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Scheduling Cantors/Accompanists 

Planning 
Resource 

• Schedule aligned with the Liturgy Planning Cycle (Today’s Liturgy Planning 
Guide) 

• Parish Calendar (note any special services, i.e. Communal Penance, etc.) 

People 
Resource 

• Scheduler 

• Cantors (listed on the schedule template with contact info) 

• Accompanists (listed on the schedule template with contact info) 

• Parish Office Coordinator 

Prepare 
schedule 
 
Post schedule 
 
Update 
schedule 

1. Prepare a schedule template with dates aligned with the liturgical schedule 
and parish calendar.  

2. Save the schedule as a PDF – save to the website.  
3. Send by email the website link to the open schedule to the Music Ministry 

Distribution list 
4. As the scheduler receives responses update the schedule accordingly. 
5. As the schedule develops determine how frequently to send out the link in 

order to fill the schedule timely.  
6. If the schedule is slow to develop, the scheduler may need to call people and 

ask them directly.  
 

 
Note: Parish Office Coordinator uses this schedule to publish information in the 
bulletin. The information published is one week in advance of the actual schedule.  

Estimated Time 
Commitment 

Creating the schedule template – 1 hour per planning cycle 
Updating the schedule template – 1/4 to 1/2 hour per week 
Communicating with the Cantors/Accompanists – 1/4 to 1/2 hour every 2 weeks 
Posting to the website – 5 min per update 
 
Total time per week once the schedule template is created: 1/2 to 1 hr per week 
Total time per cycle: (estimating 14 to 15 weeks/cycle)  = 11 – 12 hours per cycle 

 


