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                                          SAINT JOSEPH CATHEDRAL

                                         GUIDELINES FOR MINISTERS          Revised 3-2002
GENERAL GUIDELINES

   Ministers should arrive 20 minutes to a half-hour before Mass begins.  Sign in  on the  bulletin schedule on the sacristy counter. When you are “off duty,”  and at Mass, please check  with the presider or deacon to see if you are needed. Sometimes it is necessary for a minister to have 2 ministries at the same liturgy, however this practice should be avoided as much as possible.

DEPENDABILITY

  It is of utmost importance for the minister to show up, on time, for the ministry assigned, or to obtain the services of an alternate from the Ministry Address List provided . 

APPROPRIATE DRESS 

   It is a matter of respect for the liturgy that is being celebrated that the ministers dress in  manner befitting the celebration.  Certainly not tuxedos and evening gowns, but certainly not, as a rule, dress that would be appropriate for a picnic.

REVERENCE

   When approaching or passing the Altar of Reservation where the Blessed Sacrament is reposed in the Tabernacle, the proper liturgical etiquette is to genuflect on the right knee, unless your are carrying a sacred symbol. Then, a pause and a head bow are proper. When passing the altar, the proper etiquette is  a  pause and a head bow. When more than one minister is involved in the movement, the bow is done in unison. All ministers  are to conduct themselves so that the focus is on the liturgy. Movement should occur only as called for in the liturgy, and then, with style and grace.

THE MINISTRY OF HOSPITALITY
   The Minister of Hospitality, or usher, is deeply rooted in Scripture and tradition. We read in The First Book of Chronicles, Chapter 9, ”Shallum, son of Kore.....and his brethren had as their assignment the guarding of the threshold of the tent.......In all, those who were chosen  for gatekeepers  at the threshold were 212.. Thus, they and their sons kept guard over the gates of the house of the Lord.”  Both Chronicles (9:33) and  Jeremiah(35:4) testify that the gatekeepers had rooms in the temple  where they stayed when not on duty, since day and night they had to be ready for service.

   One thing for sure we can conclude; these gatekeepers were hospitality ministers, ushers,  not some kind of ecclesiastical policemen charged with the exercise of repressive authority.

   Among the disciples,  hospitality ministers can find Gospel models in two of the most lovable; Philip and Andrew.. It was Andrew who brought his brother, Simon, to Jesus.(John1:41). It was the hospitable Philip, who along with Andrew, brought the Greeks  to the Lord. But it is in John the Baptist that hospitality ministers can find their  most sterling example.  Like him, they are heralds of Christ, the Son of God, drawing attention not to themselves, but to him. Ministers of Hospitality are signs, pointing the way. They are “doors” offering access to the Temple of God, offering an open invitation to all to encounter the Lord.

   The more immediate ancestors of Ministers of Hospitality are to be found in the clerical order of Porter or doorkeeper, instituted in the third century AD. It was the duty of the doorkeeper to guard the door of the church against any intruder who might disturb the service. This order was formally abolished in 1972 by Pope Paul VI. From then on the important matter of hospitality has been  the ministry of the laity, the People of God.

   With a compassion born of their faith, Hospitality Ministers see all as real people with real needs. The people who come to worship, who come to Church, are not just the “paying customers,” not just the daily mob or the Sunday evening  “last mass lazies.” Much more precious than the material David gathered for the construction of the Temple of Yahweh in Jerusalem; the worshipping assembly, whatever the flaws of the individual members may be, is gathered at an infinitely greater cost. The varied members of the worshipping community  are living stones used by the Master Builder who is always fashioning a dwelling place  for his Spirit.  Hospitality ministers are not the least of his co-workers.  

GUIDELINES FOR MINISTERS OF HOSPITALITY
1.  Arrive ½ hour before Mass.

2.  Initial the schedule posted on counter in sacristy.

3.  Take Sunday bulletins, plate of bread and carafe of wine to the back (narthex) of the church.  Place the bread and wine on the stone table on the west side of the narthex.

