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 Thank you for volunteering to be the sacristan for the people of Saint Joseph 
Catholic Church, Issaquah. Your ministry is an important component of the 
community we are called to be. Please be assured that the whole community very 
much appreciates the service you provide. 

BEFORE MASS 
A. Home Preparation 1. If you have any scheduling conflicts, it is your 

responsibility to find a replacement. Please do this no 
later than a week in advance.  The contact list of 
names and numbers will be sent out to all ministers 
with each schedule. 

2. On the day of your assignment, take some time for 
quiet prayer. As you pray you may want to 
remember the parish community you are preparing to 
serve. 

3. In addition to preparing yourself spiritually in prayer, 
it is also helpful to prepare your appearance. Dress 
properly to reflect the dignity of the ministry in which 
you serve. The focus needs to be on the Eucharist, so 
avoid any attire that brings attention to you. 

4. Please be sure to bring your key each time you are 
sacristan.  Speak with the parish office to get a key to 
the church and sacristy if you do not have one.  A 
backup key is available in a secure hidden place.  
Please speak with Fr. Bryan about this key’s location. 

B. Considerations 1. A background check is required, as you will be 
handling the collection to bag it and put it into the 
safe. 

2. Must be a fully initiated (baptized, confirmed) 
Catholic and active in our parish community 

B. Arrival & Site 
preparation 

1. It is important that the sacristan arrive at least 30 
minutes before Mass.  

2. The sign-in sheet is in the sacristy workroom.  
3. In the summer, at the 10:30 AM Mass, if the big 

window fans are running, turn them off. 
4. As you arrive, please watch for any “problem areas” 

that need attention. It is rare that there is a problem, 
but it does happen, and we need your help in quickly 
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problem solving anything of concern. You and the 
ushers are responsible for the welcoming atmosphere 
of our church facility. (We do have custodians; 
nevertheless, our parish cannot afford to pay 
custodians to pick up after the assembly before and 
after each Mass) 
a. Check the parking lot for trash, ice, or any thing 

else that may need attention. 
b. Check the approaches to the church to make sure 

they are in good shape. 
c. Check all the bathrooms to be sure that they are 

tidy and in working order (lights, supplies, etc.) 
d. Check to see that the seating areas and entry way 

are neat and tidy. 
e. Make sure to be aware of the location of all 

emergency equipment.  
i. Phones (one in the sacristy and one in the 

kitchenette) 
ii. Fire extinguishers 
iii. Medical Equipment, wheelchairs, blanket, 

pillow, medical kit, and absorbent granules 
(located in the kitchenette) 

iv. Custodial “clean-up” supplies (located in the 
custodial closet between bathrooms) 

v. Please remember when cleaning up any human 
body fluids to use extreme caution, wearing 
gloves (and mask if necessary). Please follow 
the special procedures for this cleanup. 

C. Mass Preparation 1. Unlock doors of the church southeast, southwest, and 
northeast (downstairs). 

2. Turn on lights as necessary, usually all switches.  
3. Be sure to work in tandem with the ushers and 

presider (priest, deacon, or at times perhaps a lay 
presider), as sometimes there are special celebrations 
that require changes such as the assembly to gather in 
the hall or the lights to be kept low, etc. Special 
instructions will normally be found on the minister’s 
credenza in the workroom sacristy. 

4. Turn on sound system. 
5. Adjust heating or ventilation as needed. 
6. Make sure Mass books are in their proper places and 

set to correct pages:  
a. Sacramentary – server’s bench 
b. Book of the Chair (seasonally colored binder) – 

next to the presider’s chair 
c. Lectionary – ambo front display (open position) 
d. Book of the Ambo (black binder with Prayers of 
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the Faithful) – ambo shelf 
e. Book of the Gospels – back credence table 

(closed) 
7. Set Book of the Gospels holder on the altar. 
8. Check the supply of hosts in the tabernacle, and 

calculate what is needed for Mass. 
a. We should always have a reserve of at least one 

to two full ciboriums (in case the priest is not able 
to celebrate Mass). This would give us enough for 
one Mass and enough time to go to an adjacent 
church to have a priest consecrate more for the 
church without a priest.  

b. Check the level of the reserve Hosts in the 
Eucharistic Chapel prior to Mass.  Assure the front 
ciborium is about 2/3 full that will be used during 
Mass.  The back ciborium should ideally be full. 
Place the lids back on the ciboriums and then 
place the tabernacle key back in its proper 
location.    

c. The challenge for the sacristans is to make sure 
this supply is rotated and kept fresh. Note: please 
try to regularly clean the tabernacle ciboria (host 
bowls). Temporarily putting the hosts in a bowl 
while washing out the ciborium (host bowl). 
Crumbs must not be allowed to accumulate in the 
bottom. 

 
  d. Each sacristan needs to try to calculate the hosts 

in such a way that all the hosts in the ciboria are 
used up at the Mass and that there are sufficient 
hosts consecrated at that Mass to replenish the 
tabernacle. Again, we need to have between one 
and two ciboria in reserve. This takes cooperation 
from all sacristans so as to not overwhelm the 
tabernacle with reserved hosts. This is a very 
difficult balance because we MUST NEVER run 
out of hosts, and yet never have too many! 

e. So please try your best to discretely start counting 
the Mass attendance and recording how many 
hosts are used at a particular Mass. We have been 
asked by the bishops to do a better job of 
tracking Mass attendance and hosts needed. Once 
we start working with real numbers, it will be 
easier to calculate how many hosts are really 
needed and how much wine is really needed. 

