
EXTRAORDINARY MINISTERS OF HOLY COMMUNION

GENERAL GUIDELINES 08-01-2010

The ministry of distribution of the Holy Eucharist is a ministry of hospitality and an extension of the ministry of Jesus Christ who shares with us His Body, Blood, Soul and Divinity.

It is truly an honor and a privilege to be a minister of the Eucharist -- the Center of our Faith. It is most humbling and must be approached with the utmost dignity and reverence.   

As a minister of the Eucharist you are asked to follow these general guidelines:


Arrive at church 15-20 minutes before the Mass you are scheduled to minister at is to start.


If you are unable to attend your scheduled Mass please send an email asking for a substitute or call another minister to take your place.  Please do not leave a note in the Acolyte Room on the printed schedule.


It is very important that you dress appropriately for this and any other ministry.  Your dress should be modest and show respect and reverence for the Eucharist and the community of the faithful.  We ask that you not wear shorts, short skirts, sundresses, jeans, flannel pants and tops, flip-flops (you do walk up and down stairs), tee shirts and anything that would be a distraction to the Assembly.  

     NOTE: When you are not scheduled, you might think about coming prepared to substitute especially during the summer months.


Throughout the Mass please be aware of your surroundings and pay attention to the needs of the other ministers (example, if no one comes forward to place the cups or ciboria on the Altar during the collection—please come forward to take on the task.

EXTRAORDINARY MINISTERS OF HOLY COMMUNION PROCEDURES

Sign in on the sheet in the Acolyte Room (x=cup, 0=ciborium).

After signing in take a place in the narthex either at the main church doors, the doors leading into the nave (worship space) of the church or the west narthex; your role now is to greet the people with a smile and friendly words.

NOTE: It is fine and most proper to greet your fellow ministers, but then you are asked to spread out and greet your fellow parishioners.  It is so important that each individual enters the church with a warm welcome and leaves Mass with a true feeling of the presence of Jesus and Community.

MARTHA AND/OR MAX (the four people whose names are in bold in the bulletin) please see your instructions towards the end of the procedures.

ALL MINISTERS OF THE EUCHARIST --- Five minutes before Mass starts, move to the doors leading to the nave (worship space).

ENTRANCE


When you come to the nave doors please line up for the Entrance Procession—NOTE: Take your place up by the baptismal font near the Altar Servers (we need to keep the doorway clear for the people coming to Mass).  At this time all ministers should be in the nave proper -- not in the doorway

     Quiet Time --- As you stand in line, please use this time to say a silent prayer, make your intentions for the Mass and/or speak quietly to your Lord.  Please let us not talk to each other once we are in the nave.

NOTE ON BOWING: You need only bow one time at the Altar which you will do in procession.  However, a bow is to be made each time we pass by the Tabernacle. A Lector, when carrying the Book does not bow in the procession, but continues directly to the Altar.

· When we begin singing the Entrance Hymn follow the Altar Servers to the Altar platform

· SPACING:  As you process please do not walk close to the ministers in front of you.
· Leave enough space so that the procession flows and does not stop at any time.
· When you arrive at the Altar platform make a bow and proceed to your seat

· NOTE:  When lining up for the procession take a place on the left or right side of the center aisle based on where you will be sitting.  Please do not arrive at the base of the Altar and then cross over the center aisle to take your seat.
PREPARATION OF THE GIFTS


After the Prayers of the Faithful, the designated Martha/Max brings the tray/s with the cups to the altar (please use the ramp behind the Altar platform) and places it on the right hand side (place the tray/s on the Altar long-wise parallel with the side of the Altar) and place the tray with all the purificators on it closest to the presider side of the Altar. NOTE: The cups are not to be covered by the purificators  --- When this is completed, please return to your seat via the ramp.   


The other designated Martha/Max brings the tray with the ciboria to the Altar (using the steps unless this is a difficulty for you then please use the ramp) and stands on the left side of the Altar holding the tray as the priest or deacon places the ciboria on the altar. When this is completed return the tray to the credence table and return to your seat.   NOTE: Prior to bringing the ciboria (with the non-consecrated hosts) to the Altar, remove the lids and leave them on the credence table.

COMMUNION


At the Sign of Peace, please give the sign of peace just to your family and proceed immediately to the Altar platform.

     When it is time for Communion the designated Martha/Max will go to the tabernacle for the ciboria and places them on the Altar.  The rest of the ministers take their place behind the Altar (those who are ministers of the Precious Blood stand on the ambo side of the Altar and those who are ministers of the Eucharistic Hosts stand on the chair side of the Altar).

     NOTE: Hand sanitizer will be placed near the credence table and on the ramp closest to the choir. Each minister of the Eucharist (Body or Blood) must sanitize their hands prior to lining up on the Altar. 


Distributing Communion to twenty or so ministers is a somewhat lengthy process.   For that reason Father will distribute the Eucharist and Precious Blood to the first two ministers on his right.   In order to make this happen in a respectful manner, these two ministers should stand near the Altar so Father does not have to move back and forth.   After you have received Communion, the first minister will start giving the Precious Blood to the ministers near him/her after they have received the Consecrated Host from Father.  The second minister will start giving the Precious Blood to the other half of the ministers.  When there is a Deacon he will assist with the distribution of the Precious Blood using Father’s Chalice.


After all have received Communion, Father will hand the Cups with the Precious Blood to these ministers and the Ciboria with the Consecrated Hosts to the other ministers.  As you receive your vessel please proceed immediately to your station.  Do not wait until all have been given their cups and the ciboria.  