4.  Warmly greet the people as they come in.  Give them a copy of the bulletin.

5.  Choose 2 persons to process with the bread and wine in the Offertory Procession.  

Try to include young and old, single and married, varied ethnic backgrounds as you choose persons for the Offertory Procession. A family group is most appropriate.

Instruct the gift presenters to come to the narthex as the people are standing for the Creed and to stand by the table where the bread and wine are placed.

6.  Unlock the door to the  foyer to the choir loft so you can ring the church bell 5 min. before Mass time and turn it off as the presider processes down the aisle. Use the two outboard switches.The bell switches are located on the wall as you  start up the  steps to the choir loft.l

7.  People who are coming in as the procession begins are to be asked to wait until the procession has reached the altar, or use the side aisles.

8.  Choose volunteers as needed so there will be 4 ministers for the collection of the gifts  of the people.  Use the small baskets for the collection. When there is a second clooection, a 5th minister is needed. Only experienced ministers areto take the  gifts of the people to the  sacristy.

9.  Ministers come forward at the same pace, 2 down the center aisle, one on each side aisle at the words, “Pontius Pilate,” in the Creed.  Stand in place at the front benches.

10. When there is no Creed, come forward during the Prayers of the Faithful.

11. Begin passing the baskets right after the Prayers of the Faithful.  Do not pass the baskets beyond the pillars.

12. When the collection of the gifts of the people is completed, gather them into the one large basket.

13. The Offertory Procession assembles at the head of the center aisle; one hospitality minister carrying the large basket, followed by the  gift presenters with the bread and wine.  The procession should not hesitate as the priest presider or deacon come forward in the sanctuary to meet the Offertory Procession.

14. Upon meeting the priest presider or deacon at the foot of the sanctuary steps, the minister  bows, steps  to the left  and pauses as the bread and wine  are presented .

15. The gift presenters return to their places in the benches  and the minister returns to the narthex  after placing the gifts of the people in the designated secured location.

16.  Proceed with the second collection when one is scheduled.  The  additional minister  is  selected when there is a second collection to take the place of the minister  taking the first collection to the secured location.  Take the second collection to the secured location by the courtyard side aisle.

17. Be seated during the readings and homily unless your services are needed.

18. Smile and speak to the people as they leave after Mass as you would speak to a guest who is leaving your home after a visit.

19. After Mass pick up bulletins and inserts from benches and reassemble them.  Stack the reassembled bulletins and inserts on the stone tables.  Organize all the material on both stone tables

20. Try not to seat  people dutring the readfings and homily.

21. At major feasts  such as Christmas and Easter when the clergy of the diocese are not  concelebrating, invite people to sit in the sanctuary  behind the altar. 

THE MINISTRY OF READER
Aelred Rosser, in his  book ,”A Word That Will Rouse Them,” advises Readers as follows:

The reader, like Jesus, takes the form of a slave, paving the way for God’s Word to achieve its end. And so the skills of the reader's art must be honed, improved, heightened, as we allow the ministry of proclamation to form us and transform us.
The Word of God is not a thing, a book or a story. It is an act, a deed. 

Words do things.”I baptize you.” “I forgive you.” “I bless you.” This is performative speech; words that affect the action they describe. “Your faith has healed you,”Jesus said to the woman.”Today salvation has come to your house.” The word of God, the Word of the Lord  is more than a mere record of God’s intervention into human history. It is a living, enabling continuance of that intervention. When readers proclaim that Word at liturgy, Christ is present, speaking the Word that is His saving deed. We read in The Constitution on the Sacred Liturgy, #7, ‘He is present in His Word since it is He Himself who speaks when the Holy Scripture is read in the Church.’ The reader does not do this.The Word does this. The analogy is clear --as God became flesh in Jesus, the Living Word, so the Word becomes flesh anew  when the reader lifts it from the page. As readers, we must surrender ourselves in service to the Word in the full realization that through us, not because of us, the Word becomes the source of life for all who hear it.

