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INTRODUCTION
The work of Licensed Eucharistic Ministers (LEM's) is two‑fold; pastoral and liturgical ministries of great importance can be aspects of this special office. Licensed Eucharistic Ministers share in these ministries at the discretion of the Bishop and the Rector.
The purpose of this customary is to provide guidance to LEMs serving in worship. It is meant to acquaint LEMs with traditional customs, interpreted in the context of worship at Saint Paul’s. It is intended to be descriptive, not proscriptive; the Rector has final say in all matters pertaining to worship. It is important for LEMs to attend monthly LEM meetings; changes and revisions to these instructions will be discussed at that time.

Describing the procedures to be followed in worship may seem excessively fussy, but Anglican worship is not a casual activity. Lack of attention to deportment at worship is as inappropriate as wearing torn jeans to a formal dinner. Sloppiness of appearance, movement or behavior will not show forth “the beauty of holiness and the holiness of beauty,” which is what we seek to present.

It is also important for all who serve in worship to remember (regardless of their own personal beliefs) that some parishioners believe in transubstantiation. Those who believe in transubstantiation believe that Christ becomes physically present in the bread and wine during the Eucharist, and that anything “out of the ordinary”, particularly during the Eucharist, is a profound sign of disrespect to Christ himself. Many parishioners also feel strongly that the Prayer Book should be followed very literally. Yet others have a strong sense of Anglican “tradition”, which in some cases has never been written into prayer books, and which varies widely from parish to parish.

LAY MINISTERS STANDARDS ‑‑ Saint Paul’s Church

Diocesan Standards

A copy of the Diocesan Standards for Licensed Lay Ministers is included at the end.

Concepts

It is considered that the work of our Licensed Eucharistic Ministers is a special ministry. Of course all lay work in the Parish is significant. This position is not
 merely an honorary appointment to do “church work”. While lay participation,
 in general, in the services of the church may be good, this particular lay ministry is far more than that, both in a sense of vocation and commitment.

It is desirable for our Licensed Lay Ministers to be involved in at least one other significant lay ministry in the Parish. This will be a criterion in the selection by the Rector of future Licensed Lay Ministers in the Parish, as our ranks might change by future attrition, or otherwise.

Specific Requirements and Procedures for License
1. A person who shows decided promise in terms of these criteria is appointed by the Rector as Lector, on a tentative and mutual trial basis, for a six months period.

2. Before he/she can progress to Licensed Eucharistic Minister, he/she must have fulfilled initially the Diocesan requirements: (a) Pass the written examination and (b) made his/her initial commitment to the Rector under Diocesan Guidelines Section 11 (Rule of Life), and to satisfy the Rector, and himself/herself, as to his/her strong interest and commitment in this area of Ministry. 

3. Training under the direction of the Rector is also required, to include liturgical training.

Requirements for Continued Licensing

The Lay Minister must:

1. Continue to fulfill the requirements of the Diocese, under I (License) and 11 (Rule of Life).

2. Read at least one book a year on the faith of the Church, preferably more. List of books recommended by the Commission on Ministry to be furnished.

3. Although not an inflexible requirement, he/she should attend all the monthly Lay Ministers' Meetings in the absence of some special reason preventing attendance. The Lay Ministers need to be closely in touch with what is “going on”, and the Rector and Chair need to be in continued “special” touch with each Lay Minister. In each case, any Lay Minister who needs to be absent from the monthly meeting is requested to notify the Chair or the Church Office ahead.

4. It is further asked that each Lay Minister submit a written report to the Rector annually, during the Season of Lent. Such report should briefly contain what the Lay Minister has done during the past year in this area of Ministry and otherwise, and a declaration of his/her continued interest, and any other comments in general the Lay Minister may wish to make. The Lay Minister should be in contact with the Rector once a year as to his/her concerns (see again the Diocesan Standards), and be open to any concerns and requests of the Rector as to the Lay Minister.

5. His/ her initial application for licensing of Lay Ministers technically is by the Bishop, on recommendation of the Rector, the final decision is de facto that of the Rector.

What is Further Expected of Licensed Eucharistic Ministers
1. Attention to our Baptismal Vows.

2. The Licensed Eucharistic Ministers are encouraged to make regular, preferably daily, personal readings when possible. As a resource, there is a two volume green book on daily Lessons taken from the Lectionary, entitled "Daily Office Readings", compiled and edited by The Rev. Terrence L. Wilson, and published by the Church Hymnal Corporation (1984 Ed.). Also, the "Forward" publication, as well as study of the books recommended by the Diocesan Commission on Ministry. Many of these books should be available at the Good Shepherd Book Store.

3. The Licensed Eucharistic Ministers may make regular intercessory personal prayers for the sick, and generally for All those who, “.........., are in trouble, sorrow, need, sickness, or any other adversity," and for the dead.

4. Those Licensed Eucharistic Ministers who are so inclined can make “pastoral” visits to selected sick persons, etc. in coordination with the Rector.

5. To make an effort towards members of our own Parish family, and endeavor to have a sensitivity towards them. And further, to be welcoming towards the “strangers within our gates”.

6. Each of us may add to this list other ideas within the “Ministry of the Laity”.

7. Each Licensed Eucharistic Minister, should (a) have a reverence for the Liturgy, and also (b) realize that during, and otherwise in connection with, the services, everything is under the direction of the Rector or Celebrant, the “President” of the Liturgy, and in general, under the direction of the Rector.  (We serve at the pleasure of the Rector…)

Preparation for Services
1. All Licensed Eucharistic Ministers and Lectors are requested to be at the Church and vested at least 15 minutes in advance of the service in which they are to participate, and to check in with the Rector, Celebrant, or Verger.

2. After you are vested, remain in the vesting area so that the liturgical team may pray together prior to the service. After this prayer, all should remain silent unless it is absolutely necessary to say something.

3. The Lay Ministers should read over the lessons, prayers, or whatever is his/her assignment, carefully before the Service, and generally should think through and visualize the service; this, so as not merely to “wing it”. Also, the Lay Minister should pre‑read all the parts of the service to which any of the Lay Ministers are to read. This recommendation is in order for him/her to be prepared in case another Lay Minister is sick or is suddenly unable to appear at the last minute. Also, the Lay Minister should visualize the sequence and the order of service, and where the Lay Minister's place in it is at every point, etc. 

