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“At the last Supper, Our Savior instituted the Eucharistic Sacrifice of his Body and Blood,  
by which the Sacrifice of his Cross is perpetuated until he comes again; and till then  

he entrusts the memorial of his Death and resurrection to his beloved spouse, the Church.”  
Second Vatican Council, Constitution on the Sacred Liturgy, 47 

 

“The sacristan diligently arranges the liturgical books, the vestments  
and other things that are necessary for the celebration of Mass.” 

 General Instruction of the Roman Missal, 105 
 

OVERVIEW 

Just as Jesus relied on two of his disciples to make preparations for the Passover Supper, so too, the Church has 
always relied on special people to prepare for the arrival of the Lord as we worship God in the sacred liturgy. These 
people work quietly and behind the scenes, but their contributions are invaluable to the parish community and the 
Church at large.  
 

THANK YOU FOR OFFERING YOUR SERVICE TO THIS VALUABLE MINISTRY! 
 

SACRISTAN RESPONSIBILIES BEFORE MASS 

1. Arrive 30 minutes before Mass 
2. Turn on altar and Mary Crown lights if needed 
3. Prepare and set out liturgical books and binders (plus a glass of water for Father Bauer by the  

Presider’s Chair at Morning Masses) 
4. Prepare and set out the bread, wine, and the vessels (along with the liturgical linens) 
5. Light the candles 
6. Check in other ministers at the back of the Church until Mass begins. If a minister does not show up  

or check in by 10 minutes before Mass, please try to find a replacement volunteer. 

 

LITURGICAL BOOKS 

For every liturgy, we will need the following books and binders prepared and set out: 

• THE ORDO is a small book (about 4” x 6”) kept on the sacristy counter that contains a LOT of liturgical 
information. At the appropriate date, you will find the Liturgical Celebration of the Day (next to the date), 
the liturgical color (next to NOTE), and the Lectionary Number for the Readings (next to RDNGS).  
Please make sure that the Liturgical Celebration matches the title of the Worship Aid. 

 
• THE ROMAN MISSAL is the large red book with lots of ribbons. The priest will set the ribbons himself,  

but it is helpful that the book is open to the Liturgical Celebration of the Day (either the front of the Missal 
for Sundays, or toward the back of the Missal by date for Saint’s Days or other feasts with fixed dates like  
All Saints on November 1).  

o The Missal should be open and on the Altar. 
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• THE LECTIONARY is the other red book that contains the readings for Mass. There is a Lectionary for 
Sundays, and another Lectionary for the Weekday. Make sure the ribbon is placed at the First Reading for 
the Liturgical Celebration of the Day (matching the Worship Aid). The second ribbon can be placed by the 
Gospel Reading. Occasionally, there are many options for the readings; in this case, the Lectionary will be 
tabbed with the selections; the ribbon can still go at the First Reading. Please note that the Sunday 
Lectionary contains the readings for Cycles A, B, and C, so the ribbon should be on the appropriate cycle. 
We are currently in Year C, but the new liturgical year begins in Advent, so the First Sunday of Advent 
(November 26/27 in 2022) will begin Year A.  

o The Lectionary should be open to the First Reading and placed on the Ambo. 

• THE BINDERS are set up with one for the Priest/Celebrant, and one for the Lector. Occasionally, additional 
binders may be prepared for other clergy, like a Deacon or Concelebrating Priest. The binders are prepared 
by the Director of Sacred Liturgy & Music in advance, and the information inside should match the 
Liturgical Celebration of the Day.  

o The Priest/Celebrant Binder should go on the table next to the Presider’s chair 

o The Lector Binder should go on the side ledge of the Ambo 

 

PREPARING THE BREAD, WINE, AND EUCHARISTIC VESSELS 

1. First, get the TABERNACLE KEY from the safe in the Sacristy (open up the cabinet doors and the doors to 
the safe—the safe does not lock; simply rotate the handle outwards and the door will open). The tabernacle 
key is kept on the top shelf on the right 

2. Reverently approach the tabernacle and open the tabernacle with the key, genuflecting to Christ in the 
Eucharist when you open the doors, and then look in the ciborium (the golden container with a lid) to see 
how many hosts are already consecrated. Note that number, and genuflect again before you close the doors. 
Leave the key in the tabernacle so it can be accessed during Mass. 

