
Series: Basic Deacon Ministry

Title: Lesson 8 - Administering the Ordinances

Text(s): Matthew 28:18-20; 1 Corinthians 11:23-27


In our previous lesson we briefly talked about the ordinances of the church.  There are two 
observances the church should keep on a regular basis — baptism and the Lord’s Supper.  
When done in a Christ-honoring and Scripturally-based way, such modes of worship can do a 
lot to edify, encourage, evangelize, educate, and equip those who take part in them.  Deacons 
have a place in helping facilitate such things.  In what follows, we will discuss how deacons 
can help with the ordinances of the church.  Perspectives and approaches to the ordinances 
vary in different congregations.  The instruction below is intended as a guide.


BAPTISM 
Baptism is frequently observed in many protestant, evangelical churches.  Exact modes and 
methods vary from denomination to denomination, but most understand that the act is 
something for recent converts to the faith.  When one is baptized, there is normally an 
atmosphere of jubilation and excitement.  The event typically brings family members into the 
church who do not customarily attend.  For pastors and deacons alike, baptizing a new convert 
is often one of the most rewarding activities in ministry.

	 It is for good reason that the church places priority on the act of baptism.  Jesus 
Himself ordained the observance.  In Matthew 28:19, He said, “Go, therefore, and make 
disciples of all nations, baptizing them in the name of the Father and of the Son and of the Holy 
Spirit.”  Our Lord’s words formed a part of what is now known as the Great Commission.  That 
passage outlined one of the chief priorities of the church — making disciples.  Baptizing is a 
critical component of that priority.

	 There is a two-fold reason why baptism is important in the disciple-making process.  
First, baptism gives new believers an opportunity to profess faith in Christ.  The act does 
nothing in the way of providing salvation.  One simply gives testimony of his or her conversion 
through the act.  In doing so, one is buried under water to depict how he or she has died to sin.  
One is also raised from that same water to demonstrate how he or she has received new life in 
Christ.  Paul spoke of this picture in Romans 6:4, saying, “Therefore we were buried with him 
by baptism into death, in order that, just as Christ was raised from the dead by the glory of the 
Father, so we too may walk in newness of life.”

	 Such public profession is important.  Believers are called to shine the light of Jesus in a 
dark world (Matthew 5:16).  Each has a part to play in the mission of making Christ known 
(Acts 1:8).  Scripture says, “…but in your hearts regard Christ the Lord as holy, ready at any 
time to give a defense to anyone who asks you for a reason for the hope that is in you” (1 Peter 
3:15).  Baptism is the first opportunity a new believer has to profess Christ.  If one is not willing 
to witness in such a way, can it be expected that one will faithfully witness for Christ 
throughout the Christian life?

	 Second, baptism is important because it is an act of obedience.  Why should a new 
believer be baptized?  Because Jesus said new believers should be baptized.  I have often 
heard baptism likened to “the first step of obedience in the Christian life.”  The ordinance trains 
new believers to live a life of obedience to Jesus.  If one isn’t willing to follow the words of 
Christ at the outset of the Christian life, how can it be expected that one will obey Jesus 
throughout the rest of his or her spiritual journey?

	 It is for these reasons that baptism is a pivotal practice in the Christian life.  Jesus 
ordained the ordinance for a reason.  New believers need to publicly profess their newfound 
faith and they need to be trained to obey Jesus.  Because of the spiritual gravitas associated 
with the ordinance, church leaders should be diligent in performing the ordinance in an 
appropriate fashion.  Below I would like to outline several suggestions for baptism.  I have 
discovered these through several years of baptizing new converts.  As a deacon, you will likely 
have an opportunity to assist with the work of baptism.  Keep these things in mind as you do.




1. Meet with the candidate ahead of time. 
Because of its purpose, a believer should be baptized soon after conversion (Acts 9:18-19).  I 
realize there are many churches that do things differently in this regard.  Some prefer a rather 
lengthy lead-up time that involves some sort of training, or a regimen akin to a catechism.  It is 
often believed that such a proving process prepares candidates for baptism and prevents false 
professions of faith.  Some churches even require a lengthy statement of faith before they will 
allow one to be baptized.

	 It is true that there are historical accounts of such practices in the first few hundred 
years of church history.  However, it is important to note that such approaches were often 
implemented during intense periods of persecution.  A trial process was sometimes used to 
prevent people from entering the church with ulterior purposes.

