
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

St. Monica Parish 
Altar Server Manual 

 
“And I will go to the altar of God;  

To the God who gives joy to my youth.” 
~Psalm 42:4 

 
  

 



Dear Altar Server, 
 
Our parish is deeply grateful for your decision to be an altar server. Your service and dedication 
are important contributions to our parish life. The Mass is the source and summit of the Catholic 
Faith,  for the glorification of God and the sanctification of His people. Saint Thomas said, "The 
celebration of the Holy Mass is as valuable as the death of Jesus on the Cross." 
 
Our name clearly describes what we do at Mass.  We serve God and the Church by helping the 
celebrant and fellow worshipers to outwardly praise God. It is a privilege and honor to be so 
close to the altar as our Savior, Jesus Christ, becomes truly present - Body, Blood, Soul, and 
Divinity. We pray that being so close to the Altar will accelerate your understanding and love of 
the Mass.  
 
This role includes a solemn responsibility for preparation, attention, dignity, and reverence. It 
also provides special help and blessings from the Holy Spirit. Our ministry wants both you and 
your parents to clearly understand what you and your parents are undertaking. 
 
Having one or more altar server(s) in your family will add to parents' “to-do" list- and, cause 
inconvenience from time to time. Our ministry is dependant on effective and timely 
communication between our parents through our scheduling system and messages from our 
coordinator. Hopefully, having a server will also add to the family’s interest and participation in 
the celebration of the Eucharist. 
 
This manual was created to prepare and support you to be the best altar server- you choose to 
be. We ask that you and your server regard it as continuing reference material - and, not as a 
“one and done read”. Please keep this where it can be retrieved.  If you have any questions or 
comments - that aren’t related to our three month scheduling procedure, please contact Tom 
Keating at tkeating42maro@gmail.com or (414) 228-9531. 
 
May God bless you and your Ministry,  
 
 
 
 
Very Reverend Paul Hartmann        Tom Keating 
               Pastor Altar Server Coordinator 
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THE MINISTRY OF SERVING MASS AT SAINT MONICA PARISH 
 
SECTION 1: OUR MISSION - THE PRIVILEGE AND RESPONSIBILITY 
 
Please take about two minutes to look around our church. Observe its magnificence and the 
detail that creates it. Think about the commitment that was put into each of the details of the 
ceiling, walls, floor, and each element of the sanctuary. The intentionality of each of those 
details come together to increase the beauty and splendor of our building. Similarly, our 
commitment, and attention to detail- when we serve, enhances the harmony and beauty of 
every Mass at Saint Monica Parish. 
 
Serving at Mass is a ministry - just like the lectors, cantors, and extraordinary ministers of Holy 
Communion. Every endeavor in a life has three stages: “Starry Eyed Enthusiasm," 
“Sophisticated Confusion," and “Mature Simplicity."  During your “server" journey, your 
appreciation and knowledge of each element of the Mass will develop and grow. That progress, 
more than anything else, will carry you through those three stages. Asking for the Holy Spirit's 
help will accelerate your pace. We pray that you will strive to grasp the spiritual significance of 
each element of the Mass. 
 
The sanctuary is a very special place in God's house. Few have the opportunity to spend much 
time in it, and we are included in that special group. As servers, we have the opportunity to help 
set the tone for all who attend Mass. What we do - and how we do it - will help everyone 
appreciate the Mass better and make our love for God stronger. Our decorum, energy, and 
reverence are contagious. It makes a big difference how we carry a candle, bow, and how 
prayerful and attentive we are when we’re in the sanctuary.  
 
 Although what we do and how we do it are important, serving at Mass is not a “performance”. It 
is a lived prayer. It should reflect our gratefulness for God’s gifts and blessings to us. 
 