GENERAL GUIDELINES FOR THE MINISTRY OF READER
   Readers are given a personal copy of,  Workbook for Lectors and Gospel Readers so they can prepare for their ministry. Consult the presider or deacon on questions of pronunciation.

   Before mass the reader adjusts the microphone at the ambo so it will be in the best possible position, not more than a few inches away from the reader’s mouth. When the deacon is present, the reader takes the Lectionary to the ambo before Mass. When the deacon is not present, the reader carries the Lectionary in the procession. The proper posture for  carrying the Lectionary in procession is  to carry  it slightly above eye level. The Lectionary  is not carried in the recessional.

  Readers are part of the entrance procession. In the  recessional after mass the reader carries the bulletin insert and joins in the singing the recessional hymn.

The usual procession order  is as follows:



 Incense



Candles



Deacon with The Book of Gospels



Reader-(with Lectionary  in absence of Deacon)



Other Servers



Con-celebrants



Celebrant

   Upon entering the sanctuary, the reader proceeeds  to  a  position  to the right-center of the sanctuary carpet, aligned with the right columns of the baldachin. The reader waits for the presider to enter the sanctuary, makes a head bow with the presider,  takes the Lectionary to the ambo(in the absence of deacon with  Book of Gospels), exits sanctuary by the side steps to a place in the benches.

   At the end of the Opening Prayer, the Liturgy of the Word begins. The Reader stands in place, proceeds by the center aisle to the center of the sanctuary carpet, makes a  head bow to the altar, and then to the Bishop when he is present. The reader then enters the ambo. 

   The reader makes eye contact with the people and then announces the  first reading. KEEP IT SIMPLE. “A reading from the book of....”The “a” in “A reading” has the  unaccented open vowel sound as in, “cup.” Do not embellish the announcement of the reading in any way.

   Support your voice by breathing from the diaphragm as good singers do. You must speak slower than you would in ordinary conversation. You must use your best diction. You must maintain  good diction and volume support for word endings. If you do not, ending syllables will not be heard.  Proclaim with expression, but do not dramatize or gesture.  Observe pauses and sense lines as recommended in the HANDBOOK.Obtain eye contact with the congregation during pauses. DO NOT RUSH.
   You may want to keep a finger on your place in the text when you give eye contact to   the congregation. It is good to read  phrases rather than individual words. You can read  phrases confidently when you are familiar with the text, and you can even give eye contact during a phrase as well as during pauses.

   It is improper to recite the text from memory. Rather, you are proclaiming the Word of   God as you lift the text from the page. Be familiar with the text but do not memorize it     for your purposes as a reader.

   Step back from the ambo out of the light for the responsorial psalm and response.When the responsorial psalms are concluded, pause a moment or two before stepping up to the ambo again to proclaim the second reading.When there is no cantor, the reader leads the responsorial and the psalm, reading each verse, calling for the response from the congregation. 

   The proper closure for the readings is,”The Word of the Lord.” Do not say,”This is the   Word of the Lord.”

  At the conclusion of the  second reading, the reader steps back from the ambo, out of the light,  and waits until the music for the Gospel Acclamation begins.   The reader  then  goes to the center of the carpet, makes a head bow to the altar and to the bishop when present; and then returns to his/her place in the benches.

   When incense is being used for the Holy Gospel, the reader waits at the ambo as above. The reader  then  leaves the ambo and  waits for the server with the incense to begin moving. The reader then meets the  server carrying  the incense at the center of the carpet.  They bow together. The reader then returns to his/her place in the benches.

PRAYERS OF THE FAITHFUL
   When the deacon is not present, the reader  comes into the sanctuary by the 5th St. side steps  as the Creed is being prayed. At the end of the Creed the reader enters the ambo. The presider introduces the  Prayers of the Faithful. The reader then presents each  of the prayers, using the text that is inside the front cover of the Lectionary. The presider gives the conclusion to the prayers.  The reader returns to his/her place in the benches by way of the side steps.

