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St. George’s Episcopal Church
Arlington, Virginia

Altar Guild Manual
June 2007
Altar Guild Prayer 
Almighty God, 
grant, we ask you, 
that we may handle holy things with reverence, 
and perform our work with such faithfulness and devotion 
that it may rise with acceptance before you 
and find favor in your sight, 
through Jesus Christ our Lord. Amen.
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General Preparation

Service Setup

There are instructions in the small sacristy for setting up for St. George’s worship services. There is one card for each of the three Sunday and two Wednesday services detailing the vessels and elements, and where they are placed within the sanctuary. The information on these cards is provided as Appendixes A through F.
Cleanup Procedures

Cleanup after services includes washing the silver in hot soapy water. Silver should be dried thoroughly and put away in the tarnish-proof bags that are available in the sacristy. Each piece has its own bag, which is labeled appropriately. Patens may be stored two to a bag. Altar candles are covered and put away in the small sacristy. The missal (altar book) is placed in its bag and, with the stand, it is put in the cabinet above and to the right of the sink. Place the dust cover over the altar.

Consecrated bread left over from the service needs to be consumed. AG members may eat it or crumble it and place it outside for the birds to eat. AG members may place consecrated wine in the aumbry as reserve, consume it, or pour it down the piscina. Never put unconsecrated leftover wine into the original bottle for use at later services. Tip: at the end of the service the celebrant covers consecrated leftovers with a veil. If the leftovers are uncovered, they are unconsecrated.

Wine and Bread

A few bottles of wine are stored in the locked cabinet in the small sacristy. Additional bottles are stored in the locked cabinet in the large sacristy, above and to the left of the sink.

Patty Lundquist makes the bread for the 9:00 and 11:15 AM Sunday services. She delivers it on Saturday and stores it in the round tin in the small sacristy. 

Wesley Ann Godard, Mary Ann Grundborg, and Penny DeFilippi make bread in two sizes of loaves for the Sunday 7:45 AM and Wednesday noon services. They place this bread in containers in the freezer marked to indicate they are for use at worship services. Use the medium loaves for the Sunday 7:45 AM service, and the smaller ones for the other services. 

St. George’s uses wafers at the 6:30 AM services on Wednesdays and other services, such as funerals and weddings. We store wafers in the small sacristy above the sink in the small sacristy.

Vessels

St. George’s stores both silver and pottery vessels, offering plates, and missal stands in the small sacristy. We use silver ones for most of the year and the pottery ones during Lent. 

Altar Candles

The silver altar candles and the torches use liquid wax. There is at least one container of the liquid wax in the small sacristy, with extras stored in the large sacristy above the frontal storage area.

The candelabra and the window candleholders used during Christmas Eve and Easter services use wax candles. Some brides may also opt to use the candelabra; there are four available for their use. We store the candelabra in the freestanding closet in the large sacristy and the window holders in one of the closets in the large sacristy.

St. George’s stores candles in the cabinets in the large sacristy. We will use good condition “slightly used” candles in the window holders.

Linens

St. George’s stores linens in the drawers in the small sacristy. There are small linens such as purificators, corporals, and veils, and larger pieces such as the fair linen (the large piece that covers the altar). For more information on care and ironing of linens, see the C.M. Almy tip sheet at the end of this manual. 

Glossary

There is a glossary of terms in B. Don Taylor’s The Complete Training Course for Altar Guilds. A copy of this book may be found in the small sacristy. 

Liturgical Year

In all seasons, set up for Holy Eucharist (HE) remains the same. Communion vessels are either silver or pottery, depending on the season, and the frontals are changed to the appropriate color. We store frontals on a rack in the large sacristy. We store the matching burse and veils in the small sacristy.

Advent

The liturgical year begins four Sundays before Christmas with the season of Advent. The frontal, burse, and veil are blue during Advent. We use no flowers during Advent, unless requested for a funeral or a wedding. Remove flower stands and store them in the large sacristy.