Just like playing a sport or a musical instrument, knowing what to do - and how to do it - is an 
essential beginning. Our journey to excellence in serving Mass, like sports and music, will 
include four other aspects: 
 

 
1) Observing those already very skilled; 
 
2) Mastering the elements of our participation; 
 
3) Practicing and/or studying to improve our proficiency and confidence; and 
 
4) Working together as a team to enhance the harmony of our ministry. 
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SECTION 2: TO THE PARENTS OF OUR SERVERS:  
 
Here is what we need from our parents to prosper as a ministry: 
 

1) Help your student learn to love the Mass. 
2) Participate in your server(s) journey through this manual 
3) Sit close to the front of church so your server can observe “the action" to 
reinforce what they learned in the manual. 
4) Mark scheduled server assignments on the “important" family calendar 
-as soon as each 3 month schedule comes out each quarter. 
5) Ask your student what they learned each time they serve a Mass. 
6) Call Tom Keating with every idea or comment you think will improve our 
server ministry. 
7) Realize when a scheduled server - doesn't request a sub when there’s 
conflict and doesn't show up for that mass, it creates chaos for others. 
8) Having our servers arrive at least 17 minutes BEFORE mass, when 
serving, is important for us to prepare properly. 
9) Be aware of our Dress & Appearance Expectations; discuss with your 
servers; and make help them be prepared to serve. 
10) Encourage your student to attend all the necessary practice sessions 
for them to be comfortable, competent, and confident during the Mass. 
11) Help your student to respond to all questionnaires; review this manual 
and return its acknowledgment (signed by parent and each server). 
12) Responding to sub requests will increase your server’s opportunities 
and reduce our exposure of having less than a full team for a mass. 

 
 
SECTION 3: THE FORMATION OF OUR ALTAR SERVERS 
 
Since we are going to God's house, we ought make every effort to dress and groom our very 
best. A good general rule is to avoid anything that would attract any attention to ourselves - in 
how we look or what we wear. We want to look our best - to illustrate how much we embrace the 
privilege and honor of being in the sanctuary. 
 
Because what we wear may show through the alb, avoid bold stripes and designs of any kind. 
White tops and dark slacks and/or skirts are preferred. Collars of collared shirts should be 
turned down so as not to appear above the alb. Appropriate footwear includes clean dress 
shoes with dress socks. “ Loud” tennis shoes, sandals, and snow boots are strongly 
discouraged. 
 
Hair, face and hands (including fingernails) should be clean. Jewelry and/or makeup should be 
minimal or not worn at all.  If worn, necklaces are to be covered by the alb.  If you arrive with 
any jewelry, including bracelets, please put them in your pocket during the mass. Hair should 
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have a neat and clean look and be kept away from your eyes. Girls with long hair are 
encouraged to wear their hair pulled back in a bun or ponytail. 
 
Please leave cell phones at home or with your parents in the pew.  If this is not possible, please 
turn them off and leave them in our sacristy. 
 
SCHEDULING AND SIGNING IN 
 
We schedule server assignments quarterly, beginning in January thru March.  We use an online 
system to administer the scheduling of our servers. It is very important to keep your email 
address and phone number updated in your profile.  
 
Scheduled servers are expected to arrive in the sacristy 20 minutes before the start of the Mass. 
If, when scheduled, your server has a conflict, please request a sub on our system as soon as 
possible - so that spot can be filled ASAP. When a scheduled server becomes aware of conflict, 
and makes that known online, a sub request will automatically go out to all servers. This is a 
wonderful opportunity for someone else to step up to fill in. 
 
 Our Online software keeps track of server attendance. This includes how often someone 
requests a sub, how often a scheduled server fails to serve or request a sub, and how often a 
server responds to a sub request. 
 
If you come to a Mass that begins with fewer than four servers, please feel free (with your 
parents’ permission) to leave your pew to vest and join the team.  Obviously, the earlier you 
come to Mass, the better your chance to step up and fill-in if needed. 
 
ALTAR SERVER DECORUM 
 
Because serving at Mass is a great privilege, we expect our servers to display model behavior 
at every Mass they attend - especially when they are wearing an alb. From the moment you vest 
in your alb - to the moment you hang it back up, you should put on your "gameface." to indicate 
you are spiritually involved in the dignified manner that the Mass deserves. 
 
