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Ministries:  

General Information and Schedule 
Structure 
Saint John Paul II Parish has a total of 27 ministries. These are broken into four groups: the 

Ministry of Sacramental Life, the Ministry of Evangelization, the Ministry of Stewardship 

and Justice, and the Ministry of Administration and Planning.  

Each of the four groups has one chair who oversees six to eight of the smaller ministries. He 

or she sits on the Parish Council and reports to the Parish Office manager with any minutes, 

updates, or changes.  

The head of each smaller ministry needs to send the meeting minutes to the Parish 

Office as soon as possible if the ministry meets on a regular basis. If the ministry 

does not meet regularly, then updates and changes need to be sent to the Parish 

Office manager by the second Monday of June, August, October, February, and April. 

 

A breakdown of our 27 Ministries and their groupings: 

Ministry of 
Sacramental Life 

Ministry of 
Evangelization, 

Catechesis, & VCS 

Ministry of 
Stewardship and 

Justice 

Ministry of 
Administration and 

Planning 

 Altar & Rosary 
Society 

 Liturgy & Music 
 EMC’s 
 Ministers of the 

Word (Lectors) 
 Altar Servers 
 Greeters 
 Ushers 
 Sacristans 

 CCD (Religious 
Education 

 RCIA 
 Education 

Commission  
 Youth Ministry 
 Pastoral Care 
 Catholic Book 

Club 
 Spanish 

Ministry 
 

 St. Vincent de 
Paul 

 Stewardship 
Committee 

 Pro-life 
 Knights of 

Columbus 
 Collection 

Counters 
 Funeral 

Luncheon 
Committee 

 Faith in Our Future 
 Parish Staff 
 Archives 
 Social Committee 
 Memorial Garden 
 Development 

Committee 

The Buildings and Grounds Ministry falls under the Finance Committee. The Pastor must nominate members 

for this group.  
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Schedule of Ministry Meetings 
Please schedule all meetings and/or events through the Parish Office and submit all 
minutes within a week after the meeting to office@saintjohnpaulii-kewanee.org. 
 

COMMITTEE DAY/HOW OFTEN TIME PLACE 

365 Youth Team 3rd Wednesday of every month  6:00 p.m. Parish Center 

Altar & Rosary 2nd Wednesday of every month 
except January and July 

6:45 p.m. Parish Center 

Athletic Committee 1st Tuesday (set month – Aug., 
Oct., Dec., Feb., Apr.) 

6:00 p.m. VCS 

Building & 
Grounds 

4th Wednesday of even months  9:00 a.m. Parish Center 

Development 
Committee 

As needed 6:30 p.m. TBA 

Education 
Commission 

2nd Thursday of even months 6:00 p.m. Lower Level 
Parish Center 

Faith in our Future 2nd Thursday of even months 
(subcommittees odd months) 

6:30 p.m. Lower Level 
Parish Center 

Finance 
Committee 

3rd Thursday (set months) 6:30 p.m. Parish Center 

Knights of 
Columbus 

3rd Wednesday of every month 7:30 p.m. Lower Level 
Parish Center 

Memorial Garden 1st Tuesday of even months 7:00 p.m. Parish Center 

Parish Council 4th Wednesday of even months 
except December 

7:00 p.m. Parish Center 

Parish Staff 1st Wednesday of every month 3:15 p.m. Parish Center 

Pastoral Care 2nd Thursday of even months 9:00 a.m. Lower Level 
Parish Center 

P.A.T.  1st Tuesday of even months as 
needed 

7:00 p.m. VCS 

Social Committee As needed 7:00 p.m. Parish Center 

Stewardship 
Committee 

2nd Tuesday of even months 6:30 p.m. Parish Center 

 
Note: Please contact the Parish Office to request the attendance of the Pastor.  
Also note that some ministries are missing from this schedule due to the irregularity of 
their meeting times. 
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Altar Servers 
 

 

INTRODUCTION 

Who can serve? 

Boys and girls in the fourth grade through high school who have already received their 
First Communion and normally receive the Eucharist when they participate in the liturgy of 
the Mass are encouraged to become altar servers. 

 

The role of an altar server 

Four centuries, young people like you have been an integral part of the Mass. It’s not an 
easy job. As an altar server, you’ll sometimes have to rise early in the morning. Other times 
you’ll have to say up late at night. Some days you’ll have to do both. 

Your duties as an altar server will involve everything from assisting the priest with his 
vestments—to lighting candles, carrying the books used at Mass, ringing bells, and saying 
prayers. 

Your most important role is that of prayer leader. Many people think of prayer as a one-
way conversation with God, but it is actually a two-way conversation—one that requires 
active listening on the part of those offering prayers if they are to receive the answers they 
seek. As an altar server, you will help them listen by your actions at the altar. You will help 
the service flow smoothly so that the congregation can concentrate on all the wonderful 
sounds surrounding them: the music, the priest’s prayers, their own prayers, and words of 
Scripture that are read aloud. With your help, their time of worship will be more 
meaningful and more deeply felt. 

Responding is another essential element of prayer. At Mass, the congregation responds 
through prayer and song-giving praise and thanks to God for all the great things He has 
done. Unless the task you are performing at the moment makes it impossible, you will be 
responding along with everyone else, praying and singing whenever it is appropriate. 
When people SEE you participating so actively in the Mass, they will feel more comfortable 
about joining in themselves. 

As you can see, you have an important leadership role in the celebration of the Mass. 
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Requirements to become an altar server 
 
All servers must meet these requirements before they will be accepted to the Saint John 
Paul II Parish Altar Server Ministry: 
 
Qualifications 

 Servers' families must be registered members of Saint John Paul II Parish. 
 Servers must actively practice the Catholic faith and should regularly receive 

Communion. 
 Servers must have completed third grade and they are in fourth grade or 

beyond. 
 Servers should be currently participating in a program of Faith Formation, 

either through the Parish Faith Formation Program (CCD), or through 
attendance at a Catholic school, or through structured home study, or through 
365 Youth Ministry. Servers not meeting this requirement should discuss their 
situation with the Pastor. Accommodations will be made. 

 
Intentions 
Altar servers must serve because they feel a personal calling to service. If you feel parents 
or others are pressuring you to serve, but you don't want to serve, quietly let your faith 
formation teacher or coordinator know. The coordinator/teacher is here to assist you. They 
are happy to help you determine if this is the right time for you to begin altar service. If this 
isn't the right time, then you are welcome to start again when you are ready. 
 
Servers also must be prepared to meet the commitment required of them. They should 
understand the principles of Devotion, Dedication, and Discipline. 

  

 
Knowledge 
New servers must be very familiar with the Mass. They must understand why the Mass is 
important, and what happens during Mass. Before they serve for the first time, servers will 
be required to demonstrate that they know the Order of the Mass, the prayers of the Mass, 
and the postures and responses during Mass. All of this will be taught during the new 
server training period. Altar Servers must also demonstrate the ability to make use of the 
“tools of the trade” such as matches, candles, candle lighters, books and sacred vessels. All 
of this will be taught in training. 
 
 

Training 
Training will be scheduled regularly for all new altar servers (September through 
November). Once servers have completed the initial training, they will be able to begin 
serving as an Apprentice (January through August). 
 
An Apprentice is a candidate that is learning how to become an Altar Server. Apprentices 
will be scheduled at the Masses they wish to serve. At the discretion of the presiding priest, 
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Apprentices may process in the opening and closing procession. Apprentices sit in reserved 
seats that allow them to be close enough to directly observe and learn from the Altar 
Servers. 
 
