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OUR LADY OF ANGELS  

EXTRAORDINARY MINISTERS 

 OF THE EUCHARIST PROCEDURES 

 

A. OVERVIEW 
 

Thank you very much for volunteering your time to serve as an Extraordinary Minister 

of the Eucharist (EM) at Our Lady of Angels.  Though all ministries are fulfilling and 

serve an important purpose, the EM ministry is unique in that are privileged to serve the 

holy body and precious blood to the community.  We are approved annually by the 

bishop to perform this task.  As such, we are required to have annual training on our du-

ties and responsibilities.   

 

This document will review the processes and procedures our ministry uses to perform 

our duties.  As with any set of rules, there are some procedures that are set in stone and 

some that are flexible.  Additionally, there are times when you will encounter a situation 

that has not been discussed.  When acting as an Extraordinary Minister, there are three 

general rules that will get you through most situations: 

 

1) Remember the sanctity of your job.  As stated above, we are blessed to be able to 

provide the holy body and precious blood of Christ to the parish community.  As 

such, we must act as examples to the rest of the community in showing the 

proper reverence and respect when conducting our duties. 

2) Act Professionally.  Though this document will outline the general duties and 

address specific situations, it cannot include answers to all potential situations 

you will deal with when performing your duties.  The key to successful execu-

tion of your duties is not to panic.  If you run into a situation where you do not 

know what to do, determine the best course of action, act like you know what 

you are doing, and carry out your plan.  After mass, you can get with the EM 

Coordinators, deacon, or monsignor to ask about the correct way to respond to a 

situation. 

3) Be Friendly!!  Remember that you get to take part in the MOST IMPORTANT 

part of the Catholic mass:  delivery of the Body and Blood of Christ to the Parish 

Community!   Remember to smile and make eye contact with every person who 

comes to you.  Make them feel that they are the most important person to you at 

that moment. 



 Page 4 of 16                                                 v2.6(05/2012) 

 
B. GENERAL 

 
Scheduling is done using the Web Terminal.  About every two months you will receive 

a reminder for you to put the dates you can not EM into the web scheduler.  If you don’t 

fill in any dates, the scheduler will assume  you are available every weekend and will 

schedule you as needed. A week or two later you will receive an email with your sched-

uled dates.  If you are unable to serve on any date, you can use the Web Terminal to re-

quest a substitute. All instructions and a tutorial will be in your introductory email.                   
h t t p : / / w w w . m i n i s t r y s c h e d u l e r p r o . c o m ? u s e r = o u r l a d y o f a n g e l s a l l e n t x  
 

Be at church fifteen (15) minutes before your scheduled mass is to begin.  When you 

arrive at church, sign in the ministry book located in the Narthex and note your position.  

There is a map of positions next to the sign-in book.   Also, take note of any additional 

duties assigned to the position for which you are signing up; specifically:  clean-up or 

cross bearer. 

 

If you signed up in the position to carry the cross you are responsible for carrying the 

cross in the procession.  If you do not wish to do so please ask another EM and let the 

Mass Captain know who will be carrying the cross.  The exception to this is when John 

Patrick is at Mass.  Carrying the cross is his assigned duty and he will be signed in if he 

is there. 

 

YOU ARE RESPONSIBLE FOR OBTAINING A SUBSTITUTE IF 

YOU CANNOT SERVE YOUR SCHEDULED TIME.    

 
At ten (10) minutes before Mass begins the Mass Captain and all EM’s for that mass 

will gather in the room to the left of the altar to pray.  Any EM not signed in at that time 

will be replaced.  The Mass Captain is responsible for finding substitutes for any EM 

not present, but please help since this is sometimes difficult to do.  If the Mass Captain 

is still looking for people to fill in, any of the EM’s may lead the prayer.  After the 

prayer all scheduled EM’s leave the room where they have prayed and either return to 

their seats or they may line up in front of the altar and reverence the altar. This is just a 

suggestion and if you feel uncomfortable with this please just return to your seat, but 

please remember any time you cross in front of the altar you should show reverence. 