	 A lengthy trial period before baptism is often unnecessary nowadays.  Furthermore, 
there is scriptural evidence that new converts were often baptized immediately after conversion 
in the early church.  Consider the story of the Ethiopian eunuch (Acts 8:26-40).  Even think 
about the events surrounding the apostle Paul’s conversion.  Though he was an intense 
persecutor of the church, he was baptized soon after he was saved (Acts 9:18-19).

	 All of these things tell us that a proving process or training curriculum is not required 
before one can be baptized.  However, I do like to meet with a candidate before I actually 
baptize them.  Typically, there is a time in which I, or some other church leader, meet with the 
individual to hear a testimony of salvation.  Once one has given a solid profession of faith, a 
baptism is scheduled to coincide with a public worship service.

	 For the purposes of this study, I want to emphasize a different type of meeting.  In 
particular, I think it is important for a deacon or pastor to meet with baptism candidates 
immediately before the time appointed for baptism.  Such a meeting provides an opportunity 
for leaders to reemphasize the significance and meaning of baptism.  It also gives occasion for 
answering questions and alleviating fears a candidate might have.  For these reasons, I 
recommend a brief, pre-baptism meeting.  If you are scheduled to assist with baptism, allow 
yourself and the candidate at least fifteen minutes or so to meet prior to the observance of the 
ordinance.


2. Explain the purpose of baptism. 
When you meet, explain the purpose of baptism once again.  Start by initiating a friendly 
conversation with the candidate, then transition to talk about baptism.  Perhaps you can ask 
the new believer to recount his or her conversion experience.  Use a time of testimony to 
transition to talk about the meaning of baptism.  I normally say something, “Do you know why 
we baptize?  The act doesn’t provide salvation.  You are already saved, but baptism gives you 
a public opportunity to tell everyone about your salvation.  There is also a powerful picture in 
the act of being baptized.”  I then explain the symbolic meaning of baptism from Romans 6:4.


3. Encourage candidate to relax. 
You may not remember what it is like to be baptized.  If you don’t, know this — many baptism 
candidates are nervous about being baptized.  For this reason, I like to spend a good bit of my 
pre-baptism meeting encouraging candidates to relax.  I often frankly ask, “How do you feel?  
Are you nervous?”  Such a question helps me gauge the level of nervousness.  If one 
expresses anxiety, I seek to address that in an appropriate way.

	 Relaxing is important in baptism.  If one is tense, one normally becomes rigid.  When 
one is rigid, the act of baptizing can be very difficult.  For this reason, I encourage nervous 
candidates to regulate their breathing.  Deep breaths and intentional exhaling can calm a 
person.  

	 On top of this, I encourage all candidates to keep a slight bend in their knees. One 
doesn’t need to squat.  All that’s required is a slight bend in the knees, similar to the way a 
baseball player might bend his knees when batting.  Such a posture is very important for 



baptizing efficiently.  If one has locked knees, it is very hard to immerse him or her under water.  
It will also be difficult to lift such a person out of the water.  Usually the end result will involve a 
lot of splashing.  

	 Some imagine that it is super difficult to baptize a bigger person.  From my experience, 
relaxation is the key.  I have baptized small children who were tense.  In such instances, I often 
experience greater difficulty than I do when I baptize a full-grown adult who is relaxed.  This 
matter is important to conducting a smooth, distraction-free baptism.  Therefore, I am 
intentional to reiterate the importance of relaxation in my pre-baptism meeting.


4. Be prepared with what you will say while baptizing. 
If you are the one actually performing a baptism, be prepared with what you will say before the 
church.  You don’t have to read or recite a rote-memorized script.  However, you want to have 
the general gist of what you are going to say prepared in advanced.  The reason for this is 
rather simple.  Standing before a great number of people may make you nervous.  When 
nervousness hits, your mind might go blank.

	 In addition, baptism is a reverent occasion.  Certainly one does’t want to be formalistic 
or pharisaical in observing the ordinance.  However, one should take what he says seriously.  
Saying the wrong thing can misrepresent the gospel or important Christian doctrine.  Therefore, 
it is important to think through exactly how you are going to present a candidate for baptism. 

	 I have a good amount of experience in this matter, so I feel fairly comfortable when I 
baptize.  What I say comes rather naturally.  Things haven’t always been so easy though.  
When I first started baptizing, I outlined a general script of what I wanted to say and I 
rehearsed it a few times before the actual baptism.  I still follow the same general script.

