust the lectern mic so it is just below your mouth

b. make sure the micis switched on - the button on the base switches
it on and off - when on a read light shows

pause

o o

introduce the reading

o

pause

f. readthereading



g. pause
h. say “This is the word of the Lord”
i. wait for the response
j. return to your seat
11. When reading, please bear the following in mind:
a. even though the micis good, you still have to project

b. speak slower than you think you need to - as you are concentrating,
time is passing more slowly for you than for everyone else

c. runyour finger along the text: at the punctuation, pause and look
up; pause longer at a full stop

d. use variations in tone, volume and pitch to maintain interest

e. ifin doubt, emphasise the nouns, where much of the meaning is
stored

f. pronounce consonants clearly, particularly at the ends of words: in a
big room, without clear articulation, the congregation may not
know whether you are saying word, work or worm!

12. Thank you for playing this vital part in the worship of the church!
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Communion administrants

The communion administrants administer the chalice at the distribution of
communion. Communion administrants are appointed by PCC resolution
and there is a canonical obligation for them to be trained.

There will usually be one communion administrant on duty, who will take
one of the two chalices, whilst the liturgical deacon takes the other. On some
occasions, for example where there is a visiting preacher who may
administer a chalice, it is possible you will get the day off.

The duty is as follows:

1.
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Be seated on the aisle so as to be able to leave your seat smoothly and
without delay. Please sit fairly close to the front, parallel with one
another.

Immediately the president has pronounced the invitation to
communion, but without unseemly haste, both stand and walk side by
side up to the sanctuary, and join the servers standing inside the
communion rail to receive communion.

When you will have received, the president will give you a chalice and a
purificator.

Both stand side by side on the first altar step, facing West.
The president will administer the bread to the first two communicants.

When the president has moved on to the third communicant, both
administrants step forward together and offer the chalice to the first two
communicants.

Say “the blood of Christ” and offer the chalice.

Please be aware that different people will receive the chalice in different
ways:

a. Some will expect you to hold it to their lips - in which case you will
have to tip it, very gently, so as to avoid spilling, but to make sure
they get a sip;

b. Some will take hold of it themselves - in which case continue to
hold the stem of the chalice but let them direct the cup their lips.

Wipe the rim of the chalice by pinching it in a fold of the purificator and
moving the purificator anti-clockwise; then rotate the chalice a quarter
turn anti-clockwise so the next communicant gets a fresh bit of chalice.



10.

11.

12.

13.
14.

15.

16.

17.

18.

Try to keep in step with one another, so that you are offering the chalice
together and saying “the blood of Christ” more or less at the same time.

Be aware that some people at the rail do not receive the wine - either
because they are not communicants and will have been blessed by the
president, for some other reason. They may still remain at the rail for
some time, however, so please be sensitive.

Likewise, some people may slot themselves into a gap in the rail after
the president has passed and before you get there - they will, one
hopes, let you know that they have yet to receive the bread.

You may need to pause if the president is blessing a non-communicant.

If there is only one communicant left at the end of the rail, then the
northernmost administrant should administer, so that the administrants
stay in the same order.

Once everyone at the rail has received the bread, return to the south end
and start again.

When everyone at the rail has received, it may sometimes be that there
is a need to administer communion to someone in the Nave, in which
case the president may ask you to help with this.

When it is clear that there is no more need for the chalices, please return
them to the credence table - the deacon may ask you to consume the
leftover wine, in which case please do so, with due reverence.

Finally, return to your seat in time for the post-communion prayer.
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Tech Supremo

The Tech Supremo manages two separate systems: sound, and Facebook
broadcast. Both these are controlled using the Ipad.

