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St Michael and All Angels’ Church

The Anglican Parish of Weltevreden Park

SERVING AS A PARISH MINISTER

THE ROLE OF THE PARISH MINISTER

As Parish Ministers, we need to be involved in the life of the Parish beyond just being a part of the church services. We need to be involved in the broader life of the church. If you refer to the Catechism in our prayer books (it starts on page 423 and is recommended reading for ALL parish ministers), questions 77 and 78 are particularly relevant to our role, and are noted below.

77 Who are the ministers of the Church?

The ministers of the Church are lay persons, bishops, priests and deacons.

78 What is the ministry of the laity?

The ministry of lay persons is to represent Christ and his Church; to bear witness to him wherever they may be; and according to the gifts given them, to carry on Christ’s work of reconciliation in the world; and to take their place in the life, worship and governance of the Church.

Thus a Parish Minister needs to provide an example to the Christian Community by the way he/she lives and by commitment to the Gospel, Worship and Mission of the Church. The exemplary role of the Parish Minister is important, and all Parish Ministers ought to be committed, trained and licenced. This is necessary as a means of recognition and also as authorisation allowing all Parish Ministers to exercise specific duties.

Like the clergy, we as parish Ministers are subject to the laws of the church. There are two sets of these laws, firstly the Canons, which address the whole Province, and secondly, the regulations of each diocese. Relevant detail with regards these follows.

CANON 20

OF LAYMINISTERS

1. Lay Ministers shall be designated, appointed and admitted in accordance with regulations prescribed by each Diocesan Synod. The exercise of the office of a Lay Minister shall be by licence of the Bishop who may grant, revoke or renew such licence as he deems fit. The Bishop may delegate his authority to grant, revoke or renew a licence (or any one or more of these acts) to a Bishop Suffragan in his Diocese, which delegation he may withdrawn at any time.

2. The duties of licensed Lay Ministers shall be one or more of the following:

a. Instructing and preparing candidates for Holy Baptism and confirmation;

b. Preaching;

c. Assisting in the administration of Holy Communion

d. Performing such other pastoral duties, not reserved for the ordained ministry, as the Bishop may determine.

3. Any lay person may:

a. In an emergency, baptise;

b. At the request of the Incumbent or the Archdeacon, or in an emergency, 

i. Conduct Divine Service;

ii. Bury the dead;

c. In the service of Holy Communion, or in any other service, at the request of the Priest, read such scriptures and say such prayers as are not reserved for the ordained ministry.

For us at St. Michael’s, point 2.d of Canon 20 includes Anglicare Counsellors. You need to be aware that only the ordained clergy can perform the Eucharist and Absolution. Point 3.b.i includes the offices of Morning and Evening Prayer.

THE RULES OF THE DIOCESE

38. 
Lay Ministers shall be people designated, appointed and admitted as decided by the Bishop from time to time, in terms of Canon 20. The duties of Lay Ministers shall be those set out in Canon 20.

39. The exercise of the office of Lay Minister shall be by licence of the Bishop, who may grant, revoke or renew such licence as he deems fit. The Bishop may prescribe regulations for the designation, appointment and admission of Lay Ministers.

At a recent synod, it was agreed that Parish Ministers should be appointed by the rector of the parish, and at St Michael’s, the following applies:

THE APPOINTMENT OF PARISH MINISTERS

PRINCIPLES AND GUIDELINES

1. Principles

i. All ministry is for the purpose of serving and glorifying God.

ii. All the baptised people of God are ministers of the Gospel.

iii. The vocation of the people of God is to discover their own gifts of ministry and to develop them.

iv. The responsibility of the leadership of the Church is to help people discover their gifts, to affirm and encourage them, and to help them be trained and nurtured.

v. The leaders are also to organise the church, so that the gifts of the people of God may be used, by their attitudes and actions, for the extension of the Kingdom.

vi. In that context, there is no place for status or degrees of importance in any area of the life of the Church. Vestments of various sorts are only appropriate in indicating who are designated as having a special ministry of servanthood. 

vii. Parish Ministers are thus no more important than any other member of the parish. They have simply been recognised in their community as ones fit for special servanthood, and are affirmed and authorised for the purpose of enhancing the ministry of all God’s people.

2. Suggested Guidelines

a. No person may be appointed without the approval of the Parish Council. The Rector or Priest-in-Charge has no right to make an independent or unilateral appointment.

b. This appointment must be recorded in the Parish Council Minutes.

c. The Rector has the responsibility to ensure that all ministry in the parish is fulfilled and may encourage ministries without formal appointment. 

d. A suggested wording for the certificate is as follows:
	The Parish of St Michael and All Angels’

PARISH MINISTER

(Name) ……………………………………………….

Is hereby authorised to fulfil the following ministry (ministries) within the parish of

Weltevreden Park

under the authority of the Rector (Priest-in-Charge)

  Date: ……………………………      Signed: ………………….…………………

                                                 Rector / Priest-in-Charge




e. All Parish Ministers must have their ministries reviewed every three years and the Rector or Priest-in-Charge may withdraw, add or revoke the authority ONLY after consultation and the consent of the Parish Council.

f. The clergy are responsible for the initial and ongoing training of the Parish Ministers.

g. Any request for a licence to preach or counsel shall be made to the Bishop, who will have the sole discretion in issuing such a licence, which will be done under his authority alone.

h. The Bishop will set up such training and review procedures for preaching and counselling, after consultation with the clergy.