DISMISSAL   

   As the closing hymn begins, the reader comes into the sanctuary by the  steps  on the 5th St. side. The reader stands at the foot of the ambo steps until the presider  and deacon, when present, move to the center of the carpet  at the foot of the altar.         The presider and deacon,when present, will then reverence  the altar.  When they turn   around the  begin leaving the sanctuary, everyone turns around and  moves in the          recessional. The order of the recessional is the same as the processional, with the         exception that the deacon walks beside the presider.

 When the reader also serves as eucharistic  minister, the reader goes to the chairs by    the credence table after Communion and assists with cleansing the vessels after mass, in addition to returning the Lectionary and Book of the Gospels to the sacristy.

THE MINISTRY OF COMMUNION
   How much of our lives are spent waiting in lines. “Too much!” You may say. And yet, if what we wait for is important enough to us, we do not mind the waiting, even for a long time.  At Christmas time we wait in long lines  to purchase carefully chosen gifts for loves ones .

   We begin with these words about waiting because that is what worshippers do as they come forward to receive the Body and the Blood of Christ.. They wait in line. They experience  receiving the Body and the Blood of Christ as a precious moment in time, prayerfully awaited.

   Each Eucharistic Minister must make the moment worth the wait, as  this moving line of holy people  come to a holy meeting with the Body and Blood of Christ.

The act of receiving the Body and Blood of Christ--like so much else in life--belongs to the person who gives and the person who receives, even though  the 

Eucharistic Gift of the Lord Jesus is infinite and cannot be lost  through the ministers’ weaknesses or mistakes, yet the actions and attitude of the Eucharistic Minister have a bearing of the reception of the sacrament.

   How wonderful it  is to know that waiting for  the Body and Blood of Christ is truly worth  the wait. The friendly face, the gracious genture, the lovingly spoken words of the Eucharistic Minister can make it so.

SPECIFIC DUTIES

   Ministers come into the sanctuary following the peace greeting and stand behind the altar close to the foot of  the altar step. 

   Ministers receive the Body and Blood of Christ after  the clergy has received.The presider or deacon will distribute the vessels  and purificators to the Eucharistic Ministers.The plates and cups are distributed to the ministers as follows:
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   Two plates and four cups serve the center aisle. A cup and plate serve each side aisle when needed.  When there is seating in the sanctuary such as at Easter and Christmas, additional ministers, plates and cups are used. The Master of Ceremonies or Presider or Deacon will make these assignments.  

   The Eucharistic Minister procession  begins,  as the ministers on either end lead out from behind the altar, proceed around the altar, meet in the front-center of the altar and then proceed in a double file at the center of the sanctuary carpet to the steps of the sanctuary and then  to their assigned places.

   When communion stations in the side aisles are used, the minister distributing from the plate stands close to the wall. The cup minister stands away from the wall, allowing space for 3-4  of the faithful to come in line to receive from the cup.  When  communion stations in the side aisles are not used, there is one less plate and one less cup at either end of the  gathering of ministers at the foot of the altar.

   The forms for distributing are,”The Body of Christ,” and “The Blood of Christ.”  Do not embellish this proclamation. Do not say,”This is,” or,”Truly this is.”

   An attempt should be made to establish eye contact with each communicant. The cup is cleansed with the purificator and rotated after each reception. Place the purificator over the cup when the cup is empty.

When you cup is empty, or when  no more communicants come to you at your station, withdraw  to the   the table behind the Cathedra(Bishop's Chair). The remains of The Blood of Christ are consumed there by the ministers. The remains of the Body of Christ  are placed in the Ciborium  on the altar which is then taken to the Tabernacle of the Altar of Reservation by a Eucharistic Minister.  It is more appropriate for a Eucharistic Minister, rather than a server to return the Ciboriun to the Altar of Reservation.