Altar serving can be a little scary at first. The apprentice program is a chance for new 
servers to get past being nervous and build the confidence that they need to enjoy service. 
It also gives the Altar Server Coordinator an opportunity to observe new servers and 
determine when they are ready to be active Altar Servers  
 
After servers have qualified to serve, they will be added to the regular altar server 
schedule. All servers continue to participate in ongoing training through regular practices. 
Altar servers will be trained to handle all of the tasks assigned to each specific duty. Servers 
will be required to memorize the prayer responses of the Mass, know the names of the 
vestments and vessels of the altar, and to learn the Order of the Mass. 
 
Practice 
Practice will be held at regular intervals. Practices give every server the occasion to 
improve their current skills as well as the opportunity to learn new ones. Some practices 
will be mandatory for all servers. Practices are mandatory when there is significant new 
information, or when there are liturgical changes. When a server misses a mandatory 
practice, they will be required to make up the practice before being scheduled again. Every 
effort will be made to give the server a choice of multiple sessions for mandatory practices. 

 
Most practices will be optional, which means that a server should make a personal decision 
if they need to attend or not. However, all servers will be required to attend a minimum 
number of optional practices each year. Currently, servers are required to attend a practice 
at least once every three months. Servers who fall below this requirement may be excluded 
from the schedule until they attend practice. Wherever possible, attempts will be made to 
offer practice at various times to allow for flexible schedules. 
 

Step-by-Step Guide to Serving 
 

Dress Code 
 Girls should wear a dress, skirt/blouse, or nice slacks; dress shoes with socks or 

tights; and they should keep their hair pulled back. (We work with a lot of candles.) 
 Boys should wear nice slacks and a dress shirt with dress shoes and socks. 

 

 

Before Mass 
 Arrive a minimum of 15 minutes prior to the beginning of Mass. 
 Wash your hands. 
 Girls: put on Alb, Cincture, and Cross. Boys: put on Cassock and Surplice. 
 Light the candles. 
 Ask the priest of deacon if anything else needs to be done. 
 Pray with the Liturgical Minister 10 minutes before Mass begins. 
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The Order of the Mass 
 

Entrance procession 
 

The order you enter Mass is: Cross in front, Two Candles by each other, Two Apprentices (If 
any), Deacon, and Priest. The procession begins when the people begin to sing the entrance 
hymn. Walk up the aisle slowly, slower than you normally walk, but not at a snail’s pace. 
 
When arriving at the sanctuary, CROSS and CANDLE on the right of the procession, go to 
the eastern side of the sanctuary and funnel out. CANDLE on the left of the procession goes 
to the western side of the sanctuary and funnel out, if the APPRENTICES are present follow 
the same pattern and all servers stop. The Deacon does not stop. When the priest arrives he 
genuflects while the servers bow their heads and they all go up the sanctuary steps. CROSS 
places the processional cross in the stand and walks to the seat to the left of the Priest. 
CANDLES place the candles in their stands on the western side of the tabernacle and walk 
to their seats in front of the statue of the Blessed Virgin Mary. All SERVERS stand. 

 

Introductory rite 

 

GREETING 
STAND and Respond 
CROSS: Some priests may read a greeting from the black binder—be ready and watch for a 
sign from the priest. 
PENITENTIAL RITE (OR KYRIE) 
STAND and Respond 
RITE OF SPRINKLING 
During certain times of year or for certain Masses, the Rite of Sprinkling with Holy Water 
may be celebrated. The Priest or Deacon will usually tell the servers before Mass if this is 
happening. 
 
After the priest says the initial greeting, the priest and deacon go to the front of the altar. 
All servers go to the front of the altar with them. 
 
The CROSS should bring the Book of Blessings to the Priest and holds it for him. Once the 
Priest is done with the reading, the CROSS may return to their chair. 
 
Each CANDLE server retrieves a sprinkling bowl and holds it for the either priest or the 
deacon. As they walk around the church, the CANDLE walks at their side with the bowl. If 
there is no deacon, one CANDLE remains at their chair and the other CANDLE goes to help 
with the bowl. 
Once the Rite is complete, Mass continues as usual. However, the Profession of Faith may 
be skipped if Baptismal Vows are renewed during the Rite of Sprinkling. 
 
GLORIA 
STAND and Respond 
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CROSS: At the words “...you alone are the Lord...” the CROSS picks up the Book of Prayers 
(brown) and holds it for the priest, stepping directly in front of the priest. 
NOTE: During Lent and Advent the Gloria is not prayed. Be prepared to move with the book 
at the words “May almighty God have mercy on us...” 
 
OPENING PRAYER 
CROSS holds the book for the priest. Return to your seat after the prayer. 

 

Liturgy of the Word 
 
FIRST READING, RESPONSORIAL PSALM, SECOND READING 
SIT and Respond 
 
ALLELUIA AND GOSPEL 
CANDLES: After the second reading, as soon as the READER says: “The Word of the Lord,” 
the CANDLES get the candles and stand in place. When the “Alleluia” starts (singing), 
CANDLES move forward to the front of the altar and wait for the Deacon or priest then they 
all bow their heads and move to either side of the Ambo. 
 
For the point at which we say “Glory to you, O Lord”, the people make a sign of the cross on 
their forehead, their lips, and their hearts. CANDLES are holding the candles with both 
hands, and do not make this sign. 
 
At the end of the Gospel (“Praise to you Lord Jesus Christ”), CANDLES return the candles to 
their stands and take their seats in front of the statue of the Blessed Virgin Mary. 
CROSS: STAND with hands folded 
 
HOMILY 
SIT and Listen 
 
PROFESSION OF FAITH 
CROSS: Retrieve the black folder and hold it for the priest. 
STAND with hands folded 
 
Make a PROFOUND BOW at the words “by the power of the Holy Spirit he was born of the 
Virgin Mary, and became man.” 
 
PRAYER OF THE FAITHFUL 
CROSS: Hold the black folder for the priest 
STAND with hands folded 
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Liturgy of the Eucharist 
 

OFFERTORY 
When the prayer of the faithful is finished, and both CANDLES prepare the altar 
CROSS: remove the gospel book stand from the altar and place it on the back table (not the 
credence table) Take the Sacramentary with its bookstand and place them on the Altar. 
Then, STAND at the credence table, ready to help the other servers. 
 
CANDLES: Place the priest's chalice on the altar. Carry it with one hand on the stem, and 
one hand holding the paten and pall on the top. Place the cups from the credence table on 
the altar, but closer to the Priest/Deacon 
 
CANDLES stand and wait next to the credence table until the priest stands to get the 
offertory gifts. 
 
When the priest walks towards the front of the steps to get the gifts, CROSS AND CANDLES 
go with him. The CANDLES stand to his right and left, the CROSS stands to the left of the left 
CANDLE. 
 
The priest will receive the gifts and hand them to the servers: the ciborium to the CANDLE 
on his right and the cruet to the CANDLE on his left. If the priest bows to the offertory 
family, offer a head bow with him. ALL return to the sanctuary with the priest. 
 
PREPARATION OF THE ALTAR 
There is no talking among the servers, especially during this part of Mass. 
 
The CROSS STANDS behind the credence table to assist the other servers. 
 
The CANDLE carrying the ciborium STANDS at the corner of the altar on the right side and 
waits for the Deacon/priest to take it from them. DO NOT PLACE THE CIBORIUM ON THE 
ALTAR. 
The CANDLE carrying the wine cruet takes it back to the credence table. They remove the 
tops from both cruets. They then pick up the water cruet and wait for the other candle to 
come get the wine cruet. 
NOTE: Place the cruet tops on the small oval bowl on the table to keep them from rolling 
around. 
 