9. Set out appropriate number of vessels for the Mass, 
on a tray and place on the presider’s credence table.  
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Since we are using the metal cups and bowls, we are 
using one extra bowl and one extra cup for each 
Mass, as we are not using the ciborium of reserve 
hosts or the priest's chalice to distribute Holy 
Communion to the assembly.  We have also adjusted 
the ideal #’s of EM’s so that the typical setup for the 
tray to be placed on the presider’s credence table 
should be: 
a. Saturday 5:30 p.m. (or 6:30 p.m. in the summer): 
       4 cups, 4 bowls, 4 purificators 
b. Sunday 8:15 a.m.: 
       4 cups, 4 bowls, 4 purificators  
c. Sunday 10 a.m.: 
       6 cups, 4 bowls, 6 purificators 
d. Sunday 12 p.m.: 

4 cups, 4 bowls, 4 purificators 
e.  Sunday 5:30 p.m. (or 6:30 p.m. in the summer): 

 6 cups, 4 bowls, 6 purificators  
10. Also set out these seven items on the presider’s 

credence table: chalice, paten, corporal, purificator, 
lavabo bowl (larger than what was used in the past), 
huck towel (not terry), and cruet of water (without 
the top). 

11. In addition, on the ambo credence table, place an 
empty tray and the pall cloth. 

12. Sacristan will usually use a regular vertical-sided 
medium-sized glass bowl versus a large main bread 
bowl for holding the Hosts for the Mass to be 
brought up with the gifts.  Remember to place a large 
host on top of the smaller hosts. The ciborium of 
reserved Hosts will not be used to distribute Holy 
Communion.     

  13. Set out, but retain in the sacristy until after the Prayers 
of the Faithful: flagon and main bread bowl. 

14. Pull out an empty money bag(s), place a label(s) on it, 
fill it out, and record on the collection log the money 
bag #(‘s). 

15. Check to see if all ministers are signed in. Determine if 
there will be 1 or 2 priests celebrating Mass.  If 2, then 
you will need 1 fewer host minister.  Deacons will 
plan to arrive at least 15 minutes early when they 
plan to serve a Mass.  If there is a deacon present, 
you will need 1 fewer cup minister.  All ministers are 
also to arrive 15 minutes before Mass and check in at 
least 10 minutes before Mass, even if not assigned.  
Anytime under 10 minutes and it is time for you to 
start making replacements for no-shows or late 
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arrivers.  Please collaborate with the EM’s in deciding 
whether they want to be a host or cup, but you will 
have the final say and then will assign a position # 
(i.e. Cup 2).  Encourage ministers to try the Host 3 
role of setting the altar and clearing it, so we have an 
adequate number of people willing and able to do 
this.  Note that it is understood the priest is Host 1 
and the sacristan is Host 2, and the sacristan will 
recruit additional cup and host ministers as required. 

16. Before Mass, remind the Cup 3 minister to wait by 
the ambo credence table and join the sacristan in 
giving Holy Communion to the pianist after everyone 
else has received Holy Communion. 

17. Re-emphasize the importance of greeting people at 
both the main and side entrances when more than 
one greeter is available.  If no greeters show up, 
encourage EM's to take their place and welcome 
people to Mass. 

18. Assist servers (if needed) in lighting candles 10 minutes 
before Mass. (Remember the Paschal Candle is lit 
during Easter Season and for Baptisms and other 
sacramental occasions. When it is to be lighted, it is 
always the first to be lit and last to be extinguished.  
You will probably need to assist the altar servers in 
lighting the Paschal Candle). 

19. Identify yourself to the presider and ask if anything 
else may be needed. Remain available to the presider 
and the ministers. 

 

INTRODUCTORY RITES 
D. Entrance Song and 

Procession 
 
1. Watch to be sure lighting, sound system, doors, 

heating and ventilation are all fine for the assembly.  
2. If the altar servers are not strong enough to carry the 

processional cross, it should be left in its place by the 
presider's chair and the altar servers should carry 
candles or just fold their hands in prayer as they 
process in. 

3. Gather in front of the stained glass window, not in 
the entryway aisle, a few minutes before Mass, so as 
to be out of the way of people entering the church.  
The presider will lead you in a short prayer. 

4. The order of the procession is as follows: 
a. Cross Bearer 
b. Candle Bearer(s)  
c. Sacristan 
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d. EM’s 
e. Reader (with the Book of the Gospels if deacon 

not present) 
f. Baptismal families (if present) 
g. Deacon (if present, with Book of the Gospels)  
h. Guest priests (if present) 
i. Presider 

5. EM’s process in side by side.  Be sure to keep 6’ – 10’ 
between you and the person(s) in front.  Do not cross 
traffic of the procession or back up the main aisle; go 
all away around if needed to return to the center 
aisle. 