Eucharistic Ministers then are seated in the sanctuary chairs  by the credence table. After Mass,  the ministers take the sacred vessels to the sacristy work room and cleanse them.

A good method of cleansing the vessels, including the chalice, is to place a small amount of tap water in one of the plates, pour the water quickly into each plate  and then pour the collected water  into a cup. Pour that water into each remaining cup, and then finally pour  it into the chalice. You will notice that there are small particles of the consecrated Body of Christ in the chalice. It is preferred that the minister then consume the remains of the Body and Blood of Christ from the chalice. You have the option of pouring these remains into the sacrarium which  is the  left-hand side of the sink.  ONLY A SMALL AMOUNT OF WATER  MAY BE POURED OUT IN THIS SINK WHICH  DRAINS DIRECTLY INTO THE GROUND. THIS SIDE OF THE SINK IS RESERVED FOR CONSECRATED  SPECIES.
After gathering  and  consuming the remains of the Body and Blood of Christ, the vessels may be washed  in warm, soapy water, dried and put away  in their proper places, washcloths  placed between the communion plates to protect them. Be certain that the key to the tabernacle is in its proper place.  If you are the last one out of the sacristy, please close the door to the Church. 

SOME SPECIAL CONCERNS
If you should drop a  consecrated host either pick it up or ask  the communicant to do so. Sometimes the communicant will pick it up and  consume it. If you pick up the consecrated host, use your  best judgement. Decide whether to put the consecrated host  back into the plate or to hold it in hand under the plate until distribution is over.  Ask the deacon or presider what to do if you are not sure. In those very rate occasions when  the consecrated host has been is a persons mouth  and then for some reason is returned to you, or  the consecrated host is accidentally stepped,consult the priest or deacon for proper  procedures.  If the Blood of Christ should accidentally be spilled, stand in place so that others do not step  in the area. The minister is to then get a towel from the  credence table or  sacristy  workroom,  wipe up the spill and then continue distributing from the cup as needed.

   In the  case of a person who approached the minister and obviously does not know what to do, the minister is to make a judgement  to tell the person what to do to receive or to politely ask the person to return to  his/her seat and see you or the deacon or the priest after Mass is completed. Intinction, that is, dipping the Body of Christ into the Blood of Christ is not  the preferred way to receive, but such practice  should not be made an issue by the eucharistic minister.

When you are a Minister of the Cup, and a communicant passes you who  has not consumed the Body of Christ, the consecrated host, insist that the Body  of Christ be consumed. Simply say in a soft, assertive voice, ”Please consume the Body of Christ now.”
   Add a careful hand  to the cup  when the communicant is a child or an unstable person. 

MINISTRY OF SERVER

   The Lord’s  Supper, the Mass, gathers together the  People of God with the priest presiding in the place of Christ to celebrate the memorial of the Lord, a eucharistic  sacrifice, a sacrificial meal....It is of the greatest importance that the celebration be so arranged that the ministers and the faithful take their own proper place in it  and thus gain  its fruits more fully.

   Everyone in the eucharistic assembly has the right and duty to take his or her own part according  to the diversity of orders and functions.... So that in the liturgy the Church may be seen in its variety of orders and ministers.





             From The General Instructions of the Roman Missal
   The purpose of  these server  guidelines is to foster  unity, style and grace in the  celebration of Mass at St. Joseph Cathedral. They focus primarily  on the Sunday parish Mass, but can also serve as guidelines  for any Mass at the Cathedral.

ARRIVAL AND VESTING
   Plan to arrive in the sacristy and sign in 20 minutes to one-half hour before the liturgy begins.  Vest in an alb that fits. Shoe-top length is desirable. A cincture can be used to adjust length if the alb is too long.

SOUND SYSTEM

    Put out the reader and cantor microphones if they are not already in place. Check to see that the sound system is "on." The switch is at the window end of the sacristy counter. The red light glows for "on."