 

NOTE: Even if you are not scheduled to serve please check in with the Mass Captain to 

let him/her know you are available if a sub is needed. 
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C.  DRESS CODE 

 
Men:  Suit and tie, sports jacket, slacks and tie. 

Women:  Dress (please, nothing excessively short or low cut), suit, or skirt, dress pants 

and blouse. 

No tennis shoes, flip flops, jeans, shorts, tank tops, halter tops, or sundresses are to be 

worn when scheduled to serve.  If you must wear a sundress, please bring something to 

cover your shoulders while serving. 

 

Please remember that you are role models for the rest of the community so it is a good 

idea to dress appropriately any time you come to church.  You may be asked to fill in for 

a missing EM and you will want to be dressed appropriately. 

D.  MASS PREPARATION 
 

The Sacristan normally prepares the altar and credence table.  The Mass Captain pre-

pares the gifts table, host and wine.  You may be asked to help with set-up so please be 

familiar with the Mass Captain duties. 

E.  MASS PROCEDURES 

 
1.  Procession 

The only EM in the procession is the cross bearer.  He/She will lead the procession up 

the center aisle when the choir begins the second verse of the entrance hymn.  He/She 

will go straight up the steps to the right of the altar, without waiting for the rest of the 
procession to bow or genuflect.  He/She will put the cross in the stand, which is by the 

wall to the right of the altar. 

Please place the cross facing the altar, not toward the assembly. 

The cross bearer will then go stand by the lectors in front of the altar and genuflect to 

the tabernacle or bow to the altar (follow the lead of the presider) with the rest of the 

procession. 

After mass, when the presider and the deacon start to the front of the altar, the cross 

bearer retrieves the cross, then take up a position in the center of the aisle, behind the 

priest and deacon and lectors.  He/she should be even with the first row of seats, facing 

the alter.  The cross bearer does not bow or genuflect when the others do. When the pre-

sider turns the cross bearer turns and leads the procession out.  
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2.  Eucharist 

EM’s signed up for the “bowl” positions will go to the gifts table in the back of church 

after exchanging the sign of peace with those around them.  There is sanitizing cleanser 

there for these 3 EMs to clean their hands before distributing the Body of Christ.  

While the third “Lamb of God” is being sung all EMs should proceed to the front of the 

altar, as a group.  The EMs in the “cup” positions should line up to the right and left of 

the 3 “bowl” positions.  (The “bowl” in position 2 should be in the middle of the other 2 

“bowl” EMs.).  Even if you have your own hand sanitizer, please come to the back so 

that all EMs can come up together. 

 

The priest and the deacon will distribute the Body of Christ and the Precious Blood to 

all of the EMs before distributing to the assembly.  Every person, except the presider is 

to receive the Body and Blood of Christ from another person.  The presider will  

distribute the Body of Christ to each EM and the deacon will follow with the Precious 

Blood.  He will hand the cup and a purificator to each “cup” EM.  The presider will then 

bring the bowls to the appropriate EMs.   

EMs may not pick up the sacred vessels from the altar themselves. 

 

Once all EMs have received their cup or bowl they should immediately proceed to their 

positions (bowl leads, cups follow) and remain facing towards the center of the church.  

The presider and the “cup” EM to the left of the alter (position “F”) will take commun-

ion to those unable to come forward. Once the presider and the “cup” EM have returned 

to their positions, each EM should then turn and face the assembly, signaling the ushers 

to let people start forward. 

 

NOTE:  The first cup to finish ministering (before the deacon is finished) should 

relieve him so he can begin purifying the cups as soon as possible. 

 

The “bowl and at least one “cup” (both if necessary) will remain by the choir until they 

finish singing so the choir can receive communion. They do try to go a few at a time 

while singing.  Sometimes they all have taken communion and you will not have to 

wait, but don’t forget the choir director.  Make sure you wait for her to receive  

communion. 