CODE OF PASTORAL CONDUCT, AND DECLARATION TO BE MADE BY ALL WHO MINISTER
A ‘minister’ within the Church of the Province of Southern Africa is regarded as any person who engages in public or private ministry in the church, whether formally authorised by ordination or licensing, or elected as a lay official, or informally recognised as having authority or influence over others in the Christian community. This naturally includes, but is not limited to, Bishops, Priests and Deacons, all licensed Lay Ministers, Parish Councillors, Sunday School teachers, Music leaders, Youth leaders, House Group[ leaders, Counsellors and office holders in church guilds and organisations. 

All who minister in the church:

· Should care for God’s people with compassion and integrity

· Should avoid abusing any person, whether under their pastoral care or not

· Should live as Christians with sound habits of worship, daily prayer and bible reading, self control in moral behaviour, trustworthiness in relationships, financial integrity and compassion in outreach to the needy

· Need to know the procedures applying to management of money, and observe them scrupulously

· Should avoid wilfully stirring up trouble or dispute in the Church, or slander, defamation or lying about others

· Should take special care in counselling relationships and where confidential information is shared

· Should keep confidences

· Should exercise special care in dealing with members of the opposite sex and with young people

All are accountable to the Church, as the Body of Christ, for everything we do in the Church’s ministry and mission. All who minister must do so in line with the Canons and Constitutions of the CPSA, the rules of the Diocese, and the decisions of all competent bodies in theProvince, Diocese and Parish.

Procedures for dealing with allegations of pastoral misconduct can be found in the CPSA publication “Shepherds of the Flock”, available with the Canons and Rules of the Church from the parish office. It should be noted that nothing in these procedures or principles in any way supercedes the legal requirement that any Minister of the Church must immediately bring to the attention of the police any and all cases of abuse, whether physical or sexual, of which they are made aware. This requirement applies both to information acquired through the exercise of formal ministry in situations otherwise considered confidential (counselling sessions, confession, house group meetings and similar situations); and information acquired informally, arising out of ordinary conversation.

DECLARATION OF MINISTERIAL PRACTICE

(To be made by all who Minister)
I 






 (full name) hereby declare that I have not withheld any information regarding conviction in a court of law or any other relevant information from the appropriate authorities of the Church in regard to any application for ministry. I agree that in the event of the above declaration being untrue, any ministry that I may be engaged in the Church, may be terminated forthwith.

SIGNATURE:









WITNESSED
:
  (1)










  (2)







DATE:










MINISTERIAL UNDERTAKING

(To be made by all who Minister)
I 






 (full name) hereby subscribe to the pastoral standards prevailing in the Church of the Province of Southern Africa and undertake to exercise my ministry in accordance with those standards.

SIGNATURE:









WITNESSED
:
  (1)










  (2)







DATE:










DUTIES

GENERAL NOTES

The guidelines that follow apply to all services. Where there are specific differences pertaining to one of the services, this is highlighted. Separate notes will outline the duties for those who serve as deacon at any of the services. Whether you do serve as a deacon or not, please familiarise yourself with this, as it is important that you support both the priest and deacon on duty, and understanding their role will enhance your ability to serve effectively. We are bound together by our common delight in the privilege of serving God in our special and exalted function, and serving God’s people. Jesus himself was one who served others. He said. “I came not to be served, but to serve.”

It is expected, that as a licensed Parish Minister, we will serve at any of the three Sunday services. Should you have specific needs or preferences, where possible, these will be taken into account.

THE ROSTER

A roster of duties is prepared and a copy is made available for each parish minister. These are usually available by the Sunday preceding the roster period, and can be found in the cubicle marked for parish ministers in the foyer of the church. The copies for all priests are sent to the church office. A copy is also prepared for the church office, and another is pinned to the board in the vestry. A list of all contact numbers for the priests and parish ministers is also provided in the vestry.  

The period of the roster will usually run for a 4-month period. Because of this longer period, the rosters will not include which priest will preside at each service, or who will be preaching. Detail of who will preside and preach will be provided at the weekly Tuesday meeting (see below for more detail of this meeting). With this longer time span, changes might well occur and these will be outlined in the pew leaflet, either in the detail for “Next Sunday” or “Forthcoming Events” so please look out for this.

If you are planning to be away at any time, please advise the roster co-ordinator timeously so that this can be taken into account when preparing the roster. If for any reason you cannot do a duty, please arrange with someone else to do your duty and please advise the deacon on duty what arrangements have been made. Alternatively you can amend the roster in the vestry with the relevant detail prior. Please do not phone the co-ordinator, rather contact one of the other parish ministers directly. 

A meeting is held in the hall every Tuesday evening at 18h00 for all parish ministers who are on duty the following Sunday. The main purpose of the meeting is to prepare for the services, and to use the opportunity to learn and grow in our knowledge and faith. It is NOT limited to those who are on duty on Sunday, and all are invited to attend.

Each Sunday service will usually require the following duties, which will be noted on the roster:

	Service
	Number on duty
	Duties

	7h00
	2
	Readings, Prayers, 2 Chalice

	9h00
	6
	Readings, Prayers, 4 Chalice, 

2 Communion to the sick & frail

	18h00
	2
	Readings, Prayers, 2 Chalice


Any special duties and celebrations will be noted on the roster.

