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THE MINISTRY OF ALTAR SERVER  

Thank you for your desire and willingness to minister as an altar server! Altar 

servers assist the parish community to celebrate the sacred liturgy, especially 

the Sunday Eucharist. While you will mainly assist the priest to lead the 

people of God in prayer, you also help all the people in church to pray and 

worship God. By the reverent way that you perform your tasks, you will 

contribute to the spirit of prayer and worship. What you do and how you do 

it can help other people to understand the Mass better and make their love 

for God stronger. People will take more interest in the Mass if they see you 

taking more interest in it while you serve.  

  

At Mass, our actions and appearance should show that we love God and 

God’s people. It should be clear to all who see us that we think serving is 

worth doing and worth doing well. We should try to be the best servers we 

can be.  

  

While it is important to take your job seriously, don’t be overly nervous or 

anxious. All of us make mistakes at times. When a mistake is made or 

something goes wrong, remain calm and just refocus your attention.  

 

There are a few things to pay special attention to when you come to serve.  
  

APPROPRIATE DRESS  

 Wear the correct size alb – the bottom hem should touch your ankle  

 Neat, clean clothes that won’t be noticeable under your alb 

 Dress shoes or other shoes that won’t draw attention 

 No gum-chewing  

 Your hair should be neatly groomed   

 Your hands should be clean  



ATTENDANCE  

If you are unable to serve when you are scheduled, please request a substitute 

through the Ministry Pro Scheduler or personally ask your own substitute to 

take your place. Please don’t presume it is okay to just not show up. You will 

be contacted if you have frequent absences to discuss the situation. The priest 

is counting on the servers who are scheduled to show up.  

Please arrive 15 minutes before the Mass begins to get vested in your server’s 

alb and help prepare for the liturgy. Be sure to sign in on the server’s bulletin 

board near the main sacristy. 

After the Mass is over, keep your alb on while cleaning up and extinguishing 

candles. After all of your jobs are completed, hang your alb neatly on a hanger 

in the closet by the main sacristy in the Church.  

ORDER OF THE MASS  
 SUNDAY              WEEKDAY  

Greeting              Greeting  

Penitential Act     
The Liturgy of the Word 

    Penitential Act  
 

1st Reading         1st Reading  

Responsorial Psalm            Responsorial Psalm  

2nd Reading                  Gospel Acclamation  

Gospel Acclamation            Gospel  

Gospel            Homily  

Homily              Intercessions  

Creed      
Intercessions  

      

The Liturgy of the Eucharist 

  

Preparation of the Altar  
Presentation of the Gifts  

Eucharistic Prayer  
Holy, Holy, Holy  

Memorial Acclamation  
Great Amen  
Our Father  

Sign of Peace  
Breaking of the Bread  

Communion  
Prayer after Communion  

  

Concluding Rites  
Blessing  

Dismissal  
Missioning Song  



PREPARING FOR SUNDAY LITURGY  

1. Arrive at least 15 minutes prior to the beginning of the assigned liturgy. Check off 

your name on the server schedule, put on alb and correct colored cord. (See 

calendar.) Check with the Presider to see if there are any special instructions for 

the liturgy. Never at any time be afraid to ask questions.  

  

2. Servers are numbered 1, 2 and 3. Each has assigned duties to prepare for the 

liturgy. They are posted on the server bulletin board. Please follow them closely 

and read often for any changes that may occur.   

  

3. Make sure:  

• Light candles 5 -10 minutes before Mass begins.  

• Chalice and water cruets are placed on the credence tables.  

• Large & small corporals & purificator are on the credence table.  

• Pitcher, bowl and towel are on the credence table.  

  

  
LITURGY CELEBRATED IN THE CHURCH  

  

1.      The processional candles are lit in the back of the church by the baptismal font 

before you line up for the procession. 

2. When it is time for the liturgy to begin, all involved in the procession will line up 

in the back of the church as follows:  

Candle ~ Cross ~ Candle  

Lector  

Deacon  

Presider  

 

3. At the beginning of the singing of the Gathering Hymn, the Cross and Candle 

Bearers will begin the entrance procession. When servers arrive at the first step of 

the sanctuary, they are to bow their heads only and turn to the right, walking to 

the area designated for the cross and candles. Please remain standing at the 

assigned seats until the Presider arrives at the chair to begin the celebration.  

  

4. When the Presider arrives at the presidential chair, Server #1 is to bring the 

Roman Missal immediately to the Deacon if present, or the Presider (priest) if a 

Deacon is not assisting, for the Penitential Act.   

 

During the singing of the “Glory To God,” close the Roman 

Missal reverently and step to the side of the Deacon holding, 

the Roman Missal closed reverently and with two hands. When 

the Presider says “LET US PRAY,” turn to him standing a 

little to the side but not directly in front of him holding the 

book steady. When the Presider finishes the prayer, he will close 

the book and then you return to your seat. When there is no 

Deacon, go directly to the priest,  

   

5. The Liturgy of the Word begins with the scripture readings. Please respond and 

sing responses with the assembly. Hands are to be folded or flat on knees, not 

twisting cords. You will stand, kneel and sit as the assembly does.  



6. After the homily, the Presider will lead the assembly as they recite the Creed. At 

the phrase “ONE, HOLY, CATHOLIC, AND APOSTOLIC CHURCH”, 

Server #1, the book bearer, should bring the Roman Missal to the Presider for the 

introduction to the Universal Prayer (Prayer of the Faithful). Remain standing in 

front of him with the book open while the lector or deacon reads the 

intercessions. The Presider will then pray the closing prayer. When he is finished, 

place the Roman Missal on the left side of the altar and return to your seat for the 

start of Liturgy of the Eucharist. 

  

7. Immediately Server #2 prepares the altar for the gifts by taking the large and small 

corporals and purificator from the credence table and placing them on the altar. 

The server will begin by unfolding the large corporal on the right side of the altar 

first, then unfold the small corporal in the center of the altar about 2 inches from 

the edge, with the purificator (unopened) to the right hand side. If a deacon is 

present you hand him the linens and he will spread them. 

 

8. Server #3 places the Chalice on the altar, to the right of the small corporal 

  

9. Server #2 walks next to the presider to collect the gifts. The priest (or Deacon) 

will hand the Cruet of wine to Server #2. He will then walk back to the altar and 

stand next to the altar. If there is a Deacon, Server #2 stands next to him.  As 

soon as the Presider reaches the altar, Server #3 will take the cruet of water from 

the credence table, remove the top and bring it to the Presider or Deacon, if one 

is assisting him. Please turn the cruet so that the handle faces the 

Presider/Deacon and he can easily take it from you.   

  

10. At the same time, Server #1 brings the water and bowl. Server #2 puts the cruet 

of wine back to the table and brings the towel, standing next to Server #1. Server 

#1 pours water over the Presider’s fingers and Server #2 hands him the towel. 

After washing the Presider’s hands, return the items to the credence table and go 

to your chairs and remain standing.  

  

11. During the Lamb of God, the Presider will close the Roman Missal and put it to 

the side of the altar. Server #1 should take it off the altar, while the other two 

begin bringing up the bowls for Communion.   

  

12. When the Presider and ministers have received their vessels to distribute 

Communion and have gone to their positions, servers should turn and receive 

Communion from the ministers standing closest to them near the choir area.  

  

13. During Communion, all servers will help clear the altar by folding up the large 

corporal and removing any vessels that remain on the altar and take them to the 

credence table. Place the Roman Missal back where it was at the start of Mass. 

Please do not remove the ciborium (Communion bowl) of Hosts that is on the 

center corporal. When the extraordinary ministers of Holy Communion remove 

the ciborium, you may fold the remaining corporal, unless the tray for 

Communion to the sick is still on the altar. In that case, wait until the Presider 

calls forth the minister(s) to the sick before folding the smaller corporal and taking 

the tray. 

  

14. A period of silent reflection or reflective music will take place after Communion. 

When the Presider stands and says “LET US PRAY”, Server #1 will bring him 



the Roman Missal for the closing prayer and final blessing. At the conclusion of 

the prayer, return the Roman Missal to the stand next to the server chairs.  

 

15. After the closing prayer, the Presider will call forth the minister(s) to the sick 

before folding the smaller corporal and taking the tray. Server #1 stands next to 

him to receive the tray and return it to the credence table. 

  

16. At the announcement of the Missioning Hymn, Server #1 will immediately take 

the cross and proceed with Server #2 and Server #3 to the center aisle and stand 

in line with the first row of pews facing the altar. When the Presider comes to 

the bottom step of the sanctuary and bows, all three servers bow heads only and 

turn to process out side by side at a normal pace. Put the cross in the stand by 

the baptismal font. 

  

17. Server #3 extinguishes candles, refills water pitcher, water cruet, 

empties bowl. All servers hang up albs and cords neatly on 

appropriately marked hangars.  

  
      LITURGY CELEBRATED IN THE CHAPEL  

  

1. Arrive at least 15 minutes prior to the beginning of the scheduled liturgy. Check 

off name on the server schedule, put on alb and colored cord designated by the 

calendar. If in doubt as to the color, ask the Presider. Go to the small sacristy. The 

Presider will have set out the cup of wine and Communion bowl with bread on 

the counter in the sacristy. Place these on the table in the back of the chapel for 

the gift bearers. Light the candles using the lighter from the drawer in the weekday 

sacristy. Don’t forget the Paschal candle during the Easter Season. Check the 

credence table for the water cruet, bowl, pitcher and towel, small corporal and 

purificator. All these items can be found in the small sacristy.  

  

2. The opening procession is very simple, no cross or candles are carried. If there is a 

Gathering Hymn, the Presider will announce it while standing inside the chapel by 

the doors. Once the people start singing, begin the procession. Walk to the area in 

front of the altar. Servers will then split so that, as the diagram below shows, there 

will be server, presider, and server standing parallel to the altar.  

  

Altar  

Server ~ Server  

Presider 

 

Servers and Presider bow together. Servers go immediately to their seats that are 

in the front row of chairs next to the Presider. The Roman Missal is brought to 

the Presider after the Penitential Act or unless he asks for it to be brought to him 

immediately. After he prays the opening prayer, the server will return to seat with 

the Roman Missal.  



3. After the Universal Prayer (Prayer of the Faithful), also 

referred to as petitions, a server will place the Roman Missal 

on the altar, while the other server takes the corporal & 

purificator from the credence table and brings them to the 

altar. He/she will unfold the corporal in the center of the altar 

and place the purificator to the right of it. The other server 

will place the 2 chalices to the right of the corporal. The gifts 

will be carried just as at a Sunday liturgy. A server will receive 

the cruet of wine from the Presider and stand next to him by 

the altar. The other server will bring the cruet of water from 

the credence table. 

4. After the priest fills the chalice with the wine and water, one 

server will retrieve the pitcher and bowl, and the other server will pick up the 

towel from the credence table. The two will go to the Presider to pour the water 

over his hands. When finished, items are returned to the table and servers return 

to seats and remain standing.  

  

5. Stand during the Eucharistic Prayer and bow with the assembly after the bread 

and wine are changed into the Body and Blood of Christ during the Institution 

Narrative. Stand reverently keeping hands folded and not playing with the cord.  

  

6. At Communion, go to the Presider to receive the Body of Christ, then receive the 

Blood of Christ from the Eucharistic minister, if so desired, and walk behind the 

altar. If there is not a pyx, one server can fold the corporal and return it to the 

credence table while the other server takes the Roman Missal back to its’ place on 

the chair. If there is not a tray with a pyx (the small golden container for people to 

bring Hosts to the homebound), leave it on the corporal. 

  

7. Please remain standing during the Communion Procession. After Communion, 

the Presider may sit in silence for a short period of time. When he stands and says, 

“Let us pray”, the server brings the Roman Missal to him for the closing prayer. 

After the final blessing, there is a Missioning Hymn. The Presider will go to the 

altar and kiss it. As he is moving, the servers are to move to the front of the altar 

and wait for the Presider to stand between them. Please leave enough space for 

the Presider to stand in the middle. All will bow together and process out side by 

side. Please hold the doors open for the people as they leave.  

  

8. After Mass, extinguish the candles, empty lavabo bowl 

and make sure pitcher has enough water for the next 

Mass. The Eucharistic minister usually brings the water 

cruet, used corporal, towel, and purificator to the 

sacristy. There is a small hamper in which to deposit 

the used linens. Please hang up your alb and cord on 

the appropriately marked hangers.  

 

  

  
  

  
  



SERVERS’ GLOSSARY  

ALB: A long white garment worn by some of the liturgical ministers.  

(Presider, deacon, altar servers and sometimes lectors and Eucharistic Ministers). This 

garment is a reminder of the garment that we are clothed in at Baptism.  

ALTAR: The large table in the center of the sanctuary where the Liturgy of the Eucharist is 

celebrated. This table should always be treated with respect, which is why we bow to it.  

ALTAR CLOTH: The cloth that covers the top of the altar. It is like a tablecloth in your 

dining room at home. This cloth helps keep the table clean and sets it apart as a special place 

in the church.  

AMBO: The place where the lector, deacon and Presider stand to proclaim the scripture 

readings.  

AMBRY: A special place in the church that hold the Holy Oils that are used when we 

celebrate the sacraments. At St. Gabriel, the ambry is on the back wall behind the baptismal 

font.  

BOAT: A small container that holds incense that is used at special liturgies.  

CENSER: The container that holds the burning charcoal used for the incense.  

CHALICE: The cup used by the Presider that holds the wine that will be changed into the 

Blood of Christ during the liturgy. It may be made of precious metals, crystal or pottery.  

CHASUBLE: A sleeveless outer garment worn by the presider that is sometimes called a 

vestment. Its’ color varies according to the season or feast being celebrated. (White, green, 

red, purple, gold)  

CIBORIUM: A bowl that holds the reserved consecrated hosts in the tabernacle for the sick 

and homebound.  It is brought to the altar during the Communion Rite by one of the 

Eucharistic Ministers.  

CORPORAL (small): A square white cloth that is spread out on top of the altar cloth. This 

is placed on the center of the altar before the gift bearers bring forth the gifts.  

CORPORAL (large): A long rectangular cloth that is spread on the far right side of the altar 

during the weekend Masses in the Church for the cups holding the Precious Blood.  

CREDENCE TABLE: A table off to the side of the sanctuary where the vessels and linens 

used during the liturgy are placed.  

  

CRUETS: Small pitcher-like glass containers used to hold the water for the liturgy.  

DEACON: Someone ordained by the bishop to serve the community. Deacons can read the 

Gospel at Mass, give the homily, prepare the cup for the presider, and distribute 

Communion. They can also baptize, witness marriages, assist at funerals and bring 

Communion to the sick and hospitalized.  

  

EUCHARISTIC PRAYER: The prayer that is prayed over the bread and wine. This prayer is 

led by the presider and the whole community participates with the acclamations (Holy, 

Holy… etc.)  



GENUFLECT: A bending of the knee as a sign of reverence and respect made to the 

Eucharistic presence in the tabernacle, or if on the altar for adoration.  

GOSPEL BOOK: The large gold covered book that is used by the presider or deacon to 

proclaim the Gospel. It is usually carried by the lector or deacon in the Gathering 

Procession during weekend Masses and placed on the altar.  

HOMILY: A reflection on the readings of the liturgy given by a priest or deacon at liturgies.  

HOST: The round piece of unleavened bread that becomes the Body of Christ during the 

liturgy.  

INCENSE: A mixture of leaves, bark and other natural materials, which give off, a sweet 

smelling smoke when burned. This smoke rises and represents our prayers rising to God. 

Incense is used at funerals and other special liturgies.  

LAVABO BOWL: The bowl brought to the Presider during the liturgy for the washing of 

his hands.  

LECTIONARY: A book used by the lector that contains the scripture readings.  

  

LECTOR: The person who proclaims the first reading, the second reading and sometimes 

the responsorial psalm during the liturgy. The lector usually carries the Gospel Book in the 

Gathering Procession at Sunday Masses, if a deacon is not present and also reads the Prayer 

of the Faithful (petitions) if a deacon is not present.  

PASCHAL CANDLE: The large candle blessed at the Easter Vigil that symbolizes the Light 

of Christ. It is in the sanctuary throughout the Easter Season and next to the baptismal font 

outside of the Easter Season.  

PRESIDER: The leader of the liturgical prayer. At Eucharistic celebration the priest is 

always the presider.  

PRESIDER’S CHAIR: The large chair in the sanctuary where the presider sits during the 

liturgy.  

PURIFICATOR: A rectangular white cloth used by the presider and Eucharistic Ministers to 

wipe off the cup when distributing the Precious Blood.  

ROMAN MISSAL: The large book which contains the prayers used by the presider during 

the liturgy. This book is kept next to the server’s chair.  

SACRISTY: The room in the church where the ministers prepare for liturgy. Most of the 

vessels and linens for liturgy are kept in here.  

TABERNACLE: The place where the Eucharist is reserved. The  

Eucharist is kept here for the sick and hospitalized of the parish. A sign of reverence, such 

as genuflecting or bowing, is made out of respect.  

  



  

   

A SERVER’S PRAYER  

Loving Father, Creator of the universe, You call your people to 

worship, to be one with You and one another at Mass. I thank You for 

having called me to assist others in their prayer to You. May I be 

worthy of the trust placed in me and through my example and service, 

bring others closer to You. I ask this in the name of Jesus Christ, who 

is Lord forever and ever. Amen.  
  
  
  

 

  

  

  


