
COORDINATORS 
 
What is the significance of this ministry to and in our Parish? 
 
If any public event or celebration is to have meaning, careful ‘behind-the-seines’ preparation is 
necessary.  Our Parish liturgy is no exception.  It is a very important and public event, the heart 
of our Parish life.  Our liturgy proclaims who we are and provides the foundation for our 
growing and working together as a family of faith. 
 
When we gather to celebrate the Lord’s Supper, we give praise and thanksgiving to God and are 
nourished at the table of the Lord.  The ministry of the Mass Coordinator is essential to good 
liturgical celebrations.  This ministry is a work of integration and coordination. 
 
The primary work of this ministry is to serve the presider (Priest) and the Assembly (those who 
gather to celebrate) by enhancing the readiness of our parish community to celebrate the liturgy.  
This minister serves ‘behind-the-scenes’ on Saturday evenings and Sunday mornings before 
each Mass to ensure that all the appropriate ministers are present, know their roles, and are 
ready to serve.  In a sense, this ‘behind-the-scenes’ minister assures that all the faithful enjoy a 
reverent and joyful celebration. 
 
Perhaps most importantly, Mass Coordinators serve as the ‘go-to’ individuals for any questions 
or concerns on the part of the other liturgical ministers, which allows the celebrant to prayerfully 
prepare for Mass. 
 
  
 
Please refer to the following guidelines to aid you in your ministry. 
 
1. PRAY for God’s guidance. 
 
2. FIND A REPLACEMENT.  If you are unable for your ministry at Mass, it is your 

responsibility to find a replacement.  Use the list (or spare list) designated for Coordinators 
to find a replacement.  Please advise the office of your replacement by Friday at noon. 

 
3. Arrive at the Church a ½ hour before Mass. 
 
4. Before Mass, arrange to get the office key from Father and get the Coordinator folder. 
 
5. Check with the Choir Director for the opening hymn. 

 
6. Fill in the blanks on the sheets provided for you in the clipboard folder in the drawer in the 

hallway by the new Children’s Liturgy room. 
 

7. Before Mass starts, review the announcements (found in the folder) with Father. 
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8. Light the Altar candles 10 minutes before Mass starts. 
 

9. Ensure all persons doing ministries are present.  If someone has not shown up by 10 minutes 
to the hour, find a replacement (this is not Father’s responsibility). 

 
10. Stay in the meeting room for the prayer and then proceed to the Worship area. 

 
11. Bow (a simple bow) to the Altar before going up the stairs to the Podium.  Use the 

announcement sheet to welcome everyone, read the preface/theme for Mass, and announce 
the opening hymn.  Bow (a simple bow) before going to the first pew. 

 
12. If there is a Pyx for hospital/home communion, please place it on the edge of the Tabernacle 

stand. 
 

13. The ‘Prayers of the Faithful’ (intersessions) are read from the Ambo. 
 

14. When the offertory gifts come forward, please advance to the front and receive the collection 
basket from Father and then take it to the small table in front of the Podium and set it on the 
table. 

 
15. For the Recessional, Father will come down the steps and you will join him at the foot of the 

Sanctuary, standing to the right of the Cross Bearer.  Follow the Lectors in the Procession. 
 

16. When your duties have been completed, place the folder back into the drawer of the counter, 
making sure the intercessions are in the folder for the next Coordinator. 

 
17. Sometimes the collection counters will ask for the office keys because they will be counting 

the money at a later time.  Arrange to give it to them after Mass. 
 

18. Any last-minute announcements must be approved by Father. 
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