Attach the advent wreath to the rood screen. Use three blue candles and one pink candle. An acolyte lights the first candle on the first Sunday in Advent, lighting one more candle on each subsequent Sunday during the season. 

Christmas

Sometime after the Fourth Sunday in Advent services are completed but before the Christmas Eve services, the AG “greens the church” for Christmas. The AG coordinator will set a date and time of the Greening that will vary from year to year, 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.

In preparation for the Greening of the Church the AG coordinator orders special flowers. We place these flowers on the chancel steps and also may use some to decorate the church. 

During the Greening of the Church the AG returns the Advent wreath to the large sacristy.

We use the four candelabra in the sanctuary, behind the altar on each side of the flower stands where they will not impede movement. We use new candles in the candelabra each Christmas season.

Return the flower stands to the chancel, behind the altar next to the screen.

We use the festival gold/red/green brocade frontal and the festival chalice during the season of Christmas. At other times of the year the festival chalice remains in storage in the locked cabinet in the small sacristy.

During the greening of the church the AG obtains the crèche and places it on the chancel steps next to the lectern. The crèche is stored in the attic after each Christmas season. With prior arrangements the Sexton can assist with its retrieval and have it available in the large sacristy. (Otherwise, there is a key to the attic in the church’s master key storage box in the elevator control room.)

We use the window candleholders during Christmas, too. Place one candleholder in each window and a candle in each slot. Slightly used candles may be used in the window holders. These are often decorated with greens or other decorations for the Christmas Eve service.

Epiphany

Epiphany falls on January 6. The festival frontal remains on the altar through the first Sunday of Epiphany. After this service the frontal switches to green and remains green until Ash Wednesday.

Lent

Ready the church for Lent no later than Shrove Tuesday in preparation for the early Ash Wednesday service. 

We change the frontal to the Lenten array, a cream raw silk frontal. We hang two black orphreys or wide bands over the front of the cream frontal. Pin these bands to the frontal top and let them hang to the floor in the front. Make sure the orphreys are even distances from the ends of the altar and hang even with the floor. 

On Ash Wednesday, place purple orphreys on top of these black ones. We store the frontal on the rack in the large sacristy and the orphreys in the closet in the small sacristy.

On the Fourth Sunday in Lent we replace the purple orphreys with rose ones. On the Fifth Sunday in Lent we return the purple ones.

Other set up details for Lent are similar to those in Advent: 

Use the pavement candles, not the silver altar candles.

Use the wooden offering plates & missal stand and the pottery communion vessels.

Use no flowers unless requested for funerals or weddings (so store the flower stands in the large sacristy).

Ash Wednesday 

There are usually three services scheduled for Ash Wednesday: one at 6:30 AM in the chapel, one at 12:05 PM in the church, and one at 7:30 PM in the church. Holy Eucharist is held at all three services and will require set up and clean up. Imposition of ashes also takes place during each of these services, so we need to lay out extra towels on the credence table for clergy to clean their hands.

Palm Sunday

On the Saturday before Palm Sunday, change the purple orphreys to the red ones. 

Veil the hanging chancel cross and the processional crosses in red chiffon, using veils stored in a box in a closet in the large sacristy. These may need pressing before use. 

Attach palm fans to the rood screen. Place palms at the back of the church for distributing to the congregation.

Set up for Holy Eucharist is the same as the Lenten set up, with wood and pottery vessels.

Holy Week

There are usually two Holy Eucharist services on the Monday, Tuesday, and Wednesday of Holy Week (one at 6:30 AM in the chapel, the other at 12:05 PM in the church). We set up for each of these as we do for the respective Wednesday services. It saves time to set up for the next one when you clean up the one just completed.

Maundy Thursday

There will be three Holy Eucharist services during the day, one at 6:30 AM in the chapel, one at 12:05 PM in the church, and one at 7:30 PM in the church. We set up for the first two as if they were Wednesday services. 