	 Five components form the outline of what I say when I baptize.  First, I greet the 
congregation gathered for worship and I explain the scriptural precedent and theological 
significance of baptism.  I normally reference passages of Scripture like Matthew 28:19 and 
Romans 6:4.  Second, I introduce the candidate who is being baptized, saying a few words 
about his or her conversion experience.  By this time, the candidate is in the water.  Third, I ask 
the candidate to profess Christ.  Fourth, after the candidate professes Christ, I baptize him or 
her while reciting the Trinitarian formula from Matthew 28:19.  Fifth, I close the time of baptism 
with prayer.


5. Use the Trinitarian formula (Matthew 28:19). 
When Jesus issued the command for His disciples to baptize, there were many modes of 
baptism being practiced throughout the world.  The Jews had customs involving ceremonial 
washings.  Mysterious religions in the Roman Empire had ritualistic baths.  Amongst the 
Roman army, there was even a famous initiation rite in which soldiers were baptized in the 
blood of bulls!

	 Given the cultural milieu of the ancient Near East, it is for good reason that Jesus gave 
explicit instructions concerning what His disciples were to say when baptizing.  He told them to 
baptize “in the name of the Father and of the Son and of the Holy Spirit” (Matthew 28:19).  The 
Trinitarian formula was important.  It signified that one was following the One, True God — the 
God who exists in Three Persons.

	 Jesus gave a straightforward command on this subject for a reason.  The entire point of 
baptism is for one to profess faith in the Lord.  When ministers or deacons fail to evoke the 
Trinitarian formula, they obscure the gospel.  In a world in which many decry anything that has 
an air of ritual, realize that this aspect of baptism is important.  Make sure you use the 
Trinitarian formula when baptizing. In doing so, you will make it clear that one is following the 
One, True God.


6. Be gentle and let gravity do its work. 
Some seem to enjoy a rough approach to baptism that involves splashing and sprays of water.  
They dunk in a rather aggressive fashion.  There isn’t necessarily anything scripturally incorrect 



with such an approach.  However, I prefer a more gentler method.  Jerky movements, loud 
dunks, and splashing water can distract from the gospel symbolism of baptism.  When I train 
new pastors or deacons to baptize, I encourage them to gently place the candidate under 
water.  Once the candidate’s face is completely submerged, the minister or deacon should then 
lift the candidate out of the water.


7. Be reverent, but not unnecessarily pious. 
The entertainment-driven nature of modern Western culture leads many to live lives of 
incessant joviality and joking.  Such things aren’t necessarily bad in and of themselves, but 
they can lead people into error.  It seems there is little room for anything sacred anymore.  Even 
within the church, the holy things of God are often tainted with an unhealthy, light-hearted 
atmosphere.

	 I have seen such things affect baptism at times.  Air bubbles in robes, missteps in the 
baptism process, and other things often solicit jokes from ministers and hearty laughter from 
the congregation.  I admit there will be times in which humorous things will happen.  When 
something takes place that is truly funny, it is indeed impossible to suppress laughter.  It is best 
for the minister, pastor, or deacon to simply acknowledge such things in an appropriate fashion 
and move on.  

	 All the while, church leaders should be careful to keep a healthy and holy focus in 
administering the ordinances.  It is not my intent to promote a stuffy spirit that reeks of the 
spirit of the Pharisee.  I simply want to caution against unhealthy joking and jocularity.  Baptism 
is an occasion in which one professes his or her newfound faith in the Lord.  It also provides a 
picture of the death, burial, and resurrection of Christ.  It is a gospel presentation!  For these 
reasons, those who lead in the ordnance should seek to be reverent, while not being 
unnecessarily pious.


THE LORD’S SUPPER 
The Lord’s Supper is a symbol of Christ’s sacrifice on our behalf.  The ordinance is designed to 
remember and proclaim what Jesus has done.  It also provides an occasion for worshippers to 
examine themselves spiritually (1 Corinthians 11:23-26).  As with baptism, different churches 
approach the ordinance in different ways.  

	 A debate exists in regard to the frequency of observing the Lord’s Supper.  Some 
observe the ordinance almost every time they gather together.  Others settle for a monthly or 
quarterly approach.  I like to say the Lord’s Supper should not be done so rarely as to be 
forgotten, nor should it be done so regularly as to become frivolous (1 Corinthians 11:5).  