6. Ministers always process in, even if there are 
baptisms.  Since we will be doing them more 
frequently, there should be room for the families to 
be on the right and the ministers on the left.  The 
sacristan, if usher is not available, will stay back to 
hold people from entering during the Baptism 
welcoming. 

7. Once reaching the Altar, please bow and then 
proceed to your pew (at the outside end of the pew).  

8. Please do not “fan out” waiting to bow with 
everyone else. Do not cross traffic of the procession 
or back up the main isle, go all away around if 
needed. 

E. Greeting Visually be alert in case the presider or another 
minister needs something. 

F. Sprinkling or 
Penitential Rite 

 

G. Gloria  
H. Opening Prayer  

LITURGY OF THE WORD 
I. First Reading  
J. Responsorial 

Psalm 
 

K. Second Reading  
L. Alleluia or Gospel 

Acclamation 
 

M. Gospel  
N. Homily By this time you should be able to make a rather 

accurate visual count of how many people are in the 
church. 

O. Profession of Faith Discretely return to the sacristy to adjust the quantity 
of bread and wine as appropriate.  Sacristans need to 
be seated in an area where they can discretely leave to 
accomplish their duties without distraction. It is 
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important that the priest can see where you are and 
able to catch your attention if something is needed. 
 

P. Prayers of the 
Faithful 

1. When the Prayers of the Faithful are completed and 
the ushers are starting the collection, bring the main 
host bowl and the flagon (pitcher of wine) to the 
entryway.  Once the gifts are brought out, the 
sacristan needs to hold them until they are taken by 
the chosen family/gift-bearers to the altar.  This is 
important as we have had incidents of youth putting 
drugs in the unattended vessels at entryways of other 
churches.  The sacristan is to then place the flagon and 
the main bread bowl into the hands of the individuals 
bringing up the gifts and position them in front of the 
doors and away from the back credence table so that 
the ushers can expeditiously combine the offerings to 
be brought forward. 

2. After the sacristan has assured the chosen family/gift 
bearers have started up to the altar to present the 
gifts, retrieve the tabernacle key and go to the 
Eucharistic Chapel to unlock the tabernacle at this 
time, leaving the key in the tabernacle at this point.   

3. The presider goes to the front of the altar to receive 
the gifts of bread and wine, and requests the gift 
bearers to come to him without the monetary 
offering. The monetary offering is to be brought up 
later by means of the middle aisle and without ritual, 
placed to the ambo side of the altar. If the Eucharistic 
prayer is begun and the collection has not been 
brought up yet, assure that the ushers do not bring it 
forward except during the Holy Holy or the Great 
Amen, but not during the Eucharistic prayer as we are 
all to be kneeling at this time. The next opportunity 
would be for the ushers to bring it forward right 
before they begin to usher the assembly forward for 
communion. 

 

LITURGY OF THE EUCHARIST 
Q. Offertory / 

Preparation of the 
Altar  

Note: During the preparation song, if there is no 
deacon present, Host 3 retrieves from the presider's 
credence table the tray of bowls, cups and purificators, 
and follows the altar servers up the ramp to set the 
altar, placing the tray to the right side of the corporal, 
and then bows.   Place the bowls separately on the left 
side of the corporal; then place the ciboria (cups) on 
the right side of the corporal.   The other purificators 
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are placed on top of the one the altar servers placed to 
the right of the corporal.  Host 3 then bows again 
when done and retires the empty tray to the presider’s 
credence table, walking down the ramp or the stairs as 
preferred, and returns to his / her seat.   

R. Prayer over the 
Gifts 

 

S. Eucharistic Prayer Proceed to stand near the Eucharistic Chapel door. 

Communion Rite 
T. Lord’s Prayer Immediately after the Our Father, the sacristan 

obtains a ciborium of reserve consecrated Hosts from 
the tabernacle in the Eucharistic Chapel, keeping the 
lid on the ciborium.   

U. Deliverance 
Prayer 

 

V. Doxology  
W. Sign of Peace When the Sign of Peace starts, please carry the 

ciborium of consecrated Hosts reverently using both 
hands and process up the presider's chair side of the 
church and hand the ciborium to the presider who 
will turn around and receive it from the sacristan at 
the bottom of the ramp.  When you hand the 
presider the ciborium of consecrated Hosts prior to 
Holy Communion, the presider will likely hand you 
his large book of the Eucharistic Prayers (the Red 
Book) as well as a small green booklet (if a 
concelebrating priest is present).  If so, place the 
booklet on the small table beside his chair and the 
Red Book (Sacramentary) near the altar servers’ 
chairs.  Occasionally the priest may tell you to place 
the Red Book at the priest chair or with the altar 
servers if there are a lot of announcements and no 
song of praise - but this should be a rare occurrence 
at this point.  The sacristan then should go stand in 
front of the presider's chair (with the EM's to the 
right of them, first the hosts and then the cups) as the 
priest will do the fractioning of the bread and wine.  
All ministers are asked and expected to cleanse their 
hands with the hand sanitizer on the presider’s 
credence table before taking their place in line.  
[Note that the reserve hosts will only be used if 
necessary, and the reserve ciborium will NOT be 
used for distribution of Holy Communion, but 
instead will remain on the altar during Holy 
Communion.]     