The evening service will include foot washing. Set up for this service as if it were a 10:30 AM Sunday service. Check attendance from previous year to gauge the amount of wine to set out. Remove the glass pitchers and towels from below the sink in the large sacristy and set them out for use during the foot washing portion of the service.

Place folded linen veil on small round tray and leave on Aumbry shelf, in place of the usual linen cover.

Take out the empty rollers for the Fair Linen, plastic, and undercloth and leave them on the shelf in the sacristy. They will be used to roll the items when the altar is stripped. Coordinate stripping procedure with head acolyte.

Two AG members should go to the sacristy immediately after receiving communion. Pull out the frontal rack, ready to receive the frontal. Take vessels from the acolytes as they come in. Pass the rollers to acolytes when called for.

Acolytes will completely strip altar and remove cushions, wooden candle stands, etc. to small sacristy.

The crosses remain veiled in red until preparation for Great Vigil service.

Good Friday

There are two Good Friday services, one at 12:05 PM in the church, the other at 7:30 PM in the church. For each the altar and chancel remain stripped and the wine that is used is reserved sacraments from the Aumbry. The AG does not need to do any special set up for these services.

The Great Vigil
The Great Vigil of Easter begins at 7:30 PM on the Saturday before Easter Sunday. The AG therefore sets up for this service on Saturday morning. 

In preparation for setup for Easter, the AG coordinator orders lilies and other flowers for use on the altar and for altar decoration. During the preparations for Easter the AG arranges the flowers on the chancel steps.

We remove veils from crosses, press them, and return them to their storage box in the large sacristy closet.

We reinstate silver candlesticks, communion vessels, offering plates, and missal stand to their accustomed places in the sanctuary.

We place the Paschal candle on first step to the left of baptismal font, then top off the oil in the Paschal candle, altar candles, and torches.

We cover the altar with undercloth and use the green/red/gold brocade festival frontal. 

We replace the needlepoint cushions around the altar rail. The design in the leaf pattern moves from brown leaves closest to the choir area to green leaves toward the front of the church.

Altar flowers return to the church during Easter and the seasons thereafter, so we return the flower stands to the sanctuary from their Lenten storage in the large sacristy.

If we desire, we decorate the rood screen with flowers other than the usual flower arrangements.

We prepare Holy Eucharist as for 9:00 AM Sunday service. Prepare for baptisms, if there are some scheduled. 

Check with the clergy to see if window candles, candelabra, and individual candles for worshipers will be used. If so, place candleholders  and candles in windows, and put four candelabra in the sanctuary. Prepare two boxes of small vigil candles with bobeches (small cardboard rings placed over the candles) and leave them in back of the church.

We remove candelabra and window holders after the Easter Vigil service.

Easter Day

There are Easter services at 7:45 AM, 9:00 AM, 11:15 AM on Easter Sunday. We set up for all of these services as for the regular Sunday services. We use the festival chalice and cover it with the burse and veil.

The festival frontal remains on the altar during the Easter season until Pentecost. The Paschal candle also remains in place until after the service on the Day of Pentecost.

Pentecost

We use the red frontal for Pentecost. 

We decorate the rood screen with red flowers, fabric, etc. (as we are inspired) to mimic the tongues of flames that are associated with Pentecost.

After this service we put the Paschal candle and the red frontal away. We bring out the green needlepoint frontal, which remains in place until the First Sunday of Advent—the start of another liturgical year.

Other Services

Baptisms

Remove the font cover and place it in the sacristy. There is an aluminum bowl in the font to hold the water.

Place an appropriate number of terry towels on the right side of font (one for each candidate).

Fill the ewer with hot water slightly more than half-full and place it on top step on left side of lectern, as you face the lectern from the nave.

Place the Paschal candle on the first step to the left of the font, next to the lectern. 

After service, pour baptismal water down the piscina. Dry the aluminum bowl thoroughly before replacing the font cover.

Funerals

Memorial service with casket present

The frontal is not usually changed for funeral services. 

