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 Communion for Forest Hill United Church 

A Checklist and Recommendations for both Served and Intinction methods 

 

Thank you for taking leadership in organizing or for assisting in the sacrament of communion at 

Forest Hill United Church.  The purpose of this document is to provide information and 

instructions for the preparation and serving of communion in either of two methods: served and 

intinction.  A decision was made by the Worship Committee to alternate between the two; you 

will be informed as to which method is to be prepared. 

 

When communion is offered using the served method, the bread and juice are served in 

individual portions to the congregation in their seats; when the method is intinction
1
, those 

members of the congregation who are able, come forward to receive the elements, tearing off a 

piece of bread from the loaf and dipping it in the chalice of grape juice.   Anyone who is not able 

to come forward will be served in their seats.   

 

What is needed and where it is located: 

 The cupboard in the kitchen (lower left when facing the door to the sanctuary) contains 

the communion dishes, trays, goblets, cloths, plastic buckets (for collecting individual 

glasses) etc.    

 The round table is located in the storage cupboard (located next to door leading to hall. A 

key needed to open the door is kept in the upper left kitchen cupboard). 

 The white round communion table cloth is kept on a hanger in the choir room. 

  “Reserved” signs are found in the choir room, in the glass-fronted cupboard. There are 

also a few in the cabinet where the hymn books are kept 

 One liter of pure grape juice should be purchased fresh each time. Bread: one loaf sliced 

and one loaf unsliced for served communion; one loaf unsliced plus a small quantity of 

sliced/cubed bread for intinction. Rice bread for the gluten-free (celiac) tray should be in 

the kitchen fridge freezer. 

 

 

Preparation: 

While preparations for communion can be done on the morning of the service, it is 

recommended, especially for served method, that if possible some of the preparations be done 

the evening before.  If a key to the church is needed, please check with someone on the Worship 

Committee or a Board member. 

 Table setup: get the round table from storage cupboard and set up in center of rug in the 

sanctuary.  The tablecloth can be placed on it at this time.
2
  This is needed for both 

served and intinction methods. 

 There is a diagram (attached to this document and also taped to door of cupboard) 

which shows the placement of communion elements on the round table used for both 

kinds of communion.  

                                                           
1
 This practice comes to us from our Methodist roots. 

2
 Cloth should be placed with gussets hanging down the sides, i.e. facing the ends of the hall. 
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 Put “reserved” signs, hymn books and bulletins on 5 or 6 chairs facing the pulpit (see 

diagram). 

 Before the service, place the goblet(s) and the whole loaf on a platter, covered with 

cloths, on the window ledge at the back. 

For served communion: 

 Fill glasses: In the cupboard containing communion elements, there is a plastic bottle 

with a long spout. This holds approximately 2 cups of grape juice.  The individual glasses 

are filled by directing the spout over the glass and squeezing the bottle, either while they 

are in the serving tray, or by taking them out individually, filling them, and returning to 

tray (whichever method is easier).  Usually approximately 70 glasses are filled plus four 

for the gluten free tray.
3
 There are three trays with glasses in them (use either 2 or 3 

depending on size of congregation) a base and a cover with a cross on it.  They are found 

in different boxes in the communion cupboard.  To make for easier storage, the cross for 

the cover is stored ‘upside down’ inside the cover.  This will need to be assembled and 

when arranged on the communion table they are stacked one on top of the other.   

 Chalice: fill the silver chalice approximately ½ full.  Place paper napkin under chalice to 

absorb any spilled grape juice. 

 Bread preparation: There should be approximately 90 cubes of bread prepared.  If this 

is done the night before (at home or at the church) please store them in a plastic bag to 

prevent drying out.  There should be two trays for the bread cubes, plus one gluten-free 

rice bread tray (for celiacs): one slice of rice bread (it doesn’t take long to thaw) cut into 

several cubes, making sure not to use the same knife and cutting board used to cut 

the wheat bread.  