X. Fraction Rite 
Breaking Bread / 

When the communion song begins, the sacristan 
leads the EM's in walking up the ramp to receive 
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Agnus Dei Holy Communion while standing on the ramp.  So 
the order on the ramp will be sacristan, host, host, 
cup, cup, etc.   

Y. Communion 1. Before receiving the Body and Blood of Christ, all 
should do a customary bow of the head (not the 
upper body).  If there is NO concelebrating priest 
or Deacon, then the sacristan will come around to the 
left of the priest to receive communion and then the 
cup.  This will make it easier for the priest to move to 
the other EM's for distribution of the host.  The 
sacristan will then come around the left side of the 
altar with the cup following the presider.  Then the 
sacristan / deacon starts distributing the Blood of 
Christ with a purificator, 2 at a time, to the EM's 
while the priest finishes distributing the Body of 
Christ, and assisting in handing out the Blood of 
Christ and purificators as needed.  After all EM's have 
received Holy Communion, they then proceed to 
their designated station, walking down the ramp.  
The priest and sacristan will proceed down the stairs 
to their front stations.  On occasion, the priest will 
decide to take one of the positions in the rear of the 
church; if so, he will mention this to one of the host 
ministers and they will swap positions. 

2. Holy Communion will be given to the choir first 
while the instrumentalist plays.  Sunday night band 
will do this slightly differently, but will still all receive 
with the assembly. 

3. The priest will take one of the host positions; other 
host ministers are to fill in the other spots.   

4. If a Host is dropped during the distribution of Holy 
Communion, the EM should pick it up and consume 
it.  If it has touched the person’s mouth, the EM 
returns the host to the altar and places it on the 
corporal, just telling the next person in line to wait 
and they will be right back (after they take the 
dropped Host to the altar).  If you spill a whole 
ciborium (or nearly so) just put them back in the 
ciborium and retire the ciborium to the sacristy – and 
cover it with a purificator and label it. Please alert the 
sacristan to it immediately after Mass. Other ministers 
will fill in as necessary. 

5. If a person attempts intincture (dipping the Body of 
Christ in the Blood of Christ), then allow them to do 
so.  However, if they belong to this parish, try to 
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catch them after Mass and inform them that this is no 
longer acceptable.)  If you are uncomfortable doing 
this, you can ask the priest to talk to the person. 

Y. After Distribution 1. Cup ministers: When there are no more 
communicants left to receive from the cup (or if 
your cup runs out), return to the ambo credence 
table. If you have wine left in your cup, try to 
consume it or ask one of the other ministers to help. 
Please drape your cup with your purificator. All 
the cups are left on the tray and the ministers return 
to their seat, with the exception of Cup 3 who will 
wait by the ambo credence table until the sacristan 
is ready to give Holy Communion to the pianist 
after the Hosts have all been combined. 

2. Host ministers (including sacristan): When all have 
received the Body of Christ, the host ministers come 
to the bottom of the ramp and hand their bowls 
directly to the presider (who is on the altar and 
turns around to receive the bowls).  After Host 3 
gives his / her ciborium to the sacristan or priest, 
Host 3 always (even if a deacon is present) then 
retrieves the empty tray from the presider’s 
credence table, bows before coming up onto the 
altar, and places the tray on the priest's right side on 
the altar.   

3. While the priest combines the hosts, Host 3 collects 
the items from the altar (main bread bowl, other 
bowls, purificators, paten, corporal, etc.) and after 
bowing, returns the tray to the ambo credence 
table, using either the ramp or the stairs based on 
their preference.  The Sacristan (Host 2) then takes 
the combined reserve ciborium of Hosts and 
proceeds with Cup 3 to give Holy Communion to 
the pianist.  Cup 3 will then cover both trays with 
the pall cloth.  The vessels on the credence table will 
be cleaned after Mass.     

4. The sacristan then processes down the center aisle, 
holding the ciborium reverently with both hands at 
shoulder level, and places the ciborium into the 
tabernacle in the Eucharistic Chapel, locking the 
tabernacle and returning the tabernacle key to its 
normal place.  All remain standing while the 
sacristan is processing to the Eucharistic Chapel with 
the Hosts; then all are seated.   

 Distribution Notes 1. There are several families in the parish who all have 
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celiac disease.  They bring a gluten free “Roman 
Catholic Approved” wheat host in a small pyx.  They 
will place this on the altar before Mass. At the 
blessing prayers, the presider moves the pyx to the 
corporal.  Please do not open the pyx … even the 
smallest of particles of regular gluten wheat could 
cause anaphylactic shock and possibly death for 
individuals with this disease.  In addition, since they 
are deathly allergic to gluten in our normal hosts, a 
special communion cup covered with saran wrap is 
also provided for these families.  Every care must be 
taken that the wine poured into this cup does not 
have a speck of the wheat host. When the individuals 
come up to communion they normally will come to 
the priest who will present the closed pyx with the 
standard words “The Body of Christ.” The host 
cannot be touched by the fingers of the priest or the 
Eucharistic minister since they have touched the host 
with gluten.  The individual will take the host out of 
the pyx themselves and consume the host. It would 
be good if you make sure that the cup minister is 
alerted to get the special cup for the individual. It is 
best that the host minister does not do this due to 
danger of contaminating the cup with gluten. 

