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August, 2019 
 
Dear Altar Server: 
 
On behalf of the entire parish community thank you for participating in the ministry of Altar 
Server.  Assisting at the Altar of God is a true privilege. This booklet will hopefully help you be 
more comfortable with the procedures and responsibilities. 
 
For centuries, young people like you have been an important part of the Mass. It is not an easy 
job because your most important role is to be a prayer leader. Many people think of prayer as a 
one-way conversation with God, but it is actually a two-way conversation-one that requires 
active listening on the part of those offering prayers if they are to receive the answers they seek.  
 
As an altar server, you will help them listen. Your presence at the altar, in a way symbolizes and 
edifies the presence of the entire people. Nothing you do should be a distraction to those who are 
trying so hard to hear. You will help the mass flow smoothly so that the assembly can 
concentrate on all the wonderful sounds surrounding them: the music, the priest's prayers, their 
own prayers, and the words of Scripture that are read aloud. With your help, their time of 
worship will be more meaningful and more deeply felt. 
 
Responding is another essential element of prayer. At mass, the assembly responds through 
prayer and song, giving praise and thanks to God for all the great things He has done. Unless the 
task you are performing at the moment makes it impossible, you need to respond along with 
everyone else, praying and singing whenever it is appropriate.   
 
As you can see, you have an important leadership role in the celebration of the Mass.  Please use 
this guide to help you prepare for Mass. If you have any questions, you can ask the priest before 
Mass. If you are unsure during the Mass, just watch the priest, as he will guide you.  Thank you 
again for your gift to our parish. You are truly a servant of God. 
 
Yours in Christ, 

 
 
 
 

Fr. Sengole T. Gnanaraj. 
	
	
 
 
 
 
 



 

 
 

Altar Server Instructions 
 
Preparation:             
§ Arrive at least 15 minutes before Mass in case of any special instructions. 
§ Be properly dressed for Mass. Even though you are wearing an alb, dress shoes should be 

the choice of footwear.  Shorts and immodest dress are inappropriate.  
§ Do not sit cross-legged. Do not chew gums. Always keep your hands on your thighs while 

being seated. Your hands will remain in clasped position during all other times except when 
you are doing something. 

 

Remember: you may be asked to fill in for someone at the last moment, so it is a good idea to 
consider this when you dress for church. 
§ Put on the proper sized robe; the bottom of the alb without the rope should just barely touch 

the top of your shoes. 
§ Help the sacristans light the altar candles; your work beings much before the mass! 
 

Procession:             
§ During the procession, begin walking when the first verse is sung and walk at a slow, but 

steady pace. Do not walk too slow. Take your time and do not rush.  
§ The cross bearer will lead the procession and the other server will process next in line; not 

side by side. 
§ The cross-bearer processes directly to the cross stand and then to their seat next to the 

sacramentary/Roman Missal. The cross-bearer does not stop at the altar step, but he/she 
takes the turn right at the center. While processing out, the cross-bearer does not carry the 
cross; neither alter candles. The other servers wait for the priest at the bottom of the 
sanctuary and genuflects with priest, touching your right knee to the ground.  

 

Introductory Rite:            
§ When all sing the Gloria, you also sing the Gloria found in your pew card. 
§ When the priest says, “Let us pray,” bring the book to him. When the priest is finished, return 

to your seat. The book-bearer will stand slightly to the right or left, extending the book to the 
priest.  

§ Wait to sit when priest sits.   
 

Liturgy of the Word            
§ Stand with the priest to sing the Gospel Acclamation or Alleluia. After the Gospel all servers 

sit down together. 
§ After the homily, all servers stand with priest to recite the Creed, (I believe in one God…)  
§ Pray with the community: recite the Creed found in your pew card. 
 

Liturgy of the Eucharist           
§ After the Prayer of the Faithful or petitions: 

• Servers bring 1) the chalice 2) communion cups 3) water; place them (not in the center!) 
on the right side of the altar. The deacon/priest prepares the altar. 

• The other server places the sacramentary on the left side of the altar.  
• Once you are done placing the things on the altar, the servers stand on either side of the 

altar or right side ready to move down to receive the gifts. The priest/deacon ALWAYS 
receives the gifts. Wait for the priest to go down to receive the gifts.  

 

The order of receiving the gifts: 
• First the collection baskets – the priest hands it to the one on his left; place it at 

the altar side 
• Second, the bread – hands it to the one on his right 
• Third, the wine – hands it over to the one on his left 
• Wait until all the gifts are received; the priest bows to the people to return to the 

altar.  



 

• At this point follow the priest to the altar. Do not walk before him. Do not walk either side of 
the altar. 

• he servers with the bread and wine should wait at the right side of the altar for the priest to 
get them and place them on the altar. 

 
Liturgy of the Eucharist continued          
• The priest says a silent prayer for the bread 
• The priest says a silent prayer for the wine 
• The priest says a silent prayer for himself 
• The servers bring the water, lavabo (glass bowl) and a towel to the priest to wash his hands 
• Priest invites the people to pray 
• Servers keep standing at the right side of the altar 
• When we finish singing the “Holy, Holy, Holy… kneel at the right side of the altar until the 

consecration prayer is prayed; that is until when it is time for the “Our Father”. (The most 
preferable place to kneel is the place before the altar) 

• (1) server should ring the bells 
• For the Our Father and the Sign of Peace: stand up and be where you are kneeling.  

ALWAYS - exchange peace with the priest first and then to the other server. You will say, 
“peace” or “peace be with you” – NO OTHER WORDS.  

• Now, bring the other communion bowls from the credence table – DO NOT FORGET! 
 

After receiving communion           
• Once communion service is done, the priest returns to the altar from distributing communion 

to the people, (you come back to the right side of the altar if you are seated in your primary 
chair), one of you bring the water to purify the vessels. 

• After priest has purified, 1) remove the wine cups, 2) remove the communion bowls 
• After moving all vessels back to the credence table, servers then return to their primary 

chairs. 
 

ð IF YOU NOTICED, YOU ARE AT THE RIGHT SIDE OF THE ALTER FROM TIME 
THE PETIONS ARE DONE TO THE TIME OF PURIFICATION OF THE SACRED 
VESSELS. 

ð AS A GENERAL RULE: WHEN THE PRIEST/DEACON IS DOING SOMETHING AT 
THE ALTAR, YOU ALWAYS STAND AT THE RIGHT SIDE OF THE ALTAR – YOU 
DO NOT FIND YOURSELF SITTING IN YOUR CHAIR WHEN THE PRIEST IS 
DOING SOMETHING AT THE ALTAR. 

 

Closing Rites / Recessional:          
• When the priest stands and says, “Let us pray…” book bearer brings the book to the priest.  
• As the priest moves over to t kiss the altar, you move over to the front of the altar steps and 

keep standing for the priest to join you.   
• genuflect with the priest before turning; Once again, walk one by one, not side by side. Do 

not carry the cross. Do not carry the candles.  
 

After mass: 
• Return albs and cinctures to their proper places in a neat and orderly fashion. 
• Help the sacristans to extinguish the altar candles. 
• Say a prayer of thanksgiving to God for allowing you to serve Him. 

 
Dear Lord Jesus, thank you for calling me to serve you at your Holy Altar during the 

celebration of the Eucharist. I know that the priest takes your place when, together with 
your people and in the name of the Church, he makes present again your Passion, 
Death, and Resurrection. Help me to carry out my role in this memorial of the Last 

Supper with dignity and precision and with full interior participation. Let me so remain 
united with you on earth that I may one day share your glory in heaven. 

 
Remember:  REVERENCE!!  REVERENCE!!  REVERENCE!! 