Both CANDLES take the cruets to the altar and stand next to the priest/Deacon. Do not 
make the priest/Deacon wait. You should be standing there waiting on him. Hold the cruets 
with the handles towards the priest/Deacon so that he can take them from you. The wine 
cruet stands closer to the front of the altar. Stand right next to the priest/Deacon, at the 
corner of the altar. He should not have to take a step to reach you. 
 
At this time, the servers in the sanctuary may hear the priest offer the Blessing of the Gifts. 
When they hear the priest say “....it will become for us the bread of life,” All respond, “Blessed 
be God forever.” 
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When they hear the priest say “....it will become our spiritual drink”, ALL respond, “Blessed 
be God forever.” 
 
When the priest hands back the wine cruet, CANDLES make a HEAD BOW and return the 
cruets to the credence table. CROSS replaces the cruet tops on the cruets. 
 
CANDLES retrieve the lavabo pitcher and bowl and finger towel. Return to the position at 
the Altar beside the priest. Do not make the priest wait. You should be standing there 
waiting on him. Stand right next to the priest, at the corner of the altar. The CANDLE closest 
to the front of the altar holds the pitcher in their right hand and the lavabo bowl in the left. 
The CANDLE holding the finger towel holds it opened with the top corners between their 
fingers. 
 
The priest will turn and pray “Lord, wash away my iniquities, and cleanse me of my sins.” 
The CANDLE holding the pitcher pours a small amount of water over the priest's fingers 
and into the bowl. The Priest takes the finger towel, dries his hands, and hands it back. The 
CANDLES make a HEAD BOW and return the bowl, pitcher, and towel to the credence table. 
If there is water on the bottom of the pitcher base, place it on the finger towel so as to not 
leave a water ring on the table. 
 
The CROSS and the CANDLES go back to their seats. 
 
PREFACE 
STAND with hands folded through the Sanctus (Holy, Holy, Holy...) 
 
EUCHARISTIC PRAYER 
When the Sanctus acclamation ends with “... blessed is He who comes in the name of the Lord. 
Hosanna in the highest.” all KNEEL with hands folded through the remainder of the 
Eucharistic Prayer. Sing and Respond as appropriate. 
 
After the priest says, “Take this... this is My Body which will be given up for you.” 
The CROSS and one CANDLE ring the three sets of the three bells.  When the priest 
genuflects or bows, make a HEAD BOW in reverence of Our Lord’s presence. 
 
Similarly, after the priest says, “Take this all of you and drink... sins may be forgiven. Do this 
in memory of Me.” 
The CROSS and one CANDLE ring the three sets of the three bells. And when the priest 
genuflects or bows make a HEAD BOW in reverence of Our Lord’s presence. 
 
COMMUNION RITE 
 
After the Doxology and Great Amen, ALL STAND, with hands folded. 
 
THE LORD’S PRAYER 
STAND with hands joined in prayer 
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THE SIGN OF PEACE 
ALL servers will extend the sign of peace to each other and then line up to extend the sign 
of peace to the priest and deacon. All servers return to their seats and stand with hands 
folded. 
 
LAMB OF GOD 
STAND with hands folded 
 
COMMUNION 
The priest will offer communion to the Eucharistic Ministers first, and then to the servers. 
You have the option of receiving the Blessed Sacrament in both species (Body and Blood). 
As an altar server, you should arrive at Mass fully ready to greet and receive the Lord. If 
circumstances do not allow you to receive communion, simply cross your arms over your 
chest as the minister, priest or deacon approaches you. You must restore yourself to the 
proper state to receive communion before you serve at the next Mass. In most cases, this 
means receiving the Sacrament of Confession. 
 
After receiving Communion proceed back to your seat and kneel to offer your prayers of 
thanksgiving. 
If for some reason the priest, deacon and Eucharistic Ministers forget you, calmly and 
reverently process down the front of the steps to the pews at the front. Join the line at the 
end of the next pew, and follow the line to receive communion as usual, then return to your 
seat. 
 
DURING COMMUNION 
After Communion, servers offer their prayer of thanksgiving KNEELING on the kneelers. 
Just before Eucharistic Ministers begin to return from Communion, CROSS removes the 
Sacramentary and book stand and returns them to the back table. 
CROSS remains kneeling until the priest returns to the presider's chair and sits down. Then 
ALL the servers SIT at the same time as the priest. 
 
When the priest sits down, the CROSS takes and holds the Book of Prayers (brown) on their 
lap. 
 

Concluding rite 
 

CLOSING PRAYER 
CANDLES STAND with hands folded 
 
When the priest says, “Let us pray”, the CROSS STANDS with the Book of Prayers (brown) 
and holds it for the priest, stepping directly in front of the priest. 
The priest says the closing prayer and gives the final blessing (May almighty God bless 
you...) 
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DISMISSAL AND RECESSION 
When the deacon or priest says, “The Mass is ended, go in peace to love and serve the Lord”, 
ALL servers move to retrieve the processional cross and candles. 
 
CROSS takes the cross to the main aisle in line with the second pew and turns to face the 
altar. 
CANDLES take the candles to the main aisle in line with the first pew and turn to face the 
altar. 
The priest and the deacon come join them, when the priest and deacon genuflect, All the 
altar servers bow their heads. 
 
ALL turn with the priest and deacon (CANDLE Servers turn towards one another) and 
process out following the pattern used on the way in. they process out slowly to the main 
entrance. When you get to the back row of the Church, extinguish the candles. Return the 
processional cross and candles to the sanctuary. 
 
 

 

Comportment at Mass 

Walking. Walk with your back straight and head held high. 

Bowing. When you bow to someone or something at Mass, it should be a smooth, forward 

inclining of your head and shoulders. When you bow to the altar, bow deeply at the waist 

and bring yourself slowly to your full height. When you bow to the priest, bow your head 

slowly and gracefully. Don’t walk and bow at the same time. 

Genuflecting. When genuflecting, keep your hands in front of your chest while you go 

down on your right knee. Keep your body upright. You may need to be careful that you 

don’t trip over your alb or cassock. 

Kneeling. When you kneel, your body should be upright and your hands should be in front 

of your chest, well above your waist. 

Standing. Always stand up straight with both feet firmly on the floor, about six to eight 

inches apart. This will give you balance and comfort at the same time. Avoid leaning against 

the furniture or the wall. 

Sitting. Sit down on your chair carefully and gracefully. Keep a tall posture. Place your 

hands in your lap or flat on your thighs in a relaxed manner. Watch how the priest holds his 

hands, and do as he does.  

Hands. Unless you are sitting down or carrying something, your hands should be kept 

joined in front of your chest. They may either be locked together or held palm-to-palm with 
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your finders pointing to the ceiling. Hold your hands the way the priest does. If you are 

carrying something with one hand, hold the other hand flat on your chest. 

Eyes. During Mass, always look towards the place where the action is happening, such as 

the celebrant’s chair, the lectern, or the altar. Also make sure to look at the priest 

periodically in case he needs you to do something. 

 

Prayers to know at Mass 

Over the years, you have become familiar with most of the prayers included in the Mass. 

Now, as an altar server, you will be saying those prayers each time you assist with Mass. 

Some of the longer prayers are listed here. The full prayers can be found in Appendix A on 

page 30. 

Penitential Rite (page 32) 

Glory (page 30) 

Profession of Faith (page 33) 

The Lord’s Prayer (page 32) 

 

Schedule 
Altar servers are needed for the following Mass times: 

Saturday 4:30 p.m. 

