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Extraordinary Ministers of Holy Communion 

 

Background 
Luke 9:16 – “Then taking the five loaves and the two fish, and looking up to heaven, he 

said the blessing over them, broke them, and gave them to the disciples to set before the 

crowd” 

 

US Conference of Catholic Bishops says:  

In every celebration of the Eucharist, there should be a sufficient number of 

ministers of Holy Communion so that it may be distributed in a reverent and orderly 

manner. All ministers of Holy Communion should show the greatest reverence for 

the Most Holy Eucharist by their demeanor, their attire, and the manner in which 

they handle the consecrated bread or wine.  

 

Preparation 
Check the schedule.  Schedules are created with Ministry Scheduler Pro software (MSP 

Portal), which allows you to manage your schedule through its online portal 

(https://secure.rotundasoftware.com/l/web-terminal/login/saintmikes).  It’s also a mobile 

app under: Ministry Scheduler Pro.  Our Organization ID is: saintmikes and the login 

information is the same. You can view your schedule, and request swaps or substitutes 

directly though the portal. If you do not have Internet access, you can contact Jim Wright 

(703-801-9758) directly for a substitute.  

 

If you are unable to serve – Please get a substitute.  It is your responsibility to find a 

substitute when you cannot make a scheduled assignment.  The very best way to secure a 

substitute is to do it within the MSP portal.  Simply log onto the MSP portal and go to the  

“My Schedule” tab, find the date you are unable to serve, and request a sub.  In addition, 

a current roster of ministers is available on the MSP portal.  Please, when possible, notify the 

Head Minister and/or Jim Wright (mijnor@aol.com) when a substitution is made.   

 

Be on time when you are scheduled.  Part of serving in this ministry is getting to Church 

early.  Please sign in at the sacristy 20 minutes before your assigned Mass.  If you aren’t 

signed by 20 minutes before Mass, you may be replaced.  If you are not scheduled to 

serve, but are available to do so, please let the Head Minister know by signing in as a 

substitute. 

 

Dress appropriately.  Please dress appropriately for Mass (even if you aren’t scheduled to 

serve – you may be asked to substitute).  In general, business attire is appropriate – men, a 

jacket and tie is preferred; ladies, a dress, skirt or nice pants is appropriate.  Denim of any 

kind (jeans, skirts, jumpers, dresses) and tennis shoes or flip-flops are never appropriate. 

Please Wear Your Name Tag. 

 

http://www.usccb.org/bible/luke/9:57#50009016-1
https://secure.rotundasoftware.com/l/web-terminal/login/saintmikes
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Know your assigned position.  Refer to the diagrams attached; to the diagram in the 

sacristy or ASK for help.  And know that some positions have special “extra” assignments 

(e.g., serving ministers, washing the vessels afterwards, etc.) 

 

Prayer before Mass.  At fifteen minutes before start of Mass, please come to the Sacristy.  

The Head Minister will go over anything unusual and lead a prayer before Mass.    

 

Receiving Communion 
Preparing and Approaching the altar.  The Head Minister and the Assistant Head Minister 

will bring the trays to the altar during the Gesture of Peace. You should leave your seat at 

the beginning of the Gesture of Peace and go around the outer circle of the Worship 

Center toward the credence tables (located by the window near the Columbarium). Go 

to the Credence Table on the same side that you will be serving.  Upon reaching the 

table, cleanse your hands with hand sanitizer and move into position to receive 

Communion (see diagrams).   

 

Ministers’ Communion.  The Presider will self-communicate and then give communion to 

the Deacon. Head Minister and Ass’t Head Minister will receive communion first among 

the ministers.  Immediately following them will be the 2 Cup and 5 Cup ministers assigned 

to serve the Precious Blood to the other Ministers.  The Music Ministers will get in line (please 

allow them to get in line).  Then all the remaining ministers receive.   

 

Distributing Communion 
 

Distributing Communion.  The 2 Cups (next to Section 3) and the Head Minister and one of 

the 5 Cup (next to Section 4) will receive Communion first and then serve the other 

ministers the Precious Blood.  After you have received (with the exception of the 2 Cup 

and 5 Cup serving other ministers) go directly to your assigned position.  Go to the 

assigned spot (see the attached diagram) and trust the proven system.  The Hospitality 

Ministers will direct the communicants to you – but be on the lookout for those who cannot 

come up for Communion to bring Communion to them at their seat.   

 

SMILE!  What a gift you are sharing!!  You are offering the communicant the most 

precious, wonderful gift they will ever receive.  Smiling makes the communicant feel 

welcome and appreciated. 

 

When distributing Communion, position the Precious Body or Precious Blood between your 

eyes and the eyes of the Communicant.  There is no need to elevate the Host or the Cup.   

When Communicants come up and have their hands crossed their chest or children who 

have not had their first Communion, please bless them but either use the back of your 

hand or do not touch them.   

 

The Head Minister and Assistant Head Minister will be watching to replenish BREAD 

ministers, if necessary.  IF you run out, stop your line and proceed to the altar for a “refill.”  

CUP ministers will not be replenished, but your cup may be replaced if empty.  To indicate 

an empty cup, simply hold your hand over the top of the cup and move to an area where 

Communion has been completed. 



12/17/18 3 

 

If some of the Precious Blood spills on the floor, simply place your purificator over it, move 

away and borrow the Presider’s purificator until you have completed Communion (then 

return the Presider’s purificator – he’ll need it to purify the vessels).  Alert the Head Minister 

or Ass’t Head Minister and they will clean up the spilled Precious Blood.  

