
Procedures for Sacristans 
 

1  Arrive 30 minutes before mass. 
 
2  Turn all lights on in the assembly, sanctuary and sacristy. 
 
3  Get the key from the closet and unlock the sacristy cabinet. 
  In the cabinet is a round container that holds keys. 
 
   Locate the sound system key and unlock the sound system 
   and turn it on using the switch on the top left  
   and check to see that the system is on. 
   (Prior to 5:30p.m. Mass, priest or deacon will turn on soundsystem after  
    confessions are over.  If you have a chance, you can double-check that  

 this has been done prior to the start of Mass.)   
    

 Place tabernacle key on center of sacristy counter for priest/deacon.  
  

 

4  Make sure the ministers sign in sheet is on the counter or shelf for ministers to sign in. 
  *** Stay in sacristy or gathering area until all ministers have signed in. 
       5 minutes before mass, get replacements as needed.  
       (If enough Extraordinary Ministers of Holy Communion are not present and you cannot  
        locate a trained Minister of Holy Communion in the gathered congregation,  
        let the Priest/Presider know.)    

  
5 Place Roman Missal (Red Book) on table next to Altar Server chair.   

  
6 Prepare the credence table next to the altar. 
   

 Full Pitcher, basin and small towel 
 
 Small cruet of water 
 
 Chalice with pall, 3 purificators and 2 corporals placed over. 

(Please place these items on top of the chalice in the order in which they are listed –  
purificator 1st, pall 2nd and corporals on top.)  

 
             Extra chalices w/purificators and palls placed over top 

(put out appropriate quantity of chalices based on the number of lay Ministers of Holy Communion that 
are scheduled and whether or not a Deacon is scheduled)  
 

              Bells (be sure that they are in place next to the Altar Server’s Chair)   
 
6  Make sure there is a hymnal (music book) on the deacon’s chair.     

   
7  Prepare the gifts of bread and wine. 
  Fill flagon (pitcher) to the bend. (If a bottle is emptied, put another in the refrigerator.) 
  Place hosts in the paten (plate).  
    Amount should be around 120 for 5:30 
         90 for 7:15 

150 for 8:30 
       150 for 11:15 (10:15) 

(NOTE:  Prior to placing hosts in paten, check ciborium in Tabernacle to see how many 
hosts are there and adjust number of hosts being placed in paten as needed).   

     
Place the flagon and paten on the appropriate table at the entrance of the church.  
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