2. It is okay for a couple to minister the Eucharist to 
each other.  It is also okay for an EM to give two 
hosts to one member of the couple. 

3. The EM’s set an example for the assembly. Receive, 
hold, and carry the vessels carefully and reverently 
with both hands. Ministers are to move discreetly 
and purposefully but reverently to the locations 
assigned. Once the Ministers are in place, the ushers 
will start the people up row by row. 

4. When carrying the Eucharist one never reverences the 
altar with a bow, as you are carrying Christ’s 
presence in the Eucharist.  

5. You are a presence of Christ to each person as you 
minister, so smile tenderly and thoughtfully.   

6. Try to be attentive to your tempo, not too fast and 
not too slow. 

7. When a child approaches squat or bend down to 
greet them at their eye level, smile and use the side 
of your hand to make the sign of the cross on their 
forehead and say "The Blessings of Jesus" (or say "the 
Blessings of Christ" if the child is older or the person 
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you are blessing is an adult). The child or adult 
should say "Amen." If they don't, you say it for them 
out loud so they will learn to do so. If possible, give 
this “spiritual communion” to the children first, 
before their parents. If a person appears sick, just give 
eye contact, hold your hand toward the person in a 
form of blessing and say your standard "blessings of 
Christ/Jesus."   

8. Do not place your hand on the top of the child’s 
head (for some Asian cultures this is a negative 
gesture). Do not make the sign of the cross in the air 
like a Priest or Deacon, or change these words. The 
Sign of the Cross as administered by a Deacon or 
Priest is never to be used by a lay person. This 
gesture is a blessing that is given in the name of the 
Church only by ordained persons. 

9. Keep your body and head at arms lengths so as to 
not invade a child’s personal space.  You are by 
definition of child safety a stranger.  When raising 
your hand for the blessing, assess whether or not this 
will be an okay contact.  If in doubt just smile and 
say the words without physical contact.  

10. If a person, including a young child or someone you 
know is not a Catholic, holds out their hands 
appropriately to receive Holy Communion, the 
minister should not ask questions or refuse to give 
Holy Communion to them.  If a young child acts like 
they are expecting to receive Holy Communion, 
but forgets to hold out their hands appropriately, it is 
okay to ask if they are receiving Holy Communion.  
If they say "yes", then ask them to hold out their 
hands to receive it. 

11. If you are distributing the Eucharistic bread, pick up 
one piece and hold it up, just below the line of sight 
between you and the person to whom you are 
speaking. Personal presence to each communicant is 
of great significance. Ministers are an example of care 
and unity through their appreciation of and respect 
for those they serve. As each person approaches you 
to receive communion, take time to look into the 
person’s eyes with a smile, and in a clear, gentle, 
audible but not loud voice say, “The Body of Christ.”  
This faith statement recognizes Christ in all His forms 
of existence (Eucharist, Word, sacrament, church, 
etc.) and it may never be modified, in any way, by 
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the EM. After you clearly say, “The Body of Christ”, 
wait for and listen for the communicant to say, 
“Amen” (or respond “Amen” for them in a gentle 
way). Note the body language of the communicant. 
Do they want to receive on the tongue or in the 
hand?  If the communicant extends their hands, offer 
the Eucharistic bread by placing it gently on the 
upraised hand with a very slight gesture of touch. If 
the communicant chooses to open their mouth and 
extend their tongue to receive, place the bread on 
the tongue without touching the tongue, if possible. 

12. Note for Cup ministers: Before you begin distribution 
from the cup you need to open the purificator so 
that it can be used in multiple places during the 
distribution of the consecrated wine. It is very 
important that the ministers of the cup are distanced 
from the host ministers (no nearer than the corner 
where the candle stands are set. The minister of the 
cup is to hold the chalice before each communicant, 
look kindly into the communicant’s eyes, and clearly 
state, “The Blood of Christ”. Be aware that the 
person may not be planning to drink from the cup 
but has approached the cup in order to make a 
gesture of reverence to the cup, perhaps with a bow. 
This decision is the choice of the communicant. The 
minister is to hand the cup to communicants allowing 
them to take and drink from the cup. The 
communicant receives the cup from the minister, 
takes a sip, and then hands the cup back. Use both 
hands to receive the cup back from the 
communicant. When ministering the Precious Blood, 
care must be taken to carefully wipe the rim of the 
cup inside and out using a new section of the 
purificator every time. Then turn the cup 
approximately a quarter turn for the next person.  

13. If you finish distributing communion hosts or the cup, 
look to see if you are needed somewhere else. If you 
are a host minister, go to that side and position 
yourself next to the pew perpendicular to the other 
host minister (in the H3 & H4 front spots as shown 
below) so the line of communicants flows between 
you and the other host minister enabling them to 
continue on to receive the cup.  Please be sure to 
position yourself back far enough from the edge of 
the pew so as to allow free flow of other people to 
the host minister near the altar. 



