
 

SACRISTAN MINISTRY 12-14-22.docx  Page 1 of 7 
12/14/2022 
 

St. Mary of the Miraculous Medal Catholic Community 
Liturgical Ministry 

SACRISTAN OF THE MASS 

 
Quote 

 

“To celebrate the liturgy without preparation is a violation of God’s holy presence and a crime 
against those who gather to celebrate that presence.” (Fr. Austin Fleming, p. 32 Preparing for 
Liturgy: A theology and Spirituality) Because of its crucial role in our journey of faith, the Sacred 
Liturgy is a public celebration requiring considerable behind-the-scenes preparation if it is to 
fulfill its function. 
 
Ministry Description 
 
Sacristans prepare the sanctuary, set in place texts, vessels, ready the bread and the wine for 
the Holy Mass, and make sure that other liturgical ministries are covered. The sacristan has 
overall responsibility to diligently obtain, arrange, and verify that all elements necessary for the 
celebration of the Mass are in place before the start of the Mass (GIRM 105a). 
 
At St. Mary of the Miraculous Medal Catholic community, the sacristan of the Mass is entrusted 
with the task of preparing the Sanctuary and Church for Mass.  Preparation includes ensuring 
the celebration set up is appropriate to the Church season, feast day, or special service.    
 
Requirements 
 
1. Sacristans must be a registered parishioner of St. Mary of the Miraculous Medal  
2. Sacristans must be active, practicing, confirmed Catholics at least 18 years of age.  
3. Sacristans should have a history of service in the role of Extraordinary Minister of Holy 

Communion, but it is not necessary.    
4. Have preliminary knowledge of the Mass and the liturgical year  
5. Have current SAFE HAVEN training certification [See Attachment 1] 
6. Be a good communicator and maintain good communications with the pastor and other 

liturgical ministry volunteers. 
7. Be flexible, a good organizer, and able to take initiative. 

8. Agree to comply with the expectations specified (dress, sign in, timely preparation, 
substitutions, etc.) to ensure that the all elements necessary for the celebration of Mass 
are in place. 
 

Contact:  Sally Davila / Ellie Salinas 
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GUIDELINES 

Activities 

Before the Mass 

 

1. Arrive 1 hour before the Mass. 
 

2. In the Sanctuary Sacristy (the room on the left side of the Sanctuary) prepare the gifts and 
set up the vessels used in the Mass and place them on a large tray on the credence table. 
a. The key for the Tabernacle is in the cabinet in the Sanctuary Sacristy. Check the 

Ciborium in the Tabernacle for the number of consecrated hosts.  Estimate the number 
of hosts in the Tabernacle.  See photo. 

b. Set four Ciboria (bowls), one large Chalice with cloth Paten, one small Chalice with cloth 
Paten, two Purificators, one large Corporal, and two small Corporals on the tray. The 
total number of hosts needed for each Mass is 150.  Each tube of hosts contains 100 
hosts.  Place hosts in all 4 Ciboria.   Set 1 Ciboria aside.   

c. Place a Lavabo, a small container of water, and a small hand towel on the credence 
table.  See photo. 

d. Fill a cruet ¾ with water. 
e. Place a small tube of unconsecrated hosts on the credence table.  The deacon will 

determine if more are needed.   
f. Set up the Lavabo and a purificator next to the tabernacle for the 4:30 p.m. Mass on 

Saturday. This bowl may remain on the credence table until the end of the 11:00 a.m. 
Spanish Mass. 

g. Place tray on credence table.  See photos. 
 

3. Prepare the Offertory Table: 
a. Place a larger host in the center of 1 of the Ciboria on the top.   
b. Place a small amount of wine into a cruet.  
c. Place on the Offertory Table (at the entrance to the Nave, near the Holy Water Font). 

 
4. When we have a visiting priest, check with him to understand how he wants the vessels 

set.  He may bring his own Chalice and Roman Missal. 
 

5. Ensure the altar is clean, dead flowers have been removed, and flower arrangements are 
presentable and not a hindrance to safety. 

   
6. Check the liturgical ministry schedule and ensure all assigned ministers have checked in. If 

they have not signed in 15 minutes before Mass, find a substitute. 
 

