
MASS SUPPORT MINISTRIES 

REGULAR TIME AND DURING COVID 

 

USHER/GREETER  

Greet arriving parishioners and visitors at each door to the church, making them feel welcome in our 
faith community. Ring the bell 5 minutes prior to Mass. They will seat worshipers as needed, collect 
offerings, care for any need that may occur, be mindful of the situations around them at all times, 
and straighten the pews after Mass.  Ushers also assist the Sacristan on duty with putting the Mass 
collection in a tamper proof bag. 

Time Required: 30 minutes before Mass and 10 to 15 minutes after Mass.  Training provided if 
needed. 

 

USHER/GREETER RESPONSIBILITIES DURING COVID 

Arrive 25 to 30 minutes early to church.  Open the front doors and side door of the church so they 
remain open.  The side door has a switch that can be set for the door to remain open.  Help show 
parishioners to open seats.  At this time parishioners will be allowed to sit in every other pew.  Pews 
will be taped off.  Households are allowed to sit together and encourage 6 foot distance between 
other households.   

Ring the bell (21 pulls of the rope) 5 minutes before Mass begins. 

When Fr. John begins Mass set the switch to close the side door and close the front entrance doors. 

The collection will not be taken up as we have done in the past, instead parishioners should be asked 
to place their donation in the baskets at the front (2) or the back (2) of church.  Offertory gifts will not 
be taken up to Father. 

Ushers will not be sitting where they have in the past.  Usher chairs have been set up behind both 
sides to the pews.  Hopefully in the place they have been set you will have view of those coming in 
the front doors of the church and good view of the church to notice if there is any aid needed during 
the service.  

At the end of Mass there is no procession (there is no procession before Mass either).  At the end of 
Mass (right before the closing prayer) one of the ushers needs to go to the side door of church to set 
the door to remain open after the closing prayer.  The other usher will open the doors to the front of 
church, after the closing prayer, for parishioners to leave without having to open anything.  One 
usher should help the sacristan with gathering the collection baskets and place the collection in a 
tamper evident proof bag (the usher and sacristan should initial the bag).  

We need the ushers to help encourage parishioners to leave the church and parish center and not 
congregate/visit in the parish buildings.  We need to encourage social distancing visiting outside the 
church, though we will not be policing the outdoors, we are responsible enough to know better. 

Changes and additions to duties asked of the ushers will more than likely come in the future as we 
navigate this time of uncertainty.  And as we develop protocol for times of medical and /or 
threatening emergencies.  Thank you for your service to our parish. 

 

 



 

EUCHARISTIC MINISTER 

Is a reverent individual, who assists with the distribution of the Eucharist at Masses. Duties include: 
arriving 10 minutes before Mass to confirm your presence and the responsibility to contact your 
replacement should you be unable to attend your scheduled Mass. 

Time Required: Commitment for a period of 1 month at a time for a given Mass time. You may 
be scheduled three or more months out of the year – depending on how many Eucharistic 
Ministers we have available to schedule. Training is mandatory and provided.  

(Substitutes are also needed throughout the year for shorter time commitments.) 

 

EXTRA ORDINARY MINISTER OF HOLY COMMUNION DURING COVID 

Please arrive 5 to 10 minutes prior to Mass.  If you are unable to attend please contact someone to 
take your place. 

During Covid-19 Fr. John is not distributing communion to the parish.  Extra Ordinary Ministers of 
Communion approach the altar during the Lamb of God (while wearing a face mask), bow towards 
the altar then go behind the altar use the hand sanitizer on the small table behind the altar then 
stand at one of the blue marks on the floor behind the altar. 

Move your mask in order to receive communion from Fr. John then put your mask back on and use 
the hand sanitizer again after doing this Fr. John will hand you the ciborium.  Once both extra 
ordinary minsters receive communion go down to get in position to distribute communion.  Once 
done go back up to the altar and place the ciborium on the altar and move to the front of the altar, 
bow and then use the hand sanitizer and return to your seat. 

 

LECTORS (READERS) 

 In order to Proclaim The Good News, it is necessary to prepare and try to better understand the 
meaning of the Scripture to be read effectively.  To ensure the best presentation, additional materials 
are available to Lectors and they are encouraged to prepare before they read Scripture passages at 
Mass.  Duties include: arriving 10 minutes before Mass to confirm your presence and the 
responsibility to contact your replacement should you be unable to attend your scheduled Mass. 

Time Required: Commitment for a period of 1 month at a time for a given Mass time. You may 
be scheduled three or more months out of the year – depending on how many Lectors we 
have available to schedule. Training is mandatory and provided.  

(Substitutes are also needed throughout the year for shorter time commitments.) 

 

LECTOR   DURING COVID  

Arrive at least 10 minutes before Mass to prepare yourself for doing the readings.  There is not a 
procession at the beginning of Mass.  Lectors approach the ambo from their seat in the pews.  The 
book should be open to the readings for the Mass.  Feel free to check as soon as you arrive.  There 
are missals in the parish center for you take home with you.  If you have a question as to which 



readings to do in the instance of several possible readings please contact Fr. John at 765-529-0933 to 
see which readings he wants you to do. 

At the time of the first reading after Fr. John has sat down approach the altar, bow towards the altar, 
then go to the ambo to read the readings and responsorial psalm.  Afterwards leave the ambo, turn 
and bow once again towards the altar and return to your seat. 

Please take time to review the readings during the week to prepare for the weekend.  Thank you. 

 

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. 