 

Remember you cannot pour the Precious Blood from one cup to another. 
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3.  Communion Procession 

 

a.  Robert Hovda writes of the distribution of communion:  

 

“The distribution of communion is one that should be seized by both the 
minister and the communicant.  There are plenty of moments in the liturgy 
when ministers are attentive to the assembly as a corporate entity.  This is 
one moment when attention should be individual and total, the eyes of the 
minister should meet the eyes of the communicant.  The minister says the 
words of the formula to each person (not to the air)…In placing the Body of 
Christ on the palm of the communicant’s hand, the minister should touch 
that hand.  The same should be true of the minister of the cup.  Eye contact, 
direct address, touching!  All are part of the experience of sharing…This 
means that there can be no rush.  One can minister communion with rever-
ence and dignity and personal attention and still keep the procession mov-
ing steadily.  But it cannot be done in haste, or with absentmindedness, or 
with frantic searching of the approaching processional lines.” 

 

b.  When ministering the Host, the ONLY  proper phase is  

“The Body of Christ.” 

 

c.  When ministering the cup the ONLY proper phrase is  

“The Blood of Christ.” 

 

d.  Children too young to receive communion are touched on the shoulder or hand 

placed over their head (not touching the head) and may be blessed with phrases such as:  

“Jesus loves you;  God loves you; Jesus bless you always;”  etc. 

 
Adults wishing to be blessed and not receiving communion will come forward with their 

arms crossed over their chest.  Lay your hand on the shoulder or over their head and 

bless them with phrases such as:  “God bless you and keep you; God be with you;” etc. 

 

e.  When everyone has received communion, the EMs with the cups should first walk 

back toward the credence table and then discreetly finish any of the Precious Blood that 

is left in the cup.  Take the cup up to the credence table to be purified by the deacon. Do 

not stuff the purificator into the cup.  If you cannot finish what is left in your cup, or 

your are a youth, please ask another EM to finish it for you or give it to the deacon. 
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  The bowls should be taken to the credence table and given to the presider to purify. 
 

Eucharistic Ministers are no longer permitted to purify the Sacred Vessels. 

 

F.  AFTER MASS 

 
After Mass, the EMs should remove all of the sacred vessels, chalice, paten, bowls, and 

cups, pitcher and used purificators from the credence table and bring them to the sac-

risty.  If it is the last mass of the day, remove all other items also, water cruet, bowl, 

hand towel.  Remove the corporal from the altar, fold and leave on the credence table 

even after the last mass of the day.  Do not take the corporal back to be added to the lin-

ens to be washed. 

 

All sacred vessels should already be purified so all you have to do is wash them in hot, 

soapy water, rinse and dry thoroughly, put away in the cabinet or leave our for the next 
mass.  The chalice and paten should not be put in the hot, soapy water.   

Just rinse and dry. 

 

Do not immerse the cups.  Hand wash the bowl portion taking extreme care to not get 

the area where the bowl meets the stem wet.   
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G. Mass Captain DUTIES 

 
1. General Responsibilities of the Sacristan 

*** These are provided here in case the Sacristan doesn’t show or is running late 

and the Mass Captain has to fulfill these duties.  The Mass Captain should always 

check to make sure everything is in place prior to Mass. *** 
 

Be at church thirty (30) minutes before your scheduled mass is to begin.  If you cannot 

serve at your scheduled mass, YOU ARE RESPONSIBLE FOR OBTAINING A 

SUBSTITUTE. 
 

  A.  The following procedures are the responsibility of the Sacristan: 

 

      1.  Make sure there is a corporal at the credence table.  After mass, remove the cor-

poral from the altar, fold and leave on the credence table. 

 

    2.  The credence table should be set up with the following items: 

 a) one purificator (clean) with stitched red cross for the  

             chalice of the presider. 

 b)  Priest’s chalice. 

 c)  Dry hand towel. 

 d)  glass bowl. 

 e)  water cruet. 

 f)  one tray with cups.   

 

For all three weekend masses place 8 cups and 9 purificators on the tray. 

 

    3.  The gifts table should be set up with the following items: 

 a) one tray with 4 bowls each containing 75 hosts. 
 