14. During the flu season take the following precautions: 

a. During the distribution of Eucharist, if anyone who 
appears to be sick and receives from the cup, 
please retire your cup to the credence table. 

b. You are not required to consume remaining 
consecrated wine in the cup. Sacristans will dispose 
of it reverently in the sacrarium.  

c. Thank you for your cooperation and understanding. 
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10 Holy Communion Ministers Mass Diagram 
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                8 Holy Communion Ministers Mass Diagram 

 

AA. Period of Silence 
and/or Song of 
Praise 

 

BB. Prayer after 
Communion 

 

CONCLUDING RITE 
CC. Greeting  
DD. Blessing  
EE. Dismissal  

AFTER MASS 
FF Mass Clean-up 1. Partner with one of the EM’s (usually host 3) and 

immediately go to retrieve the collection basket(s). 
Take them to the sacristy. Close the door and put 
each (1st collection, 2nd collection, etc.) separate 
offering in its own sealing bank bag, enter the 
information onto the log sheets, sign the bank bag(s) 
(with another witness), and place the bag(s), carefully 
following instructions, and place it into the drop safe.   
It is a necessity that host 3 or one of the EM’s go to 
the sacristy with the sacristan, as a second signature is 
required on the collection bag before depositing it 
into the safe. 

2. Retrieve all vessels, and carefully purify them 
according to the approved rubrics. If other ministers 
help, please understand that you are in charge of 
overseeing the purification.  

3. Pour water onto the host bowls (ciboria), so that it 
washes any species into a communion cup or chalice. 

4. Swish the water in each of the communion cups and 
consume, if possible. Of course, the church does not 
want anyone to risk health; in this case dispose of the 
rinse in the sacrarium (special covered sink). 

5. Then proceed to wash all vessels that have touched a 
human mouth well with soap and water.  Please rinse 
all other vessels.  Please be sure to rinse all soap 
residues from the vessels. (There is nothing worse 
than soapy wine at the next Mass!) 

6. Do not ever use paper towels to wash or dry vessels 
as it causes small scratches especially in the gold and 
silver plated vessels. Please remove all jewelry from 
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your fingers before washing the vessels. The gold very 
easily scratches and is very expensive to re-plate.  

7. Dry vessels with the huck towel from the previous or 
same Mass. 

8. Thoroughly rinse purificators out into sacrarium, and 
hang these towels on the towel rack.  

9. Please put the dry towels from previous Masses in the 
laundry drawer. 

10. The corporal and pall cloth, if not soiled, may be 
reused again. 

11. Set vessels out on the counter for the next Mass (if 
there is one), leaving them in the sacristy. 

12. Special Duties: 

a. Sacristans for the Saturday 5:30 p.m. (or 6:30 
p.m. in the summer) Mass only: 

i. refill oil candles 
ii. replace Blessed Sacrament candles 

b. Sacristan for the Sunday 8:15 a.m. Mass only: 
i.    votive candles 

b. Sacristan for the 10 a.m. and 12 p.m. Mass: 
i. If there is hospitality, assure hospitality 

donations are placed in a sealed bank bag, 
logged, and put in the safe. 

c. Sacristan for the Sunday 12 p.m. Mass only: 
ii. With the assistance of a second person, 

empty the votive candle offering boxes into 
a bank bag. Label the bag “votive candle 
offerings”, log it into and sign bank bag 
control sheet and place into drop safe. 

13. Extinguish candles (if servers have not done so). 

 
GG. Site Clean-up and 

departure 
1. Please turn off the sound system upon entering the 

sacristy. 
2. Report other problems and supply needs as necessary 

in the Sexton Log Book.  
3. Be sure to report urgent needs directly to the 

presider. 
4. Be sure that the ushers have straightened and tidied-

up the church 
a.  Check pews 
b.  Check restrooms 
c.  Lock doors (except 8:30 a.m.) 
d.  Close windows (during cool season) (except 8:30) 
e. Check that all vigil candles don’t have a match in 
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them. 
f.  Extinguish all candles if this hasn’t been done yet. 

5. Turn off lights 
6. Please check with the presider before departing. 

 

SPECIAL OCCASIONS 
 General 

Reminders 
1. The batteries are in the sacristy and in the presider’s 

vesting room. 
2. Be sure all the lights are on except for: 

a. Special celebrations such as Christmas or Easter 
which calls for special lighting. 

b. Hot weather. 
 Anointings This sacrament will take place after the homily.  Fr. Bryan 

will take care of all necessary catechesis for everyone 
during Mass and/or by bulletin letter as needed before 
the sacrament so truly only those in need of the 
sacrament will come forward and receive (he did this 
regularly in Tacoma and it worked well, usually 20-40 
people would come up…not everyone).  This will only 
impact 2 liturgical ministers:  

a. Music ministers will need to have 2 extra songs 
prepared while people are receiving the 
sacrament.   

b. Sacristans need to set out by the presider's chair a 
small bowl with the “OI” oil and a huck towel 
(which Fr. Bryan will hang on his arm).  

 Baptisms 1. Determine if a deacon will be present.  If not, ask the 
priest if he wishes you to assist him during the 
baptismal ceremony handing him items or holding 
the book. 

2. Move any flowers (if present) off of the baptismal 
platform. 

3. Take the small credence table from the sacristy and 
place in front of the Paschal Candle in front of the 
baptistery.  Place a pall cloth on the credence table. 

4. The SC (Sacred Chrism) oil for baptism is located in 
the ambry. The ambry is the glass-encased cabinet 
near the usher’s closet near the back of church.  

