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ALTAR GUILD PRAYER

GRANT, O Lord, we beseech Thee, that we may handle holy things with reverence and godly fear, and perform our work with such faithfulness and devotion that it may rise with acceptance before Thee and obtain Thy blessing through Jesus Christ our Lord.     Amen.

INTRODUCTION

This ministry’s main focus is to foster Christ’s presence in the Liturgy to all who worship at our beautiful Church.   Our lives will only have real meaning when we use our gifts in accordance with God’s will.
It is wise and responsible of us to use the special gifts God has entrusted to us.  Time and talent is given and if we waste our time in useless pursuits that time can never be regained.   It is to our benefit to recognize and develop our individual talent. 
St. Joseph’s Monastery Parish Altar Guild consists of a group of parishioners who will provide and be responsible for the caring of  the Altar and the Sacristy in proper, clean and efficient order.  The guild will plan, prepare and decorate the Church at Easter and Christmas, change the altar cloths according to the Liturgical Year; coordinate with the Liturgy Committee, the Music Ministry and the Men’s Club to ensure that all may rejoice in the Lord in our beautiful church. 

GENERAL PREPARATION

LITURGICAL SEASONS
Advent initiates the new Liturgical Year.  PURPLE is used for both Advent and Lent.  It symbolizes both penance and preparation.  RED is used for Palm Sunday, Good Friday, Pentecost, and for feast days for apostles and martyrs.  WHITE vestments are used for the seasons of Christmas and Easter, for feasts of our Lord outside of the Passion, and for Marian feasts.  GREEN is used throughout Ordinary Time when not otherwise replaced by another color.

Proper liturgical season colors:

Christmas Season




White

Ordinary Time




Green

Lent






Purple

Tridium





White

Easter Season





White

Ordinary Time




Green

Advent





Purple

Proper Holy Day/Special Day colors:


Our Lord Jesus Christ the King


White


The Blessed Virgin Mary, Mother of God

White




Epiphany





Festive



The Baptism of the Lord



White

Ash Wednesday




Purple




Palm Sunday





Red




Holy Thursday




White




Good Friday





Red



Ascension of the Lord




White



Pentecost Sunday




Red



Assumption of the Blessed Virgin Mary

White

St. Paul of the Cross




White



All Saints Day





White



All Souls Day





White

Dedication of Lateran Basilica


White



Immaculate Conception of the


White



 Blessed Virgin Mary



Update:  
Veterans Book – quarterly update



Remembrance Book – monthly update

During the month of November, in the church – Remembrance Book on white linen covered stand.  In 2008,  Pascal Candle and St. Paul Cross by the stand.  

In the Chapel – small candle, basket w/envelopes wrapped in purple ribbon and glass statue.

GENERAL INFORMATION:

Only the following may be placed on the altar:  

1) The fair linen (white altar cloth) must always be on top of any seasonal altar covering.                                                    
2) A corporal should be placed in the middle of the altar and about an inch from the front edge.  The corporal is a small white cloth with a middle emblem that is folded three times each way to form nine equal squares and opened lying flat and not shook open.  
3) White cloths must be placed on the credence table (on the side of the altar) and the offertory table (in the center aisle for the offertory procession).
During the Christmas and Easter times, all guild members should be present to decorate the church and prepare for the services for that time of year.  We will ask for any and all past and new volunteers.  There are certain chores that several volunteers have done in the past and hopefully they will continue to the same. 

· St. Paul of the Cross

October 20th is St. Paul of the Cross feast day.  The side altar, in 2008, as decorated with St. Paul of the Cross, Picture of the Blessed Mother, old trunk, Book of Rules and Regulations, and a cloak.

· Advent

The liturgical year begins on Advent, four Sundays before Christmas. 

1) The purple or white with purple accents altar cloths are used for Advent and change the Infant of Prague.

2) We use no flowers during Advent, unless requested for a funeral or a wedding. 

3) During this season, we use three purple candles and one pink candle. Appointed parishioners to light the first purple candle on the first Sunday in Advent, lighting one more candle on each subsequent Sunday during the season except on the third Sunday when the pink candle is lit.

In preparation for the decorating of the Church we will order the flowers as decided by the committee and the pastor.

a)  At this time, the flowers and trees for the church and chapel are ordered and a delivery date is set.   