     (The Sacristan will add sufficient hosts to the bowls or remove  

 extras based on the attendance count provided by the ushers.) 

 

 b) The priest’s paten with large host on it. 

 

 c) the wine pitcher with the appropriate amount of wine. 
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  B.  The Mass Captain will gather all scheduled EMs in the room to the left of the altar 

10 minutes before mass begins.  If all positions are not filled, recruit other EMs from 

the assembly.  This should be accomplished by 5 minutes before mass begins.  Lead 

them in prayer (standard prayers will be provided if needed.)  

 

 

2. Post Mass Duties 

 

 A.  After mass, make sure EMs have cleared the credence table and washed and 

put away the vessels. 

 

 B.  If necessary, the Mass Captain should identify any procedures that were not 

followed during mass to the appropriate EM(s). 

 

H. POINTS OF CONTACT 

 

Jerry Baskett, EM Coordinator  Terri Fox, EM Coordinator    

 Phone: (214) 504-5763  Phone:  (972) 712-9458 

 baskett.jerry@verizon.net             jonidap@yahoo.com  

  

 
 

 

 

 

 

 

 

 

 

I. FREQUENTLY ASKED QUESTIONS 

 



 Page 11 of 16 v2.6(05/2012) 

 

1. What do I do if there is too much Precious Blood left in the cup for me  to consume? 
 
Ask another EM to consume it or leave it on the credence table  to be consumed by the presider or 

the deacon. 
 

2. What should I do if a Host is accidentally dropped? 
 

Put it in your non-serving hand under the bowl and continue to minister.  After communion, con-

sume the host if possible.  If you cannot consume the dropped host, leave it on the credence table 

and let the presider or the deacon know that it must be dissolved in a cup of water and poured 

down the sacrarium. 
 
3. What should I do if the Precious Blood is accidentally spilled? 
 
Cover the spill with a purificator as soon as it occurs.  Leave your position to obtain another clean 

purificator from the credence table.  After mass wipe the area with clear water and place all wet 

linens in the net laundry bag hanging on the door handle in the sacristy. 
 

4. What should I do if I run out of the Precious Blood and there are more communicants? 
 
If no other EM is finished in his/her position and able to trade cups with you, take your cup to the 

credence table and return to your seat.  Never have another EM pour the Precious Blood from their 

cup into yours.  If you are finished at your position and have some Precious Blood left check to see 

if you are needed at another position. 

 

5. What should I do if I’m running out of the Body of Christ and there is a long line of communi-
cants in front of me? 

 
If another EM is standing near you and they have enough to share, have them place some into 

your bowl.  If both of you are running low, break the hosts and give a portion of a host to the re-

maining communicants.  Here again, if you are finished, check the other positions to see if they 

need help. 
 

6. I am ministering a cup and a parishioner comes up, wishing to dip the host into the Precious 
Blood, what should I do? 

 

The practice of a parishioner dipping their own host into the Precious Blood (known as intinction) 

is not commonly practiced in North American churches (this is due to the hosts used which are not 

as sturdy and tend to flake or dissolve).   Quietly and politely refuse the parishioner.  If they insist, 

allow them to continue. 



 Page 12 of 16                                                 v2.6(05/2012) 

 
 
7. I saw someone walk off with a host!!  What should I do? 
 

Most of the time this is done through ignorance (non-Catholics receiving communion) 

or as a prank by a youth.  If you can, quietly, but firmly insist that the person consume 

the host (the embarrassment factor is normally enough).  If they walk off, notify the pre-

sider, deacon or an usher.  Do not confront the person. 

 

8. How old do I have to be to become an EM? 
 
The minimum age is 16 and Confirmed.   All EMs 18 years of age and older require 

Safe Environment training. 

 

9. I would like to become an EM, but I do not want to serve at mass – I only want to serve as a 
sub or in home visitation.  Should I come to training? 

 
Absolutely!!  In order to be an EM sub or do home visitation, you do need to have EM 

training.    

 

For those wanting to be substitutes, scheduling is handled by Nina McKay.  Let her 

know how you would like to contribute. 

 

For those wanting to participate in home visitation, please contact Ann Sears,  

who coordinates this portion of  the ministry. 

 

10. There is no deacon at mass this week, WHAT DO WE DO??!! 
 
When no deacon is present at mass, one of the EMs must assist the presider.  When this 

situation arises, specific instructions will be issued to those persons who will assist the 

presider.  Note that we will have one additional EM to fill the vacant DEACON spot. 

 

J. The Safe Environment Program at Our Lady of Angels Parish 

 
We at Our Lady of Angels have adopted a Safe Environment Program to help protect 

the children, youth, and vulnerable adults of our parish. The program also helps reduce 

the risk of false accusations against staff or volunteers. 

 

All adult volunteers must satisfy the Safe Environment requirements. When you com-
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plete this process, you are considered a "cleared adult." Adult volunteers must be at 

least 18 years of age, and a registered member of the Our Lady of Angels parish for at 

least 6 months. A person under 18 years may assist as a Volunteer Aide, under the  

supervision of two cleared adults. Aides do not need to be cleared. 

 

The Safe Environment requirements include: 
 

Interview Evaluation  

  Any parishioner who would like to become a volunteer should contact one of the  

Ministry Directors to apply. The Ministry Director will answer questions about the  

ministry, and complete an Interview Form for the Safe Environment file.  
 

Screening Application 

  New volunteers will be asked to complete a background Screening Form and must 

agree to adhere to the Save Environment Policy and Guidelines. 
 

Reference Check / Background Check 

  The volunteer must satisfy a personal reference check and a criminal background 

check. Results of these checks typically take 3-5 business days from the date that the 

Screening Form is received. All personal reference and criminal background checks are 

conducted by an independent license investigation agency.  
 

Training Class 

 New Volunteers must attend a “Family of Faith” Safe Environment training class one 

time. You do not have to pre-register and materials are not required. Sessions last about 

75 minutes. 
 

Fingerprinting (select Ministries) 

Volunteers who work with ministries involving children, youth, or live-alone elderly 

must satisfy a Fingerprint records check.  

 

 

Annual Recheck  

  Criminal background checks are automatically updated each year. Volunteers are also 

required to refresh their Safe Environment training each year.  Current Volunteers 

whose training is due for annual renewal will receive a postcard notice with instructions. 

The verification card must be returned upon completion of the re-training and your file 

will be updated. 

  

For more information, contact the Fernando Santos at 469-467-9669.  
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K. EM MASS LINE-UP 
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Prayer of Discernment for  

Becoming a Eucharistic Minister 

 
Lord Jesus Christ, I ask your help in 

discerning whether you are calling me 

to be a Eucharistic minister.  I trust 

that you always give me the grace 

necessary for my life. 

 

Please grant me the courage to re-

spond to you with a willing and gen-

erous heart.  No matter how you are 

calling me to serve, may my hands 

bring your compassion and mercy to 

others.  May my words be your invita-

tion to others to approach you know-

ing that you will meet all their needs.  

And may I be Eucharist to all I meet. 

 

Lord, guide me and fill me with the 

wisdom I need to understand and ac-

cept your call to me.  If you are call-

ing me to Eucharistic ministry, may I 

not be intimidated by the sacredness 

of your presence. 

 

Instead, fill me with a devout and rev-

erent spirit.  As I offer the Eucharist 

to others, let me be your presence to 

them.  Give me the grace to be a wor-

thy minister. 

 

Amen  

 

 

 

 

Prayer of  

Extraordinary Ministers  

of Communion 

 
Heavenly Father, I thank you for call-

ing me to serve you and your people in 

this community as an Extraordinary 

Minister of the Eucharist. 

 

You know that I could never be worthy 

of such an exalted honor. 

 

Help me to be less unworthy by re-

maining free from sin.  Let me nourish 

your people with the witness of my life 

as I feed them with the Body of Christ. 

 

Grant your strength and holiness to all 

your Extraordinary Ministers and make 

them worthy to bring Christ to others. 

 

Amen  
 


