Captain/Sacristan Check-List
	Item(s) on rolling cart
	Where does it go?

	Wooden tray w/6 gold chalices, 1 small silver chalice, 1 presider chalice, 8 purificators
	Small table at top of the ramp

	Silver tray with pyxes (hosts for the sick)
	Small table at top of the ramp (It can be placed on top of the chalices)

	1 ceramic bowl & 1 towel for presider’s hand cleansing
	Credence table

	Gold ciboria (with the number in tabernacle, the total should be 8 for Fr. Rick and 7 for Fr. John*).
	Credence table

	1 glass cruet approx. ½ filled with tap water
	Gift table

	A flagon (gold or silver) w/sufficient wine for the mass
	Gift table

	2 pyrex finger bowls for EMHC’s, 1 towel, hand sanitizer
	Credence table

	Water glasses for deacon and presider**
	Fr. Rick’s glass is placed on chair beside him.  Deacon’s glass is under his chair.  

	Large gold ciborium with hosts.  The number in the tabernacle and the ciborium should be sufficient for the mass.
	Gift table


*Fr. John serves from the large ciborium

**Fr. Rick only. Fr. John does not want a glass of water
Helpful Facts & Tips

· Church capacity is approximately 1,300

· Each gold ciborium holds 250 hosts when full

· Large gold ciborium holds 800 hosts; large silver ciborium holds 1,600 hosts

· A full bag of hosts is 500
· An average handful of hosts if approximately 30-50

· Approximately 80% of the community at mass will receive communion

· Use the pyrex measuring cup to determine the correct amount of wine for the flagon.  The line marked (4+ cups) is the equivalent of 1 finger above the lower handle on the glass flagon used previously.  
Captain/Sacristan Mass Preparation & Procedures
Before Mass

1. Arrive 30 minutes prior to mass

2. Check the historical mass attendance book in MOH room.  This will help take some of the “guess work” out of the process.  Check that additional hosts are in drawer.  
3. Check the number of consecrated hosts in the tabernacle (move ciborium from inside the tabernacle to the top, if necessary).  
4. Check the altar and credence table to make sure there are clean corporals and linen.  Replace if necessary.  

5. Prepare the rolling cart.

a) Place sufficient number of hosts in large gold ciborium for mass.  What is in the tabernacle plus what is in the bowl should equal approximately 80% of the historical count. 

b) Fill gold or silver flagon with sufficient amount of wine.

c) 6 gold chalices, 1 small silver chalice, presider’s chalice, 8 purificators

d) 2 pyrex finger bowls, 1 towel, hand sanitizer (if not already there)

e) Glass cruet ½ full with tap water

f) Ceramic bowl & 1 towel

g) Water glasses for presider and deacon.  Use bottled water from the dispenser.  Fr. Rick prefers very little ice.  Fr. John does not want water.  

6. Off-load items from cart (see check-list)
7. Sacristan should coordinate with lead MOH to get mass attendance count.  Adjust number of hosts accordingly if necessary. This will also help the MOH identify who is roaming.  
During Mass
1. Captain and Sacristan should sit near the credence table
2. When Sacristan goes to the tabernacle to retrieve ciboria, the Captain should take ciboria from the credence table and proceed to the sanctuary.

3. The Captain should be in the “cup” position nearest the altar.

4. After receiving the cup, the Captain should serve the EMHCs and return to her/his position.  (The next cup minister to her/his right should also serve the EMHC’s).  The 2 cup ministers should serve the EMHC’s moving together from right to left.  This will help the presider know who has received the cup and is ready to receive their ciborium.
5. During communion, the Sacristan should “roam” to serve those who cannot come forward.  The Sacristan may be able to get to serve the musicians and choir after they complete their first communion song.  If she/he is still “roaming,” the EMHC at station #2 will have this responsibility.  The piano accompanist will receive communion after the 2nd communion song rather than with the other musicians and choir.  The person at station #2 must wait until he is finished in order to serve him communion.  
6. After roaming, the Sacristan may check the EMHC’s supply of hosts and replenish (carefully scoop – no dumping) from her/his ciborium if needed.  Never pour from one cup to another.  
7. If the Captain does not have a station, he/she should monitor the communion flow and assist EMHCs with moving to a new station as needed.  