SETTING THE CREDENCE TABLE

   Using a leather-covered tray from the tall corner cabinet in the work sacristy, place the following on the tray:



 Priest's Chalice with purificator(Sunday or daily as the case may be).Purificators

   
and hand towels are stored in the small drawers above the counter  at the back 

of the work sacristy.


Glass Plate and water carafe


 Hand towel


Tabernacle key

   When this tray is ready,  take it to the credence table.

COMMUNION VESSELS

   Using the other leather-covered tray from the tall corner cabinet, place communion vessels on the tray as follows:


A small vessel for wine is used at all Masses except the 10:30. A large vessel 

that will hold  wine for  up to 6 cups and the chalice is used at the 10:30 Mass.


Ask the presider or deacon if you have questions as to the  number of  cups and  
plates.


Usually, 1 plate and 2 cups for the 8:00 AM Mass.


Usually, 4-6 cups and 2-4 plates for the 10:30 Mass Sunday


Usually, 2 cups and one plate for the 5:15 Mass Saturday and the 12:30 Mass 

Sunday.


Usually, 4-6 cups, 2-4 plates for the 5:15 Mass Sunday


Keep in mind that an additional plate will come forward during the Offertory


Procession. The presider  will often make adjustments in the number of plates 
            and cups used.When this tray is ready, take it to the table behind the Cathedra,              the Bishop's Chair.


It is  proper to  put all veassels on one tray if there is room. 

BOOKS AND CANDLES

    After the presider or deacon sets the ribbons in the Sacramentary,   take  it to the table near the presider's chair.  When there is a Rite Of Sprinkling, take the Sacramentary  to the narthex of the Church and  present it  to the presider for the prayers of  the rite.  

   Light the candles at the Main Altar and the Altar of Reservation. Light the candles at the credence table if they are to be used in the Liturgy.  For lighting candles, use a wax taper mounted in a brass candle lighter. If the taper is jammed in the candle lighter, use a match to warm the neck of the lighter. That will release the jam. A bulletin insert   is to be placed on the servers' chairs in the sacristy. The Sacramentary is never elevated. Elevation is reserved for the  Book of the Gospels or the  Lectionary .

 CAUTION
   Use the candle snuffer to extinguish candles. Blowing candles out often causes wax to  be blown onto the columns of the baldachin, the floor, furniture and carpetiing.

TIME CONSIDERATIONS

   Usually, the sanctuary is to be completely ready for Mass 10 minutes before Mass is scheduled to begin.  At Christmas and Easter, and possibly some other celebrations,  the sanctuary is to be completely ready 30 minutes before Mass is scheduled to begin.

THE PROCESSION

    It is good at this  time to share a moment of prayer asking the Lord to bless your ministry so that all you do may be the Honor and Glory of God. Join the presider when he leads this prayer. Five minutes before Mass is scheduled to begin, those in the procession go informally to the narthex carrying the sacred symbols  and books chosen for the liturgy. A reverence is offered at the Altar of Reservation.  Servers then proceed informally to the narhex of the church.When incense is used, the censer is presented to the presider  so that incense may be added for the procession.  The presider determines when the procession is to begin. Servers not carrying sacred symbols are to carry the bulletin insert and join in the singing.

   The pace of the procession is deliberate and ceremonial, with an interval of 2 to 3 benches between each element in the procession. Upon entering the sanctuary, the servers advance to the foot of the altar and then go directly to the area of the credence table and chairs, with the exception of the server who may be assigned to hold the Sacramentary, in which case that server  moves to the  ambo side of the presider's chair. See Ministry of Reader for the order of the procession.
    Appropriate instructions will be given when there is a Rite of Sprinkling and when  the altar is incensed at the end of the procession.
THE INTRODUCTORY RITE

   This rite includes  the Penitential Rite, the Gloria and the Opening Prayer.  Depending on the plan for the Liturgy, the server or the deacon offers  and holds the Sacramentary for the presider.