5. When setting out vessels for baptism, include a small 
bowl and pour some of the SC (Sacred Chrism) oil 
into it to make it easier for the priest to use during 
the baptismal ceremony.  Place this small bowl on 
the baptism credence table.  We will use only the 
one oil. 

6. We have a limited number of baptismal shells left 
that we will continue to use.  When they run out, 
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7. Remove baptismal candles from their boxes.  Place 
the candle boxes on the rear credence table for the 
families to place the candles in afterwards and take 
home.  You can hand the families the boxes and the 
baptismal certificates while the offertory is being 
collected if you desire. 

8. Fill the Holy Water bucket with water, place the 
aspergillum (sprinkler) in it, and ask the priest to 
bless it.  Take the bucket with the aspergillum and 
place on the left ledge of the baptistery.   

9. For each person to be baptized, put out one candle, 
shell and huck towel, along with an extra huck towel 
for the priest to wipe his hands on.  Place shells on 
the top holy water font.  Place huck towels, candles 
and oils on top of the credence table. 

10. Ask the families for the baptismal stole they brought 
(or that has been left in the sacristy) and place it 
(them) on the credence table as well. 

11. Put signed baptismal certificates (usually on the 
counter in the presider vesting room) on the lower 
shelf of the credence table.  If they are not yet 
signed, ask the priest to do so. 

12. Make sure that the Paschal Candle is first to be lit 
and last to be extinguished. 

13. After the procession at the beginning of mass, alert 
the ushers to assure that late arrivals do not enter 
into the area where the baptismal service is 
occurring.  They may go to the side or wait until 
after the baptismal service concludes to go up the 
main aisle.  If an usher is not available, perform this 
role. 

 
 Funerals 1. Make sure the secretary emails a funeral planning 

form to you. 
2. Before the funeral Mass, place the flagon and main 

bread bowl on the back credence table.  Sacristan is 
expected to sit in the back row near these items (so 
that you are not a distraction to the service – 
remember it is usually a smaller gathering – if you 
have to go to the sacristy during the service, use the 
outside route).  Assure that you are still in eye 
contact with the presider. 

3. If there will be a casket, then retrieve the large casket 
pall cloth from the sacristy drawer and place it on 
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the rear credence table. 
4. If it is a cremation, then move the ambo credence 

table and place it near the altar, cover it with a nice 
table cloth (that goes to the floor).  Then the family 
will place items as desired on this table (the ashes, 
picture and flowers, etc.).  Take the small credence 
table from the sacristy and place over by the ambo 
for use in placing the tray on. 

5. If needed, fill the Holy Water bucket with water, 
place the aspergillum (sprinkler) in it, and ask the 
priest to bless it.  Take the bucket with the 
aspergillum and place it on the left ledge of the 
baptistery.  If there is a cremation, put the Holy 
Water bucket and aspergillum directly behind the 
table on which rests the ashes or a picture of the 
deceased.   

6. Make sure the Paschal Candle is moved to the foot 
of the sanctuary and lit before all other candles (and 
extinguished last). 

7. Put reserved signs out on the pews for the family. 
They are located in the closet nearest the woman’s 
restroom. 

8. Discretely inquire of the family who the readers and 
gift bearers are.  Talk to the readers and assure they 
know the correct readings.   

9. Ask whether any family members will be an EM.  
Talk to the ~two EM’s (who will be cup ministers), 
show them where they are to stand before and 
during Holy Communion, and what to do 
afterwards.  The sacristan does not usually give out 
Holy Communion unless it is a very large Mass.  If 
there are no EM’s designated, then the sacristan 
would be a cup minister.   

10. Check with the presider and funeral director for any 
other special needs. 

11. Be sure to clean up after the funeral.  Check for run- 
away tissues. 

 Adoration of the 
Blessed 
Sacrament and 
Benediction 

 

1. Place the monstrance and the 4 matching Adoration 
of the Eucharist candles on the credence table by the 
ambo.  

2. Place a lucifer stand with a lucifer in it across from 
the ambo next to the railing.  The lucifer stand can 
be found in either the sacristy or the closet where the 
lucifers are stored. 

3. Typically after Holy Communion, before the final 
prayer, take the monstrance (without lunette) and 
place it on the altar.  Then two people (one of which 
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is the sacristan) each take two of the Adoration of 
the Eucharist candles and place them on the altar.  
While the extra person is lighting the candles (from 
the existing altar candles) using the lucifer, the 
sacristan goes to the Eucharistic Chapel and retrieves 
the lunette, bringing it back to the altar.  The 
sacristan waits to hand the lunette directly to the 
presider. 

4. If the priest cannot be there to close the time of 
adoration, you may be called upon to remove the 
lunette from the ostensorium and to repose it in the 
tabernacle. 

 
 
 Thank you for your service to the community as a sacristan. As you can see 
by the outline above, you have a very important role in the sacramental life of 
your community. May God abundantly bless you for your service! 
 
 
 

Notes & Suggestions 
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Glossary of Liturgical Items: 

Alb: The white garment covering one's street dress. 

Altar: A table on which the sacrifice of the Mass is offered. It is the center of importance in the place 
where the Mass is celebrated. It is also called: The Table of the Lord. 

Ambo: The place where the Scriptures are proclaimed. Avoid: Pulpit 

Aspergillum: A vessel or device used for sprinkling holy water. The ordinary type is a metallic rod with 
a bulbous tip which absorbs the water and discharges it at the motion of the user's hand. 

Book of Gospels: The book which contains the Gospel texts, from which the priests or deacon 
proclaims the Gospel of the day. 
Bread and Wine: The elements used in the celebration of Eucharist (unleavened bread and natural 
pure wine). NOTE: After the Eucharistic Prayer the bread and wine is referred to as: the consecrated 
bread and wine or the body and blood of Christ. 

Cassock: A non-liturgical, full-length, close-fitting robe for use by priests and other clerics under 
liturgical vestments; usually black for priests, purple for bishops and other prelates, red for cardinals, 
white for the Pope. 

Celebrant's (or Presider’s) Chair: The place where the celebrant sits. It expresses his office of presiding 
over the assembly and of leading the prayer of those present. AVOID: The use of the word THRONE 

Chalice: The cup used to hold the wine. 

Chasuble: The vestment worn over the alb by priests, bishops & Pope when celebrating  Mass. 

Ciboria: Multiple vessels used to hold the consecrated bread for the distribution of communion. The 
plural of ciborium. 

Ciborium: A vessel used to hold the consecrated bread for the distribution of communion. 

Cincture:  A liturgical accessory (and one of the vestments of the Roman Catholic Church). It is a long, 
rope-like cord with tasseled ends, tied around the waist outside the alb. When worn by laypersons the 
color usually reflects that of the liturgical season. 

Corporal:  A square white linen cloth on which the host and chalice are placed during Mass. When not 
in use it may be kept in a burse. It is also used under the monstrance at Benediction or under the 
Blessed Sacrament at any time. 

Credence Table: Small table of wood, marble or other suitable material placed in the sanctuary of a 
church.  The credence table by the ambo holds cups, bowls, purificators and the pall.  The credence 
table by the presider’s chair holds the chalice, paten, corporal, purificator, lavabo bowl, huck towel 
(not terry), and cruet of water (without the top). On solemn festivals it is covered with a linen cloth 
extending to the ground on all sides, on less solemn days the cover is shorter, and on ordinary days it 
merely covers the requisite part.Cruet:  Small vessel for containing the wine and water necessary for the 
celebration of Mass; two are always employed.  

Dalmatic: The vestment the deacon wears over the alb on solemn occasions. 

Flagon: A large pitcher often used for wine (and water) to be consecrated at the Eucharist. 

Huck Towel:  Toweling consisting of coarse, absorbent, durable cotton or linen fabric.   

Lavabo:  The bowl used in the liturgical washing of his hands by a priest at Mass, after the Offertory 
and before the Preface.  

Lectionary: The book that contains all the readings from the Scriptures for use in the celebration of 
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the liturgy. 

Lucifer:  A candle lighter. The brass stick with a wick threaded in it and a snuffer at the end too. 

Lunette:  A circular receptacle, usually with glass sides, inserted into an ostensorium, to show the 
Sacred Host. It is blessed by a priest, and therefore is a sacred vessel. 

Mensa:  Table or platform of the ambo, or the top surface of the altar. 

Monstrance:  A symbol of the Blessed Sacrament since the monstrance is the sacred vessel which 
contains the consecrated Host when exposed or carried in procession. 

Ostensorium: A monstrance, a metal vessel usually gold- or silver-plated with a transparent section in 
which the Sacred Host is placed in its lunette when exposed for adoration or carried in procession.  

Paten: The plate used to hold the bread. 

Processional Cross: The cross carried in the processions. 

Purificator:  A small piece of white linen, marked with a cross in the center, used by the priest in the 
celebration of Mass. It is folded in three layers and used by the priest to purify his fingers and the 
chalice and paten after Holy Communion.  It is also used by the extra-ordinary ministers of Holy 
Communion (EM) to cleanse the ciborium after each person drinks the Blood of Christ. 

Sacramentary: The book used by the celebrant, containing all the prayers for the liturgy of the Mass. 

Sacrarium:   The special covered sink in the kitchenette.  It is used to receive the water from the 
washing of the priest's hands and the water used for washing the palls, purifiers, corporals, bread 
crumbs, cotton, etc., after the sacred unctions. 

Stole:  The vestment worn around the neck by all ordained ministers. For priests, bishops and Pope, it 
hangs down in front (under the chasuble); the deacons wear it over their left shoulder crossed and 
fastened at the right side. 

Surplice: A loose, flowing vestment of white fabric with wide sleeves. For some functions it is 
interchangeable with an alb. 

Tabernacle: Place in the church where the Eucharist or sacred species is reserved. 

Thurible:  A metal vessel in the shape of a vase or cup, with cover suspended by chains. It is used for 
burning incense at solemn offices of the Church. 

Thurifer: The person carrying the thurible, the incense-bearer. 

Vestment: The vesture the ministers wear. 

 
Other terms may be found in the Pocket Catholic Dictionary at 
http://www.therealpresence.org/dictionary/adict.htm , or the New Catholic Dictionary at 
http://www.catholic-forum.com/SAINTS/indexncd.htm . 
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