BEFORE THE SERVICE

Punctuality is expected. It is important that you arrive in good time to robe, say private prayer before the Eucharist, to make certain that the altar and credence table are properly prepared, and to be quietly waiting prayers with the priest. You should be robed 20 minutes before the service. We do not usually robe for the 18h00 service, but would still expect those on duty to be dressed smartly (e.g. long trousers).

Dress: you are expected to wear dark shoes (black or brown) and dark trousers.

Neatness: The ‘team’ on duty should appear neat and uniform. Glance at each other and the priest/s to check for neatness of robes, etc.

The sacristan should have prepared the altar and credence table, and although the deacon on duty is primarily responsible to check that all is in order, you as a parish minister should also be able to assist in these tasks.

Please remember to keep silence in the vestry before a service. Prayers take place before each service in the vestry, usually 10 minutes before the service begins. Please ensure that you attend when you are on duty. It is also nice to join in the prayers even if you are not on duty.

Confirm that all are present and who is responsible for which duty.

If you are reading, confirm which reading/s will be included in the service.

It praying, confirm any special requests to be included in the prayers. This can include people who are sick, those who may have died, or any special occasion.

Confirm which parts of the service will be sung.

Ensure that sufficient prayer books and hymn books are available in the stalls for all on duty.

To avoid confusion in the sanctuary, agree where each person on duty will sit. This will also indicate the order in which we will process into the church. The servers will lead the procession at the 9h00 service. There are no servers at the 7h00 or 18h00 service. 

The servers will also make sure that the candles are lit, and the sacristans will light the candles for the 7h00 and 18h00 services. However, please check that this has been done before the service starts.

THE SERVICE

When ready to process into the church at the beginning of the service:

7h00 service – the deacon or parish minister on deacon duty (referred to as the ‘deacon’ for the rest of these notes) should ask the congregation to stand – ”Would the congregation please stand” (or words similar). We then process down the aisle to the sanctuary in an orderly fashion and at a dignified pace. Walk to the steps at the altar rail, where we bow together (watch the priest and bow when he does) and then move into place in the stalls to the right.

The priest would normally go directly to the lectern and greet the congregation using paragraph 1 (or paragraph 2 during Easter), page 104. 

The deacon should be close by to move to the lectern as soon as the greeting is complete. 

9h00 service – the deacon should signal to the choir that we are ready to process into the church. The appropriate choir member will then announce the processional hymn. Once the hymn has started, we process down the aisle to the sanctuary in an orderly fashion and at a dignified pace. Walk up the steps at the altar rail and into the sanctuary, where we bow together (again, watch the priest and bow when he does) and then move into place on either side of the altar.

During the last verse of the processional hymn, the deacon should move into position at the lectern. If the priest is using the ‘roving’ microphone, then he will usually give the greeting from the sanctuary, otherwise he will also move to the lectern to do this. In this instance, the deacon should stand ready to move to the lectern once the greeting is complete.

Both morning Services – the deacon then leads the congregation through the service from paragraph 4 through to paragraph 13. 

After greeting the congregation, the priest will often say “we continue at paragraph 4 on page 104”. This is a great help to any visitors in the congregation, so if the priest does not give this detail, please do. Remember also, that the way you introduce this part of the service plays a major role in setting the tone for the rest of the service, so do this with GUSTO!

Paragraph 5 is usually sung at the 9h00 service. Confirm any deviation from this before the service. 

Please note that paragraphs 4 & 5 are omitted during lent and advent.

Paragraph 8 is optional. However, as this can be used as an introduction to the penitence, please try and include the theme of the readings and the Gospel for the day as you lead into the confession. You can get valuable insight into this by attending the Tuesday meetings!!

Paragraph 10 – remember that during Lent the Ten Commandments are said (section 104 on page 140). The printed paragraph on page 105 is usually said at all other services, but may be omitted. 

Paragraph 11 – the penitence may also be introduced using one of the sentences on page 141. Remember to keep a period of silence before praying paragraph 13. This gives the congregation time to make their confession.

The priest will then stand and give the absolution, and then pray the Collect of the day. 

THE READINGS

After the Collect, the deacon should then ask the congregation to “Please sit for the readings from Scripture”.  Just be alert as sometimes the priest will ask the congregation to sit once the Collect has been prayed. If he has, then please don’t ask them to sit again!

The parish minister who is reading should wait until the collect is completed before moving into position to read. The microphone will be switched on (person in charge of the sound desk will have seen to this). However, if the microphone is set too high or too low, then please adjust it accordingly. It should be ‘just below’ your mouth which will result in the best sound. Please don’t be afraid to adjust the microphone, It may seem to take forever, but in reality it is only a few seconds, and the difference it makes in projecting the sound is worth it. A TIP – check the microphone settings before the service. The only time you then might have to make an adjustment is if there is a vast difference in height between the parish ministers on duty.

Remember to read slowly and clearly – what might seem a snail’s pace to you is probably just right!!

Remember that the first and second readings both have the same introduction, as outlined in the prayer book:

A reading from …, chapter ….,   beginning at verse …..

There is an appropriate way to introduce the readings from the various books of the bible, so please be aware of this as you introduce each reading (see appendix 1 and 2 for a list of these introductions).

After the reading you should respond as per paragraphs 17 and 18.

