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Volunteer Ministry Position Description  
Position Title: Extraordinary Ministers of Holy Communion- within the Mass 
 
REPORTS TO: 
Serving Pastor or Ministry Coordinator 

 
OVERVIEW 
Extraordinary Ministers of Communion serve the Eucharistic life of the community by assisting the 
Ordinary Ministers of the Eucharist (clergy) during the Rite of Communion. They are acknowledged by 
the Bishop at the request of the Pastor to assist the celebrant and other Ordinary Ministers during 
liturgy in sharing the Eucharistic body and blood of Christ. They are commissioned by the Pastor or his 
delegate.  The commissioning should take place in the presence of the community during Mass. 
 
PERSONAL TRAITS AND QUALITIES 

 Is committed to prayer, Gospel values and growth in personal holiness. 
 Desires to serve the community and to commit time and talents to this ministry. 
 Exercises the ministry in a manner which fosters to the prayer and participation of the 

assembly, and ensures the smooth celebration of the Rite of Communion. 
 Is at ease with one-to-one social encounters. 
 Understands the sacredness of the Eucharistic encounter, giving this moment the time and 

presence it deserves. 
 Is willing to develop skills of gracious movement and a consciousness of body language. 
 Is enthusiastic and has good relational skills. 
 Dresses appropriately with cleanliness and modesty. 

 
REQUIREMENTS/ORIENTATION AND COMMISIONING 

 Fully initiated member of the One Holy Catholic Apostolic Church  
 18 years of age and registered at the parish office 
 Recognized within the parish community as a person of good reputation and love for the holy 

Eucharist. 
 Must be able to attend the standard parish orientation program-provided by or delegated to 

another from the pastor-who teaches the mystery of the Eucharist, theology of liturgy and 
the specific duties of this ministry. 

 Participates fully as a member of the liturgical assembly. 
 Attend additional training sessions if required. 
 Upon completion of volunteer management requirements are commissioned by the pastor or 

his delegate in the presence of the community during Holy Mass. 
 
BENEFITS 

 By serving directly within the Mass, Extraordinary Ministers of Holy Communion will impact 
the liturgical experience for the parishioners and gain personal spiritual growth and 
understanding of Catholic rites and traditions. 
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EXPECTED LENGTH OF COMMITMENT 

 Currently ministers serve one to two times per month throughout the calendar year or as 
needed.  Once volunteer management application is completed and the ministry leader is 
informed, we ask that the applicant serve for one term consisting of two years. (Renewable) 

 
SUPPORT, SUPERVISION AND EVALUATION 

 The Extraordinary Minister of Communion Coordinator is the first level of support.  
  Evaluation and supervision is assumed by the pastor or acting delegate. 
 The pastor has the authoritative right to revoke or suspend Extraordinary Ministers of Holy 

Communion duties due to grave circumstances under the guidance of the Instructions of the 
General Roman Missal. 

 Volunteers may renew their application after completion of one term if applicable. 
 
ACTIVITES, RESPONSIBILITIES AND PROTOCOL 

1. Extraordinary Ministers of Holy Communion are faithful to the ministry schedule and arrive 15 

minutes prior to Mass to report their arrival to the sacristan and place on their ministry badge.  

2. Gather in sacristy before Mass for prayer with the deacon or priest. 

3. Is responsible for finding a replacement in the event of unavailability.  

4. Is seated in the pews on the appropriate side of the altar they will be serving on.  (Passing in 

front of the altar is not permissible during the celebration of the Mass) 

5. Enters the appropriated side of the Sanctuary as the pastor consumes from the chalice.  

E.M.HC. should not approach the altar before the priest has received Communion.  

6. NOTE: There are two kinds of bows: (1) a bow of the head of slight bow, and (2) a bow of the 

body of profound bow (reference G.IR.M # 275 References: 2011) yet if there is a tabernacle in 

the sanctuary, the priest , deacon and other ministers genuflect when they approach the altar 

or leave the sanctuary, but not during the celebration of Mass itself.   

7. Hand sanitizer pumps are located by the candle votive (west side) and music ministry (east side) 

where E.M.H.C.  shall cleanse their hands before the distribution of Holy Communion.   

8. Stay in a posture of prayer before entering the sanctuary. 

9. During the Rite of Communion, will aid the Ordinary Ministers of Communion share the 

Eucharist.  

10. The priest or minister raises the Sacred Body of Christ slightly and shows it to each person, 

saying: “The Body of Christ.”  The communicant replies: “Amen.” And receives the Sacrament 

either on the tongue or in the hand. If the communicant does not respond, “Amen”, to the 

dialogue, “The Body of Christ”,  then the Extraordinary Minister of Holy Communion will 

respond “Amen”, for them. (reference G.IR.M # 161 References: 2011)  

11. The same procedure is followed by those ministering the Chalice, as they say: “The Blood of 

Christ.” (reference G.IR.M # 284-287 References: 2011) 

12. After Communion, as circumstances allow, the priest and faithful spend some time praying 

silently.  
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13. After their Communion they accept from the hands of the priest celebrant the vessel containing 

either species of the Most Holy Eucharist for distribution to the faithful. Receives the Ciboria or 

Chalice from the Ordinary Minister of Communion only. (reference G.IR.M # 86,#162 References: 

2011)  

o The intention of this legislation is that extraordinary ministers of communion do not 

stand at the altar for the Eucharistic prayer and that they are not confused with 

concelebrants.  Since their ministry is to assist the priest and deacon with the distribution 

of communion, there is no reason for them to stand at the altar during the celebration.  