LITURGY OF THE WORD

   At the conclusion of the Opening Prayer, the reader goes to the ambo and proclaims the readings. The servers remains at his/her chair unless involved in the Gospel Procession. 
THE GOSPEL PROCESSION  

    When incense and candles are used for  the reading of the Gospel, the servers pick up the candles and incense and begin the procession when the organist begins to play the music for the Gospel procession  The servers with candles move to places in from of each baldachin pillar. The server with incense moves to the center of the carpet, bows with the reader, and then moves to the presider's chair, opens the censer, hands the boat to the deacon when present, to the presider when the deacon is not present. Incense is added by the presider. When the censer is ready, the server with the censer moves to the center of the carpet and faces the altar. The deacon, when present, receives a blessing from the presider, moves then to the altar, picks up the Book of Gospels, faces the people, elevates and shows the book. The deacon then moves  down the altar steps. 

The order for the Gospel Procession is:






Server with incense





Server with candle






Deacon with Book of Gospels






Server with candle

     The server with incense stops at the foot of the ambo steps and allows the candles and Gospel Book the pass into the ambo. The server with the censer then follows into the ambo, offers the incense to  the deacon or presider when called for. Incense and candles remain in the ambo of the Reading of the Gospel. 

   When the deacon is the homilist, or thje presider reads the Gospel,  all servers leave the ambo, go to their stations on the carpet, bow and return to the chairs.

   When the presider is the homilist, the deacon  and servers together go to their stations on the carpet, bow, and return to chairs.

   Servers should make certain at this time that  there is a server  at the presider's chair to hold the Sacramentary for the Prayers of the Faithful.

LITURGY OF EUCHARIST

PREPARATION OF THE ALTAR

 When there is a  deaconat the Mass , the deacon and the server go together  to the altar. The server brings the Sacramentary, hands it to the deacon at the foot of the altar. The deacon places the Sacramentary on the altar. Another server brings the chalice and purlficator to the foot of the altar, hands them to the deacon. When the altar set,  all make a head bow and return to places.

   When the deacon is not present,the server  places the Sacramentary on the altar. If there is a second server, he/she brings the chalice and the purificator to the altar. When there are two servers present, and no deacon,  they both  make a head bow at the foot of the altar and then both go the presider's chair to assist with the receiving of the gifts of the people. When there is one server , the server pces the Sacramentary, chalice and purificator on the  altar corporal and then returns to the chair to go with the presider to receive the giftrs.

THE OFFERTORY PROCESSION

   Stand and walk beside the presider to the steps at the edge of the sanctuary to receive the  gifts of the people. Receive the vessell  the presider hands you. 

Approach the altar from the credence table side. If you are carrying the wine, remove  and place the  stopper on the tray on the credence table.  Set  the wine carafe  on the altar or hand it to the deacon. If you are carrying the plate, take it to the altar and set it on the center of the corporal (the white linen cloth with the red cross on it) on the altar.

THE PREPARATION OF THE CHALICE

   When present, the deacon prepares the chalice by first pouring some wine into  the .chalice. The server  comes to the edge of the altar the  with the carafe of water and presents it to the deacon who, while praying, mingles a little water with the wine in the chalice.

   When the deacon is not present, the presider prepares the chalice, following the procedure as above.

   When offering the carafe of water or wine, present them so the person receiving
can grasp the carafe by the handle.

THE  PREFACE AND EUCHARISTIC PRAYER

   These are presidential prayers. It is important for servers to have a unity of posture. Kneeling is preferred during these prayers.  Avoid  unnecessary movement so as to minimize distractions for the congregation. The focus here needs to be on the  prayers of the presider.

THE  DOXOLOGY, LORD'S PRAYER AND PEACE GREETING

    The server stands  and participates in these parts of the Liturgy.