The parish minister who is reading will also lead the psalm. This is usually included in the pew leaflet, and we would normally read up to the colon, requesting the congregation to complete the verse. The congregation is used to this format, and it is not necessary to prompt them to respond in this fashion. However, if there are people in the congregation who are not regular visitors to our church (e.g. if there is a baptism) then please instruct them on how they should respond. The congregation remain seated for the psalm.

We all then say the “Gloria” together (it is usually printed in the pew leaflet unless space is of a premium), so please check to see if it is printed, else as you lead the congregation it would not be appropriate for you to ‘go blank.’ Another tip – you can find the words of the “Gloria” on page 45, paragraph 13, or page 56, paragraph 54, so put a marker in your prayer book now! 

Remember – we do not the “Gloria” during lent.

7h00 service – after the second reading, the parish minister who is reading will also lead the canticle. Detail of the canticle to be used is usually printed in the pew leaflet, and it can also be found in the prayer book with the readings for the day, or in the lectionary, a copy of which is kept in the vestry. Remember that the congregation stand for this.

9h00 service – we do not read the canticle. The choir will announce a hymn which is sung before the Gospel reading. If there is no music, then we would have the appropriate canticle.

At the end of the canticle, or during the last verse of the hymn, the deacon should move to the lectern to read the Gospel. The congregation remains standing for the Gospel.

Remember, there is an appropriate way to introduce the Gospel (see appendix 2 for detail)

THE CREED

After the Gospel, the deacon will lead the congregation in the Creed. We would usually use the Nicene Creed. If time is of the essence, or one of the other Creeds is more appropriate, then the deacon should inform the congregation which creed will be used. Please check with the priest if the Creed is to be read at this point, or after the sermon, also confirm this with the person who is setting up the transparencies on the overhead projector.

The Nicene Creed is on page 108, paragraph 24.

The Apostles’ Creed is on page 48, paragraph 22, and on page 58, paragraph 64,  

The Baptismal Creed is on page 59, paragraph 65

There are a few ways in which to introduce the creed:

“Let us stand and say together the … Creed which you will find on page ….”

“Let us stand and affirm our faith in God with the words of the ….. Creed which you will find on page ….. “

After the sermon, the parish minister who is leading the prayers should wait a few moments before moving to the lectern. This will give the congregation a few moments to reflect on what has just been preached. 

If the Creed is to be said after the sermon, then the parish minister leading the prayers should also lead the Creed, as per the notes above. 

Once at the lectern, adjust the microphone and lead with “Let us pray”. The priest might have already said this on conclusion of the sermon, so keep your ears open!!

Announce which form of prayer you will be using, and also on which page the prayers can be found.

THE PEACE

We normally move forward to the bottom steps, and share the peace with each other. If time permits, please move into the congregation and share the peace with them as well.

The Deacon would usually lead this.

IN THE SANCTUARY

PREPARING THE ALTAR

After the Peace, it is appropriate for the deacon to prepare the altar and see that the “Table is laid” correctly, so proceed fairly quickly into the sanctuary.

The altar would normally have been prepared by the sacristan, prior to the commencement of the Eucharist, as follows:







1. Missal

2. Prepared Chalice

3. Corporal

4. The Veil, Burse and bell are sometimes placed here.

The prepared Chalice (2 above) should have the following (bottom up):

	1. The Chalice:
	The silver cup in which the wine and water is mixed.

	2. The Purificator:
	A fine linen cloth folded in three. This is placed over the chalice, and is used to wipe the chalice when administering the wine, and also after communion, to clean the Chalice.

	3. The Paten:
	A silver plate on which the priest’s wafer in placed.

	4. The Pall:
	Stiff material covered with a white cover, embroidered with a cross. The Pall covers the wafer.

	5. The Veil:
	Usually made from the same material as the vestments. This is draped over the Pall.

	6. The Burse:
	This is placed on top of the Veil. Often the Corporal is folded in the Burse. At most of our services, the Corporal is already laid out on the Altar. 


A diagram below shows where each of the vessels should be placed when preparing the altar. Note that the diagram includes ALL vessels, so please be aware of which ones will be in use at the specific service when you are on duty as per the notes below. 

During the offertory, members of the congregation will bring the Ciborium and carafes of water and wine to the sanctuary. At the 9h00 service, a hymn is usually sung at this time. At the 7h00 service, these vessels will not be brought up by the congregation, and the Sacristan would have prepared these and placed them on the Credence Table (behind the altar). At the 9h00 service, the servers will take these vessels, and will pass the Ciborium and wine to the deacon. They should take the water to the priest for it to be blessed. 

At the 18h00 service, the parish ministers should be aware of these being brought to the altar, and then carry out the tasks that the servers would normally do. At the 7h00 service, the parish ministers on duty should pass the Ciborium and wine from the Credence Table to the deacon, and then take the water to be blessed by the priest. 

The Ciborium is similar to the chalice in style and shape, but it has a lid. The wafers are placed in this and consecrated before the priest distributes them at the Eucharist. A second Ciborium is used at the 9h00 service. The sacristan would have placed a slip of paper in the Ciborium noting the number of wafers contained in the Ciborium. Compare this to the number of communicants on the board at the back of the church and add extra wafers if needed. At the 9h00 service, make sure that there is an equal number of wafers in both Ciboria.  Extra wafers are on the Credence Table in the silver wafer box. This contains 40 wafers (8 in each of the 5 partitions). If you need more wafers, these can be found in the cupboard in the sacristy.