Sunday 7:30 a.m. 

  9:30 a.m. 

  Noon (Spanish Mass) 

Youth Mass is on the last Sunday of every month (except May, Nov., and Dec.) at 5:00 p.m. 

 

 

How do I join? 
Contact the Parish Office at 309-852-4549 or email office@saintpaulii-kewanee.org for 

more information. You’ll need to fill out a form to turn in to the director of the altar servers. 
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Collection Counters 

 
Who are collection counters? 
Four teams of seven to eight parishioners who have been approved by the Pastor meet at 

8:00 a.m. on Mondays in St. Anthony Conference Room on the main floor of the Parish 

Center to reconcile the weekly collection proceeds. Each team includes a lead person, a 

cashier, and five to six envelope counters. Because there are four teams, each usually works 

about once per month. The task generally takes approximately two hours to complete. 

 

Collection Counting Procedures from the Diocese of Peoria: 
1. Open one collection bag at a time. Preferably, start with the regular weekend collection. 

2. Empty the content onto the table. 

3. Separate out miscellaneous envelopes and other non-cash items which may be included 

in the collection basket. Handle these on an individual and appropriate basis. That should 

leave only loose cash and parishioner envelopes. 

a. If checks are in the collection without an envelope, set these “loose checks” aside 

to obtain the envelope number. Done by head counter. 

i. Place parishioner name & address off check and parishioner number on 

blank envelope provided for “loose checks” along with the dollar amount and 

check number. 

 b. Loose cash: Done by cashier 

i. Separate bills into stacks by denomination 

ii. Count the cash/coins twice. Verify the two totals match 2nd person verify. 

iii. Log the count on the “collection count sheet” 

iv. Set the cash aside. 

c. Separate envelopes containing cash from those containing checks. Count cash 

envelopes first; allowing cashier monies to cash out large checks for multi 

envelopes. Count Sunday envelopes first before counting special collections (such as 

major maintenance, St. Vincent de Paul, etc.) 

i. Envelopes with cash: Use counter sheets provided  

1. Keep batch of envelopes to 25 or under. 

2. Place the envelopes in order by parishioner # smallest to largest. 

3. Write the amount of the cash on the face of the envelope. 

4. Cash in the envelope should stay with the envelope. 
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5. A second person compares the cash in the envelope with the 

amount written on the envelope. 

a. Separate the cash from the envelope 

b. Count the cash in the same manner as the loose cash 

procedures above. 

c. Total the amounts written on the envelopes 

d. Ensure that the total of the cash and the total of the 

envelopes are the same. 

6. Attach cash and envelopes together and place for head counter to 

reconcile. 

7. Log on the “Collection Count Sheet” 

ii. Envelopes with checks: Use counter sheet provided 

1. Keep batch of envelopes to 25 or under 

2. Place the envelopes in order by parishioner # smallest to largest. 

3. Write the amount of the check on the face of the envelope 

4. Write the check number on the face of the envelope 

5. Separate the envelopes and the checks into two piles- making sure 

to keep them in the same order in their respective piles. This will help 

in finding any reconciling issues at the end of the counting. 

6. Attach envelopes and checks together and place for head counter to 

reconcile.   

a. Head counter: Total the amount of the checks- saving the 

adding machine tape. Total the amount on the envelopes – 

saving the adding machine tape. 

b. Ensure that the total of the checks and the total of the 

envelopes are the same. 

7. Stamp the checks: Deposit only. 

8. Log on the “Collection Count Sheet” 

d. Head Counter prepares Collection Count Sheet and makes deposit. 

e. Envelopes brought to the office to be keyed into PDS. 

 

 

How do I join? 
If a parishioner expresses interest in joining this ministry, Father has to approve the 

volunteer. Otherwise, he approaches those in good standing with the Church and whose 

schedules would allow for the Monday meetings. For more information, call the Parish 

Office at 309-852-4549 or email office@saintjohnpaulii-kewanee.org. 
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Eucharistic Ministers of Communion (EMC’s) 

 
Who can become a Eucharistic Minister? 
All parishioners are worthy and welcome to join this Ministry! Anyone who is fully 

initiated (meaning you’ve celebrated the sacraments of Baptism, Confirmation, and First 

Communion), a practicing Catholic in good standing with the Church, and a good role model 

for the congregation can become a Eucharistic Minister, although there is a nomination 

process that must be completed.   

 

 

Off the Altar 
Our weekly Pastoral Care EMC’s distribute the Body of Christ to our homebound 

parishioners and those in care facilities. 

 

 

Responsibilities & Expectations 

 Join the other ministers in the sacristy before the liturgy begins for a short prayer. 

 Assist the Priest in distributing Eucharist at Mass.  

o After the Priest drinks the wine, you will approach the altar from your pew 

and bow when you arrive. 

o When distributing Communion, you will hold up the Body of Christ, look the 

person in front of you in the eye, and say, “The Body of Christ,” to which the 

receiver responds, “Amen.” (If the person doesn’t say Amen, you should 

gently do it for them.) 

o When distributing the Precious Blood, you’ll say, “The Blood of Christ” as you 

present the chalice to the person. Wipe the rim of the cup when it is returned 

to you, and slightly rotate it for the next person. 

o Those who are not receiving Communion are encouraged to come forward 

with their arms crossed for a blessing. To these you will say, “May God bless 

you today and always” while placing your hand on their shoulder. Only an 

ordained minister may make the sign of the Cross in blessing. 

o If a Host falls on the floor, stop and pick it up reverently. The Host should be 

completely consumed or dissolved in water before being purified in the 

sacrarium. If some of the Precious Blood should spill, immediately after 

Communion the area should be washed with water and purificators.  
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o After distributing Holy Communion, the EMC may consume any remaining 

Precious Blood in the chalice and then place the chalice or ciborium on the 

corporal on the altar for the priest or deacon to purify unless he purifies 

immediately after Mass, in which case he may ask you to place the vessels 

and cover them on a corporal on the credence table. In the Dioceses of the 

United States, permission has been extended to EMC’s to assist with the 

purification of the vessels. 

 Offer to minister on Holy Days, special feasts, and even days when you’re not 

scheduled! 

 Dress appropriately. A pamphlet available in the Parish Office (“The Ministry of an 

Extraordinary Minister of Holy Communion in the Diocese of Peoria”) suggests 

wearing something you might wear to a nice dinner party or business meeting. 

 Follow the schedule provided by the EMC chair. 

 Find a replacement if you are unable to serve when scheduled. 

 
 

Nomination Process 
The Priest recommends a parishioner to this ministry, after which the nominee will learn 

the meaning of the ministry and how to distribute Holy Communion. Here is a brief 

description of what will ensue once you’ve been nominated: 

 

 Training. Father meets with the candidates to teach the meaning, responsibilities, 

and procedures of the ministry.   

 Approval. After receiving training and your Commitment papers, your nomination 

is sent to the Bishop for approval. 

 Commencement. Once your approval has been received by the Parish, you will be 

added to the EMC schedule and can begin!  

 

 

How do I become an EMC? 
To be an EMC, you must be commissioned by the Diocese of Peoria for service to a specific 

parish for a period of three years. A signed affidavit testifying that you have been trained 

according to diocesan norms is submitted to the Bishop’s Office before you are 

commissioned. Re-commissioning is conducted every three years. If you’re interested in 

beginning this process, contact the Parish Office at 309-842-4549 or 

office@saintjohnpaulii-kewanee.org. 
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Funeral Luncheon Committee 

 

 
What is the Funeral Luncheon Committee? 
The mission of the Funeral Luncheon Ministry is to provide a meal and comfort for 

deceased members of Saint John Paul II Parish family and friends after a loved one’s 

funeral. Any member of the Parish is welcome to join; you don’t need to be a star chef to 

participate!  