The funeral pall is white with gold trim and flowers, with the “Alleluia” across the top half and is stored on the frontal rack in the large sacristy. If the pall is needed to cover a casket, spread it across the last pew on the left (Gospel) side of the nave, just inside the main entrance to the church. The pall is spread with the word Alleluia over the upper half of the casket, across the chest of the deceased. The pall is sometimes used on a closed casket at a funeral home, but does not go to the cemetery after the funeral service.

The casket is rolled into the sanctuary feet first, so the word Alleluia faces the altar. However, caskets of bishops, priests and deacons are rolled in headfirst.

Check the oil level in the Paschal candle and top off if necessary. Place it at the foot of the casket and light it before the service.

If there is a Eucharist, set up the altar and credence table as for an 8:00 AM Sunday service. Use wafers instead of bread. If you can, try to get a gauge of possible attendance from clergy or office staff to estimate how many wafers and how much wine to put out.

Officiating clergy may want to use the altar candles even if there will be no Eucharist.

Flowers should not be in our liners or vases, but should be in those provided by the florist. Remove any ribbon bows. Flowers are permitted at funerals in Advent and Lent. If the funeral falls during Holy Week, check with the officiating priest.

Memorial service after a cremation

There is a smaller pall similar in color and decoration to the large pall that is used to cover the container of ashes, if desired. We store it in the small sacristy drawer with the burses and veils.

Place the small square table from the small sacristy at the top of the chancel steps to the right of the pulpit and cover it with a linen cloth (on roller marked with red tape and “center of church”). Place the container of ashes on this table and cover it with the small pall. 

Place the Paschal candle to the right of the table. Check the oil level and top it off if necessary.

A small arrangement of flowers may be placed on the table, behind the ashes, or on the floor in front of the table. Flowers may also be placed in the altar vases as usual.

If there is to be a Eucharist, set up altar and credence table as for an 8:00 AM Sunday service. 

The Paschal candle remains lighted until after ashes are taken from church and service visitors have departed.

Weddings

Before the wedding

The parish office will notify the AG coordinator of the date and time of a scheduled wedding. The AG member assigned to the wedding will contact the bride to offer assistance and answer questions.

Altar Guild members assist the bride with details about using the church and equipment, and also attend the rehearsal and wedding to assist with crowd control and directing the bridal party into place.

We do not change the altar frontal for weddings; use the color of the day. If the wedding takes place during Lent, the black orphreys may be removed for the service.

The bride may use our vases and liners only if she uses our florist. The bride should arrange to have our florist pick up the liners at the church office between 8:00 AM and 3:00 PM, Monday through Friday. She should also ask our florist to deliver the flowers to the church early before 10:00 AM on the day of the wedding. If the bride does not use our florist, her florist must provide vases and liners.

St. George’s permits pew decorations only in ways that do not damage the pews: no nails, staples, or tape. Pew decorations may be tied on using ribbon or elastic straps.

Brides may choose to use the seven-branch candelabra. There are four available for use. For most daytime weddings, brides choose to use two candelabra; evening weddings often use all four. Two are placed inside the sanctuary adjacent to the flower stands. If four are used, the second two may be placed outside the sanctuary, at the pillars near the credence and Aumbry tables. The bride may furnish the candles or purchase them from the Altar Guild at a cost of $2.50 per candle. If the bride is purchasing her own, she should purchase 14 12-inch candles with a ¾-inch diameter.

Remind the bride that there is to be no flash photography during the ceremony and encourage her to keep photography time after the wedding to 15-20 minutes. AG members will be waiting to clean up the wedding and setup for the 8:00 AM Sunday service. If possible, encourage her to have a receiving line at the reception, rather than at the back of the church.

