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The Coordinator is responsible for getting ALL of the ministries filled (except for music) before 
the start of Mass, so you will need to arrive at least 20 minutes prior. 
 

1. There is a sign-in sheet for each Mass in the cabinet in the back sacristy.  Along with that 
are the liturgical assignments for the weekend’s Mass.  If the persons listed on the 
assignments do not show up please circle them and cross out any of those who have 
substitutes and write in the name of the substitute on the assignment sheet.  We keep 
this sheet.  Please leave it on the countertop. 

2. Make sure the correct readings are marked in the Book of Gospels & the Lectionary. If 
there are options, please ask Father which reading we are doing. 

3. All ministries are to come back and sign in.  However, you may need to announce to the 
crowd the ministries you need fulfilled and have them come back and sign in.  If you are 
uncomfortable with this, Father or Deacon Dave will be happy to announce that for you. 
Just ask them.  

4. Be sure you find out from the music ministers if they are singing the Responsorial Psalm 
as “occasionally” they do not.  

5. The Priest will alert you when it is time for you to go forward and welcome all. 
6. Welcoming and introductions are to be done from the Musicians microphone. 
7. Take the sign-in sheet. 
8. Please go up the center isle so the congregation is aware that Mass is about to begin.   

Bow to the Altar -–or—genuflect toward the Tabernacle. 
9. When Mass has ended, take your sheet back to the sacristy.  DO NOT trash the sign-in 

sheet; please leave it on the countertop after all Masses. 
 

You can sit with your family within the congregation except for the time you are performing 
your ministry – please sit in close proximity to the organ so the least amount of time and 
disturbance will be noticed. 
 

If you are assigned and unable to fulfill your duty—You must get your own substitute in 
advance.* 

 

*A list of Coordinators/Lectors is in the vestibule, in the bulletin and on the website. 
 