********************************************************************************** 

LITURGICAL ARTS MINISTRIES 

 

 MUSIC – The organist/pianist will accompany the choir and congregation for singing. 
Parishioners who enjoy singing, are committed to serving God in a musical way are encouraged to 
become part of the St. Elizabeth Choir. The Choir leads the congregation in the musical celebration of 
the liturgy. Rehearsals are available once a month.  No practices during the summer. NOT DURING 
COVID 

Time Required: Rehearsal 1 hour once a month (Between Labor Day and Memorial Day – No 
practices during the Summer months). 

 Training is provided at the rehearsals. 

  

 DECORATIONS – Liturgical Season Decorations for the altar, the ambo, the entire church 
inside and outside, in consultation with the Pastor. 

Time Required: Varies according to liturgical seasons.  

 ********************************************************************************* 

HOSPITALITY MINISTRIES 

 

PARISH PICNIC – chose a date, location, theme, and activities for this social activity celebrating our 
parish family.  

Time Requirement: Time necessary to plan, gather materials, and set up the facility. 
Approximately 3 to 4 hours for the picnic and 1 hour to clean up afterward. NOT DURING 
COVID 

Need a leader for this committee 

THANKSGIVING DINNER – this dinner honors our senior membership (those 55+) for their 
contribution to our faith development both past and present, it is also open to the community senior 
citizens through the senior center. We prepare a traditional Thanksgiving Dinner for those attending, 
decorate, and plan games and entertainment for the enjoyment of all.  NOT DURING COVID 

Time Requirement: Time necessary to plan, gather materials, set-up the facility, cook dinner, 
and 30 minutes to clean up after serving is finished. Notes from the past dinners are available 
as well as quantities ordered.  

********************************************************************************* 

FUNERAL DINNERS – Contacts parishioners for covered dishes for funeral dinners for parish family 
members after the funeral, sets up the seating for the family members, prepares hot dishes, serves 
dinner, and cleans the facility afterward.  NOT DURING COVID 



Time Requirement: Time needed to contact individuals for donations, shop for additional 
ingredients and supplies, set up facility, prepare and serve dinner and clean up afterward. 

********************************************************************************* 

CANAL DAYS 

CANAL DAYS – is an opportunity to reach out to the community and raise additional funds for parish 
projects. The committee will be responsible for planning the quantities to be ordered, setting up the 
booth, acquiring additional equipment, preparation of food to be sold, scheduling manpower to run 
the booth, clean up and store booth and facility. NOT DURING COVID 

Time Requirement: Varied times for each of the above activities. Notes from previous years 
are available to assist planning. 

 ********************************************************************************* 

CHURCH FACILITY MINISTRIES 

 

GARDEN ANGELS – maintain the landscaping around the church property with various volunteers to 
keep the parish appearance well tended and maintained. Personal tools are required.  

Time Requirement keep it neatly managed throughout the year, especially prior to weddings 
and special occasions. 

More volunteers are needed and very much appreciated, 

 

LAWN MOWING CREW – mows and trim the church properties on a weekly basis, equipment is 
furnished.  

 Time Requirement: 2 hours per week 

More volunteers are always welcomed 

 

BUILDINGS AND GROUNDS – This committee will provide minor repairs and upkeep to the parish 
buildings and grounds. They will bring to the attention of the Pastor and Parish Council those repairs 
of a capital nature.  Volunteers are paired up with another volunteer and are scheduled throughout 
the year for monthly inspections of the parish buildings and grounds.  A checklist is provided for those 
things that should be reviewed. 

Time Requirement: will vary on an as needed basis. 

More volunteers are needed 

 

Housekeeping – This committee will organize the spring and fall cleaning of the parish center.  

 Time Requirement: as needed 

Need a leader for this committee 

 

LINENS AND ROBES – This committee is responsible for the laundering of the alter clothes, other 
linens, and servers robes on a monthly basis. 



 Time Requirement: as needed 

 

PARISH COUNCIL – is a leadership group that serves as a consultative body to the Pastor. The 
council’s purpose is to fulfill the Parish mission by helping to coordinate all aspects of parish life, 
including worship, service, education, formation, evangelization and stewardship. In cooperation with 
the Pastor, the council strives to develop a unified vision among the parishioners and to provide 
direction for the appropriate action necessary to attain this vision with the spiritual growth of 
parishioners always the primary interest. 

Time Requirement: varies with needs of the parish. Terms for this elected office are 3 years. 

******************************************************************************** 

 

HEALING MINISTRIES 

 

HEALTH MINISTRIES – This committee provides blood pressure check for the parish community once 
a month.  They strive to serve the parish in any health informative services that they can provide or 
that is requested.  NOT DURING COVID 

 Time Requirement: 30 to 45 minutes after  

Mass once a month – depending on how many volunteers there are. 

 

EUCHARIST MINISTERS TO THE HOME BOUND - These Eucharistic ministers take the Eucharist to the 
homebound.  This ministry is coordinated with the priest.  NOT DURING COVID 

Time Required: Varies according to the need.  

Training is mandatory and provided, as well as a list and directions to the individuals in need. 

BEREAVEMENT – This committee would keep in contact with parishioners who have lost a loved one. 
They communicate through notes and phone calls and follow-up during the year after the loss of a 
loved one. NOT DURING COVID 

Time Requirement: varies according to need. 

 

PRAYER CHAIN – All members of the parish are a part of the prayers chain.  Notifications of those 
needing prayers are sent out through Alert Solutions phone call or email.  Call the parish office for 
prayer requests. 

 

********************************************************************************* 

PICTORIAL DIRECTORY 

PICTORIAL DIRECTORY – This committee is responsible for choosing the company to publish the 
directory, scheduling the photography appointments, fulfilling all the necessary requirements to have 
the directory published, and distributing the directory. Notes from previous directories are available.  
New Parish Directories are done approximately every 5 years. 



 Time Requirement: as needed 


