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Sacristan Ministry 
 

Who can serve as a sacristan: Registered, fully initiated parishioners.  

Commitment: Maintain schedule availability in MSP and attend all trainings. When scheduled to serve, arrive 
at least 40 minutes early. 
If you are unable to serve as a sacristan when you are scheduled on MSP, complete the following steps: 

1 request a sub in MSP. 

2 Notify your Sacristan Coordinators right away: sacristanministry@stlouise.org. 

3 Contact folks on MSP to work to replace you for the time you’re supposed to serve. 

Glossary 
Below are a few frequently used Liturgical terms: 
 

Liturgical Term Description 
Altar Sacred table on which the sacrifice of the Mass is offered to God. 

Altar Cloth Rectangular white cloth that covers the altar. 

Ambo Raised reading stand used for reading the Gospel & Epistle. 

Aspergillum Liturgical item used to sprinkle holy water. 

Aspersorium Vessel that holds holy water also called Aspergillum bucket. 

Baptismal Font Basin in which water is stored for baptism next to the Easter candle. 

Book of the Gospels The book from which the Gospel reading is proclaimed. 

Chalice Sacred Cup that contains the Precious Blood of Christ. 

Chasuble Outermost garment worn by priests at mass. 

Corporal Square white linen cloth upon which the chalice, paten, and the ciborium 
containing hosts are placed during the celebration of the Eucharist. 

Ciborium Sacred vessel used to hold and distribute the Eucharist. 

Cincture Cord used as a belt to gird the Alb. 

Credence Table Table on which sacred vessels/items are kept during the celebration of Mass. 

Cruet Bottle/Vessel that contain the wine used for consecration. 

Humeral Veil Vestment worn over the shoulders of the priest as he gives the blessing with 
the Sacred Host at benediction. 

Incense Aromatic powder made of frankincense and myrrh that give off a fragrant 
smoke when burnt. 

Incense Boat Metal receptacle to hold the incense. 

Lavabo The liturgical washing of hands by a priest at Mass, after the Offertory. 

Lectionary The book from which the 1st and 2nd reading is proclaimed. 

Liturgical Colors White/Gold – Used during Christmas and Easter Season. 
Green           – Used during Ordinary Time. 
Red               – Palm Sunday, Feasts of martyrs, Masses of the Holy Spirit. 
Purple        – Used in penitential seasons (Advent and Lent) 

Lucifer The lighter which is used to light the sanctuary candles. 
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Monstrance Sacred vessel which contains the consecrated Host when exposed. 

Narthex A place of welcome at the entrance of the church. 

Offertory Table Table on which the offertory gifts [bread, wine, & other offerings] are placed. 

Paschal Candle Easter or Baptismal Candle by the baptismal font. 

Paten The eucharistic vessel on which celebrant’s host is placed. 

Prayers of the Faithful  The book which contains the prayers of the faithful. 

Processional Crucifix Cross used during procession 

Purificator White linen marked with a cross used by the priest to purify sacred vessels 
after Holy communion. 

Pyx Small round metal receptacle used to carry the Eucharist to the sick. 

Roman Missal The book containing the prayers for the celebration of Mass 

Sacrarium Special sink used for the reverent disposal of sacred substances. 

Sacristy Room where the sacred vestments, vessels, and other items are stored. 

Sanctuary Sacred area around the altar where the Priest perform their functions in the 
worship of God. 

Stole A liturgical vestment worn around the neck by priests and bishops. 

Tabernacle Sacred furnishing used for housing the Eucharist outside the mass. 

Taper Candle wick which is placed in the lucifer to light candles. 

Thurible Metal censer suspended from chains, in which incense is burned. 

 
 

Sacristan Instructions 
At All Masses 

Arrive at least 40 minutes early and always wear your face mask (except when you receive communion). 

Before Mass 

• Unlock all the church entrance doors [if needed] and turn on the lights in the church and sacristy. 

• If you are unable to unlock any entrance door notify the staff to help you. 

• Place the printed bulletins at all the entrance doors including the ones facing 156 Avenue. 