Two chalices are used at the 7h00 and 18h00 services, and 4 chalices at the 9h00 service. One will already be on the altar, the others can be found on the credence table. These should be taken from the credence table and placed on the altar as per the diagram below. Based on the number of communicants, pour an even distribution of wine into each chalice. Add water to each chalice, and to the carafe if it is being used (usually when we have a congregation in excess of 180 – 200). We have four different sized chalices, and the volume of each is as follows (the number = number of sips per chalice):

Very Large (we have 2 of them and they are shaped like a bird-bath)

100

Large










  60

Medium









  40

Small










  25

The carafe has 2 marks, each is equivalent to 




  25

For the 7h00 service, the sacristan will have prepared a pix and cruet containing wafers and wine for consecration at the service, which is then used for communion to the sick and frail at St. Michaels’ Village 

THE PREPARED ALTAR

The prepared altar should now look like this:

1 Missal

2 Purificators

3 Palls, taken from the Chalices and carafe

4 Chalices

5 Corporal

6 Carafe

7 Pix and Cruet for communion to the sick

8 Ciborium

9 Paten, with priest’s wafer

10 Burse

11 Veil 










THE PRESENTATION OF THE GIFTS

The offertory is then presented. This will be done by the servers at the 9h00 service, at the other services, one of the parish ministers should take the offertory when it is presented, and elevate it when paragraph 48 is read. The offertory is then placed on the credence table.

Washing of the priest’s hands – at 9h00 service, this will be done by the servers, and one of the parish ministers should do this at the other services.

THE GREAT THANKSGIVING

The deacon should stand to the left of the priest, and it is useful to point to the words being read, as this assists the priest in following the order of service. One of the parish ministers should stand on the right of the priest. Any other parish ministers on duty should then position themselves slightly behind the deacon and/or the parish minister to the right of the priest. 

THE FIRST EUCHARISTIC PRAYER

Paragraph 55 – the proper preface can be found in section 103, starting at page 134 through to page 139. The white ribbon usually marks the place, but please confirm which preface will be used during the service, and make sure you have found and marked it in the prayer book. 

Paragraph 57 – the deacon leads here, using either the proclamation or the acclamation. Remember to keep an eye on the priest, he may bow or genuflect, so only lead with this paragraph once he is ready.

THE SECOND EUCHARISTIC PRAYER

Paragraph 62 – the proper preface can be found in section 103, starting at page 134 through to page 139. The white ribbon usually marks the place, but please confirm which preface will be used during the service, and make sure you have found and marked it in the prayer book. 

Paragraph 65 – the deacon leads here, saying “so we proclaim the mystery of Faith”. Remember to keep an eye on the priest, he may bow or genuflect, so only lead with this paragraph once he is ready.

THE THIRD EUCHARISTIC PRAYER

Paragraph 70 – the proper preface can be found in section 103, starting at page 134 through to page 139. The white ribbon usually marks the place, but please confirm which preface will be used during the service, and make sure you have found and marked it in the prayer book. 

Paragraph 72 – the deacon leads here, saying “Using the ‘n’th proclamation, so we proclaim the mystery of Faith” where ‘n’ is the appropriate paragraph which you may choose, or which the priest may indicate should be used. Remember to keep an eye on the priest, he may bow or genuflect, so only lead with this paragraph once he is ready.

THE FOURTH EUCHARISTIC PRAYER

Paragraph 75 – the deacon leads here.

AN ALTERNATIVE ORDER FOR THE CELEBRATION OF THE EUCHARIST

The priest may elect to use this alternative Eucharistic prayer, and it can be found on page 131. 

Paragraph 98 – the deacon leads here.

THE LORD’S PRAYER

Paragraph 77 - The deacon leads this prayer by first saying “Let us Pray”. 

Be aware of whether the Lord’s Prayer is going to be sung or said (check with the choir before the service), and introduce the prayer appropriately. Remember also to keep an eye on the priest, he may bow or genuflect, so only lead with this prayer once he is ready.

THE COMMUNION

Paragraph 83 – after having taken communion himself, the priest will then communicate the deacon, and they will then communicate the parish ministers and servers.

When administering the chalice, follow the priest in an orderly fashion, and should levels run low, then all parish ministers should proceed to the altar and replenish from the carafe. This creates an even flow, rather than having parish ministers waiting at the altar rail. 

If you are not administering a chalice, please be a ware of the parish ministers who are, and monitor quantities. Assist with pouring if levels are running low, and if there is a shortage, then request the priest to consecrate additional elements. All parish ministers on duty in the sanctuary should gather at the altar for this. The service format for the consecration of additional elements can be found on page 130 of the prayer book.

THE ABLUTIONS

Paragraph 85 – after communion, all vessels are placed on the altar, and we normally genuflect (the priest is usually behind the altar, parish ministers genuflect in front of the altar). The priest may consume the remaining wafers and wine, but he may also request the assistance of the deacon and parish ministers. Prior to consuming, please make note of how many wafers remain, so that accurate numbers can be recorded afterwards in the service register (in the vestry).

Once all has been consumed, the deacon and servers (at the 9:00 service) parish ministers at the other services, should completed the ablutions and place all vessels on the credence table. One chalice should be kept on the altar and dressed appropriately (bottom up):

1 Chalice

2  Purificator

3 Paten

4 Pall

5 Veil

6 Burse (with corporal folded inside)

Paragraph 86 – the priest will continue with the service. 

