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GUIDELINES FOR ST. MARY’S  

EXTRAORDINARY MINISTERS OF HOLY COMMUNION 

UPDATED SEPTEMBER 2017 

 
God of love and mercy, 

with reverence and humility  
I approach the Eucharist and this ministry. 

Grant me the grace  
 to help others encounter you in this sacrament. 

I ask this through your Son, Jesus Christ our Lord. Amen. 
 

      Your willingness to serve as an Extraordinary Minister of Holy Communion at St. Mary’s Church 
reflects not only a response to your Baptismal call to serve the people of God, but a commitment to 
Christ as you share in the preaching, teaching and leading aspects of the church. You offer the 
Eucharist, recognize the Body of Christ in those to whom you offer Eucharist, and ultimately you act 
as the Body of Christ by fully participating in the life of the parish and the wider community. Your 
willingness to commit to a monthly schedule and to prepare properly for your service further 
reflects that commitment.  Thank you and God bless you as you serve St. Mary’s community. 
 

 

PREPARATION 

 The Schedule:  Your contact information will be entered into the Ministry Scheduler Pro 
and you will be included in the monthly EMHC rotation.  An e-mail will be sent to you 
with your assigned user name and password.  Once on the Ministry Scheduler Pro 
website, you will be directed to go to your profile page and enter your Mass time 
preference and the dates you are NOT able to serve in a given rotation.  The computer 
program will automatically schedule you based on your entered availability.  You will 
also be able to view the current schedule and be able to schedule yourself as a substitute 
EMHC if someone needs a replacement, or request a substitute minister for yourself in 
case you are unable to serve at your assigned Mass.  An e-mail reminder will be sent to 
you five days before you are scheduled to serve.  On Thursdays, everyone will receive an 
e-mail alert that outlines all of the positions that still need to be filled for the coming 
weekend liturgies.    The point of the scheduler program is to have NO EMPTY MINISTRY 
POSITIONS before the start of any given mass.    Please log in the Ministry Scheduler Pro 
during the week and before coming to Mass to fill any remaining sub requests or empty 
EMHC positions.   The program only works if everyone regularly uses it.   
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BEFORE MASS 
 
 Assignments:  There are 8 EMHCs positions scheduled for Saturday 5 pm; 10 positions at      

8:45 am and 10 positions at 11:30 am.  Fr. John is always slotted for the Bread 3 position.  
Deacon Mike and Deacon Rick are pre-assigned the Bread 4 position.  When they are NOT 
pre-assigned, they will either fill in for a sub request OR we will add an extra bread 
position, determined at the prayer circle attendance check.   

 
  The EMHC (Extraordinary Ministers of Holy Communion) scheduled as Bread 2/Setup 

and Bread 5/Setup are responsible for preparing the hosts, wine and vessels before 
Mass.  Pictures displaying the specific set up directions for each Mass are posted on the 
cabinets above the counter in the sacristy.  Please check these directions each time since 
the number of hosts for each Mass will not always stay the same.  Please arrive at least 15 
minutes early to ensure all is in order and to allow you time to join in prayer before Mass.  
Other EMHC should assist as needed by checking in at the Sacristy.   

 Bread 2/Setup is responsible for making sure all the EMHC are present and for getting 
someone to substitute if needed.  Any substitute must be another trained EMHC. 

 If you do NOT wish to serve or cannot serve in the setup positions Bread 2 and 5, 
please indicate this in your Ministry Scheduler Pro profile or alert Beth Shaver.       

 Please note the position from which you are scheduled to distribute Communion.  (See 
diagram.) 

 All EMHC should be under the crucifix in the Narthex 10 minutes before Mass to pray with 

the other ministers and to be informed of any last-minute changes.   If you arrive late, 
please check with the Bread 2/Setup person to see if a substitute has been assigned. 