7. If there are no altar servers, light the altar candles 10 minutes prior to Mass.  
 
8. The tabernacle key will remain inserted in the Tabernacle until the last Mass of the day. 
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9. Preparing the Books:  These are usually set up by the Deacon of the Mass. If necessary, the 

Sacristan may have to assist in this preparation.  
a. The Ordo – The Ordo is a calendar that provides direction for the liturgies of the day. 

This calendar is very important as it coordinates all the readings for Mass, organizes the 
prayers, special feast days, and liturgical seasons and cycles.  

Use the Ordo to properly set the lectionary readings and presider prayers with the 
correct liturgical color ribbons in the Roman Missal. 

b. The Roman Missal is the book containing the prescribed prayers, chants, and 
instructions for the celebration of Mass in the Roman Catholic Church. The Roman 
Missal is prepared by the Deacon.  If a Deacon is not available, the Sacristan prepares.   

Place the Roman Missal on the wooden stand in the middle of the altar facing the 
presider. Prepare both the Roman missals (altar and chapel-size) 

c. The Lectionary provides the readings and the responsorial psalm assigned for each Mass 
of the year (Sundays, weekdays, and special occasions). Using the Ordo, the Deacon 
prepares the Lectionary and places it on the Ambo.     

The readings are divided by the day or the theme (baptism, marriage, vocations, 
etc.) rather than according to the books of the Bible. Introductions and 
conclusions have been added to each reading.  

d. The Book of the Gospels contains the full text of the passages from all four gospels that 
the deacon or priest is to read or chant at Mass over the liturgical year. However, use of 
the Book of the Gospels is not mandatory, and the gospel readings are also included in 
the standard Lectionary.  Using the Ordo, the Deacon prepares the Book of the Gospels 
and places it on the offertory table.    

If there is no Deacon, place the Book of Gospels on the plastic stand in the middle 
of the altar facing the congregation.  

 
Note: Sometimes the presider prefers to use the Lectionary for the Gospel readings. He 
will make the decision (in which case the Book of the Gospels would not need to be set 
on the altar).  
 

After the Mass 

 

1. The Extraordinary Ministers of Holy Communion are responsible for transporting all 
chalices and ciboria (bowls) to the Sanctuary Sacristy and washing them in the Sacrarium. 
Sacristans assist the EMOHC’s when needed. 

2. If there is no other Mass for that day, the EMOHC stores all chalices, cups, glassware in the 
Sanctuary Sacristy cabinet. If there is another Mass for the day; the chalice, cups, 
glassware, etc. can remain on the counter.  Sacristans assist the EMOHC’s when needed. 
 

3. Deacons are responsible for transporting the Lectionary, Book of Gospels, binders, and 
other books/papers left on the Ambo back to the Sanctuary Sacristy and placing them in 
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the back cabinet.  From Saturday Vigil Mass the above needs to stay. After 9:00 a.m. Mass, 
all needs to be switched out to Spanish. Sacristans assist when needed. 

 
4. After the last Mass of the day, the Extraordinary Ministers removes the ablution bowl from 

the credence table and washes it in the Sacrarium in the Sanctuary Sacristy. Sacristans 
assist when needed. 

 
5. If this is the last Mass of the day, take the key out of the locked Tabernacle and place back 

in the cabinet. Otherwise, leave the key in the Tabernacle.   
 
6. After the last Mass of the day, turn off the lights and lock the Sanctuary Sacristy.  

 

As Needed 

 

1. Ensure you have a sufficient supply of altar breads and wine, candles, matches and the like. 
Submit all sacristy supply orders to the office [To be determined: what is minimum 
supply?] 

2. Change the altar cloth as necessary so that these items are always clean and in good 
repair. Notify office if linens need to be cleaned. 

3. Keep up with the liturgical seasons as it relates to linens. Typically, the Sacristan for the 
Saturday Mass will change cloth. Refer to Liturgical Calendar. 

 
OLIGATIONS 

 
Safe Environment  

 
Safe Environment is the name of the online training that is required by the Archdiocese of 
Galveston-Houston for volunteers in parish ministries. Named “Safe Haven” It is designed to 
help prevent wrongdoing and promote "right doing" within religious organizations. [See 
Attachment 1]   
 

Scheduling 
 
The scheduling system uses the information provided by ministry volunteers to schedule the 
ministries associated with Mass - lectors, Extraordinary Ministers of the Holy Communion, 
ushers, and sacristans. Keep contact Information current. [See Attachment 2]  
 
Dress Code 
 
According to the Catechism of the Catholic Church: “The Mass is at the same time, and 
inseparably, the sacrificial memorial in which the sacrifice of the cross is perpetuated and the 
sacred banquet of communion with the Lord’s body and blood is made present” (CCC #1382). 
Moreover, the Catechism recognizes the need for outward signs of our inward understanding of 
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just what is happening at Mass. “Bodily demeanor (gestures, clothing, attitudes) ought to 
convey the respect, solemnity, and joy of this moment when Christ becomes our guest” (CCC 
#1387). Jesus Christ Himself, not a symbol, not a reminder, but the man Himself, becomes 
substantially present in the Eucharistic host. 
 
