WHAT TO PREPARE & WHERE TO PLACE IT:
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COMMUNION PREP & CLEAN UP

Before Worship

4 trays* of wine/grape juice (communion table)

*Sometimes we’ll need more than 4, decided by pastors;

extra trays with clean empty cups are in the tall cabinet

(see pic right).
3 or 4 loaves of gluten-free, nut-free bread (place on plate
on communion table — cover bread with a cloth)
2 baskets with paper towels for used individual cups
(small side tables in sanctuary, near columns with speakers — make
sure these are positioned at least a foot away from the speakers to avoid head collisions)
1 pottery chalice with a small amount of wine (communion table — cover cup with small cloth)

2 additional small cloth napkins/linens folded (next to plate on communion table)

This is what the table should look like
(the bread goes under that cloth
on the plate).

WHERE TO FIND WHAT YOU NEED:

Trays — on black prep table.

Clean cups — in dishwasher rack on black prep table.

Wine — in cupboard under sink; empty an open bottle before opening a new one.
Grape juice — first check the sacristy fridge for an open bottle (fridge is next to the black
prep table) — make sure it’s a Grace bottle and not LCM; empty this before opening a
new one, found under sink. Mark the open date on a bottle before replacing it in the
fridge.

Wine/juice dispensers — turned upside-down in sink dish drainer.

Bread — pastors will fetch ahead of time and place on the counter.

Plate — in sink dish drainer, or upper right cupboard.

Baskets — on black prep table, or already out in the sanctuary.

Paper towels — on counter (more stored in the upper left cupboard).

Chalice — in upper right cupboard, or in sink dish drainer.

Cloths — drawer to left of sink.

Dish towels — on counter, or in the kitchen in labeled drawer near microwave.
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PREPARING THE TRAYS:

1. Wash and dry your hands.

2. Working at the black prep table, fill the trays with clean
glass cups from the dishwasher rack on the table, until
you have 4 full trays (or more, as directed).

3. Use plastic dispenser cups to fill the individual cups (see
pic right). Rest dispenser on its respective bottle
opening when you need to set it down.

4. Atray holds 40 cups. In each tray fill 15 cups with grape
juice (approx. 1/3 tray) and the rest of the cups with
wine, grouping them so it’s easy for communers to see
which is which (see diagram right).

5. Stack the trays in one column. Cover with the tray lid. Set on
communion table.

6. Pour unused liquid from the dispensers back into their respective
bottles. Return the grape juice to the fridge; leave the wine bottle
out on the counter for post-worship communion clean up. Wash the
dispensers in hot water and turn upside-down in the sink dish
drainer.

During Communion at Worship

Please sit in a front pew or near the communion table during communion to assist with the
changing out of the wine trays and fetch more bread as needed.

Use hand sanitizer before touching anything. Wherever you choose to sit, position yourself to
see how low trays or bread are getting (it’s OK to walk near the servers to check). Go to the
altar, and then bring down another tray for the person serving the wine, or more

bread. Exchanging the trays can be tricky — the person serving may need to set their tray
down to be able to receive the full tray. Back at the altar, depending on how many people are
still in line for communion, you may need to redistribute what is left between trays to more
fully fill a partially-emptied tray (be sure to use hand sanitizer before this step).
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Communion Clean Up

CARRY ITEMS FROM COMMUNION TABLE & CUP COLLECTION BASKETS TO SACRISTY, THEN:

Wash and dry hands.

Bread — Bring extra bread down to Coffee Hour for serving, eat it, give it away, or dispose

of it. If disposing, please put it in the organics bin. A fresh full loaf can be returned to a

ziplock bag and brought to the fridge freezer in the kitchen; a previously-frozen loaf cannot

be used again. (There is a space in the lower freezer drawer that’s just for Grace bread.)

Empty cups —

o Grape juice: drink or pour all into the sink (can’t be reused once it’s been out awhile).

o Wine: pour back into wine bottle (this keeps better than grape juice). Emptied cups can
be added to the used cups; place in the collection baskets or add to a dishwasher rack
that’s been placed over the sink (see ‘Transporting Cups’ below to decide).

TRANSPORTING CUPS TO & FROM KITCHEN:

We clean used individual cups in the kitchen dishwasher to sanitize them.

You may use a cart (found in the kitchen) to transport the rack with cups to and from the
sacristy and kitchen, using the elevator, or you can carry the rack. You may wish to
transport them while still in the collection baskets.

Turn on the dishwasher (if it hasn’t yet been turned on) to allow it to warm up.

Run the rack through a load in the dishwasher. Do not place any other dishes or silverware
on the cup tray — only the communion cups should be in this load.

When the load is finished, remove it to the counter. Wash hands, and then tip any cups
upside-down in the tray so water drains out.

Bring the rack of clean cups back to the sacristy. Place it on top of the bottom tray that’s
there and drape a clean dishcloth over the whole rack. (These will stay there to air dry until
the following Sunday.)

ADDITIONAL CLEAN UP:

Trays — Spray trays with the mild “Dawn” dish soap in the sacristy, wash with lukewarm
water and soft white washcloths, rinse, and thoroughly dry the trays with clean dish
towels. Stack on black prep table and cover with lid.

Other dishes — Wash wine chalice and bread plate with hot water. Place in in the sink dish
drainer with the dispenser cups.

Cloths — Fold unsoiled cloths and place in drawer to the left of the sink. Bring soiled cloths
to the kitchen and place on the wire cart just inside next to the door.

Communion Table & Floor — Brush crumbs from the cloth to
be disposed of in the sacristy. Use short broom and dustpan to
spot-sweep around the altar and in the serving area of the
floor.

Baskets for used cups — Discard paper towels; wipe down the
inside liner with damp cloth (the placemats lining the basket
are plastic and washable). Set these on the small fridge.