4. In reading ahead what he/she is assigned to read, the Lay Minister should read aloud the passage at least twice, if not more. (The words and phrases can be a lot different phonetically than they look on the page.)

5. Any sound made at the Eagle (e.g., rustling of pages, moving the Paryerbook) will be transmitted loudly over the PA system. Practice moving things around silently.

6. The pronunciation of difficult Biblical names and places should be determined ahead. Also, care should be taken to pronounce words in the service carefully.

7. When leading the prayers, the announcement should be made as you are facing across the chancel. At this point, you are standing away from the microphone, so it will be necessary to speak in a firm, clear voice.

8. Remember that Saint Paul's is on the radio at the 11:00 AM service.

9. In the service, the Lay Minister is not there to “perform”. This was best expressed some time ago also by Bishop Stuart: When the Lay Minister first arrives at the Church, and before getting in the commotion, etc... the Lay Minister should kneel quietly, and may pray: “Jesus Christ, be with me: and speak through me.”

10. In a  book by Frederick Houk Borsch, "Introducing the Lessons of the Church Year ‑ A Guide for Lay Readers and Congregations" (The Seabury Press {1978 Ed.1) there is a very good Chapter, pp. 13‑24. This includes such subjects as pronunciation; also how to deal with interruptions and disturbances, etc.

11. Also, in general, preparing the lessons, etc. ahead of the service, it will have been good, and is recommended, to have studied the background of the particular Lessons, etc. (Would it not also be embarrassing for someone in the Congregation to ask after a service, "What did that passage which you read mean?")

LITURGICAL ETIQUETTE

Attire
Suggested: For men, white dress shirt, black socks and black shoes. Trouser legs that extend past cassock hems may be rolled up until they are no longer visible. While black socks and black shoes are suggested at all times, shorts and white t-shirts are perfectly acceptable under the cassock, if the cassock is of appropriate length. For women, appropriate attire. Dangling earrings should be removed, as should visible jewelry other than wedding rings or wristwatches. A simple service cross may be worn outside the cotta. Approval to wear other religious insignia should be obtained from the rector.

LEMs functioning as acolytes (crucifer-server) should vest in a black cassock (Anglican or Roman style), which should be ankle-length, that is, barely touching the top of the shoes. If all that is available is shorter, the LEM should be wearing black trousers. Optionally, a black rope cincture fastened at the left side may be used. At Saint Paul’s, LEMs wear surplices, not hip-length cottas. The surplice should be approximately knee length or mid-calf length. The surplice style is chosen by the LEM; the Florentine style (lace-trimmed) and plain surplices are appropriate. Acolytes vest in a white cassock-alb with white rope cincture.

Decorum
Silence should be maintained in the hallways, vesting room and narthex during preparation for a service. Any necessary conversation should be limited to the purpose of preparing for the service. Silence must be maintained during the service unless there is a problem or some immediate threat to another’s well being. It is important to cultivate the discipline of silence when not making the appropriate liturgical responses.

Anything that draws attention to the individual, rather than to the corporate act of worship, is a distraction that should be avoided.

Display a posture of poised attentiveness. Whether standing, sitting, genuflecting, or kneeling, keep eyes focused on the liturgical action, whether the action is at the altar, the eagle, or the pulpit. If you cannot see the liturgical action from your position, keep your eyes lowered and look at the floor. 

Except when you are seated, carrying a hymnal or torch, or performing a ceremonial action such as crossing yourself, you should join your hands. One way to do so is to interlock the fingers and place the hands at waist level. Another way is to place the palms together without the fingers interlocking. Yet another way is to place the palms together, fully extend your fingers and hold them together, crossing the thumbs over each other in the form of a cross. Fingers should point slightly upward, not toward the ground or straight out. Hold elbows close to the body and keep hands more or less at the height of the lower chest.

In the chancel or sanctuary, acolytes face across the chancel at all times except when facing the Gospel Book during the reading of the Gospel.

Visiting clerics are addressed as “Bishop” “Father” or “Deacon,” according to their orders, or “sir” or “ma’am”. If he/she directs you otherwise, you may do so. Honorifics such as “Your Grace” are reserved for the Archbishops of Canterbury and York.

Processing with candles
Ordinarily, the LEM will not function as a torch bearer. However, an unforeseen event may make this necessary. Pairs should hold their candles at the same level. If there is a height disparity between partners, the taller partner should accommodate the shorter by carrying his/her candle lower. Hold the candle far enough out front, without discomfort, so that knees do not knock into it while walking. Step off on left foot first.

Turns

Solo right angle turns should be crisp, finding a disciplined medium between a rounded corner and a military pivot. When in pairs, the inner partner takes no steps, but stops and pivots, allowing the outer partner to maintain his or her rhythm - without rushing or taking giant steps - to execute the turn. Picture an opening door: the inner partner acts as the stationary but pivoting pin in the hinge, while the outer partner functions as the moving door. The same principle applies to acolytes and the crucifer in procession, except that the crucifer must coordinate his/her action with the outer acolyte to maintain linear alignment. It is extremely important that at all times, all servers - singly, in pairs, or in groups of three - maintain a consistent rhythm, even when ascending or descending steps.

Walking

When walking, hold yourself straight with your shoulders back and your head erect. Face directly the point to which you are headed. Walk slowly and with dignity. Never appear rushed or hurried, but avoid looking stiff or military. If you have nothing to carry in procession, you may either carry a hymnal, prayer book or walk empty-handed. When carrying a hymnal or prayer book, hold it above your waist in a dignified manner, not at your side. Persons walking in pairs must mirror each other in a uniform manner.

Standing

When standing, stand straight. Be sure that a torch or cross is also straight – not leaning forwards, backwards, or to the side. When you are not holding something, hands should be kept folded above waist level. Hands should not be kept at your sides or below waist level. When holding a hymnal or prayer book, hold it above your waist in a dignified manner, not at your side.

Sitting

When seated, do not slouch, cross your legs, or perform any acts of personal hygiene you wouldn’t want captured on film for your mother to see. Sit up straight in the chair with the back relatively straight, knees and feet together. Keep your hands folded in your lap, or place them on your knees with palms down. You may cross your ankles if you wish. Do not place glasses, hymnals, or service bulletins on the bishop’s throne. Do not use your hands to prop up your head.