3. Back in the sacristy, take a large PATEN (one of the gold dishes for the hosts) and fill in as many additional 
small hosts as are needed for the estimated number for that Mass time. Small congregational hosts are on 
the top shelf on the left—there are 100 hosts in a sleeve. The large presider hosts are in front.  

o 4:30pm: If the ciborium is 1/3—1/2 full, please put half of a sleeve (50 hosts) in the large paten 

o 8:30am: If the ciborium is 1/3—1/2 full, please put half of a sleeve (50 hosts) in the large paten 

o  10:30am: If the ciborium is 1/3—1/2 full, please put a FULL sleeve (100 hosts) in the large paten 
 

Place one large presider host on top of the smaller hosts and bring the paten out to the credence table in 
the sanctuary. (Currently, we have not yet resumed processing up with the bread and wine from the back of the church, 
so everything can go on the credence table.) 

4. EUCHARISTIC VESSELS: The PRESIDER’S CHALICE can be found in the safe on the middle shelf, along with 
the Presider’s (smaller) PATEN that should be placed on top of it.  

o You will notice that there are many chalices in the safe! The pewter/silver chalice, the wooden chalice 
with gold interior, and the white chalice are Father Bauer’s, and he likes to rotate among them.  
If another priest is visiting, you can set out the taller gold chalice that is more toward the back. 
However, certain visiting priests will prefer the smaller tulip-shaped silver chalice, also toward the back. 

o The Presider’s Chalice should placed on the credence table with the accompanying paten 

o (We are not currently distributing the Precious Blood to the faithful, so we do not need additional chalices for 
the time being) 

5. In the small room with the sink in the sacristy, you can find the SMALL CRUETS FOR THE WATER AND THE 

WINE. Make sure that they are at least 1/3 full. (Currently, only the clergy/priest is receiving the Precious Blood at 
Mass, so there doesn’t need to be much wine in the cruet). If needed, more wine can be found on the bottom left 
shelf of the safe. Bring the two cruets out to the credence table. 
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6. LAVABO/HANDWASHING BOWL AND TOWEL: 
If Father Bauer is presiding at Mass, he does not use the Lavabo Bowl or Towel, since he washes his 
hands using hand sanitizer. However, if another priest is celebrating Mass, place the large crystal bowl, the 
crystal pitcher filled with water, and a hand towel (found with the liturgical linens) on the credence table. 

7. LITURGICAL LINENS can be found in the labeled drawers in the sacristy across from the stairs.  

o The CORPORAL (to catch any fragments of the Body of Christ) is folded into a square with 9 sections; 
when folded, the unfinished side should face out because the finished side is the part that would be in 
contact with the Body of Christ—Jesus gets the best side! If the Corporal is spread out on the altar, the 
finished side faces up. The Corporal may be reused after Mass, unless the presider decides to change it. 

o The PURIFICATOR is rectangular and is folded into 3 sections. Purificators are used to clean the 
eucharistic vessels. At least one new purificator is needed at each Mass for the Presider’s Chalice.  

▪ If Father Bauer is presiding, the CORPORAL should be spread out in the center of the altar (there 
may already be one there from a previous Mass). The PURIFICATOR should be folded in half and 
placed on the right side of the altar. 

▪ If a different priest is celebrating Mass, the PURIFICATOR is draped symmetrically over the chalice, 
then the presider’s Paten (with the Presider Host on it), then a BURSE—a stiffened rectangle 
covered with fabric, found on the right side of the middle shelf—is placed on that, with the 
CORPORAL on top. This is carefully carried out and placed on the credence table. 

 

CANDLES 

• Candle-lighters can be found hanging on the wall in the room with the sink. Please ONLY use the candle-
lighters to light and extinguish candles (blowing candles out can splash soot and wax on the altar cloth). 

o If the wick is stuck, it may be easier to just select a different candle-lighter if you’re pressed for time. 
(This happens if the metal part near the flame gets too hot; this can be avoided by keeping the lighter  
more horizontal than vertical when lighting candles. When the flame burns upward into the metal too long,  
the metal heats up and then melts the wax on the wick, which then hardens and sticks to the metal) 

o To replace the wick, push the lever all the way up and out, and take out the spent wick. New wicks 
are in the gray/metal container at the back of the countertop. Push the new wick through the hole 
like threading a needle (leaving about 2 inches that will fold and double up when you retract the 
wick), and then retract the wick until the lever is all the way down 

• A NOTE ON CANDLE FOLLOWERS: candle followers help extend the life of a candle by distributing heat so 
that the candle burns more evenly (avoiding how thicker candles can “tunnel” down without burning the 
outside, and they also help thinner candles be less susceptible to drafts). To function properly, the follower 
must have a tight seal all the way around the candle. When the followers are removed, this breaks the seal 
and defeats the purpose of the follower. 