THE CONCLUSION

Paragraph 90 – after processing out, the deacon should stand at the back of the church and give the dismissal. Be aware that this is different from Easter Day to the Day of Pentecost. A Tip – too often we can forget the appropriate words, so don’t rely on memory when giving the dismissal – use your prayer book, it is far less embarrassing!!!

At least one parish minister should remain in the Chapel to pray with anyone who might request prayers. A prayer team will be set up to assist with this.

Please greet parishioners, new-comers and visitors in the foyer after the service. 

COMMUNION TO THE SICK AND FRAIL
Another important and rewarding aspect of serving as a parish minister is to assist with taking communion to the sick and frail at St. Michael’s Village each Sunday.

As per the preceding notes, all parish ministers who are on duty meet in the vestry prior to the service to pray. If you are taking communion to the sick, please make every effort to be present for these prayers at the 9:00 service. There are usually two parish ministers assigned this duty each Sunday.

Before you leave the church for the village, please check that all is in order. The box (little black box) should have been prepared by the sacristan, and the elements would have been consecrated at the 7:00 service. Ensure that the Pix and Cruet are in the box, and contain sufficient wafers and wine, and check that a purificator has also been placed in the box. There is also a small bottle of holy water.

You will also need to take 20 pew leaflets with you.   

The service at the village is scheduled to start at 9:30 on Sunday morning, so you would need to leave the vestry by 9:20 latest. When you arrive at the village gate, ring the bell marked “Frail Care.”  Matron or one of the nurses will answer, and you will need to identify yourself and state the purpose of your visit. 

The service usually takes place in the ‘pink lounge’ immediately to your right as you enter the Frail Care Centre. 

When you arrive, prepare the elements, and then light the candles. One of the villagers will usually have matches for this purpose. 

A reason for there being 2 parish ministers on duty is to allow one to conduct the service in the lounge, and the other to visit those too frail to attend the service. This provides more time for prayer with each individual when visiting those bedridden.

CONDUCTING THE SERVICE
If you are conducting the service:

Service sheets are available in the small cupboard immediately to your right (if you are standing at the door facing the windows). Hymnbooks are also kept here. Often the service sheets and hymnbooks have already been placed on the table in the centre of the room. Please make sure that these are distributed to each person present. Some are severely visually impaired, so will not be able to follow the service on the sheet.

We commence with singing one or two hymns. The villagers enjoy choosing their own hymns, so please be aware of this, but you may be restricted to only those that the pianist can play. 

However, there is nothing stopping you from singing some of these without musical accompaniment. 

The service then starts with a greeting and goes straight into a time of penitence. After the absolution, the collect for the day is read which is followed by the assigned psalm. Experience has shown that the villagers have difficulty participating in reading the psalm, so it is therefore better if you read it out. 

The Gospel reading follows the psalm. After you have read the gospel, please give a short homily. Attending the Tuesday evening meetings will greatly assist with this!!

We then go into a time of prayer. Please don’t rush through this. Take time to pray for the specific needs of those present, and also for all those who live in the Frail Care Centre. The notes on Intercessory Prayer will assist you in preparing your prayers. The service continues with the Lords Prayer. 

When distributing the elements, you may find some reluctant to consume, or even unable to consume (and this is usually with regards the wafer). Please don’t force them. Rather remove the wafer and keep it for disposal after the service, i.e. consumed with all remaining wafers and wine, after the service.

We conclude the service by singing one or two hymns.

Thereafter, please take time to greet each of those present individually. It takes a small amount of time, and the joy it brings to each of them is wonderful. 

If the parish minister who is visiting the frail has not yet returned to the lounge, then please assist with this. 

VISITING THE FRAIL
It is advisable to take copies of the service with you when you visit, and make sure that you have your bible with you, and have prepared the gospel reading. A second ‘black box’ is available in the vestry, and should be taken with you as you visit. This can then be used to administer communion to the person being visited should they request it.

As you visit each person, ask if they would like communion, and/or if they would like you to pray with them. As you pray, take your time with them and ask after their immediate needs and concerns and make this a focus of your prayers. 

If they want communion, then follow the service outlined on the service sheet, and the second ‘black box’ contains wafers and wine for you to administer communion.

After you have done the rounds, return to the lounge and assist with the service by administering the chalice, and then after the service, also greet those present individually.

When you return to the church, remember to record the service details in the register in the vestry, and consume any of the elements.

GENERAL NOTES

From time to time, villagers who are not resident in the Frail Care Centre are unable to attend the regular Sunday services, and request a parish minister to visit them in their unit. Detail (name, unit number, reason for them requesting a visit/communion) is usually made available timeously to those assigned to visiting the Frail Care Centre. Those on duty should then agree whether to visit together, or for one to continue and conduct the service, and the other to do the visiting, including those in the Frail Care Centre. 

INTERCESSORY PRAYER

Notes from a previous training session focusing on “leading intercessions in public worship”.

· “Let us pray” will generally result in the congregation assuming a given posture and they will also have certain expectations. We need to be conscious of this when leading prayers.

· When leading public prayer, everyone is listening, so preparation is essential.

· Trust in God, in our weakness God will carry us in leading prayer.

· There is no official training for leading prayers. We are all unique, and some excel in public prayer. We all need to help, support and encourage one another with feedback and ideas.