At least one of the AG team assigned to the wedding should plan to attend the rehearsal. Take note of instructions regarding the processional, who goes where, timing of solos, since you will have to move people into place the day of the wedding. There is a usual procession order but the order may be altered by the couple or by the clergy:

· Groom’s mother is seated
· Bride’s mother is seated (music usually changes to processional here)
· Men enter side door with clergy
· Bridesmaids enter, one by one or in pairs 
· Maid of honor enters
· Ring-bearer and/or flower girl
· Bride and escort (musical change to bridal processional)
The actual processional will vary depending on the couple and instructions of the clergy. The organist usually plays one processional for the party member and switches to another for the bride. Wait for the bride’s music before sending her in. Check with the organist on music and cues.
Day of the wedding

On the day of the wedding, plan to be at the church early enough to see that the flowers have arrived and complete any setup needed in the sanctuary. If there is to be a Eucharist, set up the altar and credence table as for a 7:45 AM Sunday service.

We store the white needlepoint bridal kneeler in a flannel bag on top of the frontal rack in the large sacristy. Place the regular central altar cushion (the one with the lamb and the cross on it) in its usual position in front of the altar rail and place the white bridal cushion on top it.

It is possible that AG members will be asked to pin on boutonnieres, find safety pins, get spots off dresses, or sew on buttons. There are miscellaneous supplies, including club soda for spot removal, in the small sacristy. Ammonia ampoules are in the first aid kit.

Most bridal parties wait in the Rhodes Room until 5 minutes before the service is scheduled to start. The groomsmen usually wait in the St. George’s room, except for those ushers who are seating guests.

3-4 minutes before the scheduled start time, move the bridal party from the Rhodes Room to the back of the church. It’s easier to go out the bell tower door of the parish hall, unless it’s raining. In that case, take them down the hall and out the vestibule door. 

Line up the bridal party in the back of the church and send them in.

	Appendix A.
Sunday Eucharist 7:45 AM
(Saturday duties)

Check silver and brass for tarnish or smudges. Polish if necessary.

Linen on credence table

	Lavabo and towel
	Veil
	Chalice #2 with purificator
	Purificator bowl
	Missal with correct pages marked & stand



	Large silver tray with

· Small silver cruet filled with water

· Glass cruet with wide mouth (empty)
	Chalice #1 with

· Purificator

· Paten

· Pall

· Silk veil (back 3rd folded under)

· Burse with 3 purificators and corporal inside (hinge towards congregation)



	Altar: Candlesticks, plastic, microphone, aumbry key, and spoon

Aumbry table: Linen and offering plates

Front door of church: Linen and small loaf of bread (leave in plastic bag). Wrap bread in linen bread cover and put inside bread tray

Sacristy: Large glass cruet filled with wine. (Leave on counter.)

              Large loaf of bread from freezer (in plastic bag) in tin to thaw for 9 am service

              Large loaf of bread (brought by Patty Lundquist) in 2nd tin for 11:15 AM service

	Prepare Home communion kits (use wine and wafers from Aumbry), leave kits on counter. 

Put flowers in vases on stands behind altar.

Top off oil in torches and altar candles.

Polish brass hand rails if needed.

Check pews to see that BCPs and hymnals are evenly distributed.




	Appendix B.
Sunday Eucharist 9:00 AM

Linen on credence table

	
	Paten with purificator

Veil
	Chalice #2 with purificator
	Purificator bowl
	Missal stand with pew card



	Large silver tray with

· Small silver cruet filled with water

· Glass flagon filled with wine

· Wide-mouthed glass cruet (empty)
	Chalice #1 with                                 Bread tray with

Purificator                                         bread loaf in

· Paten                                           linen bread cloth

· Pall                                               

· Silk veil (back 3rd folded under)    

· Burse with 3 purificators and corporal inside (hinge towards congregation)



	Altar: Candlesticks, plastic, microphone, aumbry key, and spoon

Aumbry table: Linen and offering plates



	Appendix C.
Sunday Eucharist 11:15 AM

Linen on credence table

	Lavabo & towel
	Paten and purificator

Veil
	Chalice #2 with purificator
	Purificator bowl
	Missal (with correct pages marked) & stand



	Large silver tray with

· Small silver cruet filled with water

· Wide mouthed glass cruet (empty)
	Chalice #1 with

· Purificator

· Paten

· Pall

· Silk Veil (back 3rd folded under)

· Burse with 3 purificators and corporal inside (hinge towards congregation)


	Chalice #3 with

· Purificator

	Altar: Candlesticks, plastic, microphone, aumbry key, and spoon

Aumbry table: Linen and offering plates 

Front door of church: Linen. Loaf of bread wrapped in linen bread cover, placed in bread tray and flagon filled with wine.