	 However often a congregation takes of the Lord’s Supper, it is important that leaders 
have a well-planned approach for distributing the elements.  If things are done in a haphazardly 
fashion, God’s people can be distracted from the meaning of the elements.  Yes, a spirit of 
legalistic formalism should be avoided.  However, it shouldn’t be lost on us that Paul’s 
instructions concerning the Lord’s Supper were given because the church at Corinth was 
flippant and irreverent in how it approached the ordinance.  Later in his epistle, the apostle 
found it necessary to tell the Corinthians, "But everything is to be done decently and in order” 
(1 Corinthians 14:40).  His words were uttered in regard to practices associated with public 
worship.  

	 Such things teach us that we should have a spirit of reverence, worship, and 
forethought in how we go about observing the Lord’s Supper.  In our church, certain steps are 
outlined for observing the Lord’s Supper.  These steps help us observe the Lord’s Supper in a 
distraction-free fashion so that we can focus on the meaning of the ordinance. 


A. The Pastor calls for deacons to prepare elements. 
Observances of the Lord’s Supper normally take place within the context of corporate worship.  
Usually a time of singing or preaching precedes the distribution of the elements.  Since pastors 
typically lead such things, they are the ones who transition into the observance of the Lord’s 



Supper.  In our church, I normally announce that we are moving to the taking of the elements.  
In doing so, I ask the deacons to come forward to prepare the elements. 


B. Deacons come to front and remain standing. 
Once the deacons are in front of the congregation, the deacon officers stand next to a table 
containing the elements.  The rest of the deacons stand in front of the first row of chairs at the 
front of the worship center, waiting to receive plates that contain the elements.  At this point, I 
am normally reading Scripture and explaining why the church observes the Lord’s Supper.  The 
deacon officers are usually arranging trays and preparing to distribute the trays to the deacon 
officers.


C. The Pastor asks for deacon officers to distribute the first element to deacons. 
At the instruction of the pastor, the deacon officers distribute plates to the deacons.  These first 
plates contain bread.  When a deacon receives his tray, he stands in place, awaiting further 
instruction.  It is important for the passing of plates to be done in a gentle fashion in order to 
avoid clanging, dropping, or anything else that might cause a distraction.


D. The Pastor encourages the congregation to be in an attitude of worship. 
In keeping with 1 Corinthians 11:27, the pastor invites the congregation to be in an attitude of 
worship.  I sometimes recite Paul’s instructions in 1 Corinthians 11:23-27, reminding the church 
that the occasion is an opportunity for gospel proclamation, remembrance, and examination.  I 
also give an explanation concerning who is invited to take of the elements.  Some churches 
have a closed approached to the Lord’s Supper.  They only allow church members to 
participate.  In our church, we say all are invited to take part, so long as they are born-again 
believers.  The implication is that unbelievers shouldn’t participate in the Lord’s Supper, since 
they have nothing to remember or proclaim.


E. The chairman of the deacons signals for deacons to distribute the first element. 
Once the elements have been distributed to the deacons, the chairman or leader of the 
deacons should give some sort of signal for the deacons to begin distributing the elements.  
Deacons then walk up and down their assigned aisles, passing plates, and allowing 
worshippers to take elements.  As they do this, deacons should be vigilant and careful to keep 
a similar pace as their fellow deacons.  If one deacon walks and distributes his elements too 
quickly, he may unnecessarily hurry other deacons and cause a distraction or hindrance to the 
worship experience.


F. Deacons stand at the back of worship center after distribution of the first element. 
Once a deacon has completed his distribution within his aisle, he should quietly stand at the 
end of his aisle, at the back of the worship center.  He should wait for his other deacons to 
finish their distribution and take the same positioning at the end of their respective aisles.  Each 
should stand quietly, looking straight ahead, and keeping his eyes on the deacon officers at the 
front of the worship center.  The intent is to keep a distraction-free worship environment and to 
await the next steps in the distribution process.  


G. Chairman or leader nods or motions for deacons to return. 
While the aforementioned things have been going on, the chairman or leader of the deacons 
has been standing at the front of the worship center.  From his place at the table with the 
elements, he has been watching the distribution of the elements.  When he notices that all 
deacons have completed their distribution, and when he sees that each is at the back of the 
worship center, he should give some sort of pre-determined gesture.  Noticing the gesture, 
each deacon will then proceed to return to his respective seat at the front of the worship 
center.  As they walk forward, they will do their best to keep a similar pace of walking.  Moving 
too fast or too slow may result in a distraction to worship.




