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These procedures explain how instructions given to Extraordinary Ministers of Holy Communion by the Diocese of Arlington are implemented within Holy Trinity Parish, where Extraordinary Ministers of Holy Communion are usually just called EMCs.  They are not intended to supersede, supplement or in any way interpret the instructions given by the Diocese.  If you have any comments or questions, please contact the ministry coordinator, Victoria Thompson, at (703) 743-1895 or vpthompson@msn.com .
These procedures apply primarily to the Mass ministry.  The Homebound/Nursing Home ministry is coordinated separately from the Mass ministry.  All EMCs are encouraged to participate in the Homebound/Nursing Home ministry on a regular or occasional basis.  Separate training is provided.  Contact the Homebound/Nursing Home ministry coordinator at Homebound@holytrinityparish.net.

1 Scheduling
· Respond as quickly as possible to requests for schedule input.

· Immediately and carefully review the draft schedule for errors.

· The final version of the schedule is distributed by email and also posted on the Holy Trinity web site at http://www.holytrinityparish.net/ministries_liturgical.html and in the Extraordinary Ministers community page of the Digital Parish Bulletin ( http://virginia.catholic.org/holytrinity ).
2 Substitutes
· You are responsible for finding a substitute if you cannot serve at an assigned Mass.  DON’T WAIT UNTIL THE LAST MINUTE!
· General Email requests for subs are effective.  As soon as a replacement is found, send a message to all to eliminate the need to make or respond to multiple offers (e.g., “Sue Smith has agreed to sub for me at the 10:30 am Mass on June 1.”).

· If you are the assigned choir EMC and you can't serve, please remember to let your substitute know that he or she is now also the choir EMC.  If your substitute can't get up the stairs, please ask another assigned EMC to be the choir EMC.

· Always be prepared to serve, even if not assigned, in case an assigned EMC is absent.
· Check the sign-in book upon arrival to get a sense of whether any assigned EMCs are absent.

· Know how many EMCs are assigned (the number is in parentheses by the Mass time in the sign-in book).

· Count the EMCs that go forward at "LAMB of GOD/Agnus Dei."  If one or more are missing by the end of the prayer, go forward! Be sure to wait until the entire “Lamb of God” is completed to make sure that all assigned EMCs have had a chance to take their places, but DO NOT WAIT FOR THE PRIEST TO ASK FOR MORE EMCs! (Example:  At 10:30, twelve EMCs are assigned.  If only ten are lined up at the sanctuary steps by the end of "Lamb of God," two more EMCs should immediately go up to join the others.)
· Don’t hesitate to go up if you believe that additional EMCs are needed.  If there are more EMCs than necessary, the priest will ask someone to sit down.

3 Mass
3.1 Dress.
Wear your EMC cross.  Dress in a manner that reflects reverence for the Blessed Sacrament and the dignity of the EMC’s role.  Please make sure that you do not have any cologne, scented hand lotion, etc. on your hands that might transfer to the Blessed Sacrament when distributing Communion.
3.2 Signing In.
The EMC schedule is posted in the ministry book in the narthex.  Initial the block next to your name under the Mass date and time when you arrive for an assigned Mass.  If you are substituting for another EMC, line through their name and write your name underneath.
3.3 Seating.
EMCs are encouraged to sit in the right transept sections of pews when assigned to serve at Mass.  Reserved seating will be arranged in that area as needed (e.g., Easter, Christmas).
3.4 Reverence.
Always come up to the altar with your hands folded reverently.  Reverence the tabernacle with a bow whenever you approach or cross in front of it.  Exception:  Do not bow or genuflect when you are actually carrying the Blessed Sacrament (i.e., when you are carrying a ciborium or pyx containing consecrated Hosts).
3.5 Approaching the altar.
· Approach the altar at the start of “LAMB OF GOD…”  (Reverence the altar if you cross in front of it.)  Stand at the foot of the steps to the right of the sanctuary, near the baptistery (Illustration position 1).  (The Choir EMC should stand closest to the column by the baptistery (X).  If you are NOT the Choir EMC, you can help by leaving room for the Choir EMC to stand by the column near the baptistery at the foot of the steps and next to the altar.)

· Go forward if you are assigned even if the deacon or second priest is present.  The priest will then decide whether all the EMCs are needed. Please do not be offended if the celebrant decides that you are not needed and asks you to return to your seat!