· COMMUNION NOTE:  It is proper to offer a blessing on those (children or adults) who can not or do not wish to receive Holy Communion.  In most cases they will approach you with arms crossed over their chest. Your blessing may be verbal, by the Sign of the Cross, or both.  In any case, the blessing is to be given without physically touching the individual.
· COMMUNION NOTE:  WHAT TO SAY WHEN DISTRIBUTING THE BODY AND BLOOD --- Only these words: “The Body of Christ” or “The Blood of Christ” -- Do not add other words or use the name of the recipient. Say these words in a reverent and normal tone making eye contact.  It is OK to smile and convey the joy of what is taking place.
· COMMUNION NOTE:  What if a person does not say “AMEN”? -- Give them a chance to respond.  If there is no response, distribute the Body or Precious Blood and SAY, “AMEN” for them.
· COMMUNION NOTE:  What if the consecrated host is dropped? It is preferred that the Body of Christ be picked up immediately and consumed on the spot.  If you wish not to do so, pick up the host and hold it in your ciborium hand.  As soon as you return to the Altar give the host to the priest or deacon to be consumed.
AFTER COMMUNION


Following Communion, the Precious Blood ministers will return with their Cups to the Altar and consume all the wine that is left (if there is only a small amount of the Precious Blood remaining please consume it at your Communion Station).  When there is a large amount of the Precious Blood remaining in your Cup consume it at the Altar platform (FACING THE ALTAR ONLY ) and then place the empty cup on the tray, if your cup is empty just place it on the tray.  If you are not consuming the Precious Blood ask another minister to consume the Precious Blood for you (should you be the first person back to the Altar place the cup with the Precious Blood on the tray and return to your seat).


THE MARTHA/MAX WHO BROUGHT THE CUPS TO THE ALTAR WILL STAY AT THE ALTAR AND WILL WAIT UNTIL ALL THE CUPS HAVE BEEN PURIFIED BY THE DEACON OR PRIEST AND WILL THEN TAKE THE TRAY AND PLACE IT ON THE CREDENCE TABLE (use ramp behind altar).   After this return to your seats. NOTE:  Please be prepared to assist the deacon or priest as they purify the cups -- especially when many cups are used.  As the cups are purified, the priest or deacon may hand the cups to you -- then you place them on the front tray.


The ciborium ministers all return to the Altar and place their ciborium on the Altar and return to your seats.  The Martha/Max who brought the ciboria to the Altar during the Preparation will place his/her ciborium on the Altar then go to the credence table and bring the empty tray to the Altar with the lids.  He/she remains at the Altar.  After the combining is completed by the priest or deacon, he/she takes the tray with the ciboria and places the Consecrated Hosts into the tabernacle.  The empty ciboria and the tray are placed in the work sacristy.   When this is completed return to your seats.


Those who are not Martha/Max please place your cup or ciborium on the Altar and leave the Altar platform -- NOTE: Only the Martha’s/Max’s remain on the Altar.

MARTHA/MAX MINISTRY

Four ministers for each Mass will be assigned the Martha/Max Ministry and noted on the schedule in bold. 

When the Martha/Max Ministers arrive for Mass they should proceed to the work sacristy and make sure all is prepared for Mass.  See below for instructions.

PLEASE TAKE A SEAT ON THE TABERNACLE SIDE OF THE CHURCH AS YOU WILL NEED TO GO TO THE CREDENCE TABLE AND TABERNACLE DURING THE PREPARATION OF THE ALTAR AND AT COMMUNION TIME.

AFTER MASS ALL FOUR MARTHA/MAX SHOULD GO TO THE WORK SACRISTY TO PREPARE FOR THE NEXT MASS—DON’T FORGET TO COMPLETE YOUR MINISTRY. PLEASE CHECK ALL ASPECTS TWICE 

MARTHA’S/MAX’S SHOULD ARRIVE EARLY TO VERIFY THE FOLLOWING:


Cups and ciboria are in place and the ciborium and small wine container are in the back of church.


Following new Diocesan Guidelines the cups will be filled with wine before Mass begins and will be placed on the credence table. Please place all the purificators on one tray.  Do not cover the cups with the purificators. See the diagram on the inside of the cabinet where the cups are kept for the amount of wine to be used at each Mass.  NOTE: at the 9:00 and 11:00 Masses we will use the two small trays for the cups and two Martha/Max will need to bring the trays to the altar at the preparation.  


The  number of cups and ciboria are listed on the inside of the cabinet doors in the work sacristy.  NOTE: check the tabernacle to see how many ciboria are in it and then adjust the number that need to be put out.


Hosts are kept in second upper right cabinet (extra hosts in first lower right cabinet).  Wine is kept in the refrigerator and extra wine is in the second lower right cabinet.


Place the trays on the credence table (leave the lids off the ciboria) and put out Father’s Chalice, if it is not already there.  Make sure the bowl, pitcher, and towel for the washing of hands are in place.  Place the Sacramentary on the server chair and the Book holder on the Altar.


After Mass bring the cups, ciboria, and Father’s chalice to the work sacristy.   Prepare them for the next Mass.   NOTE: All the vessels have been purified, you only need to wash them--please do not submerge the chalice, the cups or the ciboria. NOTE: PLEASE DO NOT USE ANY ABRASIVES TO CLEAN THE CUPS OR CIBORIA.


After the 7 AM, 9 AM, and 11 AM prepare the ciboria, cups, Father’s chalice, and hand wash bowl for the next Mass.  After the 11 AM leave these items in the work sacristy (do not fill the wine cups).


After the 5 PM and 7 PM Masses please put all the items for Mass away, we do not leave them out overnight.


If you are at the Saturday 5 PM, Sunday11 AM and 7 PM Mass please take the key out of the tabernacle and place it in the upper far right cabinet on the hook that is provided on the left hand side of the open cabinet.  Lock the cabinets (key is kept in the drawer directly below the cabinet).    