Kneeling

Put all of your weight on your knees and keep your back straight.

Genuflecting

At Saint Paul’s, LEMs and other servers rarely if ever genuflect. When genuflecting, touch the right knee to the ground, close to the heel of the left foot (unless the genuflection is made on a step). Do not bow the head or prop a hand on the floor. Hold your body steady and perfectly erect. Leaning forward can cause loss of balance. Insofar as you are physically able, maintain the joined-hands position at the breast throughout the genuflection. The only time a genuflection is made on the left knee is in the presence of a bishop. One does not genuflect when carrying a cross or torch.

Bowing

LEMs and other servers may decide individually whether to bow. Servers holding a cross, torch, or something else do not bow. In liturgical actions, in general, there are two bows: simple and solemn.

The simple bow is a bending of the head only. This bow may be made:

1. when the Gospel Book passes in procession

2. when the Rector or Bishop passes in procession.

3. to the cross and altar when the Blessed Sacrament is not present,

4. at the mention of the name Jesus (except when kneeling),

5. at the mention of the Blessed Trinity (such as the Gloria Patri)

6. at we worship thee and receive our prayer in the Gloria.

7. at the exclamations of praise before and after the Gospel

8. at “is worshipped and glorified” in the Creed

9. whenever receiving vessels or other impedimenta

10. after the lavabo (mirroring the Celebrant)

The solemn bow is made from the waist so that you could touch your knees with your hands. It is appropriate as an alternative to genuflecting when entering and leaving the chancel or sanctuary, and at the he became incarnate in the Creed. It can also used in the first two phrases of the Sanctus. Follow the lead of the clergy.

The Sign of the Cross

A LEM may individually decide whether and how to make the sign of the cross. One way is as follows. When making the sign of the cross, begin with the joined-hands position. Then place the left hand, extended, with the fingers and thumb held close together, on your chest, just below the breast. Make the sign of the cross with the right hand with your fingers together. Without bowing your head, touch your forehead with the tips of your three longest fingers fully extended and held close together, then, in sequence, touch the center of your chest (above your left hand), your left shoulder, and then your right shoulder. Immediately resume the joined-hands position without touching the center of the chest again or kissing the thumb or an imaginary rosary. Save that for Mother Angelica.

Servers with anything in their hands during any of these times do not cross themselves. Otherwise, when the celebrant makes the sign of the cross, you may also. In general, the sign of the cross is appropriate at the following places in the liturgy.

	Opening Acclamation
	Blessed be God: Father, Son, and Holy Spirit.

	Gloria
	... in the glory of God the Father

	Sermon introduction/conclusion
	... in the name of the Father, Son, and Holy Spirit.

	Creed
	... and the life of the world to come.

	The Prayers of the People
	In that section that concerns the departed

	Absolution
	... have mercy upon you...

	Eucharistic Prayer
	...Blessed is he...

... be filled with thy grace and heavenly benediction ...(Rite 1) or …sanctify us also…(Rite 2)

	The Lord’s Prayer
	…But deliver us from evil …

	The Communion
	At reception of the Communion elements

	The Blessing
	... the Father, the Son, and the Holy Spirit ...


Adapted from the liturgical customary of the Church of the Advent, Boston

Silence and Pauses

In leading worship, new LEMs will find that a moment of silence seems like an eternity. However, silence is a useful way to make a transition from one point in the service to another. It also gives individuals a moment to pray or reflect on what has just transpired. In planning readings, note where silence would be appropriate. Then, when reading, count silently to yourself in order to ensure that you do not prematurely terminate the moment of silence.

Serving Paten

Serving the Paten at communion is normally reserved for ordained clergy. In extraordinary situations, a LEM may be called upon to do this. Upon receiving the paten proceed to the rail. As you face the congregation (liturgical west), you will always serve from left to right. Rite 1 and Rite 2 present several alternatives for sentences to be spoken when administering the host. The choice is yours, but the short sentences (“The Body of our Lord Jesus Christ keep you in everlasting life.” or “The Body of Christ, the bread of heaven.”) are preferable because they are the same for Rite 1 and Rite 2, and because they are short.

Holding the paten in your left hand, take a piece of the Host and elevate it. While saying the sentence, place it in the palm of the recipient. Then, finish by simultaneously pressing the host gently into the palm with your thumb, and touching the hand of the recipient’s hand with your other fingers. Even if the communion line extends out the door of the church, avoid the appearance of being in a hurry.

Serving Chalice

Upon receiving the chalice, take it in your nondominant hand, grasping it very firmly. Take the purificator in your dominant hand. As you serve, recall that Anglican tradition allows individuals to receive the chalice in different ways. Again, Rite 1 and Rite 2 present several alternatives for sentences to be spoken when administering the chalice. The choice is yours, but don’t use phrases not in the Prayerbook. The short sentences (“The Blood of our Lord Jesus Christ keep you in everlasting life.” or “The Blood of Christ, the cup of salvation.”) are preferable because they are the same for Rite 1 and Rite 2, and because they are short. Variety is not necessary. Even if the communion line extends out the door of the church, avoid the appearance of being in a hurry.

1. Arms crossed across chest. Individual does not want to receive the chalice. Continue to the next person without saying anything.

2. Intinction A. The individual grasps the host and dips it in the wine. All you have to do is say the proper sentence (not “Body and Blood”) and make sure the cup is close enough, and that no wine is spilled. This method is a bad idea for small children because they tend to dip the host all the way to the bottom of the chalice, getting their fingers wet with wine. While there is little that you can do to prevent this, you should at least wipe the wine off the fingers with the purificator.

3. Intinction B. The individual has left the host in the palm of the hand. As you say the sentence (not “Body and Blood”), take the host with thumb and forefinger of your dominant hand, dip it into the wine, and place it in the recipient’s mouth while touching the recipient’s cheek with the fingers of your dominant hand. This takes practice.