 

H. When officers take bread plate from individual deacon, individual deacons sit down. 
After deacons are all standing in front of their seats, it is necessary for deacon officers and 
leaders to collect the distribution plates used for the first element.  When a deacon’s plate is 
handed to a deacon officer, he will sit down in his seat.  It is important to note that this is the 
time in which a deacon takes his own piece of bread.  The sequence should go like this — a 
deacon hands his plate to the officer before him, the deacon takes a piece of bread out of the 
tray as the officer holds it, the deacon then sits down.  In doing this, the officers in effect serve 
the elements to the deacon ministry.  The sequence gives a systemized way of sitting and 
distributing that helps prevent distractions in worship.


I. Deacon officers serve one another, the pastor, and any other person on stage who is 
involved in leading worship. 

Normally the pastor and other worship leaders on stage need to receive an element.  At this 
point, the deacon officers can serve such individuals.  Another option is to simply have 
elements on a table on stage.  The pastor and worship leaders can grab their own elements 
and serve themselves when necessary.


J. Pastor leads congregation to take the first element. 
Once all believers present have the first element in hand, the pastor can recite Scripture, say a 
few words about the element, and offer a prayer.  He then leads worshippers to ingest the first 
element.  Normally he uses the customary saying, “In remembrance of Him…”. Those words 
are often a sign for believers to take eat the element.

 

K. The Pastor transitions to talk about the second element. 
Once everyone is finished ingesting the first element, the pastor then transitions to talk about 
the symbol used for Christ’s blood.  At this point, the deacon officers can begin arranging 
plates in order to prepare for distribution.  The pastor might even explicitly instruct the deacon 
officers to make preparations.


L. When officers pick up the juice, deacons stand back up. 
Deacons have been sitting.  The deacon officers have gathered the plates containing the 
second element at the instruction of the pastor.  Once the officers are ready to distribute the 
plates to the rest of the deacons, the leader of the deacons should make a pre-arranged 
gesture that indicates deacons should stand.


M. The Pastor asks for deacon officers to distribute the second element to deacons. 
In this step, the deacon officers should follow the same practice outlined in step “C” above.  
This time, however, they distribute cups containing juice that represents the blood of Christ.  
Sometimes questions are asked concerning why our church uses grape juice and not wine.  It 
is true that a form of wine was served at the first Lord’s Supper.  The alcoholic content served 
as a symbol for the way in which Jesus’ blood would provide cleansing, since wine was 
sometimes used as an antiseptic in the first-century world (Luke 10:34). In fact, there is 
evidence that the first-century Corinthians actually abused the Lord’s Supper by getting drunk 
(1 Corinthians 11:21).

	 If the early churched used wine, why do some congregations use grape juice?  The 
reason is simple.  Grape juice can still provide the needed object lesson.  The dark color 
indeed can be seen as a representation of the blood of Christ.  In addition, I have often said 
that I don’t want to provide a stumbling block for a fellow believer in this matter.  Some have 
convictions concerning the consumption of alcoholic beverages.  Also, a person struggling 
with substance abuse could be hurt by the use of real wine.  The principles of Romans 14 have 
led many to conclude that it is best to serve grape juice at the Lord’s Supper.




N. The Pastor encourages the congregation to be in an attitude of worship. 
See step “D” above and apply the same practice to the distribution of the juice.


O. The chairman of the deacons signals for deacons to distribute the second element. 
See step “E” above and apply the same practice to the distribution of the juice.


P. Deacons stand at back of worship center after distribution of the second element. 
See step “F” above and apply the same practice to the distribution of the juice.


Q. Chairman or leader nods or motions for deacons to return. 
See step “G” above and apply the same practice to the distribution of the juice.


R. When officers take juice plate from individual deacon, individual deacons sit down. 
See step “H” above and apply the same practice to the distribution of the juice.


S. Deacon officers serve one another, the pastor, and any other person on stage who is 
involved in leading worship. 

See step “I” above and apply the same practice to the distribution of the juice.


T. Pastor leads congregation to take the second element 
See step “J” above and apply the same practice to the distribution of the juice.


U. Pastor concludes service and dismisses congregation. 
Completion of the Lord’s Supper calls for celebration.  Sure, the actual taking of the elements 
requires somber reflection and repentance.  However, once one has adequately focused on the 
work of Christ, there is reason for jubilation.  This is why Jesus and His disciples sang a hymn 
after the first Lord’s Supper (Mark 14:26).  Because of these things, I like to conclude the 
observance of this ordinance with someone leading the congregation in a triumphant song of 
praise.