The Tech Supremo, like everyone else, arrives at 0925 to pray, then from
0930 does the following:

1. Setup the Facebook feed:

a. Getthe lpad and the Mevo camera from the top drawer in the vestment
chest in the Vestry

b. Check that they are both fully charged

c. Go to the Nave and get the tripod from under the fourth or fifth pew on
the North side

d. Fit the Mevo into the shoe on the top of the tripod and set up the tripod
with one foot on the seat and two feet on the shelf behind, fixing it so it
is stable.

e. Connect the Ipad to the Mevo:
i. Turnon thelpad and open the Mevo app

ii. Pressand hold the button on the Mevo so that the lights on the
camera cycle

iii. After a while (these operations may have to be repeated) the two
will find each other: a green button appears on the Ipad that says
“CONNECT MEVO” - press this button

iv. Theimage from the camera should now appear on the screen.

v. Ifthis doesn’t work, check that the Ipad is connected to the wifi
network BT Wholehome, which is the identifier for the repeaters that
bring our wifi from the Vestry into the Nave.

f. When the image of the church appears on the screen, adjust the
position of the camera so that it looks nice, and gives a good view of
both pulpit and altar.

g. The feed is now ready to go. Wait until nearer the service to launch it.
2. Prepare the sound system

a. Check with the president how many wireless mics of what kind are
needed:
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i. Usually it will be two clip ons; but one or more people may be using
a “Madonna” mic and we may need a roving handheld mic.

ii. We always use one wired mic for the lectern - we may also use a
second wired mic for the pulpit.

b. Get all the required mics out, put them together and put in batteries.

i. Wireless mics and batteries are in the top drawer of the vestment
chest.

ii. The two big wired mics are in the cupboard to the left as you come
into the vestry.

c. Putthe wired micsin place:

i. Always put the wired mic with Velcro on its base onto the Velcro
strips on the lectern; plug itin to the socket below.

ii. Ifapulpit micisrequired, plug the other wired mic in to the socketin
the pulpit and place it on the little lectern. Turn both mics on by
pressing the button in the base so that the red light comes on.

Check that they are working and fix them if not.

iii. Check that the wireless mics are working and not feeding back.

iv. Then, unless there are any special instructions, leave the wireless
mics ready on the chest in the vestry arch.

d. Set up the control panel
i. Onthe Ipad, open the Soundcraft Ul app

ii. You should be looking at sliders for the mics - LAV 1-4, handheld 1-6,
pulpit, lectern. If not the click on the top right button “Ul” and select
“Inputs” from the menu.

iii. (if you need to adjust the speaker volumes, go to Ul, then select Aux
Masters)

iv. Now go to the little panel just to the left of the top right corner,
which shows the name of the current setting (probably “Default”)

v. Click on this, then double click on Default. This will restore all
default settings.

vi. Note the numbers of the wireless mics that are in use (for clip ons,
the number inside the battery pack), and set their volumes to zero.

3. Launch the Facebook Feed:
29



d.

e.

. About ten minutes before the service begins, open the Mevo app on the

Ipad and make sure the image is still live.

. Press the red button, which should give you a number of streaming

options.

Select Facebook: we stream as Joshua Rey via the Holy Trinity
Roehampton page.

Click the button to make the stream go live and check that it does so.

Put the Ipad away in the vestry.

Control the sound.

a.

Take the Ipad and sit in the Nave where you can hear what things
sound like to the congregation.

. Be alert to what is happening, and turn mics on and off using the Ipad

depending on who is speaking. Make sure all mics are off as soon as a
hymn begins.

When the President leads the opening prayer, the collect, the creed, or
the final prayer after communion, or when the deacon leads the
confession, fade the mic down after the first few words - but remember
to bring it up again at the end if needed.

. Silence the president or deacon’s mic when he or she sings, and again

bring it up again afterwards.

. Be ready to adjust the volume on the lectern mic, or any other mic, if

the speaker is hard to hear, or if there is feedback.

. Tidy up at the end.

a. After the service, turn the Facebook feed off using the Ipad.

. Then put all the equipment - mics, camera, tripod, Ipad - back where

you got it from, putting the batteries, Ipad and camera back on charge.

If anything didn’t work, report it to the president so you can figure out a
way to fix it.

. I
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