
SACRISTANS- Make all the preparations necessary before each Mass, freeing the pastor to 
greet parishioners as they arrive. Providing clean linens for the altar, ensuring that there is 
appropriate quantity of bread and wine for the number attending that Mass, clean the chalices 
and utensils from Mass afterward and locking the doors after everyone leaves. Put the 
collection into a tamper proof bag, with the assistance of the ushers, and then dropping the 
collection off at drop box. 

  Training is provided. 

SACRISTAN DURING COVID  

Arrive at least 20 minutes before Mass.  Fr. John arrives early and opens up the buildings and 
prepares everything for Mass.  You are arriving early in case there is anything that Fr. John 
needs you to do. 

Check to make sure there is a bulletin placed at each end of the open pews.  If there is not 
there is extra on the heater vent in the back of church near the statue of the Sacred Heart of 
Jesus. 

There is no processional or recessional during Covid-19 and the collection is not taken up.  
Parishioners are encouraged to put their contribution into a basket near the door they come in 
at (one basket by the side door and two baskets in the back of church). 

After Mass: 

Collect the three baskets (giving those leaving church a chance to put their envelope in it in 
case they did not do so before Mass) and along with an usher put the collection into a tamper 
proof bag, located on the dresser drawers in the sacristy where the servers would get ready.  It 
is appreciated when you take the time to separate loose checks and cash from the envelopes.  
Both the usher and sacristan should initial the bag.  We no longer take the collection to the 
bank; we have a safe in the parish center.  The drop off for the collection bag is in the chair and 
table closet near the kitchen.  Behind the door that leads into the kitchen is a drop for the bag, 
pull the opening down and place the bag into it then close, please make sure that the bag 
drops. 

Clean the ciboriums, used by the Eucharistic Ministers, in the kitchen then return to the sacristy 
where Fr. John gets ready and place in the locked wooden cabinet. 

Wait for the sanitizing volunteers are done sanitizing, help if you feel comfortable doing so, 
then turn lights off, make sure the sound system is turned off, make sure the front door is 
locked, set the alarm for the church, leave and make sure the door is secure.  PLEASE NOTE the 
side door of church, west doors of the parish center and kitchen door closures have been 
changed to push bar system.  If you are not familiar with how they work please contact Barb 
Ringwald to set up a time to come by the office to check them out. 

Go through the Center to make sure bathrooms toilets have been flushed and that the toilets 
are not running and lights are off; check the doors leading outside to make sure they are 
securely latched; make sure lights are off; set alarm and make sure the door locks securely 
behind you.  If you have not been given a 4 digit security code please contact Barb Ringwald. 