4. Sipping from the Common Cup. Wait for the recipient to swallow the host. If the recipient is in a fervent state of prayer and unaware of your presence, start saying the sentence while moving the cup near the recipient’s lips. Ideally, the recipient will know to reach for the cup in order to stabilize it and guide it to their lips. If not, move it closer and closer to the recipient’s lips and have the purificator ready in the event of a wine spill. The wine need only touch the lips. Do not let go of the chalice unless you are administering to a member of the clergy or a fellow LEM and you have previously agreed that he will take the cup and return it to you. When in doubt, don’t let go. After the communicant has received the chalice, wipe the area with the purificator and turn the chalice clockwise to prepare it for the next recipient

When serving chalice at the pulpit station, it is possible that the communicant will have received both host and wine from the clergy. Be attentive to this.

In general, don’t let the server fill the chalice much more than half full. Be ready with the purificator to catch a drop of wine from the cruet. If wine starts to run low, go to the credence table and dilute it with some water. If wine continues to run low, notify the Celebrant and stay with him while more wine is consecrated.

Should the wine in the chalice become seriously defiled, notify the Celebrant. Retire to the altar and consume the rest of the wine. If it is not possible to do this, it will be necessary to go to the sacristy and pour the wine into the sink that drains to the ground. Wash the chalice with water from the credence table cruet and dry it with the purificator. Then, fill it with more wine.

Serving Patterns at the Rail

One clergy at the rail. If there are 2 LEMs at the rail, one serves chalice from the liturgical south end of the rail to the center of the gate. It is preferable not to split families. When leaving the gate to return to liturical south, note whether anyone on the other side has been missed by the other LEM. The other LEM serves from the center of the gate to liturgical north.

Two clergy at the rail. If there are 2 LEMs, each follows one clergy member. If there are three LEMs, two follow the clergy until the choir is served. The third LEM begins serving, and the team divides up the rail in thirds, as marked with tape.

Festival services (e.g., Christmas and Easter). There should be 2 clergy at the rail, and 4 LEMs. After the choir is served, 2 LEMs are assigned to each clergy. The 2 LEMs stand shoulder to shoulder as a unit. Let the clergy administer host to 3 or 4 persons, and then travel as a unit, administering chalice to 2 communicants simultaneously.

Ablutions

Ablutions are generally done at the altar, but sometimes in the sacristy. After finishing serving, the Celebrant will come to the center of the altar, stand on the steps and face liturgical east. When the chalice bearers have finished serving, they should also come to the altar, stand on the steps and face the east, flanking the Celebrant on either side. At this time, the Celebrant will decide whether to do ablutions at the altar or in the sacristy. The Celebrant may ask you to consume leftover hosts. The Celebrant will brush crumbs from the patens into one of the chalices. LEMs assist the clergy in consuming leftover wine, still facing away from the congregation. (If you are not confortable in consuming the leftover wine, notify the Celebrant before the service.) The server will have brought the cruet of water from the credence table. Pour a little water into the chalice, and gently swirl it around, Then give the chalice and a purificator to the Celebrant, who will drink the water and dry the chalice with the purificator. The LEM on the Celebrant’s left will then leave the altar. At the 11 AM service, the LEM on the Celebrant’s right will pass the communion vessels to the server, who will take them to the credence table. At other services, the LEM on the Celebrant’s right is the server. At times, leftover hosts and wine will be placed in the aumbry as reserved sacrament. Normally, this is done only by clergy.

A LITURGICAL CUSTOMARY

General Guidelines
· LEM's serve with, and under the authority of, the Bishop and Rector, and assisting clergy.

· In preparation for worship they are to be prayerful, prepared and prompt!

Sunday 7:45 AM Eucharist

General notes

· This service is always a said Rite I Eucharist. This is a simple, dignified service without music and without deviation from the language of Rite 1.

· The liturgical team normally consists of: 2 clergy, 2 LEM's, and either a Verger or a third LEM acting as crucifer-acolyte. This individual’s duties are fully described in the LEM Acolyte Manual.

· As described fully in the Verger’s Manual, the individual serving as crucifer-acolyte (Verger or LEM) is responsible for arriving at least 30 minutes early and running the Verger’s Checklist.

· Before the service begins. the LEM responsible for Prayers should move the book containing the prayers to the prayer desk.

· After vesting, please remain in the Vesting Room for final instructions and prayer before the service begins.

Entry procession

The procession for this service is from the “vesting” area. The LEM praying sits in the Prayer Desk and the LEM reading the second lesson sits in the Readers Desk. The Lector comes from the Congregation; if there is no lector, the LEM assigned to the second lesson also reads the first lesson and the psalm. The Celebrant sits in the first Clergy desk, and anyAssisting Priest sits in the second clergy desk. The Deacon may sit in the chancel or process to the deacon’s chair in the sanctuary. Any additional clergy should sit in the chair beside the Choir.

Lessons

The lessons at this service are read from the printed text at the lectern (the Eagle). Please note that this text often provides an editorial change at the beginning of the lesson to eliminate such phrases as "after this", ,”meanwhile…” 
etc. Please note that when a long and a short version of a lesson is provided for in the lectionary, we generally use the short version. The lectern text provides for this option (and prints the text which may be omitted within brackets.) Be careful not to rattle pages or make other noises.

The first and second lessons are introduced in this manner: “A reading from the Book of ________________” No chapter and verse citation or any other introduction is given. A pause should follow the introduction. At the end of the lesson a distinct pause should be followed by the words: “The Word of the Lord”. No variation of this to be used.
The Psalm is announced in this manner: "The Psalm is Psalm ____, found on page ___ of the Book of Common Prayer, will be read responsively by whole verse." After a distinct pause, read the first (whole) verse of the Psalm. At the end of the Psalm (or portion of a Psalm appointed for the day), leave a deliberate pause. No “gloria” or other ending is appropriate. No variation of this is to be used.

Please note that neither clergy or laity have any authority whatsoever to change any of the language in a Rite I Eucharist. This applies to the lessons and the introductions and closings which frame them, but not to the Prayers of the People.

Prayers

Following the Creed, there should be a distinct 5-count pause. The LEM responsible for prayers announces the Prayers of the People by saying: “Let us pray for the Church and the world” or the preface that’s in the Prayer Book. You should be facing across the chancel at this point so that you speak into the microphone. You are then to kneel and to make a deliberate pause until such time as the congregation has had an opportunity to kneel and to settle into a prayerful posture. Do not give a page number for the Prayers of the People. It is on the Insert. Please speak slowly and deliberately, especially when reading persons' names.