The committee is divided into teams to prepare and serve the luncheons. These teams are 

assigned months and serve on a rotating basis. Each team has a captain who has 

instructions for the proper procedures. 

The funeral home notifies the Parish Office of the death of a parishioner and the family’s 

request for a funeral luncheon. Families are billed for the food purchased for the funeral 

luncheon. Each $100 fee for a funeral lunch will be donated to the Altar and Rosary Society. 

It will be used to purchase wine, wafers, and other items needed for Mass. 

 

 

Menu and Preparation 
There is a hot menu and a cold menu available depending on the season. 

Hot menu. The options for this menu include scalloped potatoes, green bean casserole or 

baked beans, a meat and cheese tray, buns/rolls and rye bread, desert, fresh fruit, coffee 

and water, and lemonade or punch. 

Cold menu. The options for this menu include potato salad, coleslaw, a meat and cheese 

tray, buns/rolls and rye bread, desert, fresh fruit, coffee and water, and lemonade or punch. 

 

 

Procedures for using the Parish Center or the gymnasium/kitchen are at the back of 

this handbook on page 35 and 36. 

 

How do I join? 
Contact the Parish Office at 309-852-4549 or email office@saintjohnpaulii-

kewanee.org to offer your help. A team captain will get in touch with you immediately. 
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Greeters 

 
Who are greeters? 
Anyone who is a part of the Church can be a greeter. As the title implies, the role of the 

greeter is to warmly welcome those entering the Church for the celebration about to take 

place.  

 

What are the qualifications? 
You must meet three very important requirements: 

 Smile and be friendly 

 Smile and be warm 

 Smile and be helpful 

There’s really more to it than simply smiling—you are a minister of hospitality, an 

ambassador of kindness, and an extension of the Priest. 

  

What sort of commitments and responsibilities are involved? 
Volunteers serve once each month and on special celebrations, such as Holy Days of 

Obligation, Christmas, and New Year’s Day.  

In terms of responsibilities, all it takes is to come about 20 minutes before Mass and stay 20 

minutes after. There are five entrances to the Church, so you will stand at one to greet 

people beforehand. After Mass, you will stand there again to hand out bulletins and 

verbally update parishioners on any upcoming events or changes as they leave.  

As a greeter, you would be one of the first people whom parishioners see upon entering the 

church, so it’s important for you to make a good impression as a representative of Saint 

John Paul II Parish. The head of the committee will give you a nametag to wear, and you 

should dress appropriately. 

Parishioners may have questions, so you should also have a general knowledge about our 

Parish. You should also be somewhat familiar with our parishioners and be aware of 

visitors or new members. Despite the large population of our congregation, it’s not much of 

a challenge to recognize fellow church-goers if you attend Mass regularly! 
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What are the goals of the greeter? 

 Comfort. We strive to put all parishioners at ease immediately so that they can 

receive all that God has for them in the service. 

 Fellowship. As greeters, we make it clear that Liturgy worship is not an individual 

endeavor, but a group activity in which we join together to praise God and give Him 

thanks. 

 Diversity. We promote diversity as we welcome all into our Parish. 

 Help. We distribute the bulletin, give verbal updates, and direct people to where 

they need to go if necessary.  

 

Scheduling 

The Greeter Chair provides a schedule for greeters to follow. Here are the potential times 

for you to be scheduled: 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You are encouraged to find your own substitute if you cannot attend, but if you can’t find 

one, you should contact the Greeter Chair. 

 

How do I sign up? 
Contact the Parish Office by phone at 309-852-4549 or by email at  

office@saintjohnpaulii-kewanee.org. 

  

Weekend Mass times: 

Saturday Vigil  4:30 p.m. 

Sunday  7:30 a.m. 

   9:30 a.m. 

Misa en Español Noon 

 

Holy Days of Obligation 

 

Youth Mass 

Youth greeters are needed the last 

Sunday of every month at 5:00 p.m. for 

the Youth Mass (excluding May, 

November, and December). 
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Lectors 

 
Who are lectors? 
A lector may be any confirmed adult or teen Parish member who has been baptized, 

received First Communion, and is in good standing with the Catholic Church. Here are four 

characteristics of the ideal lector: 

 A voice that can be heard clearly and distinctly; the sound system can only help so 

much in this regard 

 Absence of excessive stage fright—it’s okay to be nervous, but you should be willing 

to appear before an audience! 

 Willingness to prepare, prepare, prepare . . . 

 Ability to behave and dress appropriately 

Youth members of the parish can participate as lectors at the Youth Mass on the last 

Sunday of every month (excluding May, November, and December) at 5:00 p.m. 

 

What are the expectations of this Ministry? 
To be a lector is more than to monotonously read a few words that have been around for, 

oh, a couple thousand years. The Word is living and active; you are reading to your 

attentive congregation so they can then meditate and reflect on this precious knowledge 

and implement it into their lives. Therefore, it is important to take the position seriously 

and note the responsibilities that come with it. 

 Pray. Early in the week you should be praying and meditating on the readings for 

which you are responsible. 

 Practice. Make sure you’ve checked pronunciations, pauses, and phrases that may 

call for special emphasis. Read in front of a mirror or a friend—whatever it takes to 

ensure you’ve practiced enough to read well in front of the congregation! 

 Prepare. Arrive at least 20 to 30 minutes early to Mass. This way, you can review 

what you’ve practiced, check out the sound system, become aware of any changes in 

the Liturgy itself, determine whether the responsorial psalm will be sung or read 

and by whom, and confirm seating arrangements. 

 Proclaim. If you cross in front of the altar on your way to the ambo (also called the 

pulpit or lectern), make sure you bow toward it. Then, as you begin your reading, 
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you will announce where the reading comes from (for example, “A reading from the 

First Letter of Saint Paul to the Corinthians”). Then you will pause and begin the 

reading. When the reading is finished, you will pause again and say, “The Word of 

the Lord.” 

 

Schedule 

A schedule is made out six months in advance with a rotation of all Lectors. Here are the 

days and times for which lectors are needed: 

 

Weekend Mass times: 

Saturday Vigil  4:30 p.m. 

Sunday  7:30 a.m. 

    9:30 a.m. 

Misa en Español Noon 

 

Daily Mass times: 

Tuesday  5:30 p.m. 

Wed. & Thurs  8:00 a.m. 

Thurs. OSF  Noon 

Friday   8:30 a.m. 

 

Youth Mass 

Youth Lectors are needed for the Youth Mass on the last Sunday of every month 

(excluding May, November, and December) at 5:00 p.m. 

 

You are encouraged to find your own substitute if you cannot attend. If you can’t find one, 

you should contact the Lector Director. 

 

How do I sign up? 
Contact the Parish Office at 309-852-4549 or office@saintjohnpaulii-kewanee.org. 
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Pastoral Care 
 

 

What is Pastoral Care? 
A group of dedicated parishioners meet on a weekly basis with our homebound 

parishioners and those in local nursing homes and care facilities. They have two main 

tasks: to visit with those parishioners and to take them Communion. In order to participate 

in the latter task, the team member must be a commissioned EMC (see page 16). EMC’s of 

the Pastoral Care team are provided a Pyx and prayer booklet, and they are shown how to 

place the consecrated Host in the Pyx and return any leftover to the tabernacle. 

