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The Gap Uniting Church 

1050 Waterworks Road, The Gap 

Phone: 3300 2712 

www.thegapuca.org.au 



 

Congratulations on your election and a very warm 

welcome to: 

 

 

 

Elders of 

The Gap Uniting Church 

 

 

 

YOUR TERM 

 

Your nominated term to the office of eldership is 

between a two to five year time frame, after which you 

will become eligible for re-election, if you so wish. 

 

 

 

STRUCTURE 

 

Elders may also choose to serve on Church Council and 

therefore on a chosen team.  You will have particular 

responsibilities to that team.  Alternatively, Elders will 

serve within a chosen team but not as a part of Church 

Council. 

 

Within the Church Council structure Elders come under 

the umbrella of the Care Team as part of the Pastoral 

Care group. 



 

MINISTRY 

 

The ministry of Elders is defined as ‘assisting the 

ministry team in the spiritual oversight of the 

congregation.’ 

 

Aspects of spiritual oversight can be expressed by: 

 

 Sharing with the Minister in the encouragement of 

faith and love to all church members. 

 

 Assisting the Minister with worship, particularly at 

Communion, Baptism, Confirmation and other 

special occasions. 

 

 Assisting on rosters of welcome, vestry duty. 

 

 Caring, encouraging and supporting (Pastoral Care) 

your assigned congregational members. 

 

 Attending regular Pastoral Care Group meetings for 

fellowship, sharing pastoral concerns and training 

sessions. 

 

Pastoral Care is nurturing that you give by maintaining 

regular contact with members on your Pastoral Care list 

or Circle of Care.  Pastoral visits to your members may 

be suitable but please ensure they are agreeable with 

this beforehand.  At least, ensure members know ‘their 

Elder’ and that they can call on you and if necessary, 

you can be their link with the Minister. 



 

 

ROLES 

 

 

 Welcome Elder 

 

The Roster Secretary will roster one welcoming 

Elder. 

 

As welcome Elder you are asked to: 

 

 Wear your own name badge so newcomers can 

read your name. 

 

 Arrive at least 20 minutes before the service 

begins. 

 

 Stay at the door for about 5 minutes after the 

service starts. 

 

 Remember ‘a smile has immense face value’. 

 

 Help newcomers complete the Welcome Care 

Card, if they are willing. 

 

 Look after newcomers after the service by 

making introductions to other Elders and the 

Minister and inviting them to morning 

tea/supper. 



 

 Vestry Elder 

 

On Communion Sunday, the Elder in charge of 

Communion will lead in prayer.  Please be in the 

vestry at least 10 minutes before the start of service. 

 

Pass on to the Minister any pastoral concerns that 

you may have been made aware of before the 

service, e.g. illness or special visitors (be aware of 

privacy issues). 

 

On other Sundays, the worship co-ordinator will 

pray with the Minister and music team. 

 

 

 Communion Elder 

 

A roster is compiled by the Roster Secretary that 

provides up to six Elders to serve Communion on 

the first Sunday of each month at 8:30 and the third 

Sunday of each month at 6:00 pm.  The person 

whose name appears at the top of the list will be 

the leader and is responsible for contacting the 

other Elders ensuring their presence on Sunday.  

Persons on the Communion Stewards roster prepare 

the table and the elements (not the Elders). 

 

The leader will contact the Minister in the week 

before to find out how Communion will be served.  

This information is then passed to the stewards 

preparing the table and the Communion Elders.  

(Musicians should also be made aware of the 

format). 



 

 

All Elders meet with the Minister in the vestry at 

8:20 am or 5:50 pm to decide the distribution 

areas.  The leader offers a prayer for the Minister 

and Elders return to their seats. 

 

During the singing of the Communion hymn, Elders 

should proceed to their places at the table.  Two 

people, previously decided, will remove the cloth 

from the table and a third person will manage the 

cross.  After the hymn, be seated. 

 

 

SERVING COMMUNION FROM THE FRONT 

 

When serving communion at the front, only four elders 

are required.  The congregation will be directed to go 

forward by the stewards.  Some will kneel and others 

will stand. 