• When lighting candles, please light them in the candleholder without removing the follower. If they are too 
high to reach—especially with the glass draft shields—you can lift the candle out of the holder to bring it 
lower to light. Please avoid removing the followers to light or extinguish candles. 

• For Weekend Masses, light all the candles on the main altar. If there are candles on the high altar by the 
tabernacle, they should also be lit (these candles are removed during Lent). 

• In the Easter Season, the Paschal Candle will be in the Sanctuary and should be lit for EVERY Mass.  
The Paschal Candle may remain lit between Sunday Masses—because it’s so thick, it’s better for it to burn 
for a longer period of time.  

o The Paschal Candle is initially quite tall and difficult to see the wick to light. In this case, you can: 

▪ Find someone to assist you 
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▪ Carefully lift the Paschal Candle out of the stand, rest it on the floor, light it, and return it 
to the stand—please be careful as it can be heavy! 

▪ Removing the follower to light the candle compromises the seal, and melted wax can 
dribble out and down the side of the candle, and then the follower doesn’t fit properly 
anymore. Please do not ever remove the follower from the Paschal Candle. 

• ALL CANDLES SHOULD BE EXTINGUISHED WITH THE SNUFFER ON THE OTHER SIDE OF THE CANDLE-
LIGHTER, NOT BY BLOWING OUT. One of the large candle lighters has a slightly loose snuffing bell; I have 
found that this one is the easiest to use since it can shift around to the proper angle to seal the fire in and 
starve it of oxygen. 

 

 CHECKING IN MINISTRIES  

One duty that we would like to bring back for Sacristans is for them to be a “point person” to ensure that all the 
ministries are covered. The ministry assignments will be printed out on a sheet on a clipboard in the back of the 
church. Ministers should check in/indicate that they are present before going to their seats. This facilitates the 
dignity of the Mass by making sure that we don’t get surprised in the middle of Mass if someone didn’t show up for 
their assignment.  

All ministers should be checked in 10 minutes before Mass begins. If they have not checked in by then, please 
collaborate with the Security personnel and other ministers to try to find people to cover the vacant ministries. 

(I know this is a new task that may seem intimidating, but it is so incredibly helpful! At our parish liturgies, my responsibilities as 
Music Director take precedence, and I am unable to simultaneously attend to liturgical issues that may arise. If I am not in the 
midst of playing or directed, certainly feel free to come let me know that there’s a problem and I will be happy to help if I can, but 
if I’m in the midst of music already, I am unable to help at that time.) 
 
 

 

SACRISTAN RESPONSIBILIES AFTER MASS 

1. Turn off the sound system (except after 8:30am) 

2. Snuff out all candles with the snuffing bell on the candle-lighter (except the Paschal Candle after 8:30am) 

3. Approach the tabernacle reverently; check that the door is locked. Remove the key and put it back on the 
top shelf of the safe on the right. 

4. Bring the Presider’s Chalice and (small) paten back into the sacristy, along with the liturgical linens 

a. If Father Bauer left the Corporal on the altar, it can stay there 

b. In the sacristy, double check that the paten and chalice are clean and dry. If you notice small 
fragments of the (consecrated) host, try to find either a priest or a deacon to purify the vessels. If 
that’s not possible, carefully swirl some water in the vessel and consume it, and then wipe the vessel 
with the purificator.  

c. Stack the small paten on the Chalice and place it back on the middle shelf in the safe 

d. The used purificator should be put in the linen basket to the right of the sink (which is also where 
corporals should go if they are not being reused) 

