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Altar Server Basic Guidelines  
  

□ Attend Altar Sever Training  
 
□ Serve at every mass that you are scheduled for or make arrangements 

to have someone cover the mass 
 
□  Arrive at least 20 minutes before the Mass starts to get dressed and 

make sure that the Altar is prepared 
 
□ Make sure the candles are lit, bread, wine, water, towels, bowl, prayer 

book, and any other sacramental items are in their proper place 
 
□ Maintain a prayerful posture at all times (if you are not doing something 

your hands should be in the prayer position or placed on your laps, 
fingers pointed inward) 

 
□ Be quiet and respectful when on the Altar; you are role models 
 
□ PAY ATTENTION *see note below 
 
□ Wear the proper clothing *see note below 

 
□  Be attentive and respond when the Priest asks for help 

 
□ Make sure that your alb and cincture are returned the way you found 

them after use 
  
Proper Clothing:  Servers should come to Church dressed well.  Please make sure 
that shoes are securely on your feet (no high heels or open back shoes or sandals, 
such as flip flops).  Please ensure shoes are not wet or dirty.  

Vestments:  Albs are located in the Altar Server Room.  Please choose one that is 
the appropriate length (to the top of your shoes).  Crosses are in the drawer.  

Pay Attention:  Altar servers should always be attentive and responsive to the Mass 
before them.  This means no distracting motions or noises.  Your cincture and cross is 
not a toy to be played with during mass.  Do not wave or make faces.  Yawns should be 
covered with your hand; coughs and sneezes should be covered with a facial tissue.  
Make a habit of bringing them with you in case they are needed.  People can see you; 
don’t believe we can’t.  Be appropriate.  
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Before Mass:  

□ We ask ALL Altar Serves to please arrive 20 minutes before Mass and be ready 

10 minutes before for prayer in the vestment room with Father and the ministers.  

□ Any server standing by can fill-in for any absent server at this time (10 minute 

mark).  The coordinator "locks-in" the roles; no further changes are made.  

Servers arriving after this time are "absent" even if they show up later.  Servers 

who are “absent” are unable to serve at the mass.  This allows you enough time to 

sign in, by marking off your name on the list in the hallway, vest, and perform the 

pre-mass duties of a server. 

□ The procession candles should be lit right before you get into place for the 

opening procession.  

□ Please be aware of the time and be prepared to line up before the Coordinator 

welcomes everyone to the Liturgy.  

□ Check with the Mass Coordinator, Sacristan or Priest to see if your assistance is 

needed for any final preparations.  

□ If it is Easter Time or there is a baptism scheduled, please light the Paschal 

Candle 5 minutes before Mass.  The candle is made of beeswax so it is important 

that we don't create drips or burn it unnecessarily. 

□ Prepare your own heart for the gift of being able to serve God in this way.  A good 

way to prepare is to say the Altar Server Prayer, found below. 
 
 
 

Altar Server Prayer (to be said before Mass):  

Oh Lord, My God, I humbly come to serve at your Altar by assisting your priest in offering the 
Holy Sacrifice of the Mass.  Please give me the grace to perform my duties with reverence, 
attention, and devotion for you are worthy of all my love.  I ask this through Jesus Christ our 
Lord. Amen.  After Mass:  Lord Jesus, thank you for the opportunity to serve You during the 
Holy Mass.  In your Sacred Presence, my heart is filled with joy and peace.  May your Spirit 
always guide me so I may grow in your love by the grace of the Heavenly Father.  Amen. 
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STRUCTURE OF THE MASS  

I. Introductory Rites 
 
a.  Entrance Procession 
b.  Greeting  
c.  Penitential Rite 
d.  Kyrie (Lord have mercy, Christ have mercy, Lord have mercy)  
e.  Gloria (Feast Days, Solemnities, all Sundays except during Lent and Advent)  
f.  Opening Prayer  
 

II. Liturgy of the Word 

a.  First Reading  
b.  Responsorial Psalm  
c.  Second Reading (except weekdays)  
d.  Alleluia or Gospel Acclamation  
e.  Gospel  
f.  Homily  
g.  Profession of Faith  
h.  General Intercessions  
 

III. Liturgy of the Eucharist  

a.  Preparation of the Altar/Presentation of the Gifts 
b.  Prayer over the Gifts  
c.  Eucharistic Prayer:  