· When the celebrant drinks from the chalice, go up the steps.  Important:  Do not all go up the steps at one time.  The EMC closest to the congregation should go up the steps first, followed in a line by the rest of the EMCs.  The leading EMC should walk along the side of the altar rug and stop close to the tabernacle (the distance from the tabernacle depends on how many EMCs there are.  The other EMCs should follow the first EMC and take their places in a line even with the edge of the rug (Illustration position 2).  The Choir EMC should stand closest to the altar (X).
· Remain standing, bow as the celebrant approaches, and receive Communion.  The celebrant will then hand you a ciborium and (usually) direct you to a Communion station.
3.6 Communion stations.
Go to your Communion stations as soon as you receive direction from the priest.  If the celebrant does not direct you, proceed to one of the stations below in the order you leave the sanctuary, filling the most distant positions first.  Use the center aisle.  (The choir EMC should use the side aisle and take one of the positions in the rear after finishing distribution to the choir.)  Communion stations are numbered from  the rear of the church forward:

1. Choir loft

2. Rear of the church, facing the door to the narthex 
3. Rear of the church between the two pew sections, facing the altar
4. Middle of the church between the two front pew sections, facing the rear
5. Front of the church on the Blessed Mother side

6. Front of the church on the St. Joseph side

7. Next to the priest

The weekend Mass Communion stations (using the standard numbering), in the order in which they should be filled, are:
Saturday, 5:30 pm (9 EMCs)  (no choir)

2.
One EMC in the rear of the church, facing the door to the narthex
3. 
Two EMCs in the rear of the church between the two pew sections, facing the altar
4.
Two EMCs in the middle of the church between the two front pew sections, facing the rear
5. 
Two EMCs in the front of the church on the Blessed Mother side

6.
Two EMCs in the front of the church on the St. Joseph side

7.
One EMC next to the priest

Saturday, 7:30 pm (1 EMC)  (choir)
1. One EMC to the choir loft

Sunday, 7:00 am (3 EMCs)  (no choir)
5. 
One EMCs in the front of the church on the Blessed Mother side

6.
One EMCs in the front of the church on the St. Joseph side

7.
One EMC next to the priest

Sunday, 8:30 am (9 EMCs)  (choir)

1. 
One EMC to the choir loft (this EMC then goes to station #3)
3. 
Two EMCs in the rear of the church between the two pew sections, facing the altar (one is the choir EMC)
4.
Two EMCs in the middle of the church between the two front pew sections, facing the rear
5. 
Two EMCs in the front of the church on the Blessed Mother side

6.
Two EMCs in the front of the church on the St. Joseph side

7.
One EMC next to the priest

Sunday, 10:30 am (11 EMCs)  (choir)
1. One EMC to the choir loft  (this EMC then goes to station #2)
2. Two EMCs in the rear of the church, facing the doors (one is the choir EMC)
3. 
Two EMCs in the rear of the church between the two pew sections, facing the altar
4.
Two EMCs in the middle of the church between the two front pew sections, facing the rear
5. 
Two EMCs in the front of the church on the Blessed Mother side

6.
Two EMCs in the front of the church on the St. Joseph side

7.
One EMC next to the priest

Sunday, 5:00 pm (9 EMCs)  (choir will come down to receive)
3. 
Two EMCs in the rear of the church between the two pew sections, facing the altar
4.
Two EMCs in the middle of the church between the two front pew sections, facing the rear
5. 
Two EMCs in the front of the church on the Blessed Mother side

6.
Two EMCs in the front of the church on the St. Joseph side

7.
One EMC next to the priest

These stations may vary on holy days when even more EMCs are assigned or if additional celebrants are present.  Simply follow the celebrant’s direction or ask the ushers for assistance in finding a position.

3.7 Leaving the sanctuary.
· When there are 3 or fewer EMCs (i.e., daily Mass, 7:30 PM Saturday Mass, 7:00 am Sunday Mass), allow the priest to leave the sanctuary first.  At other Masses, leave the sanctuary and go to your Communion station as soon as you receive a ciborium.
· If you have not been directed to a specific Communion station by the celebrant, the first EMCs to leave the sanctuary should go to the farthest stations in the rear and middle of the church, filling the stations closest to the altar last.  (EMCs with physical limitations may of course take the nearer positions.)

· Cross behind the priest on the wide sanctuary step.   Never cross behind the altar!

· Carry the Blessed Sacrament with dignity, decorum and attention, paying special attention to the sanctuary steps.  Cover the top of the ciborium with one hand to ensure that the hosts do not fall out as you walk.
3.8 Distributing Communion to the Choir.
At Masses when there is a choir (usually 7:30 pm on Saturday, 8:30 and 10:30 am on Sunday), an EMC is designated to go up to the choir loft to distribute Holy Communion to the choir.  That EMC’s name is printed on the schedule in **red (with two asterisks).
· Stand closest to the column near the baptistery at “Lamb of God” so that you end up closest to the altar.