 

Schedule 
Fridays:    Communion to the homebound 

Mondays:    Communion to Courtyard Village and Estates 

Tuesdays:     Communion to Royal Oaks 

Wednesdays: Communion to Kewanee Care 

1st Fri. each month: Mass at 10:30 a.m. at Courtyard Village 

2nd Wed. each month:  Mass at 10:00 a.m. at Kewanee Care 

2nd Thurs. even months:  Meet in the lower level of the Parish Center in the  

     St. Stanislaus Conference Room. 

 

The team also takes on special duties such as bringing the Ashes and Palms on the 

appropriate Holy Days, and they bring Christmas presents during the holiday season. They 

also give the homebound and care facility residents our weekly bulletin. 

 

 

Structure 
The group has a chair and everyone works together in their areas of talent. The chair keeps 

the Parish pastor and office manager informed of the ministry’s minutes from meetings 

along with any update and concerns. 

 

 

How do I join? 
If you are a fully initiated Catholic in good standing with the Church, contact the Parish 

Office at 309-852-4549 or email office@saintjohnpaulii-kewanee.org if you’re 

interested in joining. 
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Sacristans 

 
Who are sacristans? 
Sacristans provide invaluable help to the priest before, during, and after Mass, thus helping 
him to offer a prayerful and Holy Mass to the people gathered for the celebration. Besides 
serving the priest, sacristans provide essential help to the lectors, ministers of communion, 
altar servers, music ministers, and ushers. They perform several seemingly small tasks 
behind the scenes that ensure a beautiful celebration. 

 

What are the responsibilities of sacristans? 
Sacristans have duties to fulfill before and after Mass. 
 
Before Mass  

 Arrive 60 Minutes prior to Mass- Begin with prayer. Unlock doors and turn on lights. 
 Key in corporal drawer to unlock cabinet for needed keys: tabernacle key & chalice 

cabinet key 
 Place key with cross in tabernacle lock; unlock cabinet for chalice 
 Open Eucharistic Minister notebook and provide pen for sign in 
 Place book holder on altar for Book of Gospels 
 Mark book of Liturgical Order of the Mass with correct date and check vestment 

color to be used 
 Mark Book of Gospels, Lectionary, and other books used for the mass; place 

appropriately 
 Place missellette page number for readings on board 
 Collect hand towels and finger bowls from altar table and back altar and take to 

sacristy 
 Place any soiled linens in laundry bag 
 Empty finger bowls into sacrarium 
 Bring chalice and paten to utility area and wash in stainless steel sink; also wash 

finger bowls, common cups, cruets; dry with clean dishtowel. Use lint-free cloth to 
wipe inside of chalice and common cups after they are clean and dry. 

 Fill finger bowls with water from drinking water dispenser and place on back altar 
and altar table. 

 Assemble linens: 3 purificators, 2 corporals, 1 lg. hand-towel, 2 sm. hand-towels, 
pall, chalice veil, burse. 

 Place lg. Hand-washing bowl and lg. Hand-towel on credence table; place sm. Hand-
towel on back altar and back table. 

 Place common cups on credence table, placing purificator on top of each cup. 
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 Assemble chalice: open purificator and lay over top; paten; priest host on paten; pall 
over paten; chalice veil; burse with two folded corporals inserted; place on credence 
table. 

 Assemble ciborium: determine number of hosts needed and place in each of two 
ciborium. Place one ciborium on credence table. Use pyx with GF host at 4:30 p.m. 
Saturday mass-place on credence table. 

 Fill cruets: water from dispenser; wine - fill according to need. 
 Place one ciborium and cruets on gift table. 

Following Mass 

 Bring collection basket to sacristy and give to usher; turn off sound system 
 Altar servers will clear the credence table and bring items to sacristy 
 Purify common cups and chalice if needed: pour water from cruet into one of the 

cups and rinse thoroughly, pour into second cup, repeat with chalice. Then either 
consume or pour into sacrarium. 

 Run cold water into sacrarium and place purificators in water to soak. 
 Run warm water and dish soap into stainless sink and wash common cups, chalice, 

paten and large wash bowl; dry with clean dish towel. 
 Set up chalice for the next mass and place on credence table. Place large wash bowl 

and clean hand towel on credence table. 
 For 7:30 a.m. mass, funerals and weddings the common cups are not used. For 9:30 

mass place common cups with clean purificators on credence table. 
 For 7:30 mass place approx. 25-30 hosts in ciborium. For 9:30 mass place a full 

sleeve in each ciborium - one for gift table and one on credence table. 
 Fill cruets accordingly. 
 Place one ciborium and cruets on gift table. 
 Book holder on altar and lectionary open on ambo. 
 Rinse purificators and place on drying rack with used hand towel. 
 Turn out lights 

 
 
Seasonal Responsibilities 
The Diocese of Peoria has provided our Parish with a booklet for sacristans, from which the 
following information has been copied verbatim. If you’d like your own copy of the booklet, 
contact the Parish Office. 

 
 Advent. The Church’s year begins with Advent, but the sacristan must start 

preparing no later than the beginning of November. Are you in charge of preparing 
the advent wreath? Is it fresh? Artificial and in storage? Do you have the right 
candles? And enough for the whole season? Are the purple vestments pressed and 
ready? 

 Christmas. Begin reviewing Christmas schedule and liturgical needs by early-mid 
November. Are there special vestments, altar cloths that need to be cleaned? Candle 
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sticks or precious vessels ready? Holy water and book of blessings needed to bless 
the crib? Be ready for other special rituals during this time – blessing of families for 
Holy Family Sunday/Epiphany blessing of homes. Candlemas (February 2) 
traditionally ends the Christmas season – order the supply of candles to be blessed 
before the Holiday rush overwhelms you. 

 February 2 – Feast of the Presentation/Candlemas. Order your candles before 
Christmas. For the feast itself, you will need candles for everyone in the 
congregation (like at Easter Vigil). The Mass begins outside the sanctuary. Check 
sacramentary for the order of blessing of candles and the procession. You will need 
holy water. 

 February 3 – Feast of Saint Blasé. Prepare candles for priest, deacons, and 
ministers to use to bless throats after the homily. 

 Ash Wednesday. Around mid-January begin thinking about Lent. Order/prepare 
ashes. Perhaps have baskets available a few weeks before Ash Wednesday for 
people to bring in last year’s palms or other religious items they want to dispose of 
reverently for burning. Check on purple/rose vestments and/or altar cloths. 
Launder if needed. Prepare containers for ashes. Holy water will be needed to bless 
ashes after the homily. 

 Holy Week. Around Ash Wednesday, (a week before if you can) review the 
sacramentary for the many needs of Holy Week. After you have made your list, make 
an appointment to sit down with your pastor and review the needs. Order palms or 
verify standing orders. Make a list of the various vestments, vessels, and linens 
needed for the week – red cope/chasuble for Palm Sunday, white vestments and 
special needs for foot washing for Holy Thursday, red chasuble and cross for 
veneration for Good Friday. The Easter Vigil has a whole list all its own and will vary 
depending on the rituals needed by each Parish for baptisms, confirmations, etc. 
START YOUR PLANS EARLY – and plan to take a few days off after it’s all over. 

 Easter Season. It’s appropriate to use a sprinkling rite during Easter Masses. 
Prepare water to be blessed as needed. 

 May 15 – The anniversary of the dedication of the Cathedral of St. Mary’s of the 
Immaculate Conception. This day is celebrated as a feast in our diocese – a 
solemnity in the cathedral. Find out the anniversary of the dedication of your Parish 
church – it should be celebrated as a local solemnity. 

 Corpus Christi. Around the beginning of May, begin preparing for Corpus Christi. If 
there will be a procession, arrange for a canopy, and the various ministers as 
needed. 