• Replenish the votive candles. 

• Place the stand with sanitizers next to the EM stations [center, choir and Marian side] 

• Grab iPad from mic closet (next to sink; across from fridge) and the donation bag from the safe closet 
for the correct Mass. Load MSP on iPad, check yourself in and place on the table outside of the sacristy; 
place appropriately labelled [ Sat 5PM Mass or Sunday 9 AM mass] collection bag in large offertory 
basket. The collection bag can be found on shelf above the Safe. The key to the safe closet [if locked] 
will be right next to the tabernacle key. It is easy to identify since it has a bulky keychain.  

• Check how many reserved hosts are in the ciborium in the tabernacle. Check the mass count sheet to 
see how many people are expected and place any necessary additional unconsecrated hosts.  
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• Prepare the credence table in the sanctuary with the following: 
o Priest’s chalice, paten with priest’s host, 2 corporals and purificator. 
o Lavabo bowl, pitcher of water and towel. 
o Small basket for low-gluten hosts. 
o 2 Ciboria [If a Deacon is present then 3 Ciboria] with unconsecrated hosts for Mass. 

 

• Prepare the offertory table for the presentation of the gifts with the following: 
o One ciborium with unconsecrated hosts. 
o Cruets with enough wine for all celebrating priests. 
o Appropriately labelled collection Bag in the offertory basket under the offertory basket. 

• Place glasses of water next to priest’s and deacon’s (if a deacon is present) chairs. 

• Set out appropriate microphones for priest(s) and deacon(s) on the counter in the sacristy. 

• Roman Missal marked and open to Collect prayer, on stand near presider’s chair. 

• Book of Gospels marked and open in the sacristy. 

• Mark and place the worship books on the table outside of the sanctuary: 
o Book of readings [Lectionary], notebook with opening announcements, and Prayer of the 

Faithful. 

• Place the presider’s notebook next to the presider’s chair. 

• Place the altar bells next to the acolyte seating. 

• If a deacon is not present, EMHC’s will be instructed to check in with you about where to stand for 
communion.  Assign the EMHC’s a spot if a deacon is not present; if a deacon is present, he will assign. 

• About 10 minutes before Mass, remind altar servers to light the altar candles (or in the absence of altar 
servers, light the altar candles). 

• About 10 minutes before Mass, check iPad to see if all positions other than musicians are filled.  If 
there are ministers needed, have one of the MOW’s go to the lower podium and ask the community 
for remaining needs (i.e. we need X hospitality ministers; X EMHC’s etc) 

• Once the entrance procession begins, take a seat on the row behind where acolytes are seated. 
 

During Mass 

If there is a deacon and acolyte, you don’t have any other duties until after Mass except to serve communion 
to low-gluten communicants. 

If there is NO deacon or acolyte: 

Following the Prayer of the Faithful, assist the altar server to set the altar *if needed*: 
o If there are three altar servers, sacristan's assistance is not needed. 
o If there are two altar servers, sacristan will assist one altar server to set the altar while the other server 

processes with the gift bearer. 
o If there is only one altar server, sacristan will set the altar while the altar server processes with the gift 

bearer. 
o If there are no altar servers, sacristan will set the altar and the procession of the gifts will happen without 

an altar server. 
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Set the altar in the following way: 
o Corporal at front center of altar with priest’s chalice, paten and host, and purificator. 
o Place the second corporal on the left corner of the altar with the ciborium of unconsecrated hosts and low 

gluten hosts on it. 
o Place any additional chalices for concelebrating priests on second corporal. 

Lavabo: If there are no altar servers, assist the priest to perform the lavabo. After the lavabo, place the pitcher 
on the credence table next to the altar so that the priest can access it for the purification of the sacred vessels. 

Altar Bells during Consecration: If there are no altar servers (else remind them to) ring the altar bells at three 
times during the consecration: 

o Ring one short ring when the priest calls the Holy Spirit down on the gifts (epiclesis): he brings his 
outstretched hands together over the altar.  

o Ring three short rings when the priest elevates the host. 
o Ring three short rings when the priest elevates the chalice. 