 

SETTING UP FOR MASS CHECKLIST: 

Place the following on the tray for the Credence Table next to the Altar Servers  

 Father’s chalice 

 A purificator for each communion cup, plus one for the chalice 

 The small cruet of water (filled with tap water, not from the font) 

 A small glass bowl and a small hand towel for “Washing of the Hands” 

   

       The communion cups are pre-filled before mass and placed on the silver tray on the small 
credence table to the right of the altar.   

   Fill the decanter with enough wine for the mass (4 cups 5 pm Saturday; 6 cups 8:45 and 
11:30 Sundays, see diagram) and pour an equal amount of wine in each of the cups, 
leaving enough wine in the decanter to fill Father’s chalice.   The cups may be filled at the 
altar or in the sacristy and carried out to the table.  Place one unfolded purificator over 
the top of the filled cups.  This is a spare purificator.     The decanter is brought forward 
during the Presentation of the Gifts.   
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   Bread 2 set up minister should approach the altar and place the cups on the corporal in 
the center of the altar as the Altar Servers are setting the rest of the altar (as we sing the 
offertory song.)  If a Deacon is present, this will be his job, as the Deacon is a minister of 
the cup.     

 

 Place the tabernacle key in the tabernacle to facilitate bringing the reserved ciboria to 
the altar. – Do this AS you set up, BEFORE Mass.  The key is hanging on a hook inside the far right 
cabinet along with the boxes of hosts.   

 

PLACE the following on the Gifts Table behind the baptismal font for the Presentation of the Gifts  

The decanter of wine with enough wine to fill Father’s chalice halfway.   

The ciboria –The ciboria in the tabernacle holds consecrated hosts leftover from previous 
Masses.  This will help supplement what is consecrated at each mass and allows us to have 
a reserve of consecrated Eucharist on hand for daily masses and visits to the sick and 
homebound during the coming week.   

Note:  There are two larger ciboria and four slightly smaller ones, having different handles. The 
larger ones hold 300 hosts when completely full; the others easily hold 200 when loosely full. 
Attendance wise, (on average,) we have 200 people at 5 pm, 300 people at 8:45 am, and 
375 people at 11:30 am.      

For each Mass,  we require 4 ciboria for distributing Communion.  

Always include one large host for Father to hold during consecration. 

o Check how many ciboria are in the tabernacle and estimate how many 
consecrated hosts are in each one. 

There are 100 hosts per sleeve/packet of hosts.  Distribute enough hosts evenly among the ciboria to fill 
a total of four ciboria.  (Example:  There are two ciboria in the tabernacle so you will need to 
prepare two additional ciboria.)   

 

SERVING COMMUNION 

 After the sign of peace, all EMHC should clean their hands with the antibacterial gel located 
on trays in the Blessed Sacrament Chapel. (Just inside the chapel, on the stands in front of the 
the arches as you enter from either side.) 

 Bread 5/Setup (if there is no deacon present) goes to the tabernacle and brings the ciboria 
containing the reserved Blessed Sacrament and places it (them) on the altar.  WHEN the 
Deacon is present, this is always his role.  Do not displace the Deacon en route to the 
Tabernacle. 
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Please use the following procedure to get the reserved Blessed Sacrament: 

o On arriving next to the tabernacle, genuflect toward the tabernacle,   

o then stand and open the door and remove the ciborium(a) with the Blessed 
Sacrament,   

o leave the tabernacle door open and carry the ciboria reverently to the altar, 
holding it slightly elevated in front of you.   

o Exit the chapel to the left toward the credence table.  Do not go past the cantor and 
the choir to the right. 

 Once Bread 5 has placed the reserved Sacrament on the altar, he/she goes down to stand 
with the other EMHC along the edge of the steps.  Leave the lids for the Altar Servers to clear. 

 All EMHC should line up at the edge of the bottom altar step, on the side of the altar from 
which they will be distributing Communion.   

 Father will consume the Body and Blood of Christ.  When he sets the Chalice back on 
the altar after drinking, all the EMHC step up around the altar in a horseshoe shape.   