 October 1 – Feast of St. Therese. As the patroness of our seminarian program, this 
feast receives special solemnity in our diocese. 

 All Souls Day. In mid-October, plans should be made for All Souls Day – special 
schedule of Masses? A Book of the Dead where the names of the deceased can be 
recorded? Through the month of November, it is appropriate to offer Masses for All 
the Dead and to remember those names listed in the Book of the Dead in the 
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petitions. 

 Holy Days of Obligation. With changing liturgical law, it is always best to verify 
which celebrations oblige and when. 

 
 

Responsibilities for the Sacraments 
Check with the pastor to learn the specifics that will be expected of you when preparing for 
certain sacraments. 
 
 

Schedule 
These are the Mass times for which sacristans are needed: 
 

Weekend Mass times: 
Saturday   4:30 p.m. 
Sunday  7:30 a.m. 

    9:30 a.m. 
Misa en Español Noon 

  
Daily Mass times: 
Tuesday  5:30 p.m. 
Wed. & Thurs  8:00 a.m. 
Thurs. OSF  Noon 
Friday   8:30 a.m. 

  
Youth Mass 
Last Sunday of every month at 5:00 p.m. (excluding May, Nov., and Dec.) 

  
Holy Days of Obligation 

  

 

How do I join? 
If you are a fully initiated Catholic in good standing with the Church, contact the parish 

office at 309-852-4549 or email office@saintjohnpaulii-kewanee.org. 
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Ushers 

 
Who are ushers? 
Any registered parishioner in good standing with the Church is encouraged to be an usher. 

The primary duty of ushers is to be of service to everyone in the assembly so that all may 

celebrate the Sacred Liturgy. The ushers are some of the first people those entering the 

church encounter; therefore, a true spirit of welcome should be the hallmark of their 

service.  

 

Structure 
There is a hierarchy of ushers. At the top is the chair (who attends meetings), then each 

Mass has a head usher who oversees all the other ushers. Naturally, the head usher has a 

few extra responsibilities. 

 Tasks to be completed by the head usher: 

o Make sure there are five other ushers to serve at Mass. 

o Invite different families to bring the gifts up to the altar. You should instruct 

them to head to the back of the church when the collection begins so that 

they will be prepared to come forward with the gifts when the time comes. 

o Bag up the collection and drop it off at PNB night deposit. 

 Tasks to be completed by two ushers: 

o Help with the Communion procession. 

o Place the bulletins in the racks near the doors during Communion and return 

extras to the confessionals after Mass. 

 Tasks to be completed by all ushers: 

o Escort people to their seats when necessary. Regarding latecomers, it is 

common practice (specifically for Saint John Paul II Parish) to seat them at 

any time except when the Word of God is being proclaimed. 

o The collection is taken after the Prayers of the Faithful. During this collection 

all four or six ushers will approach the altar and bow. The offertory is 

collected by two ushers in the center aisle and one or two ushers on each of 

the outer aisles using long-handled baskets or regular baskets. 

o Take up the collection. 

o Make sure the Church looks neat after Mass. 

o Be prepared to assist with any emergencies that may occur. 
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Scheduling 
There is no set schedule; you should see if help is needed at whichever Mass you choose to 

attend. 

 

Weekend Mass times: 

Saturday Vigil  4:30 p.m. 

Sunday  7:30 a.m. 

     9:30 a.m. 

Misa en Español Noon 

 

Holy Days of Obligation 

Volunteers needed 

 

Youth Mass 

Last Sunday of every month (excluding May, November, and December) at 

5:00 p.m., youth ushers needed. 

 

 

How do I sign up? 
Contact the Parish Office at 309-852-4549 or email office@saintjohnpaulii-

kewanee.org. 
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Appendix A: Prayers 

 

Act of Contrition 

My God, 

I am sorry for my sins with all my heart. 

In choosing to do wrong 

and failing to do good, 

I have sinned against you 

whom I should love above all things. 

I firmly intend, with your help, 

to do penance,  

to sin no more, 

and to avoid whatever leads me to sin. 

Our Savior Jesus Christ 

suffered and died for us. 

In his name, my God, have mercy. 

 

 

Apostles’ Creed 

I believe in God, the Father almighty, Creator of heaven and earth, and in Jesus Christ, His 

only Son, our Lord, who was conceived by the Holy Spirit, born of the Virgin Mary, suffered 

under Pontius Pilate, was crucified, died, and was buried; He descended into hell; on the 

third day He rose again from the dead; He ascended into heaven, and is seated at the right 

hand of God the Father almighty; from there He will come to judge the living and the dead. I 

believe in the Holy Spirit, the holy catholic Church, the communion of saints, the 

forgiveness of sins, the resurrection of the body, and life everlasting. Amen. 

 

 

Glory 

(The “Glory” is sung or said on Sundays outside Advent and Lent and on solemnities and feasts. 

The servers should sing or say the “Gloria” in a firm voice matching their cadence to that of 

the cantor or priest.) 

Glory to God in the highest, 

and on earth peace to people of good will. 

We praise you, 

we bless you, 

we adore you, 

we glorify you, 

we give you thanks for your great glory, 



31 
 

Lord God, heavenly King, 

O God, almighty Father, 

Lord Jesus Christ, Only Begotten Son, 

Lord God, Lamb of God, Son of the Father, 

you take away the sins of the world, 

have mercy on us; 

you take away the sins of the world, 

receive our prayer; 

you are seated at the right hand of the Father, 

have mercy on us. 

For you alone are the Holy One, 

you alone are the Lord, 

you alone are the Most High, 

Jesus Christ, 

with the Holy Spirit, 

in the glory of God the Father. Amen. 

 

 

Glory Be 

Glory be to the Father, and to the Son, and to the Holy Spirit. As it was in the beginning, is 

now and ever shall be, world without end. 

 

 

Hail Holy Queen/the Salve Regina 

Hail, holy Queen, Mother of mercy, our life, our sweetness and our hope. To you do we cry, 

poor banished children of Eve, to you do we send up our sighs, mourning and weeping in 

this vale of tears. Turn, then, most gracious advocate, your eyes of mercy toward us; after 

this our exile, show unto us the blessed fruit of your womb, Jesus. O clement, O loving, O 

sweet Virgin Mary. Pray for us, O holy Mother of God, that we may be made worthy of the 

promises of Christ. 

 

 

Hail Mary 

Hail Mary, full of grace; the Lord is with thee; blessed art thou among women, and blessed 

is the fruit of thy womb, Jesus. Holy Mary, Mother of God, pray for us sinners, now and at 

the hour of our death. 
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The Lord’s Prayer/Our Father 

Our Father, who art in heaven, 

hallowed be thy name; 

thy kingdom come; 

thy will be done on earth as it is in heaven. 

Give us this day our daily bread; 

and forgive us our trespasses 

as we forgive those who trespass against us; 

and lead us not into temptation, 

but deliver us from evil. 

For the kingdom, the power, and the glory are yours, now and forever. 

 

Penitential Rite 

I confess to Almighty God 

and to you, my brothers and sisters, 

that I have greatly sinned, 

in my thoughts and in my words, 

in what I have done and in what I have failed to do, 

(We strike our breast during the next two lines) 

through my fault, through my fault,  

through my most grievous fault; 

therefore I ask blessed Mary ever-Virgin, 

all the Angels and Saints, 

and you, my brothers and sisters, 

to pray for me to the Lord, our God. 