1) 2008 – ordered red 79 6” Poinsettias, 3 pink, and 3 white w/ foil covers  – Additional flowers to be ordered for the 8 side altars and front altar (order includes 12 for the chapel)

2) 3 trees for the church  

3) 1 tree for the rectory

4) Garland for altar rail

5) Greens for large outdoor wreath 2 weeks before Christmas

b) Items needed:


1) Check all tree lights for the church and rectory
2) Flower/swag arrangements for statues in rear of church (check heating vents)

3) Garland for entry doors (check /order additional)

4) Notices for volunteers to be in the bulletin three weeks in advance and include the greenery needed for the outside wreath  

· Christmas

Christmas season begins on December 24th and ends after the Baptism of the Lord .
We use the festival gold/red/green brocade frontal and the lectern linen and the Infant of Prague is also changed.
The altar guild will set a date and time of the decorating of the church, depending on the inspiration of the decorators, the wishes of the clergy, and the dates on which the Fourth Sunday in Advent and Christmas Eve fall.  Notices for volunteers to be advertised in the Sunday Bulletin three weeks in advance.  

We will assist the Pageant director with various needs that are deemed necessary.  Len Corcoran, Vince Thomas, Frank McGloin, Frank Snyder, Kevin and other volunteers handle the stable and the various wreaths, trees and garland.

All bows, greenery, wreaths, lights, and plant containers including foil covers to be freshened up prior to decorating the church.   

All guild members should be available for decorating the church.

Attendance      2004

2005

2006

2007
2008


4:00

869

625

727

866
809


7:00

523

562

680

583
587

12:00

98

55

92

 70
 85


10:00

95

93

85

 29
 78

· Lent

About a month prior to Easter, the flowers, palms and small individual candles are ordered for the church and chapel and a delivery date is set.

Check inventory:  hand towels, incense, (2) large baskets for palms, Paschal Candle for the church, and congregational candles with paper bobeches for the Easter Vigil and Easter masses and all other candles and  holders.

In 2008, ordered 30 yellow mums, 120 lilies, 6 palm fans and 9 bags of palms.   Palms for the processional cross included in order.

1) During Lent, the purple or white with purple accents altar cloths are used and the Infant of Prague is changed.   

2) We use no flowers during Lent, unless requested for a funeral or a wedding.   

3) The Baptismal Fonts are closed and covered with purple cloth or ribbon in the church and rectory.  

4) No Baptisms during this time.

5) Need to make a new purple cloth for the Veneration Cross.
 Check all flowers, bows, crosses (veneration and children’s), tulips (26), sand and candles (altar and individual side altars) to be used for the Easter season. 

· Palm Sunday

1) On Palm Sunday, red vestments are worn and the altar cloth can be red or white with red accents and the Infant of Prague is changed.

2) Ensure that the incense, holy water and palms (large baskets) are ready. 

3) **In 2008, discuss covering all statues. 

4) The blessing of the palms will begin at the church parking lot or the school lot (weather permitting) with the procession into the church prior to all masses.  

5) The procession begins with the four (4) dancers with the decorated palms followed by the  Cross bearer, altar servers, lector and the priests and then the parishioners.

6) At the beginning of the mass, Fr. Bill will incense the altar and congregation and the dancers will rotate around the Altar four times and genuflect each time.  
7) The preparations for Holy Week must be completed before Holy Thursday.

8) Attendance
2007

2008
4:00

124

112

8:30

 88

 86


11:00

189

179

· Holy Thursday

1) Flashlights needed for the procession and someone to open the side door and the front door.

2) Ensure the oils are ready and in the back of the sacristy.

3) Remove the veneration cross from front altar (Out of sight completely).

4) Place a white altar cloth on the main altar.

5) The Sacred Heart Altar is decorated with flowers/palms and a table with a white  cloth for the oils are required (candles from the procession are put on the Sacred Heart Altar) and a kneeler for the priests at the Sacred Heart Altar also a pillow. 

6) All candles are lit.  

7) Place in the front of the altar one chair, pillow for Fr. Bill to kneel on, basin, pitcher with warm water and towels which are rolled in the large basket for the washing of the feet.  Also, one chair on the side for Fr. Bill. (2008 7 people had their feet washed – who is going to wash Fr. Bill’s foot?)