1. Preface Dialogue 
2. Sanctus/Holy, Holy 
3. Memorial Acclamation  
4. Great Amen 

 
IV. Communion Rite  

a.  Our Father  
b.  Sign of Peace  
c. Lamb of God 
d.  Breaking of the Bread  
e.  Communion  
f.  Period of Silence  
g.  Prayer after Communion  
 

V.       Concluding Rite  

a.  Greeting  
b.  Blessing  
c.  Dismissal  
d.  Recessional and Closing Song 
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Procession 

1. Cross  
2. Candle Bearers  
3. Lectors  
4. Altar Servers  
5. Deacon (if present)  
6. Priest(s) 

 
Cross Bearer 
 

 Lead the procession by carrying the Processional Cross to the Altar.  
 As you approach the Altar, turn to the left and stop directly in front of the Ambo.  When 

you get to the front, stay on the lowest level and stand as close to the steps as possible. 
 Wait for Father to bow (as you are carrying the Cross, you do not Bow) and then lead 

the Candle Bearers up the steps into the Sanctuary. 
 
Candle Bearers 
 

 Follow the cross to the Altar. 
 One candle bearer goes to the far left (in front of the Ambo) and one goes to the far right 

(in front of Father’s chair). 
 Both Candle Bearers wait for Father to bow (as you are carrying the Candle, you do not 

Bow) and then follow the Cross Bearer up the stairs.  
 
Altar Servers 
 

 Walk together in front of Father.  
 Both Left and Right Servers will move to the right side of the Altar and stand together, 

leaving room for Father to be as close to the centre of the Altar as possible.  
 When Father bows, you bow, and then follow him up to the Sanctuary. 
 

When standing at the foot of the stairs, before ascending to the altar, the order 
should be: 

 Candle, Cross, Server, Reader, Father, Reader, Server, Candle 

 

DURING MASS: 

Please stand in an appropriate fashion with hands folded together.  

Opening Prayer: 
 

When Father says, “Let us pray”, the Right Server will get the Sacramentary from the 
stand on the table and stand directly in front of him, holding the book against your upper 
chest, so he can face the congregation.  When Father closes the book, walk and place it 
back on the stand (not the Altar). 
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Liturgy of the Word 
 
ALL SERVERS will sit in their place and be attentive to the Readings. 

First and Second Reading  

 
Gospel Reading 

When the music starts (or Father stands) the Candle Bearers will immediately go to get 
the candles from the holders.  All other servers will stand in their places. 

(the Candle Bearers will be in place before Father gets to the Ambo). 

Be sure to face the symbols (Pyx) on the candles towards the congregation. 

Offertory: 
 

When prayers of the faithful are finished, right and left servers prepare the altar. 
 
Server: Take Sacramentary and stand and place them on the Altar.  
 

Server:  Place the priest’s chalice on the 
altar.  Carry it with one hand on the stem 
and one hand holding the paten and pall on 
top.  Place the chalices from the credence 
table on the right side of the Altar.  Place the 
purificators from the table on the right-hand 
side of the Altar.  Return to your seat until 

Father stands, in order to receive the offertory gifts.  
 
Presentation of the Gifts/Preparation of the Altar: 
 

As the gifts are ready to be brought up, Father will rise and proceed to go down the 
steps.  All Servers will follow. (Stand one step higher than Father as he receives the 
Gifts.) 

The priest will receive the gifts and hand them to the servers.  After Father hands you 
an item, wait in your place.  Once Father has acknowledged/blessed the Gift Bearers, 
all Servers will turn and proceed up the steps.  

Take the Wine Decanter to the Credence table.  Place the Ciborium(s) on the right side 
of the Altar.  Father will remove the lids and place them on the corporal. 
 

The Left & Right Servers will proceed to the Credence Table.  The Right Server will 
get the Decanter/wine cruet and the Left Server will get the Water Cruet (present 
handle towards Father) and together proceed to the Altar.  Present the wine first to 
Father, then the water.  Do not make the priest wait.  You should be standing there 
waiting for him.  
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Next, the Right & Left Servers will get the Water Bowl and Towel and present them to 
Father.  Then, go back to your chairs. 

Consecration 
 

As Father raises the host/bread, the Right Server will ring the bells (1 time), when 
Father genuflects (1 time), and then again (just 1 time) when he raises the Chalice.   

Sign of Peace 
 

The servers should remain at their chairs until Father has stopped speaking to the 
congregation.  When he is done, he will turn to the servers to shake your hand.  All 
Servers come forward to meet Father and shake his hand.  Return to your seat, making 
room for the Eucharistic ministers. 
 