· If necessary, let the celebrant know that you are assigned to take Communion to the choir.

· After leaving the sanctuary, go immediately to the choir loft, going up the stairs to the left of the loft as you face it.  (This timing is very important, because the choir/musicians cannot stop singing/playing the Communion hymns to receive once they start.)  The choir will line up in the loft stairwell to receive Communion before singing.  If the choir is not waiting for you, step into the loft so that the choir sees that you have arrived, and then return to the stairwell.  After giving Communion to the choir, the go and assist at one of the other positions, typically in the rear.

· At the 5:00 pm Sunday Mass, it is not necessary for an EMC to go to the choir loft; the youth choir will come down from the choir loft to receive Communion with the rest of the congregation.
3.9 Elderly or disabled communicants.
Often there are elderly or disabled parishioners in the church to whom you must take Communion because they cannot come down the aisle.  The ushers should direct you to them, but take a moment to look around for communicants who may need your attention before returning to the sanctuary.

3.10 After distributing Communion.
· When you finish distributing Communion at your initial station, move to assist the celebrant or other EMCs, or return to the sanctuary and wait near the altar (Illustration position 3) until the celebrant finishes distributing Communion.

· EMCs who need to obtain the Blessed Sacrament for visits to the homebound or nursing home should approach the altar at this time.  After they have been given the Blessed Sacrament, they should go to the foot of the altar steps and wait with the other EMCs for the priest to repose the Blessed Sacrament in the tabernacle.
· When the celebrant comes back to the altar, place the ciborium in his hands.  (Do not place the ciborium on the altar.)
· Rinse your fingers in the ablution bowl on the credence table behind the altar on the baptistery side.  You may also use the hand sanitizer after rinsing your fingers.  Then line up at the bottom of the sanctuary steps in front of the baptistery (Illustration position 4).
· Wait until the celebrant locks the ciboria in the tabernacle.  Genuflect or bow when the celebrant does.  (NOTE:  If you are holding a pyx containing the Blessed Sacrament, you should not genuflect or bow.)  Once the tabernacle has been locked, you may return to your seat.
4 Frequently Asked Questions.
4.1 Why don’t we have Communion under both species?

At Holy Trinity, Communion is distributed only in the form of the Sacred Body for a variety of reasons, such as the limited number of EMCs, the logistics involved in washing vessels, health reasons.  We know, of course, that “since Christ is sacramentally present under each of the species, Communion under the species of bread alone makes it possible to receive all the fruit of Eucharistic grace.”

4.2 What if I drop a Host?

Immediately and calmly pick up the host and either consume it or hold it in your hand while you finish distributing Communion.  Have the server place his purificator (cloth) over the spot where the host fell.   Change your position to prevent communicants from stepping on the purificator.  Send the server to get a Knight or holy water purify the spot.  When you return to the altar, give the celebrant the dropped Host if you did not consume it.  

4.3 What do I do when a child or someone approaches with their arms crossed?

You may say, “May God bless you” or just smile and gesture for them to move along.  Do not extend a hand over the person, make a cross on their heads, or do anything that suggests that you are bestowing a blessing on them.  Only priests and deacons may bestow blessings.

4.4 May an EMC also serve as an usher or lector?

As of April 2010, parishioners may not participate in the EMC and Lector ministries at the same time.  Those who were serving as both EMCs and Lectors prior to April 2010 may continue to do so until their current EMC mandate expires, at which point they must resign from one ministry.  These individuals may participate only one of the ministries at each Mass.
4.5 What is the purpose of the ablution bowl?

The ablution bowl is intended to capture any fragments of the Blessed Sacrament (even ones not visible to the eye) that may adhere to your fingers while distributing Communion.  For this reason, it is very important that we rinse our fingers every time we give Communion.  The ablution bowl is not intended as means to sanitize your hands.  Hand sanitizer is usually available in a pump bottle next to the ablution bowl to deal with germs.  It is to be used AFTER the ablution bowl, NOT INSTEAD of it.  Its use is optional. 

4.6 What health precautions should EMCs take?

EMCs that are ill, recovering from an illness or think they may be coming down with something should not serve.  EMCs who have sores or bandages or their fingers, hands, arms or faces should not serve.  Please find a substitute if you can, but if you don’t have time or aren’t successful, it’s still better not to serve than to risk spreading infection (or cause parishioners concern that you might be spreading infection).

EMCs should wash their hands well with soap and water before and after Mass, and use hand sanitizer after Communion.  You may wish to avoid shaking hands during the Exchange of Peace if you will be distributing Communion.  (You can bow, wave or show some other sign of greeting instead.)  
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