Communion: Sacristan serves communion only if an EM does not show up or if there is a low-gluten 
communicant. In these cases, the sacristan must first receive communion from the priest and then sanitize 
your hands. After which you receive a ciborium [or low-gluten basket] with the Precious Body from the priest. 
Distribute communion to the people on the Marian side of the church and then distribute low-gluten hosts to 
the low-gluten communicants. 

• To give communion: 
o As the communicant approaches, hold up the Precious Body, and say, “the Body of Christ”. 
o Wait for the communicant to say “Amen”  
o Place the Precious Body on the flat of their hand, but to not touch their hand. 
o If you touch a communicant’s hand, place the ciborium on the table, sanitize your hands, then 

pick up the ciborium and proceed with the next communicant. 
o While offering communion to a low-gluten communicant, let the communicant take their pyx 

from the basket and consume the host. Do not touch the low-gluten host with your hands.  

After Communion: The deacon/priest will purify the vessels. After purification, the sacristan (or altar server if 
present) folds corporals and moves all the sacred vessels from the altar to the credence table.  

After the Dismissal: Sacristan (or altar server if present) processes the cross. 

 

After Mass 

• Take all the vessels to the sacristy and wash them using the blue sea sponge next to the soap 
dispenser. Dry them with a fresh yellow flannel towel. 

• Take all the liturgical books back to sacristy. 

• Remind altar server to put out all the sanctuary candles (if no altar server, sacristan does this). 

• Put used purificators and lavabo towel to wash. 

• Put corporal(s) to wash only if Precious Blood falls on it or if it is soiled. 

• Lock the tabernacle and place the keys in the closet in the sacristy. 

• While leaving the church switch off the sacristy lights and lock the sacristy door. 
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Daily, Anointing, Wedding, and Funeral Masses 

The changes for sacristans at daily and funeral Masses are: 

• You’ll have to guess/estimate the number of hosts needed: a typical daily Mass will have about 35 
people; 50 people would be a large crowd, for example on first Fridays or holy days of obligation. 

• There are only 2 Liturgical books one which has the Prayers of the faithful and one 
which has rest of the readings [Gospel, Psalms, etc.].  

• No ministry check-ins so iPad is not needed for daily mass. 

• For daily mass there will be no bringing up of the gifts so place the unconsecrated hosts and the cruet 
of wine on the credence table instead of the offertory table. 
 

Additional responsibilities at the Anointing mass: 

o Both Priests celebrate the Anointing mass, so set out both chalices. 
o Place the folder with anointing prayers next to the Priest’s seat. 
o Place the anointing oil along with the white towels next to the baptismal font. 
o Do not put out the Prayers of the faithful since the Priest reads them at the anointing mass. 
o Use the clicker to count the number of parishioners anointed. 

 

• Additional responsibilities at a Funeral mass: 
o Light the Easter/Baptismal candle before mass. 
o Place one Aspergillum bucket next to the baptismal font and one on the offertory table. 
o Priest incenses the body in the casket at the end of mass. So, make sure to light the charcoal in 

a thurible during the homily. 
o Place the incense boat and thurible on the stand next to the credence table during communion. 

 

• Additional responsibilities at a Wedding mass: 
o Put out an extra non-celebrant chalice for the groom and bride. 
o The cruet needs to have enough wine for all the celebrating priests, groom, and bride. 

Working with incense and charcoal at Special Liturgies 
• About 20 minutes before the mass starts, light 2 pieces of charcoal using a candle for 

about 2 mins in an empty thurible. 

• Leave the charcoal in the thurible since it takes about 20 minutes to fully heat up the 
charcoal once it is lit. 

• Place the incense boat with incense in it on the stand next to the credence table 

• Incense is generally used at 3 times [Beginning of the mass, Gospel reading and consecration 
of the gifts] during special masses. 

• Incense is used twice [exposition and benediction] during the exposition of the blessed 
sacrament. 

