St. Francis of Assisi Episcopal Church

Acolyte Training


I. GENERAL DUTIES

A. Be in the vesting room approximately fifteen minutes before the service in order to vest. Be well groomed with clean fingernails.

B. Check the bulletin for any special instructions that differ from the normal routine.  The Rector may also give special instructions.

C. The Rector will lead the altar party in a prayer before the service begins, after which all will line up in the back of the nave (that part of the church where the people gather) for the procession.

D. Actively participate, following the service in the Book of Common Prayer and the hymnal / St. Francis songbook.  The congregation will take cues from what you do.

E. When seated, do not cross your legs.  Be conscious of distracting or repetitive movements.

F. When standing, stand erect with both feet flat on the floor, head up, eyes forward.

G. When carrying the processional cross or a torch (candles / alms) during the procession in or out of the church, do not reverence the cross. If you are carrying the (candle-lighting / extinguishing) taper, the gospel book, or at any other time when moving in front of the cross, bow your head.

H. Quiet should be maintained in the vesting room as much as possible and always in the church.  Strive to always be reverent while wearing your acolyte robe.
II. PROCESSION

A. At St. Francis church, the procession is made up of the altar party (those who participate in the service), after a prayer in the vesting room.  The procession forms in the nave. Normally three acolytes are scheduled, as noted in red below:
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Crucifer

Torch (alms)       Torch (candles)

Chalice Bearer(s)

Priest
Bishop’s Chaplain (only when Bishop is present)

Bishop (if present)
B. Allow enough distance between the procession participants to avoid crowding.  If you are not carrying something, fold hands and keep them at waist level.

C. The Crucifer leads at the second verse of the processional hymn.  At the top step of the altar platform the Crucifer will pause and then turn to the right, place the processional cross in the bracket on the wall and take the position at the chair closest to the altar.

D. The torches will follow, and at the top step Candles will turn to the right and Alms to the left. Place the torches in the stands on the altar platform.

E. Candles will take a position alongside the crucifer facing the altar rail; Alms will stand in front of the organ, also facing the altar rail.

F. When the bishop and the bishop’s chaplain are present, the bishop’s chaplain will take the seat beside the bishop. 

G. At the closing hymn, Candles gets the taper and extinguishes the candles on the altar.  Special candles (Advent, Christ candle) remain lit and are not extinguished until after the congregation has left the sanctuary.  

H. After Candles has extinguished the candles on the altar, Crucifer, Candles and Alms will bring their respective items to the altar rail, facing the altar.  At a nod from the Priest, the Crucifer will turn and lead the recession from the altar (the procession into the world), stopping at the rear of the nave.  Following Crucifer, the Torches take a step toward each other, turn inward to face the rear of the nave, and follow.

I. Immediately following the service, the cross and torches are returned to their positions at the front of the church.

J. Vestments are placed on hangers and hung up neatly.  Notify the acolyte leader if you notice a soiled or torn alb.

III. GOSPEL PROCESSION

A. There will be a Gospel Procession at each celebration of the Eucharist during our Sunday worship and at other special services.

B. Following the reading of the second lesson, the organ will begin to play the hymn before the reading of the Gospel lesson.  The music signals Crucifer and torches to get their respective items and stand facing the altar.  At a nod from the Priest, Crucifer will turn and process to approximately the fifth row, stop and turn facing the altar.  The torches will turn and process to approximately the fourth row.  They will stop and turn to face each other, resting their torches on the floor.  The Chalice Bearer will retrieve the Gospel Book from the shelf behind the altar (or on the altar) and join the Gospel Procession party, stopping under the light and turning to face the altar. The priest will then read the Gospel lesson.


C. After the lesson has been read, the Gospel Book will be returned to the Chalice Bearer.  The Chalice Bearer and priest will step aside to let the Crucifer and Torches pass. The Crucifer will lead the procession back toward the altar, followed by the Torches, Chalice Bearer and Priest.  The cross and torches will be returned to their stands, the Gospel Book returned to the credence shelf (or on the altar), and all will return to their places for the continuation of the service.

IV. CRUCIFER

A. The acolyte who serves as Crucifer carries the processional cross and assists the priest in the preparation of the elements of communion. 

B. Please be in the vesting room approximately fifteen minutes before the service begins in order to vest. Retrieve the large processional cross from the front of the church and bring it to the vesting room.

C. The crucifer will line up first for the processional with the front side of the cross facing the altar. Stand in place until the second verse of the processional hymn begins, then process to the top step of the altar platform with the cross held high. Turn to the right and place your cross in the holder on the wall with the front side facing the altar. Take your place standing, facing the altar, to follow the service.

D. See separate section above for duties at Gospel Procession.

E. Remain standing for the Prayers of the People.  After the passing of the peace, please return to your place as soon as possible to be ready for the offering.  Do not leave the sanctuary.

F. At the beginning of the offertory hymn, the ushers will bring the host box and wine cruet up to the altar steps.  Note:  A paper with the count (number of people to receive communion) will be on top of the host box.  Candles takes the host box and wine cruet from the ushers and walks them over to Crucifer.   Crucifer puts them on the altar after removing the stopper from the cruet.  The stopper is placed on the credence table (the little table next to Crucifer’s seat).  After the priest counts out the correct number of wafers from the host box, Crucifer will take the host box and “count” paper from the priest and put it on the credence table.  While at the table, Crucifer will pick up the water cruet, remove the stopper, and be ready to give it to the priest with the handle facing the priest.   Receive back the water cruet, and prepare to wash the priest’s hands.  