	Appendix D.
Wednesday Eucharist 6:30 AM

	Small silver tray with

· Small silver cruet filled with water

· Large silver cruet filled with wine

· Paten with small loaf of bread wrapped in purificator
	Chalice with

· Purificator

· Paten

· Pall

· Silk veil (back 3rd folded under)

· Burse with 3 purificators and corporal inside (hinge towards congregation)


	Missal with correct pages marked & stand

	The clergy generally set up for this service


	Appendix E.
Wednesday Eucharist 12:05 PM

Linen on credence table

	Small silver tray with

· Small silver cruet filled with water

· Large silver cruet filled with wine

· Paten with small loaf of bread wrapped in purificator
	Chalice with

· Purificator

· Paten

· Pall

· Silk veil (back 3rd folded under)

· Burse with 3 purificators and corporal inside (hinge towards congregation)


	Missal with correct pages marked & stand

	Altar: Candlesticks, plastic, microphone, aumbry key, and spoon

Small sacristy table a few feet in front of the first pew near the aisle on the right side of the church: Wooden offering plate 


Appendix F.
Clean up Procedures in the Small Sacristy
Wash silver in hot soapy water and dry thoroughly with soft towel (paper towel will scratch surface). Note: The red liners in the offering plates are removable. For narrow-mouthed vessels twist a paper towel, put one end in the bottom of the vessel and leave the other sticking out above the rim to wick out any moisture. Put silver vessels away in tarnish-proof bags. Each piece has its own bag which is labeled appropriately. Patens may be stored two to a bag. Labels on the cabinets indicate what goes where. Wash and dry glass vessels, fit with a paper towel wick and put in the cabinet over the sink.

Cover altar candles with the tarnish-proof covers and place in the upper cabinets to the right of the stained glass window (in the small sacristy). Put the Aumbry key and the spoon in the small box in the cabinet with the chalices.

Cover the Fair Linen on the altar with the dust cover. 

Put the Missal (altar book) in its bag. Place it with its stand in the cabinet above and to the far right of the sink. 

Consecrated bread leftover from the service should be consumed. AG members may eat it or crumble it and place outside for birds to eat. Consecrated wine left in a chalice may either be consumed by an AG member or poured down the piscina (never down the sink drain). Consecrated wine still in a cruet or flagon goes into the Aumbry as reserve. Unconsecrated wine left in the cruet or flagon goes back into the wine bottle.


Tip: at the end of the service the celebrant covers the consecrated leftovers with a veil. If the leftovers are uncovered, they are unconsecrated.

Replace any unsoiled linens in the appropriate drawer for reuse. Carefully roll the credence cloth, and cloths for the Aumbry table and the back of the church on their rollers and place in the drawer. (Each of the latter two cloths has a color-coded thread in one corner hem to match its roller.) For soiled linens pour liquid dish detergent directly on the stain and wash out under hot water. Add more detergent to the glass measuring cup, put the linen in the cup, fill with hot water and leave on the counter.

Once the altar flowers have been distributed, clean, dry and store the liners under the sink. Clean and dry the vases, put the vases in their bags, and store in the roll-out drawers under the cabinet to the right of the window. 

Make sure the door to the cabinet with the wine is locked and that the latch to the adjacent door (with the silver trays) is in place so that the door won’t open. Place the keys in the drawer under the service instruction cards.

