
Immaculate Conception Church 

Sacristan/Extraordinary Minister Responsibilities 
 

 

Before Mass: 

 

1)  We ask that you arrive 30 minutes before Mass. 

2)  Make sure the credence table is set up with the following items 

a. Cruet of Water 

b. Lavabo Bowl/Tray 

c. Finger Towel 

d. Roman Missal on Book stand 

e. Veiled Chalice 

f. One ciborium 

3) Take the gifts to the back 

a. One ciborium 

b. Cruet of wine 

4) Make sure we have a lector (1) and servers (3) 

5) If there is no server, please light the candles (weekend all 8, 

weekday Solemnity all 6 on the altar, feast day during the week 4 

candles on the altar, memorial, or regular weekday 2 on the altar). 

6) Make sure the lectionary is set and on the ambo. 

 

During Mass: 

 

1) Come up when the priest receives from the chalice 

2) Once the minister receives Communion, use hand sanitizer 

3) Receive the ciborium from the priest and go to communion station.  

Extraordinary Ministers usually go to the presider chair side and 

stands behind the kneeler.   

4) After distribution of Holy Communion, return the ciborium to the 

altar.   

5) Ministers may purify their fingers at the credence table or 

tabernacle. 



 

After Mass:   

 

1) Return to the sacristy. 

2) The priest will have purified the vessels after communion, so you 

can begin the process of cleaning. 

a. Pour dish soap into the bowel or cup. 

b. You may pour water in the bowel or cup and around most of 

the chalices.   

c. DO NOT SUBMERGE THE SACRED VESSELS 

(Ciborium or Chalice) in the water.   

3) When preparing the chalice for the next Mass, please first put a 

purificator on top of the chalice, then the paten, place a priest host 

on the center of the paten, and finally cover with a pall.   

4) Once the chalice is prepared…place the chalice veil over the 

chalice.  The cross is in the front and then put the purse on top.  

The opening of the burse goes towards the back of the chalice.   

5) After the 4:30 pm and 8 am, please fill the two ciboria. 

a. 4:30 pm (40 in each ciborium for the 8 am), 8 am (40 in each 

ciborium for the 11 am Mass).  After the 11 am Mass (one 

ciborium with 60 host) 

6) The vessels are placed on the counter for the next sacristan to put 

out at the beginning of the next Mass. 

7) Please make sure the Sunday Lectionary is reset for the next Mass 

 

 

Thank you for serving as an Extraordinary Minister and a 

Sacristan.  Your assistance helps everything move much smoother.  

It might be necessary to do things a little differently from time to 

time, especially if there is a visiting priest.  Just move with the 

Spirit.  If you have any questions, please do not hesitate to ask!  

Thank you again for everything!   