The Bread of Christ minister will give you the host.  If the Blood of Christ minister 
approaches you before you have received the host, place your left hand over-top of 
your right hand to indicate you have not received the host. 
 
After Father and the Communion Ministers have left from behind the Altar, the Left 
Server will remove the Sacramentary with holder/stand and place it on the table.  The 
Right Server will follow Father with the container of gluten-free hosts and stand on 
Father’s right side. 
 
As Father comes back to the Altar, the Right Server will place the gluten-free hosts on 
the right side of the Altar.  The Right and Left Servers will place the empty Ciborium’s 
on the credence table  and bring Father with the Water Cruet (present handle towards 
Father) to purify his Chalice and Ciborium.  Once the Altar is cleared, Father and the 
Servers will proceed to their chairs. 
 
At the close of Mass, Father will say, “Let us pray,” the Right Server will get the 
Sacramentary from the stand on the table.  Remember to stand directly in front of 
Father, so he is facing the congregation. 
 
When the prayer is completed place the Sacramentary back on the stand on the small 
table behind the Altar. 
 
Recession 
 
On Father’s cue the Cross-Bearer will go down the steps, followed by the Candle 
Bearers. 
 

 
All Servers will line up at the bottom of the steps as in the Procession. 
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After Father bows, the Cross Bearer will start the Recession and proceed through the 
doors to the Vestment Sacristy followed by:  Candles, Lectors, Left and Right Servers, 
Deacon (if present), and lastly Father.  

 

AFTER MASS: 

Return albs to the closet, where you found them.  

Altar Server Prayers: 

As an Altar Server, you have to say the prayers of the Mass, each time you assist with 
the Mass.  Although there is no need for you to speak loudly when saying the prayers, 
you should recite them clearly, in a conversational tone.  Some of the longer prayers 
that are said during the Mass are printed below.  Please take the time to learn them so 
that you will be fully prepared to assist at the Mass.  

The Greeting:  Priest:  In the name of the Father, and of the Son, and of the Holy Spirit.  
Servers:  Amen.  

The Penitential Rite:  After the Priest introduces the rite, one of three forms may be 
used, with the last form having a number of variations.  When form “A” is used, you will 
need to know the Confiteor (below).  In all forms, you need to respond:  “Lord, have 
mercy” and “Christ, have mercy” – whenever the Priest, Deacon, or Cantor says these 
words.  

The Confiteor (Priest, Servers, and people):  I confess to Almighty God, and to you my 
brothers and sisters, that I have greatly sinned,  in my thoughts and in my words in what 
I have done and what I have failed to do (Servers strike breast with closed right hand) 
through my fault, through my fault, through my most grievous fault; therefore, I ask 
blessed Mary, ever-Virgin, all the angels and saints, and you, my brothers and sisters, 
to pray for me to the Lord our God.  

The “Gloria” is sung or said on Sundays outside Advent and Lent and on Solemnities 
and Feasts.  The Servers should sing or say the “Gloria” in a firm voice matching their 
cadence to that of the Cantor or Priest.  

The Gloria:  Glory to God in the highest, and on earth peace to all people of good will.  
We praise you, we bless you, we adore you, we give thanks for your great glory, Lord 
God, heavenly King, O God, almighty Father.  Lord Jesus Christ, Only Begotten Son. 
Lord God, Lamb of God, Son of the Father, you take away the sins of the world, have 
mercy on us; you take away the sins of the world, receive our prayer; you are seated at 
the right hand of the Father, have mercy on us.  For you alone are the Holy One, you 
alone are the Lord, you alone are the Most High, Jesus Christ, with the Holy Spirit, in 
the glory of God the Father.  Amen.  

On Sundays and Solemnities the Creed (Profession of Faith) is recited or sung.  
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The Profession of Faith:  I believe in one God the Father almighty, maker of heaven 
and earth, of all things visible and invisible. I believe in one Lord Jesus Christ, the only 
begotten Son of God, born of the Father before all ages. God from God, Light from 
Light, true God from true God, begotten, not made, consubstantial with the Father; 
through Him all things were made.  For us men and for our salvation He came down 
from heaven; (all bow during the next two lines) by the Holy Spirit was incarnate of the 
Virgin Mary and became man.  He was born of the Virgin Mary, and became man.  For 
our sake he was crucified under Pontius Pilate; He suffered death and was buried, and 
rose again on the third day in accordance with the Scriptures.  He ascended into 
heaven and is seated at the right hand of the Father.  He will come again in glory to 
judge the living and the dead, and His kingdom will have no end.  I believe in the Holy 
Spirit, the Lord, the giver of life, who proceeds from the Father and the Son, who with 
the Father and the Son He is adored and glorified, who has spoken through the 
prophets.  I believe in one, holy, catholic and apostolic Church.  I confess one Baptism 
for the forgiveness of sins, and I look forward to the resurrection of the dead and the life 
of the world to come.  Amen.  