 

If a Host drops to the floor, please place the Host in the palm of your hand and either 

consume it when you return to the Sacristy or dispose of it in the Sacrarium.   

 

When all the communicants in your section have received, you may be asked to move to 

another location.  The Head Minister or Assistant Head Minister will escort you to that new 

position.  PLEASE DON’T MOVE ON YOUR OWN.  Once you have completed distribution of 

communion, stand facing the Altar directly in front of the front row of your section (or the 

last section you served in).   

 

If you are serving the Precious Body and your station is finished (and the Head Minister or 

Ass’t Head Minister has not relocated you to another station), please place your paten on 

the Altar near the Ciboria.  The Head Minister or Ass’t Head Minister will transfer the 

remaining Precious Body into the Ciboria and return the empty paten to you. 

 

As the Head Minister and Assistant Head Minister complete the conclusion of Communion,  

you may be handed an additional vessel to take to the sacristy.  Two vessels per person 

please – do not stack the patens. 

 

After Communion 
Proceed to the Blessed Sacrament Chapel or Sacristy.  When everyone has received 

communion, the Assistant Head Minister will retrieve the Ciborium from the altar and lead 

the procession out of the Worship Center.  If a bread minister’s hosts were not 

consolidated, then go to the Blessed Sacrament Chapel to put the remaining hosts in the 

tabernacle.  CUP ministers will go to the Sacristy to consume the remaining precious blood 

and purify the vessels.  The bread ministers bring their patens to the Sacristry to be purified. 

 

While in the Sacristy – PLEASE keep conversation to a minimum. There are parishioners 

praying just on the other side of the wall from you. 

 

Consuming, Purifying, Reserving, Cleaning up.  ALL VESSELS MUST BE PURIFIED AND 

WASHED.   

 

Cup Ministers – Each minister should consume the balance of their cup.  If you need help, 

ask others to assist in the consumption of the remaining Precious Blood.  After all of the 

precious blood has been consumed, put a small amount of tap water into the cup, swirl it 

to include as much of the remaining Precious Blood as possible and then drink it.  The big 

paten (the one that the Presider consecrated the Precious Body on) needs to be purified 

a as well.  

 

Purifying and Rinsing in the Sacrarium.  Those ministers that serve as 1 and 6 Cups are 

tasked with washing and drying all of the vessels. The first 1 or 6 Cup Minister that gets in 
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the Sacristy should open the Sacrarium (the small sink in the far back of the Sacristy with a 

locked cover).  Be careful to rinse both the inside and outside of the cups and flagon and 

the tops and bottoms of the bowls and paten.  Be careful of all of the glass vessels.  

 
Cleaning up.  The remaining 1 and 6 Cup ministers need to wash and dry all the vessels.   

One minister should wash using soap and water (after everything has been purified in the 

Sacrarium).  The other 3 ministers (including the minister that rinsed in the Sacrarium) then 

dry all of the vessels. 

 

If you see that there isn’t at least four ministers, please stay to help.  Otherwise return to 

your seats for the announcements and final blessing. 
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Terminology 
 

Ambo – the stand from which the scripture is proclaimed (podium, lectern) 

 

Book of the Gospels – the book containing ONLY the gospels used at Mass. 

 

Chalice – the cup used to hold consecrated wine.  Typically, only the presider’s 

cup is referred to as the Chalice; all other vessels are cups. 

 

Ciborium – the bowl in which the remaining, consecrated hosts are kept in the 

tabernacle. 

 

Corporal – a square cloth used to cover the altar cloth to catch remnants or spills.  

After each Mass, the corporal is returned to the sacristy and is shaken over/into the 

Sacrarium. 

 

Credence Table – small tables used to stage and hold the vessels or books used 

during liturgy.  At St. Michael they are located next to the raised seats in section 4 

and section 5 (behind the ambo). 

 

Intinction – the act of dipping a consecrated host into consecrated wine for the 

purpose of receiving communion in both species.  NOTE:  Intinction is not an 

approved method for receiving communion; however, ministers Do Not prevent 

communicants from dipping a host into the precious blood. 

 

Lectionary – the book containing the scriptures used at Mass. 

 

Paten – the large, plate-like vessel used to carry the hosts (or bread) to the altar for 

consecration. 

 

Purificator – a rectangular cloth used to prevent the spread of germs on the edge 

of the cup.  A purificator may also be used to prevent drips and clean up spills.  

After Mass, used purificators are collected in laundry baskets in the sacristy. 

 

Sacramentary – the book used by the presider that contains the prayers and 

rubrics of liturgy (this book is being re-issued following a new translation – The 

Roman Missal Third Typical Edition). 

 

Sacrarium – a sink designed for the disposal of the remnants of Holy Communion.  

This sink empties directly into the ground (it is not part of the sewer system).  

Nothing but water is poured in this sink. 
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Sacristy – the room used to prepare for services.  All of the sacred vessels, books, 

candles, incense and linens are stored in the sacristy.  This is the room in which 

ministers sign-in and gather before Mass. 

 

Tabernacle – the vault used to story the remaining Communion elements.  The 

tabernacle is located in the Blessed Sacrament Chapel.  The doors of the 

tabernacle are to remain closed and locked when not in use.  The key for the 

tabernacle is in the Sacristy. 

 

Vesting Room – the room between the sacristy and the Blessed Sacrament Chapel 

in which the clergy prepare for liturgies.  Vestments are stored in this room. 

 

 


