Sacristan
Duties and Responsibilities
The Sacristan has many duties and responsibilities. They may vary upon the needs of the celebrant and of the parishioners attending the Mass. The celebrant should be able to walk into the Church and prepare to celebrate the Mass with you, the Sacristan, tending to all the remaining details.
This is a Welcoming Ministry as well as a Ministry of the Liturgy.  It is a Welcoming Ministry in that each Mass requires many people to ensure the Mass flows smoothly. 
In order of importance, it is the responsibility of the Sacristan to:

· Secure the church before and after Mass

· Assist the Celebrant with Mass

· Ensure all persons are in attendance to assist in the Mass, including lectors, Eucharistic Ministers, Altar Servers, Ushers, and those who will present the gifts.

· Ensure that all items are in place for Mass

In addition to those responsibilities during the Mass, it is the Sacristan's responsibility to train liturgical ministers 

The Sacristans duties should be performed with knowledgeable and reverent manner, setting the tone for all those present.    The altar and area is HOLY space. Any special instructions should be passed on and clarified before the Mass. 
Conversations should take place in quiet tones in the sacristy or quietly in the back of the church.

Responsibilities include:
Administration:  
· Arrive 45 minutes to 1 hour prior to the beginning of Mass.  The sacristan is responsible for the security of the Church, including unlocking of doors, security of the Eucharist, security of the collection, Mass set up and clean up, and Mass coordinator.  You are to assist the celebrant where necessary.

· Verify that all the doors are open/closed before and after Mass respectively, either with the key or with the allen wrench for the push bars.

· In working sacristy, refer to the appropriate schedule to know who should be in attendance for lectors, EM’s, and altar servers. Set up sign in sheet. You may need to adjust the sheet and personnel depending on the celebrant, any visiting priest or deacon.
· Secure additional Lectors, Eucharistic Ministers, Ushers and Altar Servers if necessary, from the congregation.  

· There is normally a head usher at each Mass.  That individual ensures there are ushers to take up the collection(s) and determines individuals to present the gifts.   If you do not see ushers, you will need to ask individuals to take up the collection and determine a family to bring up the gifts.  Additionally, the gift table needs to be moved to the back of the church once the gifts have been brought to the Altar.
· Gather with all participants at the rear of the church 5 minutes before Mass is to begin.  Be sure that all know their physical position in line for the procession.  

· Mare sure bags for the collection(s) are in place.  

If there are not 3 Altar Servers, the Sacristan participates in leading the procession as well as in duties throughout the Mass. 
Lights, Sound and Building Logistics:
· Ensure all the lights are on/off to include the stained glass windows.  4 sets of switches and 2 sliders in the vestibule, 1 slider behind the sacristan chair,  4 switches by the working sacristy, 1 adjustable switch inside the working sacristy for the choir area. There is a light switch between the confessionals for the back stained glass and a switch inside the right confessional for the scene over the confessionals. 
· Sound system on/ off to include the button in the back. Should be set at #12. Check that the microphone is at the Presider's chair. 

Note:  When Fr. Hernando is the presider, you will need the cordless microphone base to be in place on the floor next to the tabernacle. You will need to ensure the antenna is upright, the power supply is in place as well as the microphone cord.
Altar Set Up:
· On the altar should be a clean corporal with clean napkins on corporal for each cup along with the holder for the Book of the Gospels.
· On the side table should be the chalice with a purificator, paten on which sits a single large host, and the scabbard covering the host; ciboria; silver cups; cruets with water and wine; cruet with bowl and towel for the washing of hands. The number of ciboria and cups are based on the number of positions to be filled for dispensing of the Sacrament. 
· Check the tabernacle for the number of consecrated hosts to determine the number to be put out for your Mass. The goal is at the end of Mass have 20 or less hosts in the tabernacle to be used by persons visiting the sick and/or hospital. 
· Note:  When Fr. Hernando celebrates Mass, a gluten free host needs to be placed inside the pix located inside the tabernacle.   (If there are consecrated hosts inside the pix, bring the pix out with the ciborium of consecrated hosts. If you are placing a fresh host in the pix, place the pix on the scabbord which covers the chalice). 
· The decanter is to contain wine. Knowing the purpose of the Mass determines the amount of wine to be used. A normal weekend Mass, wine is about 1/3 full or to the top of the star etching in the decanter.
·  Fill all the candles with liquid paraffin: 6 back altar, 2 main altar, 2 ambo. Extinguish at the conclusion of Mass.
· The bells are to be placed by the seating for altar servers. 
· Check that there is hand sanitizer at the sacristan’s chair. 

Readings Set Up: 
· The ambo is to have the Lectionary out and open to the correct reading for the day. There should also be a copy of the General Intercessions and the Announcements on the ambo for the Lectors. Place a copy of the General Intercessions at the Presider’s chair.
· The Sacramentary should be in the holder sitting on the shelf just by the working sacristy.
· The Book of the Gospels should be marked for the correct Gospel and laid on the table back by the confessional for the Lector to carry in the procession.
· The ambo is to have a missalette, just in case it is needed.
After Mass
· Remove all vessels from the Altar area

· Clean all silver cups and glass decanters/cruets are to be cleaned with soap and water. Do NOT clean chalice with soap and water - the priest has cleaned the chalice in the altar. 
· Wipe Ciboria with the purificator from the chalice. 
· Put away all vessels, and the lectionary, in the locked vessel room located inside the working sacristy. 
· Lock the microphones and the Book of the Gospels in the vesting sacristy.
· Check to make sure sacristy door and vesting sacristy doors are locked.  

· Saturday night and Sunday after the Mass in Spanish:  Turn off all lights and lock all exterior doors.