They do come to the altar to receive communion before distributing it to the people, 

following  the principle that one cannot give what one has not received.  This directive 

does not prohibit the communion ministers from taking their places in the sanctuary for 

the celebration, or moving into the sanctuary during the “Sign of Peace”, in this way they 

are ready to move to the altar to receive communion themselves so as not to delay 

unduly the communion of the faithful. (Altar servers who wish to receive communion 

exit sanctuary and join in the communion line.) 

14. Wait on the sanctuary until the priest and a delegated Extraordinary Minister of Holy 

Communion gives communion to the physically enabled. Once the priest moves to his allocated 

spot to administer Holy Communion to the general assembly, proceed to the delegated spot to 

administer communion. 

15. Attempts to make eye contact by holding the host or cup at a level that allows the Minister to 

look just above or around it saying, “The Body (Blood) of Christ.”  Refrain from using personal 

names.   Only after the recipient responds, “Amen”, do they place the Host in their hands or on 

their tongue; or release the Chalice.  Place one hand under the Chalice.  Wipe the inside and 

outside of the rim of the Chalice with pacificator as trained.  Turn Chalice after each 

communion.  The purificator may be slid or flipped to use a cleaner portion. 

16. Protocol for those wishing to receive a blessing or children not yet receiving: EOMHC may hold 

the backside of their hand over parishioners head uttering either appropriate prayer, “May God 

bless you” or “Receive the Lord in your heart.” Do not place the palm of your hand or make the 

sign of the cross on receivers forehead.  

17. The E.M.H.C. are no longer permitted to assist the priest in breaking the bread (reference 

G.IR.M # 83 References: 2011), or to purify or cleanse the sacred vessels – this is reserved to a 

formally instituted acolyte, a deacon or the priest. (reference G.IR.M # 279 References: 2011) 

18. The faithful communicate either standing or kneeling, as determined by the Conference of 

Bishops. 

19. When they communicate standing, however, it is recommended that they make an appropriate 

sign of reverence, as determined in the same norms, before receiving the Sacrament. 

(reference G.IR.M # 160 References: 2011) 

 

 

 

 

Normative as of: 2017    Page 3 of 5 

 

 



 

 

20. If the Host or any particle of it should fall during anytime of ministering, it is to be picked up 

reverently and consumed, then a pacificator is placed over the area that it fell to and be 

cleaned appropriately after the Mass.  If any of the Precious Blood spills, a purificator is placed 

over the area and should be sponged up with water appropriately after the Mass.  Used 

purificators are to be pre-soaked in preparation for laundering  in the sacristy after the Mass.  

Sacred Heart does not have a sacrarium  (reference G.IR.M # 280 References: 2011) and 

therefore has created a  pre-cleaning method for the sacred linens and post-washing care for 

the sacred vessels. 

21. When finished,  E.M.H.C. remain at their stations unless others require assistance at their 

communion line.  

22.  A Host should never be broken.  Receive more Hosts from the priest or deacon. 

23. E.M.H.C  wait at their stations until the priest and deacon have returned to the altar. Follow 

with reverence when returning the Precious Blood and the Body of Christ.  Do not place the 

chalice or ciborum on the altar table.  E.M.H.C wait patiently until the priest or deacon are 

ready to receive the sacred vessels from their hands.  If there remains the, Precious Blood, the 

priest or deacon will invite them to consume the contents by invitation. In the event that there 

is too much for one person to consume, advise the priest or deacon. 

24. Wait until all E.M.H.C have returned to the sanctuary and in unison return to their pews 

without turning and bowing but with dignity and decorum.  This is not a time for haste. 

25. E.M.H.C  may need to respond to special circumstances that may arise during the Liturgy.  

26. Performs special tasks with dignity and otherwise participates fully as an exemplary member of 

the assembly modeling good liturgical participation.  

27. When needed, participates in rehearsals of liturgical procedures in the parish community and 

follows liturgical norms for this ministry as guided by the G.I.R.M. and the decision of the 

pastor. 

28. Volunteers may serve in one ministry during Mass. Only if circumstances arise that there are 

inefficient numbers of lay minister to serve within the Mass are the volunteers permitted to 

serve in more than two ministries. ex: a Lector cannot serve as an Extraordinary Minister of 

Holy Communion; an adult server cannot serve as a Lector…ext. 

29. E.M.H.Cs participate in the Mass from beginning until the Final Blessing.  (unless taking 

ministry to the homebound and shut-in parishioners) see Extraordinary Ministers of Holy 

Communion- Homebound 

30. One E.M.H.C will aid in cleaning the sacred vessels after the liturgy, as previously trained. 
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Notations 
The alb is the vestment common to all ministers, ordained and lay.  Acolytes, lectors and other lay 
ministers may wear the alb or other vestment that is approved by the Conference of Bishops 
(reference G.IR.M # 339 References: 2011) 
 
The notations listed above may not completely reflect the ministry performed at this parish.  Please 
refer to the “Other Specifics” box for duties that are specific to this ministry. 
 
 
 

OTHER SPECIFICS 
 

 

 
 

 
 

 
361 – 15 Jul 2012 

 

 

 

SCREENING RECOMMENDATIONS REQUIRED 
This is a Low-Medium Risk Position. 
Forms 

 Volunteer Management Form  

 Covenant of Care Form  

Checks 

 Criminal Record Check 

Courses 

 Called to Protect 

 Training and Orientation  
 
Periodic evaluations and follow-ups may be given at the discretion of the pastor. 
 
 

 
 
 

 

 
 
Keep this copy for your records. 
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Signature of Director/Pastor/Volunteer Leader  Day / Month  / Year 

Signature of Volunteer Applicant  Day / Month  / Year 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________ 