 There is a round tray for the nursery with two sections for glasses, one section for cubes 

of gluten-free bread, one section for regular bread. 

 The non-sliced loaf for the minister should be cut part way through to make it easier to 

break the loaf.  

 Cover elements with white cloths. 

 Put buckets in bottom shelf of pulpit.  

For communion by intinction: 

 Pottery serving dishes:  there are pottery plates and chalices in the cupboard with 

communion materials and these are used when the method is intinction.   

 Bread: one loaf sliced part way through.  One small tray or plate with one slice of rice 

bread as per instructions above.  . 

 Chalices: fill the pottery chalices ½ to ¾ full.  As well, fill approximately 8 glasses for 

the round tray.  Place paper napkins under chalice to absorb any spilled grape juice. 

 There is a round tray for the nursery as described above. This tray is also used for those 

who choose not to come forward. 

 

 

 

                                                           
3
 The squeeze bottle should be rinsed and drained as soon as finished to prevent stains. 
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The next part: Served and intinction: the how to and who does what section: 

Before the service, decide who will 1) bring forth the elements – 2 persons, 2) serve the 

gluten-free tray, 3) serve the nursery, 4) serve the sanctuary including the Music Director – 

3 or 4 persons, 5) serve the minister.  

For both methods:  

 During the offering the servers can move to reserved seats and two servers will retrieve 

the chalice and plate with the loaf of bread from a window ledge at the back of the 

church.  These are brought forward after the offering prayer.  The other trays may be 

uncovered during the last verse of the communion hymn and servers will return to their 

reserved seats. 

 It is preferable to have one server specifically for the gluten-free tray and one specifically 

for the nursery tray; but these functions can be combined if necessary.
4
 

 It is the practice at Forest Hill that the children return from Sunday School to be able to 

participate in communion. 

 After the service those who have participated in the preparation and serving of 

communion can take the trays and other elements to the kitchen to be cleaned, tablecloth 

removed
5
 and table put away. 

 For served communion: After the words of institution the minister will indicate to the 

servers to come forward to receive the bread (and later the juice once the bread has been 

served).  The congregation, including the Music Director
6
, is served, servers moving from 

front to back of each section. One server is designated to take the tray that combines 

juice,gluten-free and regular bread cubes to the nursery. One server serves the gluten-free 

bread to whoever indicates the preference.  Once the congregation has been served, the 

minister will serve communion to the servers, and after that has been done a designated 

server will serve the minister.  The same procedure is repeated for the juice.  The trays are 

covered during the final hymn and servers return to their reserved seats for the remainder of 

the service. 

After the service, the individual glasses should be gathered in the buckets (previously placed on 

bottom shelf of pulpit.) 

 

 

 

                                                           
4
 Having separate servers prevents a delay in returning to the front seats for servers and minister to be served. 

5
 If there are stains on the cloth, it will need to be laundered before using again. There is a jar of cornstarch plus 

instructions on how to remove stains, in the communion cupboard. 
6
 The element should be placed on the end of the piano keyboard. 
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For the intinction method: After the words of Institution, those serving will come forward and 

one will stand with the minister to hold either the platter with half a loaf of bread, or the chalice 

and two others will stand close by to form another “station”. (See diagram.) One server is 

designated to take the tray that combines juice, gluten-free and regular bread cubes, to those 

unable to come forward, to the Music Director, and then to the nursery. One server is designated 

to serve the gluten-free bread to those who prefer.   

 

As congregation members partake of the elements, it is appropriate to say words such as “the 

Bread of Life shared for you” for the bread or “the Cup of Blessing poured for you”, or 

whichever words that the minister uses. When all congregation members have been served, the 

minister and one other will serve the “servers”. Then the server who assists the minister and the 

minister will serve each other.   Servers will return to their seats for the conclusion of the service.   

 

 

[Revised by the Worship Committee, Nov./Dec. 2012, Jan. 2013] 
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