8) The entrance procession begins with the Cross Bearer, three people with the oils and the priests.  

9) Three parishioners carry the oils into the church and Father Bill explains what each oil represents and the oils are then placed on the table next to the Sacred Heart Altar.

10) After the Homily, Father Bill, with the two acolytes to assist him will then invite the parishioners to come forward and have their foot washed. After with washing, do not remove any items; place the basin and used towels back in front of the Altar.

11) For the offertory procession there are two acolytes; one with incense, one bread and one host and two wine cruets.  After the washing of the hands, Fr. Bill incenses the gifts and the acolyte will incense the congregation.

12) After the final prayer, Father Bill will incense the altar and the consecrated host and consecrated wine is left on the Altar (the tabernacle is left open).  

13) With a designated person to open the doors, the procession begins with the cross bearer, incense, two candle servers, the Eucharist (Body and Blood), Priests and the congregation.  The procession walks down the center aisle and turns right at the break, proceeds to the side door and around to the entrance of the church and down the center aisle.  The two candle are then placed on the Sacred Heart Altar after the procession. 

14) After the procession begins, only the altar cloth is removed.  The lights for the Sacred Heart Altar, the two spotlights on the Altar, and the lights on in the back of the church  

are left on; turn off all lights except for the bottom right light and only leave on #’s 5, 6 and 17.  All candles are put out including the sanctuary lamp except for the Sacred Heart Altar.  The Exposition of the Blessed Sacrament starts after the procession until 9:00 or 9:30 p.m.  After the Exposition, the Body and Blood are stored in the safe. 

 Attendance – 

2005 – 70

2006 - 75


2007 - 64




2008 - 55

To do:  2008 – Oil decanters to be etched – John/Sheila
Chapel
Remove all cloths, including the altar cloth, and candles from the chapel. In front of the altar, place a wash basin and pitcher and several white hand towels.  Near the Altar, place the tennebrey.  

· Good Friday

1) The altar is bare on Good Friday.  Place the red cushion in front of the Altar rail.  Only certain lights are lit; check with Father Bill for direction (no candles are lit).

2) The Veneration Cross is covered in a purple cloth and is located near the Sacred Heart Altar.

3) Collection baskets are at the door for the donations for “The Holy Land”.

4) The entrance procession – lector, acolytes, and the Priests.

5) After the Prayers of the Faithful,  the procession begins and goes directly outside the side door and around to the front doors. with the incense, two acolytes carrying candles, which are to be lit as they enter the vestibule, followed by Father Bill who is carrying the covered Cross and Fr. Alban to recite the prayers and  to expose the cross three different time after entering the church (a designated person to assist Fr. Bill and Fr. Alban), and finally the congregation.  All process down the center aisle.

6) At this time, a corporal is placed on the Altar and two cups, the two ciboriums, and purificators are placed on the table. 

7) The Eucharist is brought from the Sacristy preceded by acolytes with the two lit candles, which are placed by the Veneration Cross.  

8) Immediately after the procession is the Veneration of the Cross.   Place purificators on the rail for wiping of the Cross after each parishioner.

9) After communion, clear the Altar.

10) After the Final Prayer, the Priests go directly to the Sacristy.

8)  Attendance 
2005 – 60




2006 – 57




2007 – 63




2008 - 59

Chapel

In front of the Altar, place a small lit candle, crown of thorns, red cloth, and the sculpture of the three crosses.  All candles, including the sanctuary candle, are out.  We do light the remaining candles on the tennebrey. 

The Passion Play begins at 7:00 p.m.  with the Veneration of the Cross after the play.

Attendance
2005 – 325



2006 – 400



2007 - 168


2008 - 164

· Holy Saturday
On Saturday morning, all volunteers and guild members will meet at a designated time to decorate the church and chapel.

1) The Baptismal Font is opened and the Pascal candle is prepared.  

2) Place the candles in the baskets to be handed out for all the Easter masses.  

· Easter Vigil
2008 – Bread to be consecrated at all masses

The Easter Vigil begins at 7:30 p.m. 

1) Flashlights, fire, candles, oil and water are needed for the Vigil.

2) A fire is lit on the front porch.  At the beginning of the service, Father Bill brings out the Pascal Candle.

3) The procession begins at the side door with the incense and the Book of Gospel; the congregation follows to the front porch.  

