Extraordinary Ministers of Holy Communion Responsibilities

St. Matthew 2007
Thank you for prayerfully accepting this Ministry. 

1. BE ON TIME – 15 MINUTES before Mass. Please check with Minister #1, gather in a circle according to your assigned number.  Approximately 10 minutes before Mass we will be looking for replacements for those who are late.  If you are scheduled to serve and have not arrived on time and you have been replaced you will not be serving this Mass, or possibly in a different position. Please be understanding, it is important to have all necessary Ministers. Always check and see if subs are needed. (Holiday Masses replacement will start 15 minutes before mass so Ministers can find a seat) Once all Ministers have their assigned places please mingle and be hospitable till Mass. Pray with Father 5 minutes before Mass.  Please greet members of the Parish as they enter the Narthex.
2. All Ministers are to go to the foot of the Altar during the Sign of Peace, after greeting your family and neighbors. Minister #1 collect the Tabernacle Key and bring Concentrated Hosts to the left side of the Altar, walk to your left and join other Ministers. We will gather in numerical order with Minister #1 closest to the Choir. Ascend to the Altar after the Celebrant has received the Body and Blood of Christ in a single line which will bring Minister #1 to the far side of the Altar. Please leave the center of the Altar clear so the Congregation can see, breaking with #10 to the left of center.  
3. After receiving the Body of Christ, Cup Ministers proceed to the Deacon or Priest two at a time beginning with Ministers #1 & #3. After receiving return to your position on the Altar and administer to the Host Minister on your left. The Celebrant will hand the Ciboria to Host Ministers who should walk forward to receive them. Proceed to your Station as soon as you have your Vessel. Do not bow to the Altar, you are carrying Christ, the Tabernacle is empty. Minister #2P should receive their Ciboria first and precede to their station a Minister to the Choir Members who will be waiting.
4. When distributing the Body of Christ and the Precious Blood you may ONLY use the following “THE BODY OF CHRIST” (not Body of Christ) and “THE BLOOD OF CHRIST” (not Blood of Christ).
5. Blessing of small Children or Candidates, smile place your palm of your hand on their head and only say “God Bless You”.  We cannot make the sign of the cross. Do not bend down and talk to the Children, this makes their parents upset since they do not know what you are saying.
6. Watch and make certain the Altar Servers receive the Body of Christ and the Precious Blood.

7. Cup Ministers please use the purificators and wipe both the outside and inside of the Cup turning ¼ turn between each person.
8.  All Ministers be especially watchful for the Handicapped. Please Minister to all the people in the Handicap row.  They would rather be approached twice then not at all Ushers will also direct you to other in the Congregation who may need you to go to them after you have finished your station.  Host Ministers don’t seem to have a problem with this but Cup Ministers also need to go to these rows before you go to your station.
9. *Do not allow people to put the Host in the Precious Blood, simply smile and put your hand over the top. Please be watchful for persons that are not consuming the Host, we are seeing more people walking away we have actually found a Host in the pew after mass. As a Cup Minister if you see someone with the Host still in their hand, please approach and ask them to consume in your presence. 
10. Never force anyone to receive in the hand.  This is a personal choice.

11. If someone comes to you with a Pyx (to take Christ to the Home bound) inform him/her to see Father after Mass. Each Host that leaves the Church MUST be accounted for.  This is a separate Ministry which requires additional training; if you are interest please contact Sister Jeanne Marie. 
12. Weekend Mass-The Choir receives Communion before the Congregation.  Minister#2P try to be first to receive your Ciboria and Minister to the Choir.  Likewise Precious Blood Minster #7 please go quickly to your station and Minister to the Choir.  

13 After Communion all Cup Ministers consume the Precious Blood at your station, if you need help ask the Host Ministers near you.  If you can’t consume for any reason do not worry others will help. Put the Cups back on the trays that are on the Altar, folding your Purificator on the top. If you are the 4th or 5th Cup on the tray please move the tray back to the Credence table. Return to your seat.
14. Host Ministers return Ciboria to the Altar. Return to your seat. 
15. All Ministers as you leave the altar turn and bow your head.

