
 
                                                            SACRISTAN DUTIES  (April 2024) 
WHO ARE THE SACRISTANS? 
The sacristans are those Mass ministers who see that everything needed for the liturgical celebration is set up and ready.  They also 
make sure everything is cleaned and put away after the celebration is completed. This includes securing the collection bag in a locked 
cabinet.  The sacristan’s work is to prepare for the liturgy so that it may run smoothly.  When the liturgy runs smoothly, the 
congregation and other ministers can enter more deeply into prayer. 
Because of the importance of this ministry, please provide a replacement if you are unable to minister at your assigned Mass. 
 
The sacristan should have an appreciation of the sacred space of the sanctuary and sacredness of the vessels used at Mass, as they 
will be used to bring Jesus to the people in the Eucharist.   Always maintain a spirit of reverence and awareness of the presence of 
Jesus. 
 
DESCRIPTION OF ITEMS USED. 
CHALICES: The gold cups used for the wine (Blood of Christ). 
PATENS: Gold plates used for the hosts (Body of Christ). 
PALL: The covered cardboard square with a sacred emblem on it. 
CORPORAL:  Large white cloth used on the main altar where the bread and wine is changed to the Body and Blood of Christ, and for 
items on the corner of the altar used at Mass. 
FINGER TOWEL:  A  terry cloth used by Father to wash his hands during Offertory. 
PURIFICATORS:  A white cloth, usually linen, with a cross on it. It is about the size of a napkin and used to wipe the chalice after the 
Blood of Christ is consumed. 
WATER CRUET:  A small cruet used for the water for Father to wash his hands during the Offertory. 
FLAT DISH:  A small glass dish that is used when washing Father’s hands during Offertory. 
WINE DECANTER:  Holds the wine that will be brought up in the Offertory procession to be later changed into the Blood of Christ. 
TABERNACLE KEY:  A large gold key used to lock and unlock the tabernacle. 
SKELETON KEY: Used to lock and unlock the doors that hold the things used at Mass, such as the chalices, etc. 
 
TASKS: SET UP 
Please get to Church early enough to perform the following duties. They should be finished well before Mass. 
1.  Turn on lights, if not already on. The front porch and front vestibule (switches are on right side looking out).   At the back of church, 

see that the light for the back pews of the church is turned on if it isn’t already. It is the first switch to the left heading toward the 
confessional.  Also, turn on light for side handicapped entrance.  It is inside church above shelf.  In the sacristy, turn on all the 
lights, including side altar lights. 

2. Opposite the big cabinet is the microphone system. It has a small switch on the right side. A green light indicates it is on. There is 
also a small switch at the ambo.  Both must be turned on.  You can tap to see if working, 
 3. Fill one of the smaller water cruets with water and place a finger towel across the glass flat dish.   Place both on the table behind 
the ambo.   
4.  Fill the large wine decanter with about 1 1/2 inch with wine and place the top on it.  
5. In the big cabinet on the rectory side of the sacristy are the vessels and cloths used at Mass.   
The drawer that says “miscellaneous” contains the skeleton key. This opens the top doors. 
Take out Father’s chalice. two more chalices, one paten, and the gold tabernacle key, 
6. Take the tabernacle key to the tabernacle, genuflect, and open. Check to see how many consecrated hosts are in the ciborium. This 
will help you estimate how many hosts to put into the paten used in the Offertory Procession.  Close the tabernacle, leaving the key; 
and genuflect.   
Put hosts into the paten. Hosts are in the Tupperware containers. A rule of thumb: 200 at 5:30PM and 150 at the 10:00 AM Mass and 
about 100 at the 7:00 AM Mass.  This is a difficult decision,  It depends on what is in the ciborium.  The ciborium usually holds about 
400 when full.   So you will have to gauge what is in ciborium. 
7.  Corporal.   (There is a second corporal on the altar. )  Corporals needs to be replaced if soiled. 
8.  Take three purificators from drawer. (Two for the smaller chalices and one for Father’s chalice). 
9.  Take a finger towel from drawer if towel on dish is wet or too soiled. 
10.  Prepare Father’s chalice:  Layer purificator, paten, large host, corporal and a pall on top. 
11.  Place the two chalices with purificators across the top on the same table as the water, towel and dish on the table behind the 
ambo. 
12.  The wine and paten with hosts should be taken to the table in the back of church and will be used for Offertory. 
13. On the first weekend, make sure there are enough collection bags in back for the 2nd collection. 
 
 
 
 

 



 
On table in sanctuary should be: 
• Water cruet and a dish with a  towel laid across it. 
• Main Chalice — layered with purificator, paten with host on top, corporal and a pall on top 
• Two chalices with purificators 
 
If servers have not shown up, light candles on the altar. 
Check holy water fonts.  Add water if needed. 
 
Seasonal:  There may be remotes to turn on Christmas lights, Easter decorations, etc. 
Note:   Protecting God’s Children requires that at least two adults be present with servers.     
  
CLEAN-UP 
Everything needs to be returned to its proper place. 
1. Put tabernacle key into cabinet with chalices. 
2. Rinse the cruets and turn upside down on posts on tray for drying. Soiled purificators go into the bag unless too wet, then hang on 
side of laundry bag. 
3. Finger towel (unless really soiled) can be laid across dish.  If wet, hang on towel rack along side of sink.  These can be used again. 
4. Corporals (on chalice and on altar) can be used again (unless soiled).  
5. Make sure the candles were extinguished by the servers. Do not blow out the candles. Use a candle lighter/snuffer.  Wicks are in 
top drawer in cabinet on the school side of the sacristy. 
6.  Money must never be left attended in sacristy.   Lock up the sealed collection bag and put into bank bag. Lock the bank bag by 
pressing down the lock.  Place bags in cabinet and lock cabinet.  
7.  Initial the log.  (One usher should also initial the log.) 
8. Take the offertory baskets to the back of church. 
9. Check bathroom to make sure stool is flushed and things are in order and door is closed. 
10. If the lector has not returned lectionary to the sacristy, bring it along with other books and papers to the stand in the center of the 
sacristy.  Do not move Father’s books off the altar. 
11.  Remove song numbers, etc. from board and replace in storage box in sacristy. 
12. Turn off all lights. If you must leave before everyone has left, please let Father know.   
  
 
FINALLY 
Extra matches are in black cabinet by window.  Wicks are in top drawer in cabinet on the school side of the sacristy. 
 
 
Thank you for your willingness to serve God’s people in this ministry as a sacristan!  These instructions can be used as a guide to help 
you in your ministry. 
 
 

 