The Presentation  

Priest:  Blessed are you Lord, God of all creation. Through your goodness we 
have this bread to offer, which earth has given and human hands have made.  It will 
become for us the bread of life.  

Server:  Blessed be God forever.  

Priest:  Blessed are you Lord, God of all creation. Through your goodness we 
have this wine to offer, fruit of the vine and work of human hands.  It will become our 
spiritual drink.  

Server:  Blessed be God forever.  

The Prayer over Gifts  

Priest:  Pray, brethren, that our sacrifice may be acceptable to God, the almighty 
Father.  

Server:  May the Lord accept this sacrifice at your hands for the praise and glory 
of His Name, for our good, and the good of his holy church.  

The Holy Holy Holy  

Server:  Holy, Holy, Holy Lord, God of power and might. Heaven and earth are 
full of your glory. Hosanna in the highest.  Blessed is He who comes in the Name 
of the Lord. Hosanna in the highest.  

The Memorial Acclimation  

Server:  Christ has died. Christ is risen, Christ will come again.  
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The Lord's Prayer  

Our Father, Who art in heaven, hallowed be Thy Name; Thy kingdom come; Thy 
will be done on earth as it is in heaven.  Give us this day our daily bread; and forgive us 
our trespasses as we forgive those who trespass against us; and lead us not into 
temptation, but deliver us from evil. 

 
The Lamb of God 

 Lamb of God, you take away the sins of the world, have mercy on us.  Lamb of 
God, you take away the sins of the world, have mercy on us.  Lamb of God, you take 
away the sins of the world, grant us peace.  

 
The Communion Prayer  

Priest:  This is the Lamb of God who takes away the sins of the world.  Happy 
are those who are called to His Supper.  

Server:  Lord, I am not worthy that you should enter under my roof, but only say 
the word and my soul shall be healed.  
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Glossary of Terms 

THE MOST IMPORTANT TERMS:  

 The Blessed Sacrament:  Christ’s Body and Blood, the Eucharist. 
 Sacred Host/ Body of Christ:  Once the priest says “This is my body..” this 

only appears to be bread; it is now the Body of Christ. 
 Precious Blood/ Blood of Christ:  Once the priest says “This is my 

blood…” this only appears to be wine; it is now the Blood of Christ.  

OBJECTS:  

 Altar:  table for the Sacrifice of the Mass 
 Ambo:  stand from which the Scriptures are read 
 Credence Table:  small table for the holding of sacred vessels and books 

including the cups, chalice, ciborium, cruets, bowl and towel.  
 Gifts Table:  the table in the back of the center aisle where the bread and wine 

are placed before Mass.  
 Font:  the basin used for baptisms (contains Holy Water)  
 Presider’s Chair:  chair for the Priest/ celebrant 
 Sacristy:  room for storing items for Mass  
 Tabernacle:  the container for holding the Blessed Sacrament  

ITEMS:  

 Bells:  Rung during consecration of Mass.  
 Boat:  container which holds the incense 
 Thurible:  container that holds the lit charcoal  
 Book of the Gospel:  the book containing the Gospels  
 Lectionary:  book of scripture readings 
 Paschal Candle:  large, white Easter Candle  
 Processional Cross:  used to lead the procession in/out of the church 
 Sacramentary:  containers the prayers used at mass 
 Monstrance:  A tall vessel used to expose the Blessed Sacrament.  The top is 

commonly circular with rays coming from the center.  It is used during Exposition 
and Benediction during Holy Hour.  

 “Gifts:”  The bread, wine, water and the collection, which are gathered at the 
rear of the church and brought forward in the procession of the gifts.  

VESSELS:  

 Chalice:  cup for holding the Precious Blood 
 Paten:  small, saucer like plate that holds the large Host 
 Ciborium:  container holding the Sacred Host 
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 Cruet:  small container holding water or wine, commonly has a handle 
 Decanter:  large wine pitcher 
 Holy Water Aspersory:  The bowl or pail used to carry holy water during 

blessings/sprinklings.  Also known as bucket.  
 Pitcher/Bowl:  for washing the Priest’s hands 

VESTMENTS/MATERIALS:  

 Alb:  white robe worn by liturgical ministers 
 Cassock:  black robe 
 Chasuble:  outer Priest vestment whose colours correspond to the liturgical 

season, the symbol of pastoral love 
 Cincture:  rope like belt 
 Corporal:  white linen cloth for the Altar used for reverence of the Blessed 

Sacrament  
 Finger Towel:  for drying the Priest’s hands  
 Funeral Pall:  covers the casket at funerals 
 Purificator:  white cloth used to care for the Precious Blood 
 Stole:  vestment worn over the Priest’s shoulders, the symbol of his Priestly 

authority.  
 Surplice:  white garment worn over cassock 
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Proper Handling:  
Carrying the Cross:  

One of the taller Servers is usually (but not required) selected to be Cross-bearer 
because he/she will find it easier to keep the Cross balanced.  His/her task is to carry 
the Cross pole, without letting it sway in any direction.  The Cross-bearer leads the 
procession, unless incense is used, setting the pace for the entire group.  It is best to 
move at a pace that is neither too fast nor too slow.  Practice will help you learn to move 
at the perfect speed.  When carrying the ordinary procession Cross, the bottom of the 
pole should be kept about knee high - with your right hand holding the pole at about 
throat level, and your left hand placed approximately one foot lower.  The Corpus (figure 
of Christ) should always be facing outward.  When carrying the Cross, the Cross-bearer 
does not genuflect/bow.  

 
Carrying Candles  

When the Cross is carried in procession, there are usually two Candle-bearers following 
behind the Cross.  Candles should be kept straight so that the flame doesn’t flicker and 
cause black smudging on the candle.  The candle bearers do not genuflect/bow when 
carrying candles. 

 
Bell Ringing  

The bells should be rung at the elevation of the Consecrated Host, at the first 
genuflection and, at the elevation of the Consecrated Wine.  

If Benediction with the monstrance follows the mass, the bells should be rung three 
times, as the priest shows the Eucharist in the monstrance.  

 

What to Do When Incense is Used:  

1. The server with the Incense, that is, the thurifer, stands off to the left side and waits 
for the Priest to motion them close. 

2. The thurifer approaches the priest, hands the boat to the Priest, and opens the 
Thurible. 

3. The priest will put some incense in, blesses it and the thurifer, closes the Thurible, 
and hands it to the priest. 

Sometimes, the priest will request to be incensed, if no deacon is present, the thurifer 
will do this.  Check with Father beforehand about this. 

If so, he/she will bow to the priest and swing the Thurible three times.  He then moves 
to the front of the sanctuary, in front of the altar, and once everyone is 
standing, he bows to the people and swings the Thurible three times. 
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4. The thurifer then steps to the side, ready to take the Thurible back when the priest 
has finished incensing. 

5. The thurfier then puts the Thurible away. 
6. If being used more the one time, place another charcoal in. 

Baptisms:  

Father will walk to the Baptismal Font after his homily and after the blessing of the water and the 
renewal of Baptismal vows. 

 Be prepared to give Father the Oil of Catechumens (oil #1) and a purificator. 
   

 

 

 

 

 

 

 

Weddings:  
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Altar Server Quick Summary of Duties 

If there are 4 servers, this is how duties are divided:  

Cross Bearer • Carries the cross at the beginning of Mass • Assists in setting the Altar 
(if there is no 5th Server) • Receives the gifts with the Priest • Clears the Altar during 
communion • Carries the cross at the end of Mass  

Candle Bearers (2) • Carry the candles at the beginning of Mass • Bring pitcher of 
water to the Priest and wash the Priest’s hands • Remove empty wine cruet • Carry 
candles at the end of Mass • Extinguish candles before removing altar server alb.   

4th Server • Takes care of the Book of the Chair (the small Roman Missal) and brings it 
to the Priest when he says, “Let Us Pray”, and then again after communion •Ensures 
that bells are rung at the appropriate times.  • Sets the Altar • Receives the gifts with the 
Priest • Ensures that the large Roman Missal is removed from the altar during the Sign 
of Peace  

If there is a 5th Server… • Assists in setting the Altar • Receives the gifts with the 
Priest  

If there are only 3 servers, the Cross takes care of the Book of the Chair and the 
Candle Bearers take care of the Altar.  The Altar is set before the offertory procession. 

 

 

 

 

 

 


