
ALTAR Set-up person 

The Altar Set-Up Person is the first to arrive to “set up” the Altar for worship, for our faith family. When you are 
scheduled, arrive 45-60 minutes before Mass.  
 

• Unlock the north and south exterior Narthex doors, the office door, and the door to the Sacristy.  
• Turn on the sound system. (Note – if present, musicians will manage the sound system.) 
• Place the plastic stand for the Book of Gospels on the center of the altar. (Weekends and Holy Days only.) 
• Place the Lectionary on the Ambo, open to the correct readings for the day, and ribbons place accordingly.  
• Place the ribbon in the Book of Gospels to mark the page for that day’s Gospel. Place the Book of Gospels on the 

usher’s table at the rear of the church.  
• Verify the sacred readings book is open to the correct readings for the day. 
• Note – on weekdays, the small sacred book is used in lieu of the Lectionary and Book of Gospels. Place the book, 

open to the first reading of the day, on the Ambo.  
 
In the Sacristy, you will find all the cups, the chalice, the patens, and linen needed to set the table.  
• Take the cups from the cabinets and purificators from the drawers to the credence table. Place purificators 

atop cups. Place the small glass bowl, a filled water cruet, and towel on the credence table.  
• Place wine cruet and one paten with hosts at the usher’s table. (Weekends and Holy Days only.) 
• Set-up Chalice bottom to top:  Chalice, purificator, paten, presentation host, pall, corporal.  (For weekends and 

Holy Days, use two corporals.) 
• Retrieve key from sacristy and place in Tabernacle lock. Leave key in place for duration of Mass.  
• Open tabernacle; check the ciborium for consecrated hosts.  Adjust according to attendance.  
• When Communion includes both species, pour wine into the decanter.  
• Place a water bottle or glass of fresh, cold drinking water in the holder on Father’s chair on the altar.  
 
As people enter the church, turn on Narthex lights, including, if necessary, the front foyer lights. Stand in the 
Narthex with the schedule, to verify the arrival of those scheduled to serve at Mass.  Most will know to check-in 
with you.  If someone is absent, ask someone else to fill-in the job(s). 
 
After Mass:  
• After Saturday Mass, return Lectionary to the Ambo and ensure it is open to the proper readings for Sunday.  
• Return the Book of Gospels and Book of Prayers to the rear of the Sanctuary. 
• Turn off sound system. (Note – if present, musicians will manage the sound system.) 
• Close and lock doors to the Sacristy. 
• Lock the north and south exterior Narthex doors and the office door.  (Note – external doors have emergency 

exit bars, so you do not need to be concerned about persons still in the building when you depart.) 
• Turn off Narthex and foyer lights.  
• If you used the key from the lockbox, return it.    