Offertory

At the offertory sentences the LEMs go to the sanctuary, followed by the Clergy. The Reader takes the offering plates to the ushers at the steps and receives the “count sheet”, which they give to the individual (Deacon or Priest) who is setting the table. The crucifer-acolyte (LEM or Verger) acts as server and assists the priest/deacon in preparing the altar.

From this point forward in the service, NO ONE IS TO KNEEL INSIDE THE ALTAR RAIL. This is true for ALL services.

Communion

The ushers return to the chancel steps with the offering plates and gives them to the LEM Reader, who takes them to the altar and gives them to the Celebrant. When the LEMs move forward to receive communion, the crucifer-acolyte brings the rest of the communion utensils from the credence table to the altar.

The Celebrant remains in the sanctuary with two LEMs. The LEM responsible for Prayers goes with the deacon (or assisting priest) to the communion station, taking with him or her a chalice and purificator. If there is only one clergy present, there will be no pulpit station. The two LEMs assist with chalice, and the crucifer-acolyte oversees the communion. The crucifer-acolyte closes the gate at the altar rail.

Post-Communion

At the end of the administration of communion, the crucifer-acolyte opens the gate and brings the cruet of water to the altar. The LEM's help with ablutions (see previous discussion of this), and the LEM standing on the Celebrant’s right clears the altar, taking chalices, etc. to the credence table. The LEM's remain in the sanctuary for the post‑communion prayers. The crucifer-acolyte goes to the cross and takes it out of its holder before the post-communion prayer begins. The crucifer-acolyte leads the procession and as the clergy and other LEM's exit. The LEM responsible for Prayers takes the prayer book back to the stand in the back of the sanctuary as they process out.

LEMs should then check with the Verger or Celebrant after the service for instructions or comments.

Sunday 9:00 AM Eucharist

General notes

· This service is always a said Rite 2 Eucharist. This is a simple, dignified service designed for families, with the Children’s Choir.

· The liturgical team normally consists of: 1 clergy, 1 LEM, and a crucifer-acolyte.

· As described fully in the Verger’s Manual, the individual serving as crucifer-acolyte (Verger or LEM) is responsible for arriving at least 30 minutes early and running the Verger’s Checklist.

· It is the responsibility of the LEM responsible for Prayers to verify that the book containing the prayers is moved to the prayer desk (it should be in the back after the 7:45 AM service).

· After vesting, please remain in the Vesting Room for final instructions and prayer before the service begins.

Entry procession

The procession for this service is from the narthex, as at the 11 AM service. It should be slow because you will be leading the children’s choir (their legs are short). The LEM praying sits in the Prayer Desk and the crucifer-acolyte sits in the sanctuary. The Celebrant sits in the first Clergy desk, and an Assisting Priest sits in the second clergy desk. The deacon sits either in the chancel or in the sanctuary. Any additional clergy should sit in the chair beside the Choir.

The lectionary for this service is one lesson and Gospel. At the Eagle, be careful not to rattle pages or make other noises. There is a sequence hymn between the lesson and Gospel. The crucifer-acolyte brings the Gospel Book to the steps during the last verse of that hymn. The Gospel is read by the Deacon (if present) or by the clergy who will then preach the Homily.

Prayers

Following the Creed, there should be a distinct 5-count pause. The LEM responsible for prayers announces the Prayers of the People by saying: “Let us pray for the Church and the world.” You should be facing across the chancel at this point so that you can speak into the microphone. You are then to make a deliberate pause until such time as the congregation has had an opportunity settle into a prayerful posture. Do not give a page number for the Prayers of the People (it is on the Insert.) Please do speak slowly and deliberately, especially when reading persons' names. When using Form VI, the LEM begins the concluding confession.

Offertory

At the offertory sentences, the Reader picks up the 2 offering plates from the left side of the Altar step, takes them to the ushers at the steps and receives the “count sheet”, which they give to the Deacon or Priest who is setting the table.

The crucifer-server stands at the other side of the altar and assists the Deacon (or Priest if no Deacon is present) in “setting” the Altar. The ushers return the offering plates to the chancel steps, where they are received by the LEM Reader, who takes them to the Celebrant at the altar. The crucifer-server closes the chancel rail after this.

Communion

To receive communion, the LEM(s) and the Verger (if there is one) stand in front of the Altar, as at other services. The crucifer-acolyte brings communion utensils to the altar.

After receiving communion, the LEM and the crucifer-acolyte assist in the administration of the communion. This is done from inside the Rail, as there is no Pulpit Station.

Post-communion

At the end of the administration of communion, the crucifer-acolyte opens the gate and brings the cruet of water to the altar. The crucifer-acolyte and other LEM(s) assist with ablutions at the altar and remove the communion vessels to the credence table as described previously. The crucifer-acolyte moves to the cross, and takes the cross to the communion rail, and faces liturgical east during the final hymn. After the first verse, the crucifer-acolyte, choir, LEM(s), and Clergy will process out. The Deacon / Assisting Priest will move to the center of the congregation to give the dismissal. 

LEMs should then check with the Verger or Celebrant after the service for instructions or comments.

Sunday 11 o'clock (or 10 o’clock) Eucharist

General notes

· This service is always a said Rite 2 Eucharist. This is a dignified service with music and Choir.

· The liturgical team normally consists of 2 or 3 clergy, 2 LEM's, a Verger, and acolytes. The team should assemble in the vesting room for prayer with the Celebrant and then process together (in silence) to the narthex.

· It is the responsibility of the LEM responsible for Prayers to verify that the book containing the prayers is moved to the prayer desk.

· As described fully in the Verger’s Manual, the Verger is responsible for arriving at least 30 minutes early and running the Verger’s Checklist.

· At times when kneeling is appropriate, it should be noted that unless there are enough kneelers for everyone inside the Altar rail, NO ONE SHOULD KNEEL.

· As this service is broadcast on the radio, it is vital that this service (especially the procession) start on time!

· After vesting, please remain in the Vesting Room for final instructions and prayer before the service begins.

