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1.0
OVERVIEW OF THE POSITION

The members of the Altar Guild are responsible for the cleaning, preservation, and usage of the items required for the ongoing worship life of the parish community.  Altar Guild members are partnered in a rotation to set up for and clean up after the principal Sunday services and other special services as directed by the Incumbent.   The Altar Guild “sets the table” for the community, stocks and looks after the materials and objects used in worship, and assists families to celebrate rites such as weddings, funerals, and baptisms. 
2.0
RESPONSIBILITIES

2.1
Care of the linens and hangings of the church (the holy “software”) is the responsibility of the Altar Guild.  The Altar Guild supervises the state of the albs and surplices used by the chancel party. Laundering is the responsibility of the person assigned to the garment, but the Altar Guild may initiate repair or replacement as needed.  Clerical vestments owned by the parish are curated by the Altar Guild, but personal vestments are the responsibility of the individual clergy.  An inventory is to be kept for insurance purposes. 
2.2
The Altar Guild also looks after the “holy hardware”, which is kept in the sacristy or loaned out for home communions.  A sign-out sheet for items taken off site is to be maintained in the sacristy.  Brass/silver is polished according to need and in advance of high holy days or special services (e.g. an episcopal visit). 
2.3
The Altar Guild is responsible for initiating the ordering and supply of necessary items for the worship life of the parish, including bread, wafers, wine, candles/oil for candelas. This is done through the Parish Office to St. Andrew’s Supply House. 
2.4
Normally every week, two persons are assigned to set the table (and change the hangings if needed for the liturgical season), and to clean up after the service.

2.5
In the event of a special service, e.g. a wedding or funeral, the Altar Guild will be contacted by the Incumbent as soon as possible to discuss the details, and to provide whom-ever is available to help.

2.6
The Altar Guild needs to alert the Parish Council, either through a direct proposal or through the Worship Preparation Group, if there are deficiencies in church supplies or replacements needed for items that go beyond the capacity of the Altar Guild budget to supply.
2.7
Any financial donations received by the Altar Guild are to be directed to the Treasurer to general funds for the purpose of worship.  Expenses for budgeted purposes are to be directed to the Treasurer for reimbursement. 

2.8
The Parish Office will notify the Altar Guild and florist of individuals who wish to donate flowers for the altar. The florist will purchase and arrange, or receive the flowers, and place them on the step in front of the altar before Sunday morning.  An attribution will appear in the parish bulletin for that Sunday.  The flowers will normally remain in place until after the midweek liturgy, when they can be distributed by the Incumbent or designate.  If the family of a funeral or wedding wish to donate their flowers for the following Sunday and there is no other designated donor offering flowers, the Parish Office will inform the Altar Guild.  There are normally no Altar flowers during the seasons of Lent and Advent (simple greens for the Advent wreath instead).  
3.0 EXPECTATIONS

3.1 Members are to engage in their duties prayerfully, respectfully, and faithfully to the best of their abilities.
3.2 Although in the past it has been traditional to set up on Saturday for the Sunday service, Altar Guild members and florists are not required to do so and may find another mutually agreeable time to prepare the altar near the end of the week.  Altar Guild partners should always try and arrange a time to set up together, rather than have an individual working alone in the building.
4.0 QUALIFICATIONS
The members of the Altar Guild should be baptized Christians and regular worshippers at Holy Trinity Cathedral, having had their names on the parish roll for a minimum of three months.  Younger members with sufficient maturity to handle the duties are welcomed into the Guild.  Helpers from the parish may assist under the direction of the Altar Guild for larger festivals or in urgent circumstances.
5.0 TRAINING AND SUPERVISION
5.1 The Altar Guild is under the direct supervision of the Incumbent as chief liturgical officer of the parish.  Altar Guild members may be supporting other clergy providing Sunday supply or for special services. They are expected at all times to act with reverence in God’s house and according to the traditions of the Anglican Church of Canada. 
5.2 New members will be mentored by an experienced member of the Guild and will be teamed up with him/her to start.  Members issued keys will be trained on security of the building.
5.3 An Altar Guild manual and detailed instructions on the care and preparation of the different items will be available.
5.4 Representatives of the Altar Guild will meet with the Incumbent and/or the Worship Preparation Group on a seasonal basis to discuss liturgical matters for coming liturgies.
5.5 The Altar Guild should have the opportunity for input to assist in the planning and execution of worship events, either through consultation, in writing, or with ideas brought to Parish Council.

6 Risk Assessment:  Low
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