4) Father Bill then lights and incenses the Pascal Candle and then the parishioners light their individual small candles.  

5) An altar server or a parishioner takes the light from the Pascal Candle and lights the front Altar candles and the back Altar candles.  

6) Father Bill, after the Homily than blesses the water in the font, renews the baptismal vows and blesses the congregation.   

7) During the collection, the altar servers or one or two designated persons will take pitchers and pour the blessed water into the door fonts.

8) Attendance
2005 – 81

2006 - 60
2007 - 97 

2008 - 93

· Easter Day Masses

8:30 a.m.   Ensure there are plenty of candles in the large baskets at each door to be handed out to the parishioners as they arrive.   In 2008, we used four wines and two breads.

 After the Homily, the candles are lit and Father Bill blesses the congregation.
Attendance

2005 – 179




2006 – 216




2007 - 176




2008 - 186

11:00 a.m.  Ensure there are enough candles in the large baskets at each door to be handed out to the parishioners as they arrive.

Needed:  120 balloons, helium tank, and flowers for the cross.  At 9:00 a.m. fill all balloons and separate them into 10 groups of 12 tied to weights. 

As the children come into mass, give them flowers to decorate the cross if they don’t have a flower.

Children’s procession - at the Alleluia we bring out about 120 balloons that are placed on the altar rail and in the sanctuary (after the mass, the balloons are given to the children).   
Altar servers lead the children to the Altar rail to sit on the floor for the homily (helpers with the balloons join the procession – not all at the same time.  
After the Homily, the candles are lit and Father Bill blesses the congregation.  
There is a special procession of the children carrying flowers to be placed on the cross.  We need 2 people at the cross the help the children and one or two to keep the children in line and one to lead them away from the cross and back to their seat. 

Attendance

2005 – 503




2006 – 623




2007 - 548



2008 - 538

· Ordinary Time 

During Ordinary Time, green vestments are worn.   The green altar cloth or a white cloth with green accents is used for the time of the Liturgical Year. This time lasts until the first Sunday in Advent, which is the start of the new Liturgical Year.

· Month of the Blessed Mother





May 

Flowers and candles on the side altar and place crown of flowers on the statue.  Need to discuss in more details regarding the children’s participation, etc.

· Book of Petition






December

Check and replace book every year.

· Book of Remembrance





November

CARE OF LINENS

The fair linens, credence cloths, alter cloths or communion linens will grace our Eucharistic rites for years to come.  Fortunately, sacristans over the years have accumulated and shared valuable knowledge on how best to care for the linens.  Listed below are some suggestions gathered that we might find useful.

· Cleaning  the Linens

Always shake linens just removed from the communion table into the sacristy’s sink or outdoors over the ground. This is the proper way to dispose of any crumbs of consecrated bread that may remain on altar or communion linens. As soon as possible after removing linens from the sanctuary, inspect them for stains that may not come out in normal washing.   ALWAYS RINSE THE SMALL LINENS AND ALTAR CLOTHS PRIOR TO WASHING AND DISCARD THE RINSE WATER INTO THE GROUND.  Do NOT use chlorine bleach on any of the cloths or linens.  Common stains include: 

Wine 

Spray the stain with Red Wine Stain Remover which is available from Almy. Let stand for 30 seconds before hand or machine washing. If this product is not available, cover wet stains with salt, immerse in cold water, and sponge; treat dry stains with club soda, vinegar, or white wine, cover with salt, immerse in cold water, and sponge.

Lipstick

Apply candle wax remover to the stain to dissolve the lipstick or Spray n Wash, then launder. If color remains, apply liquid detergent and let stand for 15 minutes, then wash. If color persists, soak in a half and half mixture of 3% peroxide and ammonia, then rinse and wash. 

Candle Wax 

Allow wax to cool and scrape excess away with the dull side of a knife, then apply candle wax remover to the stain to dissolve the remaining wax, then wash with soap and water. An alternative (once excess is scraped away) is to place the stain between two pieces of blotting paper and press with a medium hot iron: the blotters will absorb the wax.

Soot

Apply liquid detergent to the stain, rub and rinse. Repeat as necessary, then wash.

Scorch

Rub cut onion into the mark, soak in cold water for an hour, then wash.