 The celebrant will give Communion to the Deacon (if assisting), and then he (they) will give 
the Body of Christ to each EMHC.  After receiving the Body of Christ, the Cup ministers will 
take one step forward.  The celebrant (and Deacon) will distribute the Blood of Christ to 
those who stepped forward.  The Cup ministers then offer the Blood of Christ to the Bread 
ministers who are near them.  The celebrant will then hand the ciboria to the Bread 
ministers.  EMHC should never pick up their ciborium or cup from the altar. 

 Once all the ciboria have been handed out, please move to your assigned position to 
distribute Communion. (Everyone should know their position before Mass, but if another EMHC 
ends up in your assigned position, please move to their empty position as smoothly as possible.) 

 Bread Ministers will take the consecrated host, hold it up while saying, “THE BODY OF 
CHRIST”1 (not “receive the Body of Christ” or “Jim, this is the Body of Christ,” or any other 
words), wait for the person to respond, “AMEN”, and then place it carefully in the person’s 
outstretched hand or on their tongue.  

 Cup Ministers will hold up the cup with the Blood of Christ, offer it to the communicant 
saying, “THE BLOOD OF CHRIST” (not “receive the Blood of Christ” or “Mary, this is the Blood 
of Christ” or any other words), wait for the “AMEN”, and then hand it to the person.  When 
the communicant hands the cup back, wipe the edge carefully (be sure to remove any traces 
of lipstick), and rotate the cup, that is, turn it before offering it to the next person.  Be sure to 
gently unfold the purificator and rotate it so that you are wiping with all the cloth.  There is 
no need to rush - this is a time for reverence. 

                                                 
1 Norms for the Distribution and Reception of Holy Communion Under Both Kinds in the Dioceses of the United 
States of America #14; General Instruction of the Roman Missal (Third Typical Edition 2002) #161, 286 
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 For those who approach for a blessing (with arms folded over their chest), place your right 
hand on the shoulder, or sign them on the forehead with a cross, and say, “May God bless you 
and protect you.”    

When you are finished with your line, please go and help the others, as needed: 

o There are two additional Bread positions marked with tape on the floor in front of the                      
center aisle pews (in front of Father and Bread 4).   (See diagram) 

o  If the Communion line opposite you is still full, cross behind the altar using the 
wheelchair ramp, and stand next to the Bread minister to distribute to a second line.  

o Cup ministers should look to see if any other cups are empty and take those positions as 
needed. 

If all other lines are wrapping up quickly, return to the altar with your ciborium and, if there are 
consecrated hosts left, remain standing respectfully next to the altar until Father returns to the 
altar.  The Blessed Sacrament should not be left unattended at any time.  Others can return to 
their pew after leaving their ciboria. 

SERVING THE MUSICIANS  

 The role of the Choir and musicians at mass is to serve the assembly by accompanying the 
Communion procession in unified singing from beginning to end.   Therefore the Choir 
and musicians receive communion after the assembly has received Communion.   A 
Bread and a Cup minister  stand along the bottom step in the choir area to distribute to 
the musicians.  (see EM station map)  The Bread minister should be on the far left at the 
bottom of the wheelchair ramp, the Cup on the far right across from the cantor’s podium 
so the musicians can easily process from one minister to the other.    

 At those Masses in which only a Cantor and accompanist are serving, the Cantor will 
approach the altar along with the EMCHs to receive Communion first.   

POINTS TO REMEMBER 

 General instructions regarding genuflecting and bowing to the tabernacle containing the Most 
Blessed Sacrament and to the altar: 

o At all times, when you pass in front of the altar, pause facing the altar, and bow from 
the waist before proceeding on.  If you are carrying a liturgical item (cross, Gospel 
Book, candles, ciboria, cup, tray of vessels) bow your head only.  When in the 
Sanctuary on the altar level during Mass, you do not have to bow when you cross 
behind the altar. 

o At all times, when passing in front of the tabernacle when in the Blessed Sacrament 
Chapel, pause facing the tabernacle and genuflect to the Most Blessed Sacrament 
before proceeding on.  As above, if carrying a liturgical item, bow your head only. 

o Genuflecting to the tabernacle is not necessary except within the Blessed Sacrament 
Chapel.  During Eucharistic Adoration, when the Blessed Sacrament is exposed on the 
altar, you genuflect when entering and leaving the worship space. 
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 Please - make good eye contact with each communicant as they come up to receive. 