Entry procession

The procession for this service is from the main entrance to the sanctuary. The LEM praying sits in the Prayer Desk and the second LEM sits in the Reader’s Desk and reads the second lesson. The Lector comes from the congregation. The Verger sits inside the chancel rail (on liturgical north) next to the Altar. The Celebrant sits in the first Clergy desk, and the Assisting Priest sits in the second clergy desk. The deacon sits either in the chancel or the sanctuary. Any additional clergy should sit in the chair beside the Choir. The Acolytes sit at their designated locations inside the chancel rail.

Readings

The lectionary for this service is: Old Testament lesson, a Psalm (sung by the Choir, if present), a reading from the Book of the Acts of the Apostles or an Epistle, and the Gospel. The Lector reads the first lessons (also the Psalm, if not sung by the Choir), and the LEM assigned as reader reads the second lesson. At the Eagle, be careful not to rattle pages or make other noises.

The two lessons are introduced in this manner: “A reading from the Book of ________________” No chapter and verse citation or any other introduction is given. A pause should follow the introduction. At the end of the lesson a distinct pause should be followed by the words: “The Word of the Lord”. No variation of this to be used.

The lessons at this service are read from the printed text at the lectern (the Eagle). Please note that this text often provides an editorial change at the beginning of the lesson to eliminate such phrases as "after this", ”meanwhile…” 
etc. Please note that when a long and a short version of a lesson is provided for in the lectionary, we generally use the short version. The lectern text provides for this option (and prints the text which may be omitted within brackets.)

Please note that neither clergy or laity have any authority whatsoever to change any of the language in a Rite 2 Eucharist. This applies to the lessons and the introductions and closings which frame them, but not to the Prayers of the People.

During the sequence hymn, the Verger will form a Gospel procession to the steps of the Choir. The Deacon (or Priest acting as Deacon if no Deacon is present) will read the Gospel lesson.

Prayers

Following the Creed, there should be a distinct 5-count pause. The LEM responsible for prayers announces the Prayers of the People by saying: “Let us pray for the Church and the world.” You should be facing across the chancel at this point. The temptation to face the congregation in the nave is strong, but remember that people are also in the choir and the sanctuary. Be sure to speak into the microphone. You then kneel and make a deliberate pause until such time as the congregation has had an opportunity to kneel and to settle into a prayerful posture. Do not give a page number for the Prayers of the People. (It is on the Insert.) Please do speak slowly and deliberately, especially when reading persons' names. When using Form VI, the LEM should continue with the concluding confession.

Offertory

At the offertory sentences the clergy and two LEMs move to the chancel. All Acolytes, LEMs, and the Verger should be standing at this time. The Acolyte takes the offering plates to the ushers at the steps and receives the “count sheet”, which they give to the Deacon or Priest who is setting the table. The Acolyte goes back to his position in the chancel. 

From this point forward in the service, NO ONE IS TO KNEEL INSIDE THE ALTAR RAIL. This is true for ALL services.

When the Celebrant moves to a position behind the altar during the offertory (often, but not always, at the last verse), the oblationers and ushers proceed to the altar rail. The Deacon (or priest who has set the altar) receives the oblations, and the acolyte receives the offering plates and gives them to the Celebrant.

Communion

To receive communion, the LEMs, the Acolytes, and the Verger stand in front of the gate in the rail, facing the altar. After receiving the chalice, the verger serves other LEMs and acolytes. The LEM responsible for Prayers goes with the Preacher (unless the Celebrant is the Preacher, in which case the Deacon or Assisting Priest goes) to the communion station at the Pulpit, taking with him or her a chalice and purificator. The Server closes the gate. At the end of the administration of communion, the Server within the rail opens the gate. The LEMs help with ablutions, clear the altar, taking chalices, etc. to the sacristy and to the credence table (as described previously).

Exit procession

After the dismissal, the Verger then leads the procession out of the Church. The order of procession is Verger, crucifer and torches, choir, LEMs, clergy. As the LEMs exit the sanctuary, they should do so in pairs to the extent possible. Upon leaving the sanctuary, the LEMs should stop, turn counterclockwise, face the altar, and wait for the clergy to do the same (within the altar rail). Following a cue from clergy, LEMs and clergy will simultaneously do a solemn bow, turn counterclockwise, and continue the exit procession. Doing this with grace and dignity will require some practice.

LEM's should check with the Verger or Celebrant after the service for instructions or comments. 

Wednesday Noon Eucharist

General notes

· This service is always a said Rite 2 Eucharist, and includes prayers for healing, the laying on on hands and anointing for those who present themselves at the altar rail for healing prayers and actions. This is a dignified service with musical prelude and postlude.

· The liturgical team normally consists of: one or two clergy and one LEM. In the absence of 2 clergy, the team would consist of a priest and one LEM.
· The LEM arrives 15 minutes prior to the service to ensure proper placement of communionware on the credence. (The celebrant removes the Oil Stock from the tabernacle and places it on the credence). At 11:55 AM, the LEM lights the Altar Candles.
Entry procession

At 12:00, the LEM and Celebrant enter the Chapel side by side, stop before the Communion Rail, reverence the altar, and then enter the Sanctuary.

Readings and prayers

It is the responsibility of the LEM to secure the prayer list and readings from the Parish Secretary and be prepared to lead the prayers of the people and first and/or second lessons and lead the responsorial psalm.

The lectionary for this service is: Old Testament lesson, a reading from the Book of the Acts of the Apostles or an Epistle, a Psalm (recited responsively) and the Gospel. The LEM is to read the first lesson, second lesson and lead the responsorial psalm.

The first and second lessons are introduced in this manner: “A reading from the Book of ________________” No chapter and verse citation or any other introduction is given. A pause should follow the introduction. At the end of the lesson a distinct pause should be followed by the words: “The Word of the Lord”. No variation of this to be used.

The lessons at this service are read from the printed text at the lectern. Please note that this text often provides an editorial change at the beginning of the lesson to eliminate such phrases as "after this", ”meanwhile…” 
etc. Please note that when a long and a short version of a lesson is provided for in the lectionary, we generally use the short version. The lectern text provides for this option (and prints the text which may be omitted within brackets.)