 

 

Prayer of St. Francis of Assisi 

Lord, make me an instrument of your peace: 

where there is hatred, let me sow love; 

where there is injury, pardon; 

where there is doubt, faith; 

where there is despair, hope; 

where there is darkness, light; 

where there is sadness, joy. 

O divine Master, 

Grant that I may not so much seek 

to be consoled as to console, 

to be understood as to understand,  
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to be loved as to love. 

For it is in giving that we receive, 

it is in pardoning that we are pardoned,  

it is in dying that we are born to eternal life. 

 

 

Profession of Faith 

I believe in one God,  

the Father almighty,  

maker of heaven and earth,  

of all things visible and invisible.  

I believe in one Lord Jesus Christ,  

the Only Begotten Son of God,  

born of the Father before all ages.  

God from God, Light from Light,  

true God from true God,  

begotten, not made, consubstantial with the Father;  

through him all things were made.  

For us men and for our salvation  

he came down from heaven,  

(At the words that follow, up to and including and became man, all bow.) 

and by the Holy Spirit was incarnate of the Virgin Mary,  

and became man.  

For our sake he was crucified under Pontius Pilate,  

he suffered death and was buried,  

and rose again on the third day  

in accordance with the Scriptures.  

He ascended into heaven  

and is seated at the right hand of the Father.  

He will come again in glory  

to judge the living and the dead  

and his kingdom will have no end.  

I believe in the Holy Spirit, the Lord, the giver of life,  

who proceeds from the Father and the Son,  

who with the Father and the Son is adored and glorified,  

who has spoken through the prophets.  

I believe in one, holy, catholic and apostolic Church.  

I confess one baptism for the forgiveness of sins  

and I look forward to the resurrection of the dead  

and the life of the world to come. Amen. 
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To Saint Michael 

Saint Michael the Archangel, 

defend us in battle. 

Be our protection against the wickedness and snares of the devil. 

May God rebuke him, we humbly pray; 

and do thou, 

O Prince of the heavenly host, 

by the power of God, cast into hell 

Satan and all the evil spirits  

who roam throughout the world  

seeking the ruin of souls. 
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Appendix B: Facility Usage & Procedures 

 

Parish Center Protocol  
If you are using the Parish Center facilities you are responsible for the following check list. 

1. Keys must be signed out and signed back in 
a. Ministries sign out from the Parish Center 

2. Please follow the set guidelines when using the facility: 
 Each ministry/organization is responsible for own set up and tear down 

 If help from Facility Manager is needed, a week’s notice is needed 

 Heat and Air are not to be changed 

 Kitchen sinks are clean and not dripping  

 Tables and counters are wiped down 

 Stove and oven are clean and turned off    

 Trash is emptied & placed in dumpster behind VCS 

 Floor is swept 

 Items are labeled in refrigerator with dates and ministry name 

 Items used are to be put back where found 

 If items are used from another ministry please inform or replace 

 Check restroom  

o Make sure sink is not dripping 

o No trash on floor 

o Lights are off 

 Make sure all lights are turned off  

 Doors are locked 

 

Contact our maintenance staff at 309-853-7895 if you have any questions. 
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Gymnasium & Kitchen Protocol  
Goetzman Gymnasium VCS / Parish Kitchen- Hall. If you are using these facilities you are 

responsible for the following check list. 

 

Keys must be signed out and signed back in 
a. Ministries sign out from the Parish Center 
b. Organizations and groups affiliated with VCS sign out from school 

 
Please use the set guidelines when using the facility: 

 Each ministry/organization is responsible for own set up and tear down 

 If help from Facility Manager is needed, a week’s notice is needed 

 Kitchen sinks are clean and not dripping  

 Dishwasher is off and drained 

 Tables and counters are wiped down 

 Stove and oven are clean and turned off    

 Exhaust fans off in Kitchen and Storage room  

o Location in storage area for tables  

 Trash is emptied & Placed in dumpster 

 Floor is swept 

 Items are labeled in refrigerator with dates and ministry name 

o Items not labeled will be disposed of and/or up for grabs 

 Items used are to be put back where found 

 If items are used from another ministry please inform or replace 

 Make sure pantry door is shut 

 Make sure pantry key and allen wrench are placed back in the kitchen 

 Check restrooms  

o Make sure sinks are not dripping 

o No trash on floor 

o Lights are off 

 Make sure all lights are turned off in gym and kitchen  

 Gym doors are locked 

 Kitchen window is shut and locked 

 Kitchen door is locked 

 

Contact our maintenance staff at 309-853-7895 if you have any questions. 
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Appendix C: Illustrated Glossary 
 

Here are a few things you may want to review if you’re considering joining any ministries. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Alb: a long white linen robe with long 

sleeves 

 

Altar: the table at the front of the church 
where the Host and Precious Blood are 
consecrated 

 

Ambo: the pulpit or lectern 

 

Baptismal Font: used for baptisms 
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Cassock: a solid-colored, full-length 
garment 

 

Ciborium: the goblet-shaped cup that 

holds the bread 

 

 

Candles: used by altar servers 

 

Chalice: the cup used in distribution of 

the Blood of Christ 
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Cincture: the belt that goes with 
alb 

 

 

Corporal: the square white linen cloth 
upon which the Host and Chalice are 
placed while preparing for Communion 

 

Credence table: the “side table” used in 

celebration of the Eucharist. The white 

cloths you see in the small chalices here are 

purificators. 

 

Cross: used by altar servers 
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Pyx: a small container in which the 
Host is kept 

 

Sanctuary Light: the red lamp in the 

upper far left corner behind the altar and 

adjacent to the tabernacle. It must always 

remain lit as a sign that the Blessed 

Sacrament is reserved or stored. 

 

Monstrance: the sacred receptacle in 

which the consecrated Host is exposed for 

Adoration 

 

Lectionary: is composed of the readings 

and the responsorial psalm assigned for 

each Mass 
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  Surplice: a loose white linen 
vestment varying from hip-length 
to calf-length, worn over a cassock 

 

Sacrarium: the sink down which you 
should pour the Holy Water used to purify 
vessels or to wash the linens 
 

 

Tabernacle: the receptacle above and 

behind the altar which houses the 

consecrated Eucharist 
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Appendix D: Additional Resources 
 

We have a variety of brochures and booklets available for further information regarding 

our ministries and other aspects of our Catholic faith. Most of them can be found in the 

hallway before the main inside doors of the church, but some you may have to request at 

the Parish Office. 

 

The Catholic Devotional - a little blue book full of prayers and other information such as 

the Beatitudes, how to pray the Rosary, and the Stations of the Cross 

Ministry “Getting to know us” pamphlets – brief information about our ministries. Here’s 

a list: 

 Altar & Rosary Society 

 Altar Servers 

 Archives 

 Buildings & Grounds 

 Catholic Book Club  

 Collection Counters 

 Development Committee 

 Education Commission 

 Eucharistic Ministers of Communion  

 Funeral Luncheon Committee 

 Greeters 

 Knights of Columbus 

 Lectors 

 Liturgy & Music 

 Memorial Garden 

 Pastoral Care 

 RCIA 

 Religious Education 

 Sacristans 

 St. Vincent de Paul Society 

 Stewardship Committee 

 Ushers 
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Mother of Perpetual Help Devotions - a small pamphlet devoted to assisting readers in 

praying for the sick 

Guide to Confession – a small brochure designed to help readers prepare for Confession 

Stewardship Card – master pamphlet of updates on parishioner census and available 

ministries 

Eucharistic Adoration Card – used in the small chapel on Thursdays 8:30 a.m. to 5:30 p.m. 

to guide readers through Eucharistic Adoration 

 

 

 

 

 

 