· God moves us and speaks to each of us individually, and so each person must bring their own personality into their prayers.

· We should not see public prayer as separate from our personal prayers. We should be open to God daily – listen and expect to hear!

· The length of the prayers should be 5 – 6 minutes maximum. We must be sensitive to the service time and if there has been long readings or a long sermon, prayers should be adjusted accordingly.

· Prayers in public worship are the prayers of the people, so don’t say “I pray..,” use “We pray..”

· Try to gather the feelings of the congregation and include this in your prayers. Yes, this is difficult, but people often speak to the priest, deacon or parish ministers before the service, and a quick word with the team on duty before the service may provide input for this.

· Continuity and cohesion are enhanced if you include the theme of the sermon. Try to integrate the sermon and readings into your prayers. Don’t be afraid to improvise, but don’t re-preach!

· Be sensitive to leaving a time of silence after the sermon before you start praying.

· Always include prayers for ‘those in trouble, need, sickness’. Read the names out occasionally, but never make it sound like a shopping list.

· Check the pew leaflet before the service and include any detail of ‘years mind’ and those who may have died. For this purpose it is a good idea to get a copy of the pew leaflet before Sunday if possible – they are usually available on the preceding Saturday.

· Pray for our church – focus on current and relevant issues – our finances, our rector and other ministers, courses in progress (e.g. Alpha) etc.

· Strive for a balance in your prayers, don’t always focus on the negative. God is hope and therefore joy and thanksgiving should also be a part or our prayers.

· When using a free form of prayer, a guideline for achieving a balance is to use the 5 pillars of prayer:

· Praise

· Thanksgiving

· Penitence

· Intercession

· Petition

· Another version of this is PACTS

· Praise 

· Adoration

· Confession

· Thanksgiving

· Supplication

· Use the set prayers only if you can get excited about them, don’t lose their meaning.

· Forms A and C can achieve participation from the congregation, so invite this.

· Using form C, you can omit verses. Remember when you invite the congregation to participate in this form of prayer, many are uncomfortable and it is sometimes difficult to hear them, so use sparingly!

· It is normal to receive very little participation from the congregation, so don’t let this get you down.

· When using form B, you can have a longer time of intercession.

· Using form A requires serious preparation. We need to be aware of the meanings of each section e.g. resources of the world can address land mines, veld fires, etc which destroy God’s creation.

· Also when using form A, don’t try to fill all the silences, allow time for private prayer and for the congregation to pray.

· Lead the prayers and let the congregation respond, providing time for them to do so.

· Study the Liturgy – it contains so much that you can use to enhance your prayers and focus on any topical event or festival.

· Remember that variety prevents staleness, so don’t use the same format every time!

· It is helpful to read books on prayers, or books with prayers in them, as this can be a source of inspiration.

· Try to build on a theme e.g. relationships – can address the breaking down of relationships, morals, building good relationships, etc.

· Be aware of the church’s calendar – Lent, Patronal Festival, etc and use prayers that are pertinent.

· At the start of the prayers, make all aware of the Spirit and invite the Spirit to be with us and in our hearts.

· When switching topics, leave time for reflection before moving on.

· Have a sense of gratitude when leading prayers. It is a privilege to minister to God’s people in this way, and should be seen as a joy and not just a duty.

· Be confident, God is praying through you.

· Never underestimate the power and effect of prayer.

· Proper planning of your prayers leads to a professional performance.

· There are three sources you can use when planning your prayers, which create an awareness of what is happening in our daily lives:

· The readings for the day

· Newspapers

· The media

MICROPHONE TECHNIQUE

Notes from a training session lead by Rob Rogers, producer from SABC

There are three main issues to note when using a microphone, and these are detailed as follows:

1. Get to know the equipment.

You should not be intimidated by the microphone. There are various ways of adjusting it, to ensure correct position, height, etc. When placed correctly, the microphone should be lined up just under your chin and between 6 – 8 inches away from your mouth for an ideal speaking distance. This also allows the person on the sound desk to control the pitch, level, etc optimally.

Ideally you should check the microphone placement before the service. However it may be necessary for you to adjust it during the service (e.g. if you are on duty with someone who is much taller/shorter than you). If so …

· Act with confidence

· The easiest way is to just tilt the microphone until it is at the correct height.

· If you cannot tilt the microphone easily, trying to adjust it can cause much noise, so switch it off and adjust the angle and/or the height.  It may seem like you are taking an age to make the necessary adjustment, but it isn’t. it is important to get it right, otherwise the sound may be distorted, and the congregation will suffer.

· Don’t forget to switch it back on again.

2. Presentation

Don’t stand too far from or too close to the microphone, or start talking before you get to the microphone. If you do this, the sound desk operator will probably boost the microphone, resulting in excessive feedback and noise adjustment.

Do not talk into the microphone. You should aim to talk or project your voice just over the top of it.

Keep your neck straight, as the more you look down, the greater the chance of your voice getting lost down the front of your alb!

Always keep the microphone between yourself and the congregation. Rather than turning your head from side to side, move around the microphone. However, try to keep this to a minimum, as the microphones are uni-directional and will not pick up voices from the side. 

3. Communication

You need to establish a communication line between yourself at the microphone and the sound desk operator.

It is always beneficial to check the position and the pitch of the microphone with the sound desk operator before the service, although the operator will usually do this when setting up the sound system for the service.