Please note that neither clergy or laity have any authority whatsoever to change any of the language in a Rite 2 Eucharist. This applies to the lessons and the introductions and closings which frame them, but not to the Prayers of the People.

The Deacon (or Priest acting as Deacon if no Deacon is present) will read the Gospel lesson.

After the reading of the Gospel and the Homily, the Prayers of the People will be announced (by the LEM responsible for Prayers) using the words found in the printed Service of Healing You are then to kneel and to make a deliberate pause until such time as the congregation has had an opportunity to kneel and to settle into a prayerful posture. Do not give a page number for the Prayers of the People. (It is on the Insert.) Please do speak slowly and deliberately, especially when reading persons' names.  At the conclusion of the prayers, the clergy will invite those desiring prayers for healing, laying on on hands and anointing to come forward and kneel at the altar rail.  Each person kneeling or standing at the rail will receive these from the priest, assisted by the LEM (if requested by the Celebrant).
Offertory and Communion

The LEM assists the deacon or Celebrant in setting the table, receives communion from the Celebrant, administers the chalice during communion, and assists the Celebrant with ablutions as described previously. After the post communion prayer, the blessing and dismissal, the LEM extinguishes the Altar Candles.  The LEM and Celebrant then process out of the chapel.



Prayers for healing are performed by the clergy, unless they specifically ask the LEM to assist.

LEM's should check with the  Celebrant after the service for instructions or comments. 

Special Services

MORNING AND EVENING PRAYER

Morning and Evening prayer services are said during Lent and Advent by Lay Ministers, assisted by Lectors (please ask the Church Office for the specific schedule). At most of these services, the Licensed Lay Reader (LLR/LEM) is the Officiant (as allowed by the Canons), as no Priest is present.

For this service, simply follow the service of Morning Prayer, Rite 2 or Evening Prayer, Rite 2, as found in the Book of Common Prayer. This service has many different options as detailed in the rubrics of the service, so please take time to read through the service and make these decisions before the start of the service. You may vest, or not, as you see fit.

NOTE:  For ANY other special services, you should discuss the Service with the Rector / Celebrant 30 minutes (or more) before the service.

DUTY SUMMARIES

Specific, detailed instructions are provided in the preceding pages of this manual and the LEM Acolyte manual. They are summarized here for convenience.

7:45 AM Service

LEM 1 or Verger (Crucifer-acolyte)

· Run 7:45 Verger’s Checklist

· Candles lit 10 minutes before service

· As crucifer, lead entry procession from vesting room

· Gospel book

· Help set the altar; lavabo

· Bring rest of vessels to altar after clergy receive communion

· Open and close gate

· Serve chalice in the chancel if two clergy present

· As crucifer, lead exit procession to narthex

· Candles extinguished

· Run 9 AM Verger’s Checklist

LEM 2 (Prayers-chalice)

· Assist with candle lighting as needed

· Lead the prayers

· Follow clergy to chancel at the offertory

· Serve chalice at the pulpit station if two clergy present; otherwise serve in the chancel

· Extinguish candles as needed

· Either you or LEM 3 stay for the 9 AM service

LEM 3 (Reader-chalice)

· Assist with candle lighting as needed

· Read second lesson (also first lesson and psalm if nobody assigned from congregation)

· Follow clergy to chancel at the offertory

· Take offering plates to ushers and take “count sheet” to altar

· Receive offering plates from ushers at the rail and place on altar

· Serve chalice in the chancel

· Extinguish candles as needed

· Either you or LEM 3 stay for the 9 AM service

9 AM Service

LEM 1 or Verger (Crucifer-acolyte)

· Be sure that 7:45 AM and 9 AM Verger’s Checklist were run

· Candles lit 10 minutes before service

· As crucifer, lead entry procession from narthex

· Gospel procession – carry book to chancel steps during last verse of hymn

· Help set the altar; lavabo

· Bring rest of vessels to altar after clergy receive communion

· Open and close gate

· Serve chalice in the chancel

· As crucifer, lead exit procession to narthex

· Candles extinguished

· If time, run 11 AM Verger’s Checklist as a courtesy to the 11 AM Verger

LEM 2 (Prayers)

· Assist with candle lighting

· Lead the prayers

· Follow clergy to chancel at the offertory

· Take offering plates to ushers and take “count sheet” to altar

· Receive offering plates from ushers at the rail and place on altar

· Serve chalice in the chancel

· Extinguish candles

11 AM Service

Verger

· Be sure that 7:45 AM and 9 AM Verger’s Checklist were run

· Run the 11 AM Verger’s Checklist if not already done

· Lead entry procession from narthex

· Lead Gospel procession

· (Lead baptismal procession, as applicable)

· Serve chalice in the chancel if two clergy present

· Lead exit procession

LEM 1 (Prayers-Chalice)

· Lead the prayers

· Follow clergy to chancel at the offertory

· Serve chalice at the pulpit station if two clergy present; otherwise serve in the chancel

LEM 2 (Reader-Chalice)

· Read second lesson (also first lesson and psalm if nobody assigned from congregation)

· Follow clergy to chancel at the offertory

· Serve chalice in the chancel

Diocese of Georgia

STANDARDS FOR LICENSED LAY MINISTERS

I.
LICENSING

Under the provisions of Title III, Canon 3 of the Canons of the Episcopal Church (1997), the bishop shall license lay ministers upon the recommendation of the parish or mission Priest under whom they will serve.

While annual attendance is urged, it is required that all licensed Licensed Lay Ministers attend the Lay Ministries Conference at least once every two years. These conferences are held twice annually ‑ in the spring and fall. Licensed Lay Ministers will also be expected to continue regular individual study. Suggested books may be found in a bibliography provided by the Commission on Ministry.

No licenses shall be issued to lay persons not previously licensed until such persons pass a written examination prepared by the Commission on Ministry. Examinations will be administered to and corrected by the parish or mission priest under whom the applicants intend to serve.

Licensed Lay Ministers will conform to all provisions of Title III, Canon 3.

II. RULE OF LIFE

Once licensed, a Lay Minister of the diocese will be expected to make a commitment to a Rule of Life, developed in consultation with his/her pastor, which should include the following:

1. Daily prayer, to include regular reading of Holy Scripture.

2. Weekly reception of Holy Communion.

3. Responsible stewardship ‑ acceptance of the tithe as the Biblical standard of financial responsibility and working toward this standard.