• Replenish charcoal in the thurible after every usage.  
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Eucharistic Exposition and Benediction 
 
Preparation: 

• Unlock the tabernacle so the celebrant can access the tabernacle. 

• Place the Humeral veil [to be used during adoration] next to acolyte seating. 

• Place the monstrance opened and facing sideways on top of a corporal on the altar. 

• If incense is going to be used, follow the instructions on how [from above] to set it up. 

• Sacristan (or altar server if present) to light the sanctuary candles (including the ambo candles if 
scripture will be read and the 7-day advent candles on the altar). 
 

Exposition of the Blessed Sacrament 

• Kneel when the presider opens the tabernacle. 

• The priest places the blessed sacrament in the monstrance. 

• Sacristan (or altar server if present) will assist the priest add incense in the thurible. 

• Kneeling before the Blessed Sacrament, the priest incenses the blessed sacrament. 
 
Adoration: During this period there may be appropriate prayers, songs, readings from scripture, 
and a brief homily. 
 
Benediction: 

• Towards the end of the exposition the celebrant goes to the altar, genuflects, and kneels.  

• Remind the acolytes to join the priest in kneeling. 

• All of us kneel and join in singing the Tantum Ergo. 

• He then adds incense in the incense boat and incenses the blessed sacrament. 

• Sacristan (or altar server if present) will assist the presider put on the humeral veil. 

• Priest then goes to the Blessed Sacrament, genuflects, and takes the monstrance with both hands 
covered by the veil. 

• Facing the people, he makes the sign of the cross over them with the monstrance. 
 
Reposition: 
When the priest has blessed everyone, he then replaces the Blessed Sacrament in the tabernacle and 
genuflects, all stand and join in singing “Holy God, we praise thy name” 
 
After the reposition: 

• Lock the tabernacle and place the key in the sacristy. 

• Place the monstrance, humeral veil, and corporal back in the sacristy. 

• Place the thurible and incense boat back in the sacristy. Do not empty the contents of 
the thurible since the contents in it are hot. 

• Lock the sacristy door while leaving.   
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Sacristan Checklist 
 Arrive 40 minutes before Mass, switch on church lights and replenish the votive candles.  

 Check the Mass count sheet & ciborium in the tabernacle, so you know how many hosts to put out. 

 Place the hand sanitizers next to EM stations. 

 Make sure all entrance doors are unlocked and bulletins placed at every entrance. 

 

Set the credence table with: 

 Celebrant’s host on paten, celebrant’s chalice, 2 corporals, and purificator. 

 3 Ciboria [4 if Deacon present] with hosts and small basket with purificator (for gluten-free hosts) 

 Lavabo bowl, towel, and pitcher with water. Glasses of water next to priests’ and deacons’ chairs 
 

Set out on the tables inside/outside sacristy: 

 Roman Missal on stand, Presider’s Notebook next to Presider’s chair. 

 Place Book of Gospels open and marked in the sacristy. 

 Place Prayers of the Faithful, Opening Announcements & Lectionary outside the sacristy. 

 Appropriate microphones for priests and deacons. iPad with MSP loaded. 
 

Set the offertory table with: 

 Collection bag & Offertory basket under Offertory table. 

 Cruet with enough wine for all celebrating priests & Ciborium with hosts. 
 

Just before Mass: 

 Make sure acolyte lights tabernacle, altar, ambo, and Easter (baptisms & funeral) candles. 

 Place the altar bells under the acolyte seating. 

 Inform MoW of unfilled ministry positions & replace the iPad for charging after filling subs.  
 

During the Mass:  

 Assist the altar server/s to set the altar (if no Deacon) after POF if necessary.  

 Remind the altar server to ring the altar bells at three points during the consecration. 

 Distribute communion to low gluten communicants. 
 

After Mass: 

 Lock the tabernacle and place keys in the sacristy & remind acolyte to put out all sanctuary candles. 

 Take all vessels & liturgical books to the sacristy. Wash [using the blue sea sponge] and dry [using a 
fresh yellow flannel towel] all vessels. 

 Fold all corporals and put them away. Put used purificators and lavabo towel to wash. 