8. The Captain or Sacristan should consolidate any hosts brought back to the credence table.  The Sacristan places the ciborium in the tabernacle.  

After Mass

1. Following the recessional, the Captain and Sacristan place all vessels (water glasses, finger bowls, etc.) on the cart and return to the sacristy.  Everything but hand sanitizer should be removed.  
2. For 5:00 Saturday, noon Sunday, or 5:30 Sunday masses, the Sacristan should move any ciboria to inside the tabernacle.  

3. Purge and wash vessels.  Do NOT submerge chalices in water.  Water can seep into the bases and ruin them.  

4. Dry the vessels and dishes and place them on cart for the next mass.  For 5:00 Saturday, noon and 5:30 Sunday, return all items to vault and cabinets.  

5. Make sure that the medallion and tabernacle key are returned to the drawer.  

Procedure for when there is not a Deacon
1. Pre-pour the chalices

2. Include a small cruet of wine on the cart.  This goes on the gift table.  

3. Ask the presider (before mass) if he wants the Sacristan to assist with distributing hosts into the ciboria.  Ask if there are any procedural matters he would like addressed. 
4. The captain takes the tray to the presider at the altar at the presentation of the gifts

5. The presider will serve the host to all EMHC’s.  Next he will serve the cups to the cup ministers.  The first two cup ministers closest to the altar should immediately serve the cup to the bread ministers.  Both cup ministers should serve moving from their right to left.  This way the presider will know who is ready to receive the ciborium. Do not go to opposite ends and move toward the center.  After serving the cup, the two ministers should return to their place.
Procedure when low-gluten host is needed

1. If a low-glutten (celiac) host is requested, retrieve the large pyx and the box of hosts from the refrigerator.

2. Place host in pyx and place pyx on silver tray.  The tray is brought to the altar with the chalices.  

3. Wipe out pyx and return it to the refrigerator following mass.  

Procedure when a Minister of Care requests host

1. Ministers of Care have been instructed on the proper procedure.

2. They will usually have their own pyx.  
3. They will sign the red book and indicate the number of hosts they are taking. 

4. They will retrieve an unconsecrated (regular or small white) host from the refrigerator, place it in their pyx, and place their pyx on the silver tray.

5. There is a list of Ministers of Care on the wall by the sacrium sink.  Anyone requesting a host should be on that list or have some form of approval (e.g., business card, letter, etc.) from Cathy Bergmann.  

6. If approval is not present, the individual should see the deacon or presider.  

7. A Minister of Care may request a consecrated host.  (See steps 2-6).

After Mass Clean Up Procedures

· All vessels that contained the body and/or blood of Christ will be purged into the sacrarium (separate sink that drains into the ground).  This includes the finger bowls from the credence table.
· For 5:00 pm Saturday, noon and 5:30 pm Sunday, the Sacristan should move any ciboria from the top of the tabernacle to inside.  

Purging Procedures

1. All vessels should be treated with the appropriate reverence.

2. A small amount of water is placed in the flagon. Rotate the flagon to allow all sides to be rinsed. 

3. Pour the water into a chalice.  Repeat this procedure for each chalice.  Pour the water into the sacrarium.

4. Repeat this process for all the ciboria.  Any remaining water may be consumed or poured into the sacrarium.
5. Once all the vessels have been purged, they should be washed with hot, soapy water.

6. For the chalices, only the lip should be dipped in the water and wiped with the sponge.  DO NOT submerge the entire chalice in the water.  

7. Wipe all the vessels dry with the towels.

· Following 5:00 pm Saturday , noon, and 5:30 Sunday, all the vessels should be placed back in their pouches and returned to the safe.

· For all the other masses, the vessels can be left on the cart.  
· Used purificators are to be placed in the hanging laundry bag in the sacristy closet. 

· Used towels are to be placed in the hamper in the sacristy closet.

· Check the altar linen (altar cloth and corporal).  If it is soiled, change it before leaving the church.  Soiled altar linen should be placed in the hamper.  
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