Turn off the water heater under the sink. Turn off the AC (on/off button on top right of the control panel), turn off the lights and lock the sacristy door. If no one else will be using the sanctuary, turn off all the lights and make sure all the doors are locked.

Appendix G. Caring for Linen

Fair linen, credence cloth, or communion linen will grace your Eucharistic rites for years to come. Lovely as it is, pure linen is a demanding textile. Fortunately, sacristans over the ages have accumulated and shared valuable knowledge on how best to care for linen. Here are some suggestions from C.M. Almy, Co., that we find helpful.

Cleaning Linens

Always shake linens just removed from the communion table into the sacristy’s piscina 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. 

Stain Removal

As soon as possible after removing linens from the sanctuary, inspect them for stains that may not come out in normal washing. Common stains include: 

Wine 

Spray the stain with Wine Away Red Wine Stain Remover© which is available from Almy. Let stand for 30 seconds before hand or machine washing. If Wine Away is not handy, 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 Almy Candle Wax Remover® to the stain to dissolve the lipstick, 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 Almy 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. Chalice palls with stiff plastic linings should be hand washed, using a soft clean vegetable brush when necessary.

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.

Ironing

Linen is a very “dynamic” fiber and ironing can be tricky, but these simple guidelines make the job very manageable.

Preparation

Cover your ironing board and surrounding surfaces with clean cotton sheets. Also, have a towel handy to lay beneath embroideries when pressing. Place the ironing near a large surface such as a bed or table on which you can place linens to dry after pressing. All surfaces around the ironing board should be clean. The iron should be hot and clean.

General

Iron damp linens on the “wrong side” first, using a steam iron if you choose, keeping hems square. Gently press embroideries and cut work into a towel; do not force the tip of the iron into the embroidery. Set aside to dry. When dry, press again on the “right side” with a dry iron to smooth hems and to create a polished look. Set aside to roll or fold. Never use starch on linen. 

Fair Linens And Credence Table Cloths

Table Cloths 

For larger linens that will not fit on the ironing board, begin by arranging the damp linen on the floor next to the ironing board in an accordion fold. Then bring one end of the linen onto the ironing board, iron side to side keeping hems as square as possible, and draw the ironed linen off the board onto the adjoining table or bed to dry. When dry, arrange on the floor again and repeat the process, this time pressing on the “right side.” Roll the linen onto a cardboard roller right side up, keeping a slight tension to prevent wrinkles, and taking care to keep hems straight. Wrap the roll in tissue paper to protect it. 


A Special Note 

Linens with heavily embroidered ends—particularly with lace cut work—need special care. If allowed to dry before pressing these will often shrink and twist out of shape. Don’t despair: with effort and help they can be put to rights. Assemble two or three helpers. Make sure linen is damp. Have helpers grasp linen at the hems and stretch while you press embroidery from the center of the linen toward the hems. This is how we do it in our Madeira and Maine shops! 

Folding Small Linens

Corporal 

Place corporal on the ironing board right side up, with cross near you. Fold in thirds, folding the bottom side up, then the top side down. Finger press creases at the folds. Now fold the right side in (toward the left), and, finally, the left side in (to the right). Again, finger press creases. 

Purificator 
Place purificator on the ironing board right side down. Fold in thirds, right to left, left to right, bottom up, and top down. Finger press creases.

Lavabo Towel 

Place lavabo on the ironing board right side down. Fold in thirds, right to left and left to right. Then fold in half, top down. Finger press creases.

Chalice Veil 

Do not fold veils. Store flat.

Storage

Always be sure linens are clean before storing. Store Fair Linens, Credence Table Covers and other large linens on rolls, wrapped in tissue paper or muslin. Communion Linens should be stored folded or flat, wrapped in acid free tissue or muslin. Keep in a cool, dry, well ventilated area. If it is going to be some time before the linens are used, you may wrap them in plastic wrap or keep them in plastic bags. Do not store linens in cedar chests. 

PAGE  

