
Incarnate Word Parish Liturgical Ministries - Hospitality

Mission: With a welcoming smile, meet and greet all who enter the church. Be purposeful in
getting to know the parishioners and greet them by name when you can. Welcome guests and
offer any assistance becoming familiar with the campus, priests, and available ministries.

General Responsibilities:
● Arrive 15-20 minutes before Mass begins. Some of our parishioners arrive very early.
● Be God’s Love Made Visible when parishioners and guests walk into Mass.
● Distribute song sheets, MagnifiKids and help anyone seeking assistance.
● After Mass tidy the sanctuary by straightening hymnals, pew missals, collecting song

sheets, raising kneelers, and picking up trash.

Guidelines of Hospitality Ministers (HM):
● Use MSP to schedule Mass preferences, frequency, and sub requests.
● Arrive 15-20 minutes before Mass begins.
● Check in at the kiosk by the Adoration chapel
● Wear a Hospitality Ministry or personalized name tag found in the sacristy cabinet.
● Dress appropriately and at your best. Recommended dress for men: jackets, slacks,

dress shirt and ties if possible and women: modest length dresses/skirts or dress slacks
and covered shoulders.

● Meet briefly with other HMs before Mass begins to determine who will:
○ Staff the Central Doors. This person will also be responsible for notifying the

assisting priest of anyone needing communion brought to their seat.
○ Staff the South Door: This person will also be responsible for bringing the

collection basket from the altar to consolidate with the one by the baptismal font
and depositing it in the safe (along with a 2nd person).

○ Staff the North Door (if possible)
● 5p Mass HMs should set out the MagnifiKids for that weekend. These are stored

beneath the refrigerator in the Sacristy. Split half between the central and south door
tables and place a couple for the north door. They stay out until depleted.

Detailed Duties
Greeting Before Mass - Greet the congregation at all four entrances as they arrive and distribute
song sheets. If the weather is nice feel free to stand outside the main doors. Be as warm,
personable and friendly as possible. Try to learn names and get to know the community. Be
alert for newcomers and visitors and help them feel at home. Let anyone needing assistance
know there is available seating in the front by the Holy Family statue. Assist finding seats before
Mass begins.

When Mass Begins - Move from the vestibule into the sanctuary and close the glass doors. If
possible please stand in the back of the church in order to keep an eye on the congregation and
any needs. Also, keep an eye on the sacristy and lobby. No one should be in the sacristy. If



anyone enters after Mass begins ask “How can I help you?”. If there are people in the back of
the church or lobby during Mass ask them if they would like assistance finding a seat. They may
prefer to stay where they are which is fine but during communion they will need to come inside
the glass doors.

Please assist in minimizing movement during Mass. If an individual or family exits for the
bathrooms and returns during the Consecration please quietly ask them to wait in the back of
the church until the congregation stands.

The south door HM should take the collection basket from the altar on their way back to
communion. Consolidate with the basket by the baptismal font and place money in the safe
along with a partner. Once Mass finishes, return the basket to the middle step on the altar for
the next Mass.

Communion - The central door HM should go to the back of the non-presider communion line.
After receiving communion notify the priest/deacon of the number needing communion and
escort him to those needing communion.

After Mass - Set out/replenish bulletins on the 2 tall pillar tables by the main doors, the brown
table by the south door, and the brown cabinet by the north door. Additional bulletins are in the
box in the sacristy. Feel free to hand them out personally as you say goodbye to parishioners.
Tidy up the sanctuary. Collect song sheets to be used for the next Mass (except after 10:30
which are recycled). A Dyson vacuum is available in the sacristy to spot clean and pick up any
messes in the pews/carpet.

Emergency Preparedness
Tornado / Weather Radio - If bad weather arises in the area during Mass the HM working the
central doors should watch their cell phone or weather app to determine if it is near Incarnate
Word. A NOAA weather radio is in the sacristy by the phone in the cabinet across from the altar
servers' albs. The radio has a simple on/off switch for verbal information. In the event of severe
weather, the radio will advise us of the storm track. If our parish is at immediate risk alert Father
that Tornado Warning sirens are for our area. Be ready to direct others to a safe place in the
event of evacuation. See below for the evacuation map.

Fire Alarm - If the fire alarm sounds during Mass, the celebrant will inform the congregation to
exit the building immediately following the map below. Under no circumstances should you
disarm the fire alarm. When the fire department arrives they will assess the situation and disarm
the alarm.

Medical Issues - If there is a medical emergency during Mass please call 911 using your cell
phone or the sacristy phone located in the cabinet across from the altar server albs. Your role is
a mediator if a doctor and/or nurse steps in to assist. The individual may lay down in the pew



while waiting for 911 to arrive. Do not be alarmed if the celebrant continues with Mass. Have 1
person stay with the individual and 1 meet the 911 responders at the front curb.

If an altar server is overheated or in danger of fainting a HM should lead them to the back
sacristy behind the altar to sit down and remove their alb. Get them a cool rag, drink water, and
assist their parent(s) if additional medical attention is needed.

If needed, a wheelchair is available in the alcove by the sacristy. A first aid kit is available in the
cabinet next to the name badges and in the Mother Teresa / Cry Room. If an individual vomits,
dust is available in the same cabinet as the first aid kit.

In addition to calling 911, an AED device is mounted by the sacristy for trained individuals,
including the priests, staff members, and parishioners First Aid certified. When calling 911, our
address is: 13416 Olive Boulevard Chesterfield, MO 63107.

Sanctuary Evacuation Map:


