GUIDELINES FOR ALTAR SERVERS (Sunday Masses)

BEFORE MASS

1) Please arrive by 15-20 minutes before Mass and check-in with the Server Coach
or Mass Captain.

2) Look sharp. Wear “dress” shoes.
Girls should have their hair pulled back into ponytail and barrette, etc.

3) Put on your alb (white robe) and a cincture (rope belt). Check the calendar for the
day’s color. Alb should be long enough to touch your shoes and cincture should be
tied snug around your waist, hanging on your right side.

4) Light the candles: altar, ambo and tabernacle
6) Review with each other who does what. ..

. who carries the cross, who carries the candles

. who holds book after the “Gloria™

. who assists Fr. with purifying after communion.,
. who holds book for “Prayer After Communion™ andz’or f'nal blessing...
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DURING MASS

1) Be reverent
2) Use good posture (sit/stand/kneel tall and erect)

3) When standing, keep hands folded at your chest. While sitting, keep hands on
lap or knees, with feet flat on the floor immediately beneath your knees.

4) Carry things carefully, with both hands

5) Set a good example for your peers. Be a leader. Sing when the assembly sings;
Speak when the assembly speaks; Listen when the assembly listens

6) Do not talk, fidget or fuss during the liturgy
7) Be alert for instructions from the priest
8) Remember it is normal to be nervous.

9) Know it is OK to make mistakes. Everyone does. All experienced servers have made
mistakes. What is important is that you prepare well, put forth your best, most sincere
effort and be reverent.

THANK YOU FOR YOUR SERVICE



SUNDAY MASS

1. Process in, normal walk, carrying candles or cross. Cross leads, followed by candles.
At foot of sanctuary, Cross moves to left, candles align themselves with altar candles. If there is a fourth
or fifth server, they should position themselves to the right of the right candle. A reader carrying the Book
of Gospels will pass between the candles, step up the sanctuary steps and place the Book of Gospels on the
altar. Cross and Candle bearers will bow when priest genuflects. Any other servers will genuflect

. When priest steps up to sanctuary, all turn to process towards the sacristy, (Cross bearer should wait a

moment for the candles and other servers to “catch-up” and position themselves again behind the cross
bearer.)

2. Place the cross and candles in sacristy, then come back into church, standing at front pew.

3. One server gets book at end of “The Gloria...” (step up to credence table when you hear the words “...Holy
Spirit...” ) Holding the book upright, standing with good posture and reverence, bring it to priest so that you
arrive just prior to him saying “Let us pray”, then present it. When opened by the priest, hold it evenly with
both hands (one hand supporting each half of book). He may adjust it a bit, hold it up, against chest, under
your chin, and stay back a bit so that he may open his hands out in front of himself. When priest closes the
book, return it to the credence table, then return to your pew. All servers should then be seated at the same
time. (Always strive to sit, stand, kneel and generally move together, as a team)

Then there are two scripture readings, Gospel and homily. Be attentive. Hold the missal/song books and read
and sing with the congregation. Following the homily we all pray the “Creed” followed by the “General
Intercessions”. Then the ushers take up the “collection...”

4. While the ushers take up the collection, prepare the altar by placing the chalice, book & stand and then
cups on altar. (Place chalice on right edge of middle corporal, book & stand immediately to the left of
the middle corporal, and the cups on the left corporal.) When placing cups, one server should carry the
tray of cups to the altar, another should remove the cups from the tray and place them on the altar two at
a time, arranged in a “column of pairs”, with the rims of all the cups touching. Place the purificators in a
stack to the right of the cups. Please remember: As a courtesy to all those who drink from the cups, when
handling them, please do not touch the rims of the cups, but rather, handle them by their stems or under
the “bell” of the cup.

5. Step back a couple steps (between credence table and presider's chair), wait a moment to...

6. Go with priest to get gifts at front steps of sanctuary... (He will get up from his chair, move to the altar to
open the book and move the paten, etc. Be ready to step down to the steps with him so that you do not have
to run to catch up.) When you do go down to the steps, all three servers pass by altar on the right, or chairs
side of altar. At the base of the sanctuary, one server stands to priest's left side, the other two to his right.

Priest will receive each of the gifts from the family, and hand them to the servers.

7. With the gifts, all return to altar by way of presider's chair side, meet priest there...Bread first... water and
wine side by side behind the bread as a team, with the wine on the right. Step up close to the priest. (So
that he does not have to reach out to you) “Bread server” hands bread to priest, then goes to credence table,
picks up and opens hand towel, also pick up the water bowl and hand it or the the towel to the other server
when he/she comes back for it...