 If there are persons in the congregation who cannot come forward for Communion, the 
ushers will alert you to these people.  If they are seated in the front pews, serve them first and 
return to your post.  If they are in the middle or back, serve them at the end.     

 

 INTINCTION by the communicant (dipping of the host into the Precious Blood before 
consuming) is forbidden in the Roman Rite of the Catholic Church. 2 If someone approaches 
your station with that intent, gracefully place the purificator over the cup and politely but 
firmly request the person to consume the Body of Christ first. 

 The Eucharist MUST be consumed immediately upon receiving it.  If the person takes the 
host and turns to leave without consuming it, gently tell them that they need to consume it 
now.   

 If someone approaches you to receive Communion while chewing gum, request him or her to 
dispose of the gum before receiving. 

 If you run out of the Body of Christ, inform the next person to wait a moment, approach 
another minister and take a sufficient supply of Hosts to complete Communion. 

 If you run out of the Precious Blood, place the purificator over the cup and take it to the 
credence table.  Do NOT wipe out the inside of the cup with the purificator.  Do NOT 
place the purificator inside the cup.  

 At the end of Communion, ministers of the cup should carry their cups to the credence table.  
Please remember instructions for bowing and genuflecting when passing in front of the altar 
or the tabernacle.  At the credence table, discretely consume what remains in your cup.  If 
there is too much left for you to safely consume, invite another minister to help.  Consecrated 
wine must be consumed.  It may not be poured down the sacrarium.  Do NOT wipe out the 
inside of the cup with the purificator.  Place the purificator next to/over the cups, NOT 
inside. 

 Any remaining Hosts should be placed on the altar, where Father will combine the ciboria, 
which are then replaced in the tabernacle by Bread5/Setup (if there is no Deacon at the 
Mass).  

Please use the following procedure to return the reserved Blessed 
Sacrament: 

o Please use the chapel exit toward the credence table.  Do not go past the cantor 
and the choir. 

                                                 
 2 Norms for the Distribution and Reception of Holy Communion Under Both Kinds in the Dioceses of the United 
States of America #50; Intinction by priest alone: General Instruction of the Roman Missal (Third Typical Edition 
2002) #287 
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o Carry the ciborium(a) reverently to the tabernacle, holding them slightly 
elevated in front of you.  

o Place the ciborium(a) with the Blessed Sacrament in the tabernacle.   

o Genuflect toward the tabernacle.  Then stand and close the door and return to 
your pew. 

 Note:  A visiting priest may choose to do the purification of all vessels during or after Mass, 
using water from the cruet to rinse them and then consuming the water.  

 HOW TO HANDLE SPILLED PRECIOUS BLOOD AND DROPPED HOSTS  

 Spills happen.  Unfold the purificator and gently place it over the area of the spill and 
leave it there so people will walk around the area.   Leave your cup station and get a spare  
purificator from one of the stands near the tabernacle to place over the area if needed or 
to continue serving.  After Communion, gently blot the area dry with the purificator.  
Avoid scrubbing the floor or using large sweeping gestures to clean the area.  Dabbing and 
blotting is appropriate.     After Mass the area should be washed in the same way and the 

water poured into the sacrarium. 

 The purificator(s) used to soak up the spill may be rinsed in the sacrarium and placed in 

the laundry bag in the cabinet under the sacrarium.  

 Should a host be dropped, pick it up from the floor and consume it yourself.  Serve a new 
host from the ciborium.  It is also permissible to dissolve a soiled host in water and pour 
into the sacrarium. 