G. Prepare to wash the priest’s hands.  Get the lavabo bowl and towel from the credence table.  Drape the towel over your left arm and hold the lavabo bowl in your left hand.  When the priest hands you back the water cruet, take the cruet in your right hand.   Note:  These directions are reversed if you are left-handed.
H. Pour a small amount of water over the priest's fingers. The priest will take the towel and dry her hands while saying a prayer. When she finishes, return these elements to the credence table and return to your place.

I. During the Eucharistic Prayer, the crucifer rings the hand bells at the following times (the times are also noted in the Book of Common Prayer):

1. After the words “This is my Body, which is given for you.  Do this for the remembrance of me,” the priest raises the Host.  While raised, the crucifer rings the bell three short rings, allowing the third ring to fade out rather than be stopped abruptly.

2. After the words “Whenever you drink it, do this for the remembrance of me”, the priest raises the Chalice.  While raised, the crucifer rings the bell three short rings, allowing the third ring to fade out rather than be stopped abruptly.

3. After the words “By him, and with him, and in him, in the unity of the Holy Spirit all honor and glory is yours, Almighty Father, now and for ever. AMEN.” the crucifer rings the bell a single sustained ring, allowing it to fade out rather than be stopped abruptly.  The Lord’s Prayer immediately follows this ring.

J. After the priest has given the invitation to communion (the gifts of God for the people of God....), take the second Chalice from the credence table, put it on the altar, and kneel at the altar rail to receive communion.

K. After the last person has received communion and the Chalice Bearers have left the altar, assist the priest with the ablutions (cleansing the chalice, etc.). Take the stopper out of the water cruet and take the water cruet to the priest. The priest will pour the water into the wine chalices.  When the priest gives you back the water cruet, return it to the credence table and replace the stopper.  The priest will hand you the various items from the altar, which you will also put on the credence table.  The alms basins will be put under the credence table.  After this has been done, return to your seat.

L. When the recessional hymn is begun, stand but wait at your seat until Candles has extinguished the altar candles.  Then take the cross and stand facing the altar until the Torch Bearers are positioned next to you.  Then turn and process to the rear of the nave.

V. TORCH BEARERS (Candles and Alms)

A. Two acolytes serve as torchbearers; one we refer to as “Candles” and the other as “Alms.”

B. Please be vested approximately 15 minutes before the service in order to serve.

C. Approximately 10 minutes before the service begins, the acolyte serving as Candles will light the two candles on the altar using the taper found in the stairwell to the right of the altar.  The Epistle candle (the one on the right as you face the altar) is lit first and then the Gospel candle (the one on the left) is lit.  This is because the Gospel candle should never be lit by itself.  Both acolytes take your torches to the vesting room and wait for the service to begin.  

D. When lighting candles, expose sufficient length of taper so the flame is large enough to catch the wick of the candles.  Hold the candle lighter at right angles to the candle, allowing the flame to rest on the candlewick.

E. After lighting the candles, draw candle lighter toward you so that it is not over the altar, and pull the taper into its metal stem, snuffing out the flame, then extend the taper again to prevent wax from melting inside the candle lighter.  Return to the center of altar, reverence the altar, descend steps and return taper to its place.

F. During Eastertide, the Paschal candle is lit before the congregation begins to arrive and is not extinguished until after the congregation has left.
G. On Christmas Eve, the Christ candle should be lit before the Advent candles and extinguished last.

H. The torchbearers will follow the Crucifer in the procession, with Candles on the right and Alms on the left.

I. As you process to the second step of the altar platform, Candles will turn to the right and Alms to the left.  Place your torches in the stands behind the altar.  ‘Candles’ sits on the second chair beside the Crucifer and Alms sits on a chair in front of the organ near the priest.

J. See separate section above for duties at Gospel Procession. 

K. Remain standing for the Prayers of the People.  After the passing of the peace, please return to your place as soon as possible to be ready for the offering.  Do not leave the sanctuary.
L. At the offertory, both Candles and Alms will walk to the center of the altar steps.  Candles will receive the host box and wine cruet from the ushers and take them to the Crucifer.    Alms will take the alms basins and present them to the ushers.  The ushers should include a written count of the congregation with the host box  Return to your places.  After the offertory hymn has been completed, Alms will return to the center of the altar steps and receive the basins.  Do not enter the sanctuary through the altar gate but walk around and present the offering to the priest from the side. Then return to your place and follow the service.

M. At the time for communion, remain kneeling at the altar rail nearest your seat to receive.

N. Alms will close the altar gate and place the kneeling pad under it.  The gate is closed when the priest says, “The gifts of God for the people of God…”. 

O. Alms will reopen the altar gate and place the kneeling pad to the right after all have received communion at the altar.  There may still be some receiving communion at their seats.

P. At the closing hymn, Candles will get the taper and use it to extinguish the altar candles.  The gospel candle (the one of the left) is extinguished first.  This is the reverse order to the way they were lit.  When Candles returns the taper to the stairwell, both Torches get your torches and line up on either side of the Crucifer facing the altar.  When all are positioned, the Crucifer will raise the cross and torches will raise their torches. When the priest nods, the Crucifer will turn and process out of the nave.  The torches will side-step together, turn toward each other and process to the rear of the nave.  Wait at the rear of the nave for the dismissal.

Q. The two torches are not extinguished until the priest says, ‘Go in peace to love and serve the Lord’ followed by the response, ‘Thanks be to God.’ Alleluia is also said except during Lent.  Both torches are then returned to their stand on the altar platform.
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