Rust

Apply cream of tartar to the stain and soak in hot water. Let water cool. Remove linen and wash.

Mildew

Wash with soap and water, rinse and sun dry. If mildew persists, soak linen in 3% peroxide, then wash.

· Washing

For linens without lace cut work and in good condition, hand- or machine-wash on gentle cycle with pure soap or mild detergent. Wash water can be hot (for medium to heavy weight linen) to warm (for light weights). If needed, use water softener to improve the cleaning performance of the soap. Rinse thoroughly in warm water; rinse water should be clear. For linens with lace cut work, hand washing in warm water is strongly recommended. For linens that have yellowed through age or infrequent use, try washing as recommended and sun drying. Alternatively, boil yellowed linen for half an hour in a pot containing washing soda and soap.  Finally, if bleach seems necessary, use an oxygen-type bleach such as Clorox 2 ©, not chlorine. Chlorine bleach will damage pure linen.

· Drying

Never dry linen “bone dry:—it harms the fiber and makes ironing very difficult. You may sundry or machine dry until damp, or simply remove from the washer and prepare for ironing—this is especially recommended for linens with lace cut work as it makes stretching the linen back into shape much easier. Either way, ironing will be easier if you smooth and fold (or roll) linens into a clean dry towel and refrigerate the damp linen for several hours.

Altar Cloths, Fair Linens And Credence Table Cloths

· Altar Cloths 

For larger linens that will not fit on the ironing board, you may iron the cloths on the main altar.  Place a large towel covering over the altar and have one or two helpers.  A person at the other end can  hold the ironed cloth up so as not to wrinkle the finished part.  There are cardboard rollers in the sacristy if you want to use them when you are done pressing the altar cloths.

· Folding Small Linens

Corporal

The corporal has a cross or an emblem in the middle of the cloth.  Place the corporal on the ironing board on the “wrong side” to iron.  Fold in thirds, folding the bottom side up, then the top side down.  Finger press the creases at the folds.  Now fold the right side in (toward the left) and finally, the left side in (toward the right).  Press the creases in place;  there should be nine squares for the corporal.

Purificator

The purificator (which is smaller than the corporal) also has a cross or an emblem in the middle.  Place the purificator on the ironing board on the “wrong side” to iron.  Fold in thirds, right to left and left to right.  Then press a two point fold in the center where the cross is and ensure that the top and bottom of the purificator meet when finished and press.

Lavabo or Finger Towel

The finger towel has a cross or an emblem at the bottom middle of the cloth. Place the finger towel on the ironing board on the “wrong side” to iron.  Fold in thirds, right to left and left to right.  Then fold in half, top down and press. 

Storage

Always be sure the altar linens are clean, they do not need to be pressed, before storing.  All communion linens should be cleaned and pressed and stored in the designated drawers.  

VESTMENTS, ALBS AND ALTAR SERVERS CASSOCKS

Vestments

At least twice a year, check all the chasubles and stoles are clean.  If needed, have them cleaned or washed.

Albs

At least every other month, check all albs and ensure they are clean and if needed, wash them in a soft detergent, dry on medium heat and iron as necessary.

Alter Servers Cassocks

Once a month, check all the cassocks and if necessary, wash and iron them.

Altar Dimensions

(inches)

Frances Xavier


90 x 10 x 5

Paul of the Cross


90 x 22

Anthony Padua


90 x 10 x 18

Veterans



90 x 22 x 18

St. Gabriel



90 x 22 x 16

St. Ann



72 x 30

Sacred Heart



72 x 36

Blessed Mother


72 x 36

Main Altar



76 x 30 x 38

Back Altar



143 ½ x 21 ½ x 39.7

Credence Table


31 ½ x 20 x 30 ½

Gift Table



24 x 17 x 30

Altar Rug Dimensions

Front Altar
18’ 1.5” x 13’ x 1”

Back Altar
15’ 0.75” x 4’ 10.5” 

GLOSSARY OF TERMS

ACOLYTE
Person who is especially appointed to assist the deacon and to minister to the Priest and to assist as needed in the celebration of the Mass.

ALB

Full length white linen vestment secured with a cincture used at Mass.  It is blessed before being worn.  It symbolizes the garment in which Christ was clothed by Herod and the purity of the soul with which the Sacrifice of the Mass should be offered.