Also, try to set up a signal system with the sound desk operator. This should cover signals such as when to speak, or to wait for the sound to be adjusted before you speak. Signals do not have to be elaborate, a simple nod of the head will suffice, but make sure that you both understand them.

4. Bypassing the Sound Desk

There may be times when no sound desk operator is present. The sound system has been set up to facilitate bypassing the sound desk and still use the microphones.

You will need access to the music room – keys can be found in the vestry. You will need to following equipment:

· Microphones – kept in the bottom right hand cupboard in the music room

· Cables – these are stored on hooks on the wall on the left as you enter the music room

· Microphone stands – stored in the back left hand corner of the music room

While in the music room, ensure that the amplifier (big black box on the right hand wall) is switched on. There is a three-point plug socket just below the amplifier. Just plug it in and switch on!

You will need to set up two microphones, one at the lectern and one at the altar. Both have a bypass switch allocated. The switch for the  lectern can be found on the steps below the lectern, and the one for the altar can be found to the right of the altar (when facing the altar). Both switches have four sockets. You need to plug the microphone into the top right-hand green socket, as per the diagram below:

	

	
	
	Plug the microphone into this socket

	

	
	
	




After the service, remember to store all the equipment back in the music room

5. General Notes

The following general points were also discussed:

· Make your notes on A5 paper. This size paper will be easier to move about on the lectern without creating excessive noise.

· When reading, pause once you are ready to start, and make eye contact with the sound desk operator. This will give them time to ensure that the sound is adjusted in preparation for you to start reading.

· Once you have set up or adjusted the microphone, ‘ignore’ it thereafter. The sound desk operator will adjust the sound as necessary.

· If we have a visiting priest, deacon or parish minister, or a member of the congregation is using the microphone, please assist them with setting it up. This should be the responsibility of the deacon on duty, but please be aware of this and help accordingly.

APPENDIX 1

OLD TESTAMENT

	Genesis
	A reading from the book of …..

	Exodus
	A reading from the book of …..

	Leviticus
	A reading from the book of …..

	Numbers
	A reading from the book of …..

	Deuteronomy
	A reading from the book of …..

	Joshua
	A reading from the book of …..

	Judges
	A reading from the book of …..

	Ruth
	A reading from the book of …..

	1 Samuel
	A reading from the 1st book of …..

	2 Samuel
	A reading from the 2nd book of …..

	1 Kings
	A reading from the 1st book of …..

	2 Kings
	A reading from the 2nd book of …..

	1 Chronicles
	A reading from the 1st book of …..

	2 Chronicles
	A reading from the 2nd book of …..

	Ezra
	A reading from the book of …..

	Nehemiah
	A reading from the book of …..

	Esther
	A reading from the book of …..

	Job
	A reading from the book of …..

	Psalms
	A reading from the book of …..

	Proverbs
	A reading from the book of …..

	Ecclesiastes
	A reading from the book of …..

	Song of Songs
	A reading from the book of …..

	Isaiah
	A reading from the book of the  prophet …..

	Jeremiah
	A reading from the book of …..

	Lamentations
	A reading from the book of …..

	Ezekiel
	A reading from the book of …..

	Daniel
	A reading from the book of …..

	Hosea
	A reading from the book of …..

	Joel
	A reading from the book of …..

	Amos
	A reading from the book of …..

	Obadiah
	A reading from the book of …..

	Jonah
	A reading from the book of …..

	Micah
	A reading from the book of …..

	Nahum
	A reading from the book of …..

	Habbakuk
	A reading from the book of …..

	Zephaniah
	A reading from the book of …..

	Haggai
	A reading from the book of …..

	Zechariah
	A reading from the book of …..

	Malachi
	A reading from the book of …..


APPENDIX 2

NEW TESTAMENT

	Matthew
	Listen to the Good News proclaimed in the  Gospel according to ……

	Mark
	Listen to the Good News proclaimed in the  Gospel according to ……

	Luke
	Listen to the Good News proclaimed in the  Gospel according to ……

	John
	Listen to the Good News proclaimed in the  Gospel according to ……

	Acts
	A reading from the Acts of the Apostles

	Romans
	A reading from Paul’s letter to the …

	1 Corinthians 
	A reading from Paul’s 1st letter to the …

	2 Corinthians
	A reading from Paul’s 2nd letter to the …

	Galatians
	A reading from Paul’s letter to the …

	Ephesians
	A reading from Paul’s letter to the …

	Philippians
	A reading from Paul’s letter to the …

	Colossians
	A reading from Paul’s letter to the …

	1 Thessalonians
	A reading from Paul’s 1st letter to the …

	2 Thessalonians
	A reading from Paul’s 2nd letter to the …

	1 Timothy
	A reading from the 1st letter of  …

	2 Timothy
	A reading from the 2nd letter of  …

	Titus
	A reading from the letter of  …

	Philemon
	A reading from the letter of  …

	Hebrews
	A reading from the letter of  …

	James
	A reading from the letter of  …

	1 Peter
	A reading from the 1st letter of  …

	2 Peter
	A reading from the 2nd letter of  …

	1 John
	A reading from the 1st letter of  …

	2 John
	A reading from the 2nd letter of  …

	3 John
	A reading from the 3rd letter of  …

	Jude
	A reading from the letter of  …

	Revelation
	A reading from the book of … 
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