 

AFTER MASS 

 All of the EMHC are responsible to purify the vessels and clean up after mass.  If you 
will be unable to help on a given day, please alert your fellow ministers ahead of mass.  
Otherwise, always check in at the sacristy after mass to see if your help is needed.

 Bring all of the empty vessels from the credence table to the sacristy.  Carry the silver cup 
tray to the sacristy for the next mass.  Do not attempt to carry all the vessels and the 
decanter at the same time. 

 Lock the tabernacle and return the key to the hook in the sacristy cupboard.

 The chalice and any gold lined vessels should NOT be submerged in soapy water.

 Fill each chalice and ciboria with a little water, swish around and carefully pour into the 
sacrarium, which drains directly into the ground.  Wash all of the vessels in the “regular” 
sink with soap and water.  Rinse off all soap residues, dry them and return them to their 
storage place.  NO soapy water should be rinsed down the sacrarium.

 Wet towels can be hung to dry on the towel bar between the sink and the sacrarium.
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o Soiled purificators can be placed in the laundry bag in the cabinet under the 
sacrarium.  Soiled hand towels can be placed in the basket under the sacrarium 
cabinet.   

NOTES 

o Attire:   As a Eucharistic Ministers of Holy Communion, you are an example to others both 
in dress and in how you participate in the Mass.   Do not doubt that you are being 
observed.   Your dress should always be modest, professional, and fitting of the important 
role in which you are participating. The best way to describe the type of dress would be 
“business attire” and at the very minimum, “business casual.”  Men should try to avoid 
wearing faded jeans, shorts, message T-shirts and flip flops or sandals.  Women should 
avoid wearing mini-skirts, shorts and low cut tops.  Bare shoulders should be covered 
with a cardigan or a scarf.   Even if you are not scheduled to serve, you may be called upon 
as a last minute substitute, so it’s a good practice in general to come to Mass dressed 
appropriately and prepared to serve.       

 

 

Contact Information: 

Lois Baumgartner, EMHC coordinator:   bmgrtnrl@yahoo.com 

Rosemary Bleiszner, (8:45 am Mass) rmb@vt.edu   

Geoff Vining (11:30 am Mass) vining@vt.edu 

Beth Shaver, Director of Liturgy:   liturgy@stmarysblacksburg.org, 540-552-1091    

Fr John Asare, Pastor:   pastor@stmarysblacksburg.org 

 

mailto:bmgrtnrl@yahoo.com
mailto:liturgy@stmarysblacksburg.org
mailto:pastor@stmarysblacksburg.org
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GLOSSARY: 

AMBO   The stand from which the Word of God is proclaimed. 

CIBORIUM (pl CIBORIA) Traditionally a lidded vessel used to hold the Body of Christ 

CHALICE   The cup used by the priest at Mass for consecration of the Precious Blood 

CORPORAL   A linen cloth spread on the altar cloth to protect it, catch crumbs, etc. 

CREDENCE  TABLE   A small shelf or table on which the ciborium, bowls, cups, etc. are placed 
until needed. 

DECANTER   A large vessel used to hold the wine 

INTINCTION   Dipping of the bread into the wine to give Communion under both forms together 

PALL  A square of linen usually stiffened with cardboard that is used to cover the chalice  

 

PATEN   A shallow bowl or plate used to hold the Eucharistic Bread for the Consecration 

PURIFICATOR   A small linen cloth used to wipe the rim of the communion cup after each use 

PYX   A small container used to hold consecrated hosts to carry them to the sick 

SACRAMENTARY / ROMAN MISSAL    The book containing the prayers said by the priest at 
Mass 

SACRARIUM   The special sink in the sacristy which drains directly into the ground.  It is used to 
dispose of the water used in purification of sacred vessels.  

SACRISTY   The preparation area near the main worship space 

TABERNACLE   The container in the Eucharist Chapel in which the consecrated hosts are 
reserved  