 

Begin at opposite ends of the line and work your way 

to the middle allowing the people to take the element 

from you.  Some people will wait to be handed the 

bread or wine.  When serving the wine, the other 

Elders wait until all have been served and then proceed 

to collect the glasses commencing from each end.  The 

Minister will offer a blessing and the people return to 

their seats.  (Please be aware that occasionally some 

people will still need to be served in the pews and the 

elements will need to be taken to them). 

 



 

 

 

SERVING COMMUNION IN THE PEWS 

 

The Minister will give each Elder a plate/tray.  When all 

Elders receive their plate/tray they will proceed to serve 

the people.  Remember to serve anyone that may be in 

the cry room. 

 

When all the people are served, gather at the top of the 

middle aisle and walk back to the table together, 

returning your plate/tray to the Minister who will place 

it on the table. 

 

Remain standing around the table.  The Minister will 

then serve each Elder and the last Elder to be served 

will take the plate/tray and serve the Minister.  All will 

eat or drink together.  Return your own glass to the 

tray.  Remain standing. 

 

During the singing of the first verse of the final hymn, 

those Elders responsible will return the cloth covering 

the elements. 

 

We have gluten free bread which is placed in small glass 

dishes on the wooden trays. 

 

After worship is finished the Elders will take the 

elements to the preparation room and remove the 

cloths from the table. 



 

OTHER METHODS 

 

From time to time other methods for serving 

Communion will be used (e.g. intinction).  Procedures 

for this will be determined when it arises. 

 

We have several small kits which can be used to take 

Communion to those not able to be at worship. 

 

 

BAPTISM PROCEDURES 

 

Following the request from parents who wish to have 

their child baptised, the Minister will contact the 

parents and make a time to visit.  This visit will explain 

the purpose of baptism and arrangements will be made 

deciding the day and an officiating Elder.  (Sometimes 

the parents have a particular Elder in mind, if not the 

Minister will contact the Elder’s secretary who will 

ensure an Elder is selected.)  The Elder and the Minister 

will, if possible, arrange a mutually suitable time to visit 

the parents. 

 

On the Sunday the Elder will: 

 

 Place reserve signs on a few front seats.  The signs 

are in the foyer centre cupboard. 

 

 Ensure the font is in place and place some water in 

it. 

 

 Fill the jug with water (warm water in winter). 

 



 

 Place jug and washer on the Communion table. 

 

 Ensure the signed baptism certificate, the card from 

the church, and the faith chest are easily accessible 

in the church. 

 

 Light the Christ candle. 

 

The Elder will greet the family at the door and take 

them to their reserved seats.  Ensure parents (if they are 

new to the church) know where the toilets and family 

room are situated.  The Elder will then advise the 

Minister of their arrival and where they are seated. 

 

Before the Minister calls upon the Elder to present the 

family and their child for baptism, please remove your 

name badge – it may become dangerous for little faces. 

 

The Elder will take the family to a position behind the 

baptismal font, before presenting the family and child 

to the congregation.  Move to stand beside the family. 

 

The Minister will call on you to pour the water into the 

font.  After the child has been baptised wipe the excess 

water away with the special washer from the 

Communion table.  This washer will be placed in a 

plastic bag and placed in the faith chest. 

 

The Minister will ask you to present the child to the 

congregation while the blessing is sung.  Don’t hurry, 

but up and down the central aisle is sufficient. 

 



The Minister will present the parents with a booklet of 

printed vows that they may follow as they make their 

commitment.  This will be followed by presentation of 

the certificate, card, the faith chest and baptismal 

candle. 

 

After the service, the Elder will ensure the parents are 

looked after with morning tea/supper or assist them to 

get away. 

 

When the parents have left the church, please empty 

the water from the baptismal font, wipe the jug and 

put it away.  Extinguish the Christ candle. 

 

Two months later, the Elder will contact the parents 

just as a courtesy call and enquire after their wellbeing. 

Annual follow up cards are sent out on the anniversary 

of the baptism.  A set of “Church Family” leaflets is also 

provided for each family. 