Dressing conservatively and modestly is a way of our saying to God and to others that we value 
the Liturgy of the Word and the Liturgy of the Eucharist and see it as sacred and as the source 
and summit of our lives as Catholics. Understand what it means not to be a distraction to others 
in such a sacred moment.  Wear your “Sunday best” – not to show off but as a concrete way of 
thanking God and caring for our neighbors in the pews. Clothing that is too casual or 
flamboyant can distract the congregation from where their focus should be. Dress to please our 
Lord and come to every Mass ready to serve –you never know when you may be needed! 
 
Additional Reading: Bishop Robert Vasa’s article: “Dress, Demeanor, Discipline Show How We 
Value Holy Mass, [Additional Reading: Attachment 3]. 
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Sacristans Prayer 

 

 

 

 

 

 

 

 

 

 

 

Your daughter/son is here, O Lord, to serve in preparing for the Holy Mass. Many 
pilgrims are preparing now to come to this holy place. I pray that they are granted 
Your peace and mercy, so that they may arrive safely, prepared to participate 
fully, in the Eucharistic sacrifice of the Mass. As our priest is preparing us to 
receive You, Lord, grant to him the grace of touching the hardest of hearts during 
this Holy Mass and in the Sacrament of Reconciliation. May all who serve in 
ministry for this Holy Mass at St. Mary of the Miraculous Medal Catholic 
Community be inspired to the fullest expressions of faith, hope and charity. May 
this Sacrament of the Eucharist prepare me, to receive the grace and gift of 
repentance, the nourishment and strengthening of my soul; and the sacred 
awareness of Your Real Presence in the Blessed Sacrament. Glory Be… Amen.  

(A colloquy resulting from studying the paragraphs on the Sacrament of the Eucharist from the 
Catechism of the Catholic Church, #’s 1324-1419. Reflection written after studying these 
paragraphs by Sharon Marie Willoughby, 2010.) Ref: Sacristy of St. Thomas Aquinas, Archbald, 
PA.  
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For Office Use Only 
S I G N  A N D  D A T E  

 
1. Safe Environment Coordinator_____________________________ Date____________ 

  In Compliance–Training Good Thru __________________      In need of training 

2. Sacristan Coordinator   _________________________________ Date____________ 

3. Pastor __________________________________________ Date: ____________ 

4. Training Completed: Sacristan Coordinator____________________ Date: _____________ 

5. Scheduling Coordinator ________________________________ Date: ____________ 

Application  
SACRISTAN 

 

I, (please print name) ____________________________________________________________ 
wish to serve St. Mary of the Miraculous Medal Catholic Community as a Sacristan. 
 
I meet the following requirements: 
❑ Registered parishioner of St. Mary of the Miraculous Medal 
❑ Active, practicing, confirmed Catholic at least 18 years of age.  
❑ Sacristans should have a history of service in the role of Extraordinary Minister of Holy 

Communion, but not necessary.    
❑ Have current SAFE HAVEN training certification [See Attachment 1] 
❑ Have preliminary knowledge of the Mass and the liturgical year  
❑ Agree to comply with the expectations specified to me (dress, sign in, timely preparation, 

substitutions, etc.) to ensure that the all elements necessary for the celebration of Mass are 
in place. 

❑ Flexible, good organizer, and able to take initiative.  
❑ Agree to discuss any special needs or concerns that I may have with the Deacon or the 

Pastor. 
By my signature I confirm that I meet the requirements for service and will serve in 

accordance with this agreement. Signature ______________________________________ 

PLEASE PRIINT 
 

Date _____________FIRST NAME_________________LAST NAME____________________ 

ADDRESS _______________________________________________________________ 

CITY _____________________________________ZIP______________ 

PHONE_______________________EMAIL_______________________________  


