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St. Luke the Evangelist Catholic Church 

Eucharistic Captain Instructions 

 
Sacristy 

 There are four upper cabinets on the east side of the sacristy.  When not in use, these cabinets 

should remained locked.  Items are to be stored as follows: 

o The far right or southern-most cabinet 

 All vessels used for Communion and during Mass are stored in this cabinet.  This 

includes the ciboria or bowls (both large and small), the cups and chalice, the wine 

pitcher, the cruets, a measuring cup, and the lavabo bowl used for washing of the 

hands.   

 The ciboria (the two extra small ciboria are stored on the second shelf), cups, chalice 

and pitcher will fit on the first shelf.  Do NOT stack the bowls so that they don’t get 

scratched. 

 The cruets should be stored up-side-down on the pegs on the second shelf. 

 The lavabo bowl should also be stored on the second shelf. 

 The tabernacle and sacrarium keys are hung on the hook on the right-hand side of the 

cabinet.  Be sure to hang the tabernacle key on the hook after Mass.  We only have 

one key so it is important that it is always put back in the proper place.  There is also a 

key to the cabinets.  The people selling SCRIP will pick this key up before Mass so that 

they can get to the SCRIP materials after Communion.   

o The second from the right cabinet 

 The hosts are stored on the first shelf in this cabinet.  There are two baskets – one has 

the small hosts that are distributed to the congregation and the other has the larger 

hosts that are elevated during Mass. 

 The clip-on microphone that Father uses during Mass is also stored in this cabinet. 

 The dog (allen wrench) used to set the panic bars on the doors is stored on the second 

shelf in this cabinet.  The instructions for locking and unlocking the exterior doors are 

included on the last page of this document. 

o The second from the left cabinet 

 Books are stored in this cabinet.   

 The Roman Missal, Lectionary and Gospel book used for weekend Masses. 

 The Roman Missal and Lectionary used for daily Masses. 

 The missalettes/song books used for daily Mass. 

o The far left or northern-most cabinet 

 The SCRIP materials are stored on the top shelf of this cabinet.  This cabinet must 

remain locked during Mass.   

 There are other miscellaneous items stored in this cabinet. 

 

 There are two lower cabinets and a set of drawers on the east side of the sacristy. 

o The far right cabinet contains items needed for Baptisms. 
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o The wine for Mass is stored in the far left cabinet.  There are also candles and other 

miscellaneous items in this cabinet. 

o The top drawer contains the purificators, corporals, and lavabo towels used during Mass.   

o The second drawer contains dish towels and dish cloths that are used to clean the vessels 

after Mass. 

o The trays are stored in the third drawer. 

o The sign-in board, the wet-eraser pens, and the liturgy binder containing the minister 

schedules for the weekend are stored in the bottom drawer. 

 

 There are three wardrobes in the sacristy. 

o The wardrobe on the south end of the sacristy is used to store Father’s vestments.  There is 

also a floor safe which is used for the plate collection, SCRIP, and donuts from each Mass. 

o The wardrobe on the north end of the sacristy is used to store the robes for the altar servers.  

The collection baskets and name-tags for the hospitality ministers are stored on the shelf. 

o The wardrobe on the west wall of the sacristy currently is being used for the funeral pall and 

funeral vestments.  The tub for the dirty linens is also in this wardrobe.  Towels racks have 

been added for hanging wet linens. 

 The door from the narthex into the sacristy should be locked most of the time.  It will be unlocked 

before Mass while you are preparing and while the servers and Father get dressed.  The door can 

remain unlocked during Mass since the SCRIP cabinet is locked. 

 The door from the sacristy into the worship space should be closed at all times.  If the door is left 

open it will block the air intake vents that are outside the sacristy which will impact the temperature 

in the worship space. 

 

Before Mass 

 Plan to arrive at the church about 45 minutes before Mass begins to set up.   

 There is a table in the narthex just outside the sacristy door.  The following items should be placed 

on this table: 

o Sign-in board and wet-erase pen.  Do not use a dry-erase pen.  It will permanently mark the 

surface of the board. 

o The liturgy binder that contains that schedule of ministers 

o The Gospel book after it has been set for the correct reading 

o The Commentator’s binder 

o I’ve also found that this is a good place for the hospitality ministers’ name tags and for the 

clip-board for recording the count of people at Mass. 

o In general, the captain for the 4:30pm and 8:30am Masses should leave these items out so 

that they are in place for the next Mass. 

 Take the following items to the credence table (behind the half wall in front of the tabernacle): 

o The large wood tray 

o Four wine cups plus the Chalice 

o Two of the small ciboria 

o Four purificators 
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o A cruet with water 

o The hand washing bowl and a terry cloth (lavabo) towel 

o The hand sanitizer should remain on the credence table at all times but if it has been moved 

bring it from the sacristy as well. 

 The following items should be placed on the altar: 

o The corporal 

o The book holder for the Gospel book.  Place the holder toward the back of the altar (the side 

where Father stands).  This will make it easier to place the book in the holder and for Father 

or the Deacon to remove the book.  Note:  There are two book holders.  One is placed on the 

altar and the other remains on the half-wall next to the ambo.  The book is placed in this 

second holder after the Gospel is read. 

 The lectionary should be placed on the ambo after it has been set for the correct readings. 

 The Roman Missal should be placed on the front pew where the servers sit. 

 The dark-brown basket for the children’s gifts should be placed on the platform in front of the altar. 

 Unlock the tabernacle and estimate the number of hosts in the ciborium.  Relock the tabernacle and 

leave the key in the door during mass.  Remember to show proper reverence by genuflecting or 

bowing whenever you walk by the tabernacle since it contains the Holy Body of our Lord. 

 Count hosts and place them in the large bowl.  Place a large host on top.  When counting hosts, take 

into account the number of hosts in the tabernacle so that you don’t put out too many hosts. 

 The small measuring cup in the south cabinet in the sacristy has been marked with the amount of 

wine for one cup.  Four of these should be the appropriate amount of wine to put in the pitcher for a 

typical Mass.  Use your best judgement on this.  You may need a little less wine on Saturday and may 

need more on a really crowded Sunday morning. 

 Place the hosts and the wine on the small gift table in the back of the worship space.   

 The collection baskets should be placed on the shelf under the gift table and the large basket should 

be placed on the floor in front of the table.   

 Once set-up is complete, lock all four cabinets and leave the door between the sacristy and narthex 

unlocked.   

 

During Mass 

 When the Eucharistic Ministers are signing in, you can ask them to help with these tasks so that you 

don’t have to do everything. 

 When the gifts are being presented, bring the tray with the wine cups and purificators to the altar.  

The servers should have already brought the Chalice and water cruet to the altar.  Do not place the 

small ciboria on the altar at this time. 

 Father will pour water into the wine and will then pour wine into the chalice.  He will hand you the 

pitcher. 

 Pour the wine as equally as possible into the four cups, place the cups on the altar, and return the 

tray and pitcher to the credence table.  If the deacon is celebrating with Father, he may pour the 

wine into the cups but you will need to stay at the altar and return the tray and pitcher to the 

credence table. 
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 At the Lamb of God, the Eucharistic Ministers will come forward and the following tasks need to be 

completed: 

o Go to the tabernacle (remember to genuflect or bow), remove the ciborium from the 

tabernacle, take the lid off the ciborium and leave it in or by the tabernacle, and bring the 

reserved hosts to the altar. 

o Bring the two small ciboria from the credence table to the altar. 

o Return the water cruet to the altar. 

 The Eucharistic Ministers will line up in a straight row behind the altar.  The line should start next to 

the half wall by the ramp so that there is room for all ministers and the altar servers.  Father will 
distribute the Holy Body to the ministers and to the altar servers.  As he begins to distribute the 
Precious Blood, the cup ministers should take one step forward.  Father will distribute to them and 
they will distribute to the bowl ministers and to the altar servers.  Father will then give the bowls to 
the appropriate ministers. 

 The space for distributing Holy Communion looks large, but it is very important that each minister 

stand in the appropriate spot so that “traffic” flows smoothly. 

o Father and one bowl minister will stand on the carpet on either side of center against the 

lower step. 

o Two cup ministers will stand on the far north and south ends of the carpet close to the steps. 

o The other two bowl ministers will stand at the inside end of the first short pew with their 

backs to the pew so that all parishioners funnel to the inside of them.  The ministers should 

be backed up as close as possible to the end of the pew. They should not stand in the 

middle of the walk way so that people try to walk on both sides of them. 

o The remaining two wine ministers stand by the columns near the north and south walls so 

that everyone passes in front of them. 

o If there are people sitting in the three pews on the north side of the worship space, the bowl 

and cup ministers that stand by the 1st pew and by the column on the north side will 

distribute to these people first.  The bowl minister will stand near the half-wall facing to the 

north and the cup minister will stand a few steps to the left of the bowl minister also facing 

north.  The people in the pews will move out of the pews to the east (to their left), receive 

Communion, and then circle back to their seats.  When you have completed distributing 

Communion here, move to your normal positions to help distribute to the main body of the 

worship space. 

o Once everyone has received Communion except the choir, all ministers except the bowl and 

cup ministers that stand by the 1st pew and by the column on the south side of the worship 

space should return to the altar.  These two ministers will distribute Communion to the choir 

or cantor and accompanist.  The bowl minister should move to stand in front of the piano on 

or near the carpet and the cup minister should remain standing near the column.  It is 

particularly important to stay back by the column when the full choir is singing so that the 

line doesn’t backup.  After distributing Communion return the bowl and cup to the altar to 

Father’s left. 

 The cups and ciboria should be returned to the altar on Father’s left side.  He will place any 

remaining hosts in the large ciborium. Return the ciborium to the tabernacle and replace the lid 
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before putting it in the tabernacle.  Close the tabernacle door, lock it, and bow or genuflect.  Place 

the key on the tray on the credence table so you don’t forget to take it back to the sacristy. 

 After they have been cleaned, take the bowls to the credence table. 

 Dry the Chalice and cups as Father purifies them and return them to the credence table. 

 Also bring the purificators, water cruet, and corporal to the credence table. 

 

After Mass 

 Return all vessels, linens and the tabernacle key to the sacristy. 

 Follow the posted instructions for cleaning the Communion vessels.  Only the use the Ivory soap for 

washing.  Since Father has purified the cups at the altar, it is not necessary to rinse them and dump 

the water in the sacrarium.   

 Do NOT use the terry cloth towels in the top drawer for cleaning the vessels.  Use the dish towels 

and dish cloths in the second drawer.   

 Place the Communion vessels including the wine pitcher, the bowl and cruet in the south, upper 

cabinet.   

 Hang any wet towels or linens on racks or over the sides of the dirty linen tub.  Do NOT throw wet 

items in the tub as they will get musty if they aren’t allowed to dry. 

 Hang the tabernacle key in the south, upper cabinet. 

 At the 4:30pm and 8:30am Masses, the Gospel book should be placed on the table in the narthex.  

The lectionary should be placed back on top of the ambo and it should be reset to the first reading. 

(The second reader will have placed in on the shelf under the ambo.)  The Roman Missal can remain 

in the pew where the servers sit.  The corporal should be placed on the altar and the holder for the 

Gospel book should be returned to the altar.  The baskets should be placed at the gift table.  Wipe 

off the sign-in board with a damp cloth and leave it on the table in the Narthex. 

 At the 10:30am Mass, all three books should be returned to the sacristy and put in the appropriate 

cabinet, the collection baskets should be returned to the sacristy and placed in the wardrobe where 

they are stored, and the items from the table in the narthex should be put away. 

 Make sure all of the cabinets in the sacristy are locked before you leave.  However, do not lock the 

cabinets until SCRIP sales are complete.  Those selling SCRIP can lock the SCRIP cabinet, but they 

need to be able to put the cabinet key away. 

 The door between the narthex and the sacristy should be locked. 
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Directions for locking and unlocking exterior doors 

 

There are 4 pairs of exterior doors – two on the north side and two on the south side of the church. For 

these directions they will be referred to as northeast, northwest, southeast and southwest. 

 

The AA4 key that you have been given only works on the northeast door. 

 

The northeast and southeast doors now automatically lock and unlock at scheduled times each day.  On 

Saturday and Sunday, they open at 8:00am.  (Sunday will change to 7:30am in October when the Mass 

times change.)  Therefore, you will RARELY, if ever, need to use your key.  You should only need it in the 

event that the automatic process is not working.  If you do need to unlock the northeast door, you 

must lock it when you leave.  The automatic process will not lock it. 

 

You should RARELY need to dog the doors.  The northeast and southeast doors that can be opened from 

the outside can no longer be dogged since they are on the automated system.  (The opening has been 

plugged).  Do not dog the second door in the pair.  It does not open from the outside so there is no 

benefit to be gained from dogging it.  The ONLY time you would need to dog the northwest and 

southwest doors is in the event that Father Larry is on vacation and not available to unlock them.  If you 

do need to dog the west doors, only dog the door that can opened from the outside.  There is no need 

to dog the other door.  If the west doors are dogged it is critical that you undog them before you leave 

the church.  If you do not undog the doors, they will remain open until they are undogged. 

 