AMBO
Elevated pulpit with a flight of stairs from which the Epistles and Gospels are read and sermons preached.

AMBRY
Box in which the holy oils are kept in and stored in the sanctuary.

BALDACHINO  An ornamental structure made or wood, stone or metal suspended by chains or supported by columns.  The term is also applied to the canopies used in processions.  The most famous is that of St. Peter’s in Rome, designed by Bernini (1598-1680) for Pope Urban VIII.  Its name comes from Baldacco, Italian for Baghdad, which furnished the precious materials for these canopies.

CENSER
Metal container in which incense is burned and is usually shaped like a vase or cup with a cover and is suspended by chains.  Also called a thurible.

CHALICE
Cup-shaped vessel or goblet used at Mass to contain the Precious Blood of Christ.

CHASUBLE
Sleeveless outer garment worn by a priest at Mass.  It is worn over all other vestments and usually decorated with symbols or a design of rich colors.  It symbolizes the yoke of Christ and signifies charity.

CIBORIUM
Covered container used to hold the consecrated small Hosts.  

CINCTURE
Belt or cord tied around the waist of an alb.  It symbolizes charity.

CORPORAL 
 Square white linen cloth on which the Host and Chalice are placed during the mass.

CRUET
Small bottle or vessel to contain the water and wine used at the Consecration of the Mass.  They are presented as offerings of the faithful at the Offertory.

EUCHARIST   The true Body and Blood of Jesus Christ, who is really and substantially present under the appearances of bread and blood, in order to offer himself in the sacrifice of the Mass and to be received as spiritual food in Holy Communion.

INSIGNIA
Emblems and apparel worn by prelates when officiating in a liturgical ceremony.

LAVABO
Liturgical washing of hands by the Priest at Mass.  The finger towels or lavabos are used for the drying of the Priest’s fingers. 

LECTIONARY  This book contains a three-year cycle of reading for Sundays and solemn feasts, a two-year weekly cycle, and a one-year cycle for the feasts of saints.  There are also responsorial psalms that follow the first reading for each mass along with the Alleluia verses to follow the second reading if applicable.

LECTURN
Reading desk to support the sacred books used in liturgical ceremonies.  

LITURGIST  Religious duties to be performed by priests.

MARIAN FEASTS
Feast days professing great devotion to the Blessed Virgin.  

ORDO
Annual calendar containing abbreviated directions for each day’s Mass.

PALL

Cloth covering, ornamental or plain, that is placed over the coffin at a funeral Mass or a sacred  linen covering,  which is a stiff square, placed over the top of the chalice at Mass.

PASCAL CANDLE
 Large candle in which five grains of incense have been incased as a symbol of Christ’s wounds.  It is blessed on Holy Saturday and is symbolic of the Risen Savior.  

PATEN
Saucer like dish of the same material as the chalice and it must be large enough to cover the chalice.  On it rests the bread to be consecrated, and later on the Sacred Host.  

PURFICATOR  Small piece of white linen, marked with a cross in the center, folded in three layers and used to purify the chalice and paten after Holy Communion.

PYX

Metal box in which the Blessed Sacrament is carried on visitations to the sick.

SACRISTAN  A person appointed for the care of the sacristy, sacred vessels, vestments, and other articles required by the ceremonial for any liturgical function.

SACRISTY
 Room attached to the church, usually near the altar, where the clergy vestments, sacred vessels and other article needed for liturgical use is stored.

SANCTUARY LAMP   Wax candle, generally in a red glass container, kept burning day and night wherever the Blessed Sacrament is reserved.  It is an emblem of Christ’s abiding love and a reminder of the faithful to respond with loving adoration in return.  

SANCTUARY  Part of the church containing the altar.  Our church has several altars and the sanctuary is where our high altar is located.

SEXTON
A lay person who acts as sacristan, cares for a church edifice and grounds, rings the bells and serves as custodian.

STOLE
Liturgical vestment composed of a strip of material, several inches wide, and worn around the neck by priests and bishops for the celebration of Mass and administration of the sacraments. 

TABERNACLE Boxlike receptacle for the exclusive reservation of the Blessed Sacrament and are always solid located in the middle of the main altar or on a side altar.

THURIBLE 
A metal container in which incense is burned and is usually shaped like a vase or cup with a cover and is suspended by chains.  Also called a censer.
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