This rule shall be reviewed annually with the priest.

CANONS 3.1‑2







TITLE III


CANON 3: Of Licensed Lay Persons

	To be licensed

by the Bishop.
	Sec. 1(a) A confirmed adult communicant in good standing may serve as Lay Reader. Pastoral Leader, Lay Preacher, Lay Eucharistic Minister, or Catechist, if licensed by the Bishop or Ecclesiastical Authority of the Diocese in which the person is a member. Guidelines for training and selection of such persons shall be established by the Bishop

(b) The Presiding Bishop or the Bishop Suffragan for the Armed Forces may license a member of the Armed Forces to exercise one or more of these ministries in the Armed Forces in accordance with the provisions of this Canon. 

(c) A Diocesan Bishop or the Ecclesiastical Authority may license duly certified Church Army Evangelists to exercise one or more of these ministries in accordance with the provisions of this Canon.


	Time limit and

renewal of

license.
	Sec. 2(a) A license shall be given only at the request, and upon the recommendation, of the Member of the Clergy in charge of the 
Congregation in which the person will be serving. The license shall be 
issued for a period of time not to exceed three years and shall be 
revocable by the Bishop, or upon the request of the Member of the Clergy in charge of the Congregation.

(b) Renewal of the license shall be determined on the basis of the acceptable performance of the ministry by the licensee and upon the 
endorsement of the Member of the Clergy in charge of the 
Congregation in which the person is serving.

(c) A person licensed in any Diocese under the provisions of this Canon may serve may serve in another Congregation in the same or another Diocese at 
the invitation of the Member of the Clergy in charge, and with the 
consent of the Bishop in whose jurisdiction the service will occur.


	Conduct of

services:
	(d) The person licensed shall conform to the directions of the Bishop and the Member of the Clergy in charge of the Congregation in which Directions and the person is serving, in all matters relating to the conduct of services, restrictions, the sermons to be read, and the dress to be worn. In every respect, the person licensed shall conform to the requirements and limitations set forth in the rubrics and other directions of the Book of Common Prayer.


	Pastoral Leader.
	Sec. 3. A Pastoral Leader is a Lay Person licensed to exercise pastoral or administrative responsibility in a Congregation under special 
circumstances and may be licensed to lead regularly the Offices 
authorized by the Book of Common Prayer. Prior to licensing, a 
Pastoral Leader shall be trained, examined, and found competent in the following subjects:

(a) The Holy Scriptures, contents and background‑, 

(b) The Book of Common Prayer and The Hymnal: 

(c) The conduct of public worship. 
(d) Use of the voice', 

(e) Church History‑. 

(f) The Church's Doctrine as set forth in the Creeds and An Outline of the Faith, commonly called the Catechism; 

(g) Parish Administration‑, 

(h) Appropriate Canons‑, 

(i) Pastoral Care.

A Pastoral Leader shall not be licensed if, in the judgment of the Bishop or Ecclesiastical Authority, the Congregation is able to and has had reasonable opportunity to secure a resident Member of the Clergy in charge.


	Lay Preacher.
	Sec. 4 A Lay Preacher is a person licensed to preach. Prior to licensing, the Lay Preacher shall be trained, examined, and found competent in the following subjects: 

(a) The Holy Scriptures, contents and background‑, 

(b) The Book of Common Prayer and The Hymnal, 

(c) The conduct of public worship, 

(d) Use of the voice: 

(e) Church History, 

(f) Christian Ethics and Moral Theology; 

(g) The Church's Doctrine as set forth in the Creeds and An Outline of the Faith, commonly called the Catechism, 

(h) Appropriate Canons‑, 

(i) Pastoral Care‑. 

(j) Homiletics.

Persons so licensed shall only preach in congregations upon the initiative and  under the supervision of the Member of the Clergy in charge.




	Lay Eucharistic

Minister.
	Sec.
5(a) A Lay Eucharistic Minister is a person licensed to this extraordinary  ministry. The Lay Eucharistic Minister shall have one or both of the following functions, as specified in the license:

 (1) Administering the elements at any Celebration of Holy Eucharist 
in the absence of a sufficient number of Priests or Deacons assisting the celebrant‑,


	Lay Eucharistic

Visitor​.
	(2) Directly following a Celebration of the Holy Eucharist on Sunday
 or other regularly scheduled rations, taking the Sacrament consecrated at the Celebration to members of the Congregation 
who, by reason of illness or infirmity, were unable to be present at the Celebration. Persons so licensed may also be known as "Lay Eucharistic Visitors."


	Qualifications,

requirements,

and guidelines.
	(b) Qualifications, requirements, and guidelines for the selection, training, and use of Lay Eucharistic Ministers shall be established by the Bishop.





	Not to take place

of ministry of

Priests and

Deacons.
	(c) This ministry is not to take the place of the ministry of Priests and 
Deacons in the exercise of their office, including regular visitation of 
members unable to attend the Celebration of the Holy Eucharist. A Lay 
Eucharistic Minister should normally be under the direction of a Deacon 
of the Congregation, if there be one.


	Catechist.
	Sec. 6. A Catechist is a person licensed to prepare persons for Baptism, Confirmation, Reception, and the Reaffirmation of Baptismal 
Vows, Prior to licensing. Catechists shall be trained, examined and 
found competent in the following subjects:

(a) The Holy Scriptures, contents and background,

(b) The Book of Common Prayer and The Hymnal,​

(c) Church History;

(d) The Church's Doctrine as set forth in the Creeds and An Outline of the Faith, commonly called the Catechism.

(e) Methods of Catechesis.


	Lay Reader.

	Sec. 7. A Lay Reader is a person who regularly leads public worship 
under the direction of a Member of the Clergy in charge of the 
Congregation. Training and licensing shall be under the authority of the 
Bishop for those persons recommended by the Member of the Clergy in charge of the Congregation. as provided by the Canons of the Diocese.


	Lector.
	Sec. 8. A Lector is a person trained in reading of the Word and appointed without license by the Member of the Clergy in charge of the 
Congregation to read lessons or lead the Prayers of the People.
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