THE COMMUNION RITE       
   The server picks up the tray  of  communion cups and plates from the table behind the Cathedra, or from the credence table  and takes it to the altar. First, the plate(s) are set before the presider, and then the cups and purificators are  set on the altar,  half on the right side, half on the left side, evenly spaces in a neat row, with a purificator beside each cup. If there are only 2 cups they can be placed together on either side of the altar. .
 When there are 4 cups’ two go on each side of the altar, When there are 6 cups, three go on each side of the altar and so on, each cup with a purificatror beside it.  The idea here is that this is a sacred, Sacramental Meal. We do want the table to have an ordered elegance.  The Sacramentary is  taken to the table by the presider's chair. 
   When all is set, the servers go to the foot of the altar to receive Communion. If you are also a Eucharistic Minister, you may be asked to assist with the offering of the Body and Blood of Christ to the faithful.

THE CIBORIUM

   The Ciborium is  the vessel in which The Body of Christ is kept in reservation in the Tabernacle of the Altar of Reservation.   Ther primary reason The Body of Christ is kept in reservation here  is to serve the needs of the sick. It is intended that a sufficient number of hosts  are prepared for each of the Masses.When it necessary to obtain the Body of Christ from the Tabernacle, it is appropriate for an adult server  to take the tabernacle key from the credence table, go to the Altar of Reservation, genuflect, open the Tabernacle, and bring the covered Ciborium to the Altar. If  the Body of Christ is needed immediately  for distribution to the people, the Ciborium is uncovered at the altar.  If additional Sacred Species are needed during the Communion of  the Faithful, an adult server then takes the Ciborium to the  station where the Body of Christ is being distributed and assists the minister in placing some of the Sacred Species in the plate. The Ciborium is then returned to the altar. 

   As the ministers return from the Communion stations, the remaining Sacred  Species are placed in the Ciborium at the alar,. After a genuflection, the Ciborium is covered and one of the Eucharistic Ministers, the deacon or the presider returns the Ciborium to the Altar of Reservation. Servers may be asked to assist Eucharistic Ministers in consuming any of the Blood of Christ that remains.

    The presider, deacon and server, when needed, process together to the presidential chair. They stop and bow  together as they come to the center of the altar, and then proceed to the chair. They  process together and sit down together.
THANKSGIVING AND DISMISSAL   

    Servers who are carrying symbols in the recessional remain at the chairs by the credence table.  In the absence of the deacon, one server is needed to hold the Sacramentary for the Closing Prayer. If that server is also carrying a symbol in the recessional, he/she returns to the credence table side of the altar as the closing hymn begins,  making the usual bow at the center of the altar.
   All are seated to  devote some time to spiritual reflection and thanksgiving, after which the presider stands and prays the Closing Prayer from the Sacramentary. All stand. The  server or deacon present the Sacramentary.
The presider then  makes any announcements  and prays the Final Blessing. The deacon, when present, gives the dismissal. 

THE RECESSIONAL

   All join in singing the closing hymn. Servers carrying symbols remain in place until the presider moves from the chair to the center of the altar; at which time the servers move to their  places for the recessional. The presider and deacon, when present, will bow, ascend the altar steps, reverence the altar, descend the altar steps,  turn and face the altar, bow again and then turn toward the congregation. At that time the recessional moves  out of the sanctuary and down the aisle. The order of recessional is:







Incense







Cross







Candles







Reader






Presider and Deacon

AFTER MASS

Return all liturgical symbols  and books to the places  where they are kept in the sacristy. Put out all candles using a candle snuffer. Do not blow the candles out. This causes wax to  be blown onto surfaces such as columns, carpets, tables and floors. Assist Eucharistic Ministers as needed with cleansing and storing the communion vessels. Hang up your alb  and put away your cincture. Close all closets and drawers.

If you are the last one out of the sacristy, close the door to the main church.

For further information, questions or comments, contact Deacon Tom Johnston at 614- 267-1903.