Meanwhile... when bread steps away, water and wine servers step up together (side by side) to priest

Wine server hands priest the wine pitcher (handle out), then water (handles out)... Both the water and wine
server stay together, waiting to receive the empty wine pitcher back from the priest, then takes water cruet
and empty wine pitcher back to the credence table TOGETHER. Two servers take waterbowl and open
hand towel to the altar to wash priests hands. After washing hands, bow to the priest and return bowl and
towel to credence table, then all three servers return to pew together.



8. Sit, stand, kneel as necessary.

9. As the Eucharistic Prayer concludes, get ready for the “Our Father...” Immediately, at
the end of the “Great Amen” of the Eucharistic prayer, stand up together and. move reverently to the
Sanctuary. Line up, one step behind and on either sides of the priest. When the priest holds up
his hands for the “Our Father...” step forward and hold his hand, placing your hand in his by
turning your palm down, and place your hand over his up-turned palms.

When the payer is over, let down your hands, take one step back together and wait a
moment... Priest will invite everyone to greet one another with a sign of peace... great priest and each other
then turn together to bring the ciboria from the credence table to the altar.

10 Place the ciboria on the right corporal.

11.Then prepare to receive communion... line up between tabernacle and presider's chair, being the divider
between the cup and host bearers. Receive communion, then wait for the EM's to clear away from the

altar, then...

12. Remove the book and stand from the altar, placing them on the bottom shelf of the credence table.

13. Return to your pews, hold song books and sing with the congregation. During distribution of communion,
do NOT go back to Sacristy... Stay at the double doors or steps at credence table so as to make room for
distribution of cups, etc.

14. After communion, priest will gather from the EM's the remaining hosts into one ciborium
and take them to the tabernacle. While he is at the tabernacle, two servers go to credence table.
One server picks up the water cruet, the other picks up the fresh purificator. Stand together by the credence
table, when priest returns to the altar, hand the water and purificator to him. Step back a couple steps, he
will purify the cups, chalice and ciboria. By now, the third server should step up to join the first two servers...
As the priest purifies the ciboria, cups and chalice, he will, in a deliberate manner, set them aside (to
his right) so that each server may take a turn removing one or two purified vessels from the
altar and place them on the credence table. While doing this, try to pay attention so you know
what is purified, and what isn't. When he is done purifying, please be sure everything is removed from
altar, such as water cruets, purificators, etc.
Note: Because there is so much going on at this point, particular care should be taken here to do all of this in
an orderly and reverent manner, otherwise, it can easily become or appear chaotic.

15. Two servers return to their pew. One server stays at the credence table...

16. Immediately get book, with good posture, stand by table, hold book upright when the priest
stands, step up to the priest and hold the book for him so that he may read the “Prayer After Communion”.
When he is closes the book, return it immediately to the credence table (even if he is still talking or praying)

I'7. After the “Final Blessing”, go to sacristy for the candles and cross, arrange yourselves for the procession out;
when priest kisses the altar, process to front of sanctuary steps, meet him there. Arrange yourselves
the same way as you did when you processed in, (cross to the left, candles aligned with altar candles.)
When the priest genuflects, cross and candle bearers do a slight bow, all other servers genuflect with the
priest then turn to process out., with the cross leading the way.

I8. Put out candles. And assist Mass Captains with general clean-up.

Note: This “Guide” is for specifically for “Regular, Sunday Masses during Ordinary Time.

Special seasons and Holy Days may have special instructions specific to that Mass.

Also, any changes to this format will be posted on the alb closet doors, please be mindful of these possible



changes and special instructions.
Exceptions:
1. for serving with a Deacon:

Server carrying the wine pitcher should stay with the Deacon as he pours the wine into the cups... Stand behind
him out-of-the-way of the priest and other servers who come up to help wash the priest's hands.

Also, the server who carried the water cruet should NOT stay with the wine pitcher and wait while the wine is
poured, but rather, go back to credence table and assist with washing priest's hands immediately. On the other

hand, if there are 4 servers, then then the water and wine CAN stay together behind the deacon while the other
two servers go up to wash the priests hands.

2. When there is no “Gloria” such as Advent and Lent:

Bring up the book (the first time) after the Prayer of General Absolution, which follows the Kyrie. Make every
effort to arrive on the words “Amen”. To do so, you should come up to get the book as the Kyrie ends, stand on
the top level of the Sanctuary, but near the credence table, and start walking toward the priest when you hear the
words “...AND bring us to everlasting life.” The whole prayer is: “God (Lord), have mercy on us, forgive us
our sins, and bring us to everlasting life. Amen.” Start moving on the word “and”... arrive on the word
“Amen”. Pace your steps as necessary.

3. Masses with incensation:
We incense 3 or 4 times (Generally, we only incense 4x on certain Christmas Masses.)
3x: 1. Incense altar immediately after opening procession

2. Incense the Gospel

3. Incense the gifts

4x: Also incense during the Consecration

See separate instructions for incensation details.