16. The Ministers highlighted on the schedule usually #4; #5 and #6 should go to the Working Sacristy after Mass to purify all vessels. Put a small amount of water in the vessel and consume the water. Each cup should be washed with soap and water (just dip the rim in the water and rinse with clear water, dried and returned to either the tray or the Gold cabinet after both 5:30 masses and 12:30. Rinse the Ciboria in the same way. Dry and return to the Gold cabinet. We are having an issue with someone using the Priest hand towels for spills on the floor if you have a spill please use dish towels. Do not put any terry cloth towel in the tub with the purificators, they should be left to dry on the rack near the sink.
17.  What to do if you drop a Host – simply bend down pick it up and consume it, continue on.  If you or a parishioner spills some Precious Blood – straddle the spot and continue to distribute, when you are finished, put the purificator over the spot, signal another Minister or go yourself to the Working Sacristy and get some water, pour it over the spot (this will dissipate His Blood) blot up the area with the purificator and return to the Working Sacristy.

We need all Ministers to work as a team, please be on time.  Remind each other of our “duties” and pick up the slack when needed.  Afterward if you see a Minister has made a mistake please “gently” remind them of the proper procedures. If you feel uncomfortable with this, just get a name and let me know and I will take care of it. 

If you any reason you can not be at an assigned Mass please call or email your Mass Coordinator, and Minister #1 if you can not get in touch with them.
APPROPRIATE DRESS!  Remember whom you are that you are an Extraordinary Minister of Holy Communion and a representative of Monsignor.  We need to attend each Mass dressed to serve. We are going to a Banquet. No shorts, mini skirts, tank tops or blue jeans etc. 

You no longer have to find a sub, please contact the Mass Coordinator for the mass you are assigned and Minister #1 as a backup the week of that mass.
Sat – 5:30 PM

Mary Valentine

704-365-6017

Mary-e-valentine@carolina.rr.com
Sat – 5:30 PM Wedd
Ann Hatton


704-821-5081

JaxAnnie@aol.com

Sun – 7:30 AM

Angie Eggleston

704-540-9525

mizegg@carolina.rr.com

Sun – 9:00 AM

Janet Garbison

704-661-7849
DonGarby@aol.com

Sun – 10:45 AM

Donna Shenoha

704-608-1543
dshenoha@carolina.rr.com

Sun – 12:30 PM

Barb Vanhellemont

704-846-1551

vanhellemontb@windstream.net

Sun – 5:30 PM

Lezlie Edison


704-542-2917

lezlieeidson@bellsouth.net

Daily and Holy Day Mass Information:
Daily Mass

No specific person is assigned to daily mass as Eucharist Minster.  When you attend daily mass please be aware that your assistance may be necessary.  Ministers have told me that they thought only certain people were to Minister at Daily Mass, this is not the case.  On the contrary certain people do attend Mass on a regular basis and take on this responsibility.  I thank all who have taken the initiative.  We need three (3) Ministers for each mass.  One Minister need to go to the Tabernacle, if we are not in the Chapel, and bring the Consecrated Hosts to the Altar and returns them after Communion.  This Minster stands next to “Father” and distributes the Body of Christ. Two additional Ministers are the Ministers for the Precious Blood. In the Chapel all Ministers stand on the right side (looking) of the Altar.  Please stand on either side of the Host Ministers.  Consume any Precious Blood and leave the cups on the Credence table.  Please Purify after Mass.
Holy Day Mass

We generally need Three (3) Host Ministers and four (4) Cup Ministers.  Minister #1 has the same duties as Sunday Mass.  One Host Minster stands with “Father”, the other Host Ministers stand side by side in position #2.  We use positions #1, #3, #5 and #7 in the Cup Minister positions.  Please be aware that some masses have more people attending and a decision may be made at that time to add Ministers.  When you come to Mass check with Minister#1 or the Mass Coordinator to see if you are needed.  A sign up sheet can be found on the Welcome desk. 
The special Holy Days, Easter, Christmas etc will have a sign up sheet in the Narthex several weeks before. 

