[image: ::JPEG - Colour:Safeguarding Service#909457.jpg]



VOLUNTEER MINISTRY POSITION DESCRIPTION

Sacristan

Responsible to: Parish Priest or his delegate
DBS Required: Yes (Church Ministry 3 -Children Workforce/Child Barred List)
Line Management of Volunteers: YES (Children)

PARISH OF: ________________________________________________________________________

Overview
A sacristan is an officer of a church who assists in the worship ceremonies and often with certain administrative tasks (e.g. issuing sacramental certificates). Sacristans learn their roles through training and continued guidance from the parish clergy. They can also receive training from senior sacristans and some churches require that they be certified Special Ministers of Holy Communion.

Main Responsibilities:

· He / she facilitates the smooth flow of the Mass. Some churches rotate sacristans who serve depending on availability and commitment. As sacristans, they must be familiar with the various sacred vessels of the church, the vestments, altar linens, cloths and books used during Masses
· Security - Sacristans ensure the safekeeping of the key of the tabernacle. They make sure the altar is correctly prepared. They may also be responsible for the opening and closing of the church. They may turn the lights on for confessions and turn off all the lights after the celebration of Mass.
· Mass Preparation - Sacristans set up the items needed for the celebration of Mass such as the sacred vessels, offertory plates and incense, as well as the bread and the wine for Holy Communion. They prepare books needed for the Mass and lay out the vestments, cruets, linens, oils, processional crosses, candles and torches as and when required. Sacristans ring the bells to announce Mass and they may also light the candles before the beginning of Mass.
· Mass Coordination - Sacristans check if the altar servers are ready and in place. They make sure the lectors and ministers are present. They help the priest and deacon as they prepare for Mass and they must be on hand to respond to an emergency during the service.
· Clean up - Sacristans clear the altar after Mass and ensure that the sacristy or the room where the sacred vessels are kept is in order.
· Maintenance - Sacristans work with the priest to ensure the vestments, church furnishings, vessels and decorative objects are in good condition and send them for repair if needed. They also ensure the steady supply of fresh Holy Communion breads and authorized wine, hand towels, incense and charcoal. They may also supervise the washing of the linens. They burn old linens and other objects that can no longer be used by the church. They check that sanctuary lamp has enough oil and that altar cloths are regularly changed.
· Supervising - The priest may give more responsibilities to the sacristan, which may include coordinating the people in charge of decorating the church or dealing with external agents such as funeral directors and photographers. Some sacristans also take responsibility for supervising altar servers (children) and the Code of Conduct for Altar Server Supervisor needs to be followed by the sacristan when working closely with altar servers.

Person Specification: 

· All Sacristans must be over 18 years of age.
· Be committed to Catholic/Christian principles pertaining to the life of a parish.
· Have a willingness to undertake training, including safeguarding children’s training, during the appointment period.
· Have the ability to relate well to children, young people and adults within and outside of the parish.
· Have satisfactory communication skills.
· Be committed to the physical, spiritual, emotional well-being of others, especially those with whom they will come into contact.
· Be willing, if required, to undertake one to one supervision by the Parish Priest for general development and growth. 

Protection of Children and Adults at Risk: 

· To familiarise themselves with National Safeguarding Policies. 
· To refer any concerns about a child to the Safeguarding Representative in the Parish.
· To renew DBS and training every 3 years in line with Diocesan safe recruitment policy.

Training Commitment

· [bookmark: _GoBack]The Diocese of Westminster has a commitment to promoting the culture of safeguarding in all that we do and everyone undertaking a role on behalf of the Diocese must complete safeguarding training every 3 years. To access the online training please visit: https://rcdow.org.uk/safeguarding/traning-dates/ 
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