5. If the Lavabo Bowl has been used, retrieve it from the credence table, along with the hand towel and 
crystal pitcher. Any water in the bowl can be poured down the Sacrarium (the small sink higher on the 
north wall with the wooden cover—this drains directly into the ground and not the sewer). The bowl can be 
inverted on the towel on the counter to dry; the crystal pitcher can be poured down the sink and inverted 
to dry; and the hand towel goes in the linen basket 

6. The water and wine cruets may stay out on the credence table 
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7. After the 10:30am Mass, the Lectionary should be brought back into the sacristy and placed in the left top 
drawer of the main cabinet. The binders should be brought back into the sacristy and placed on the left 
side of the middle shelf of the bookcase opposite the sink room. (The Missal can always stay out in the 
sanctuary, and the Lectionary and binders can be left out after the 4:30pm and 8:30am Masses) 

8. Switch off the lights on the altar, Mary’s Crown, and the sacristy 

9. THANK YOU SO MUCH! 
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SACRISTAN CHECKLIST 
Before Mass: 

1. Arrive 30 minutes before Mass 
2. Turn on the sound system (horizontal switch with the orange light on the wall next to the sink room) 
3. Turn on sacristy light, and the altar and Mary Crown lights if needed 
4. Reference the Ordo and Worship Aid for the Liturgical Celebration of the Day 
5. Set the Missal in the center of the altar and open it to the Liturgical Celebration of the Day (it may already 

be on the altar from a previous Mass) 
6. Check that the ribbons are set to the correct readings in the Sunday Lectionary, bring it out to the Ambo 

and open it to the First Reading (at 8:30am and 10:30am, make sure it is open to the First Reading) 
7. If the binders are not already out, check that they have the prayers for the correct liturgical celebration; 

set the lector binder on the side of the Ambo and the priest binder in the table by the Presider’s Chair 
a. For Morning Masses, please put a glass of water on the table for Fr. Bauer by the Presider’s Chair 

8. Retrieve the tabernacle key from the safe, and check the ciborium in the tabernacle and note how many 
hosts are already consecrated 

o 4:30pm: If the ciborium is 1/3—1/2 full, please put half of a sleeve (50 hosts) in the large paten 

o 8:30am: If the ciborium is 1/3—1/2 full, please put half of a sleeve (50 hosts) in the large paten 

o 10:30am: If the ciborium is 1/3—1/2 full, please put a FULL sleeve (100 hosts) in the large paten 

9. Return to the sacristy and put the appropriate number of unconsecrated hosts in the large paten 
10. Place one large presider host on top of the smaller hosts, and bring the large paten out to the credence table 
11. Select a Presider’s Chalice (Father Bauer’s chalices are pewter, wood with gold, or white; use the tall gold 

chalice or smaller tulip-shaped chalice for visiting priests), along with its accompanying small paten 
a. For Father Bauer, you only need the Presider’s Chalice and small paten together. A corporal 

should be laid out on the altar, and the purificator should be folded in half and placed on the right 
side of the altar 

b. For a visiting priest, drape the purificator over the chalice; then the Presider’s Host should be placed on top 
of the small paten, then the burse, then the folded corporal 

12. Place the Presider’s Chalice on the credence table 
13. Check that the water and wine cruets are on the credence table and that there is enough water and wine 
14. If there is a visiting priest, fill the crystal pitcher with water, and set the pitcher, crystal bowl, and a hand towel to the 

credence table 
15. Light the candles 
16. Go to the back of the church and check in the other ministers until Mass begins. If a minister does not 

show up or check in by 10 minutes before Mass, please try to find a replacement volunteer. 

 

After Mass: 

1. Turn off the sound system (except after 8:30am) 

2. Snuff out all candles with the snuffing bell on the candle-lighter (except the Paschal Candle after 8:30am) 

3. Check that the tabernacle door is locked. Remove the tabernacle key and put it back in the safe 

4. Bring the Presider’s Chalice, small paten, large paten, and any other vessels—except the water and wine 
cruets—back to the sacristy and put them away 

5. Place any used linens in the linen basket 

6. After the 10:30am Mass, bring Lectionary and binders back into the sacristy and put them away  
(The Missal can always stay out in the sanctuary, and the Lectionary and binders can be left out after the 
4:30pm and 8:30am Masses) 

7. Switch off the lights on the altar, Mary’s Crown, and the sacristy (except after 8:30am) 

8. THANK YOU SO MUCH! 


