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	St. Luke Cedar Hill

Anglican Church of Canada
3821 Cedar Hill Cross Road

Victoria, BC  V8P 2M6




Ministry Position Title:
Altar Guild President and Members
Term of Office:
The Altar Guild President is elected by the Altar Guild members. Guild members are volunteers from the congregation. Terms of office are decided by the members.
Supervision & Support:
Reports to:  Incumbent

Staff Liaison:  Parish Administrator 





Committee Responsible for this Ministry: Parish Council
Population(s) served:
St. Luke’s parishioners.

Purpose:  
The Altar Guild prepares the worship space for the Ministry within the church ensuring it is kept in good order for the worship of God and provides a setting that helps the congregation in their worship.

Duties & Responsibilities:

Altar Guild President and Members:

· Maintain, clean and make presentable, the chancel, altar, and font. 

· Care for and maintain the sacramental vessels, elements, linens, pavement candles and other items used in the chancel for worship. 

· Polish and maintain all silver and brass items in the church.

· Arrange flowers, purchased or donated, in the church.
· Arrange for donations of flowers. 

· Order palm fronds and crosses for Palm Sunday. 

· Maintain supplies necessary for services including sacraments and candles and advise church office of inventory requirements. 

· Maintain a supply of linens in good order, providing for cleaning and, on occasion, make linens for altar and worship services. 

· Maintain a bank account of funds donated to the Altar Guild for purchase of flowers or other Guild expenditures 

Altar Guild President:

· Meets on a regular basis with members of the Altar Guild.

· Prepares an annual report for presentation to the Congregation at the Vestry Meeting, including a financial report.
Skills/Knowledge Required:



· A knowledge of Anglican tradition and liturgy.
· A member of the Parish for at least one year.

· Knowledge of flower arrangement and care of linens is an asset. 

Qualifications Required: 

· A member in full communion with the Anglican Church of Canada.

· Shows concern for the worship space, the care and placement of furnishings, appointments and ornaments used in worship. 


Limits of the Position:


· 
Comply with the Diocesan Privacy and St. Luke’s Parish Confidentiality policies. Copies of both are available from the Parish Office.

· Comply with the Sexual Misconduct Policy of the Diocese of British Columbia and sign an acknowledgement form.
Terms of Work/Service:
Time to perform duties as assigned.

Training Provided:

· “On the job” training in the performance of all duties and responsibilities.

· An Altar Guild Manual is available in the vestry for members to consult.
Position Risk Assessment: 
Medium – Financial Management – Altar Guild Treasurer




Low – Altar Guild Members

Benefits & Opportunities: 
Provides an opportunity to care for the sacred worship space at St. Luke’s Church.
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