MINISTER OF HOSPITALITY TRAINING DOCUMENT (9.14.2022)

Ministers of Hospitality are the first and last faces a parishioner or visitor sees.  The impression you make is pivotal and often sets the tone for their celebration of Mass. Not only do you “officially” welcome someone into our parish home, you help them find a comfortable spot, offer them an opportunity to financially support our home, help them when there’s an emergency and as they leave thank them for being with us today.  And you thought you were just handing out worship aides and bulletins.  No Doubt YOU are an ESSENTIAL minister in the celebration of Mass.
BEFORE MASS…
· be at your station 20 minutes before Mass
· “Sign in” on the clipboard
· at BSP at the multipurpose room in Narthex
· at RNP “sign in” on the clipboard in the sacristy 
· talk to the other Ministers of Hospitality to decide who [2 non-related Ministers of Hospitality] will be handling the monetary collection
· take a “lanyard” [you are more visible, so people know who to go to for information/help]
· at BSP in the Ministry of Hospitality Room
· at RNP in the Sacristy
· take a “panic button” [one per entrance] and put it around your neck --The “panic button” is used to summon the police when someone is threatening to or trying to harm our parishioners
· at BSP take a “panic” button – needs to be ordered
· at RNP take a “panic” button – needs to be found
· at BSP - open the center wooden doors 5 minutes before Mass begins
· Close all doors when Mass begins
· at RNP there are adjustable speakers in the “Gathering Space/Crying Room” that may need to be adjusted, the controls can be found on the wall to the right of the wooden doors on the east side
· warmly WELCOME everyone, give them a Worship Aid and answer any questions/concerns. Being a Minister of Hospitality can be tricky when a personal friend wants to engage you in a conversation.  Please arrange a time to catch up with them later so that you can focus on welcoming all who enter
· remain at your station till the Gospel begins so that you can help the late comers find a seat
· sit close to the entrances so that you can assist those in need [questions, emergencies]
OFFERTORY…
· at BSP three baskets are in the Ministry of Hospitality Room and one is near the votive stands on the Losey Boulevard side
· as soon as parishioners sit down after the Prayers of the Faithful two Ministers of Hospitality walk down the center aisle and one Minister of Hospitality on each side aisle 
· all four Ministers of Hospitality bow together at the first front pew
· each Minister holds the long handled basket and offers it to the parishioners in each pew – from the front of the church to the back of the church 
· the Minister of Hospitality on the Losey side of the church will be in the Chapel area first and then the east side of the church 
· in the back of church there is a green bag in the Ministry of Hospitality room. The bag is marked with the times of Masses. The entire collection is placed in the green bag marked with the proper Mass time bag.  
· two non-related people take the green bag to the sacristy and place it in safe
· at RNP – To be added when we resume passing baskets

· after Offertory Prayers take the baskets to the front, all bow as a group and then distribute baskets—when doing the main aisle baskets pause for a few seconds to make sure the pattern [at least 3 rows] has been established
· in the back of the Church gather the baskets at the end of the pews and empty them into the large oblong basket with the green liner
· Gift Bearers

· at BSP—one of the Ministers of Hospitality will ask two parishioners or a family to be gift bearers for the Mass when they arrive

· there is a table placed in the middle of the center aisle. After the collection the presider will walk down the three steps and wait for the gift bearers.  The Gift Bearers will take 2 cruets and the hosts to the Presider.  The Presider receives the gifts and then blesses the Gift Bearers.  The Gift Bearers bless themselves, bow and return to their seats. 

· at RNP--Gift Bearers are assigned ahead of time and sign in on the sheet in the sacristy. If there is no one that signs in, the Minister of Hospitality will ask two parishioners or a family to be Gift Bearers.
· There is a table placed in the middle of the center aisle at the back of Church with bread and wine.  When the presider stands in front of the altar the Gift Bearers will take the wine and the hosts to the Presider.  All bow together at the altar and hand the Presider the bread and wine.  Gift bearers all bow together and return to their seats.  
DISMISSAL…
· During announcements Ministers of Hospitality return to your position at the entrances and open the doors at the closing time so that the congregation can disperse easily and safely.
· As you collect the worship aids and hand out Bulletins leave people with a good feeling! Tell them you were glad to see them and THANK them for being with us today.
· After all are on their way walk through the church picking up stray worship aids/bulletins and set up worship aids for the next Mass
· Worship Aids
· at BSP – collect them and give them to the person who is taking them to Roncalli Newman 
· at RNP after the 11:15 Mass we put them in working order so that they are ready for the 8:30 PM Mass when school is in session. When school is not in session please recycle them in the large blue bin outside of Mary Ellen's Office.  
· Before leaving the church please return the “panic button” and your “Hospitality Minister lanyard” to the place you collected them so that the items are ready for the next Mass
Emergencies.  Hospitality Ministry members are key to the safety of our parishioners.  If there is a weather emergency, the M of H will alert the presider so that he can direct everyone to the a safe area.
· 911 is for medical emergencies. 
· at BSP -- AED Defibrillator at the Handicapped door on Losey side and First Aid kit located are in the hallway by the kitchen
· at RNP -- AED Defibrillator and First Aid kit located on the wall near the copy room opposite the parish office.  If there is a weather emergency alert the presider so that he can direct everyone to the a safe area. 
· Wheelchair 
· BSP wheelchair is at the Handicapped door on Losey
· RNP wheelchair is on the east side of the Main Street entrance
· If someone vomits 
· at BSP there are materials in the Ministry Hospitality in Room 
· at RNP there are materials in the storage room across from the sacristy
· Mary Ellen Haupert is the contact person if you become ill close to Mass time and are unable to fulfill your ministry role for that Mass.  Mary Ellen’s contact information
· Email – mehaupert@viterbo.edu
· Text – 608-385-8516