Shouldn’t we demonstrate the same reverence and dignified manner our Priest displays? Does 
Father chat or look bored, day dream, or fiddle with his cincture during Mass? Does he choose 
not to sing and/or pray along?   We are to be an example of decorum during Mass - not a 
distraction from it. Remember, you are representing our parish, your parents, and yourself ! 
 
BEFORE - AND AS YOU ARRIVE 
 

1. Fast (do not eat anything), for one hour before Mass. 
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2. On your way to St Monica, think about what a special building you will be 
entering. Our church is a place where God is particularly present. The 
place where we gather to praise God and a place where we have gathered 
for important family activities - Baptisms, First Communions, 
Confirmations, Weddings, and Funerals - for generations. 

 
3. Sign in at the iPad, on the table, before you vest. Select an alb that comes closest to 

your shoe tops. Before you put on a cincture, the alb should just brush your shoe laces.  
 

4. When putting on a cincture, a simple slip knot should be on your right side. 
 

5. The roles of each server should be agreed upon together. The lead server should ask 
the Priest and/or Tom Keating about any special things happening at Mass that day. 

 
PREPARING THE SANCTUARY FOR MASS 
 

1) The first time you enter the sanctuary you should reverence the tabernacle.  If you are 
carrying something large or delicate (like the taper to light candles or a tray of chalices, 
etc.), a pause and bow of the head is sufficient.  If you are not carrying anything or are 
carrying something small and manageable, genuflect. 

 
2) As you move about the sanctuary, whenever you pass in front of the tabernacle, 

reverence it as described above.  Remember, Jesus is truly present there.  Whenever 
possible, use the doors at the back of the sanctuary to reduce crossing the sanctuary. 

 
3) After vesting, one server should use the taper candle Iighter to light the candles at the 

ambo and altar.  It will be helpful to walk slowly so as not to extinguish the flame. 
 

4) Check with the presiding Priest to ensure that the all the page marking ribbons in the 
Missal are set where he wants them for the Mass of the day.  When ready, take the 
Missal to the book table near the presider’s chair and the servers’ chairs. 

 
5) Make sure that each of the servers’ chairs has a blue hymnal and a printed worship aid 

(if being used that day).  If not already in the hymnals, worship aids are available from 
ushers near the church entrances. 

 
ENSURE THAT THE TABLES ARE READY - CREDENCE, BOOK, GIFT, and ALTAR 
 

1)  Make sure that the credence table has everything that is needed for Mass: 
a) The Priest's chalice, with purificator, paten, and chalice pall (a square linen cover 

to keep things from falling into the chalice) 
b) Tray(s) with the 4 or 6 communion cups with the same number of purificators 
c) Empty ciboria (bowls) for the distribution of communion 
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d) Lavabo bowl and towel 
e) Two cruets of water 

2) The Gift Table 
a) Pitcher or carafe of wine 
b) Ciboria (1 or 2) properly stacked 

3) The Book Tables 
a) Missal on the table near the presider’s chair 
b) Presider’s binder next to the presider’s chair 
c) Other books (Children’s Lectionary, Book of Blessings, etc.) as indicated by the 

Priest. 
4) The Altar 

a) The clear plastic stand for the Evangelary (Book of the Gospels) - centered and a 
few inches in from the altar cross on the front edge of the altar. 

     5)   If the thurible will be used, light 2 coals and check amount of incense. 
 
TEN MINUTES BEFORE MASS 
 

1) If there is a server missing, servers should look in the congregation for another server 
who is sufficiently well-dressed and capable to step up and assist. 

 
2) In the servers’ sacristy, the servers should together recite the Server’s Prayer posted in 

the alb closet.  This should mark a commitment, attention, and thankfulness for the 
important role you will have in the Mass.  Ask for the guidance of the Holy Spirit, and the 
intercession of St. Tarcisius, the patron of servers. 

 
3) Take the necessary time to plan and review each role’s responsibilities.  

 
4) 6 minutes before Mass is to begin, gather in the Priest’s sacristy with processional 

crucifix, torches, and opening  hymn aid.  
 

5) With the Priest, proceed to the entrance from which the procession will begin.  Stay to 
one side, not blocking the entrance of parishioners until the Priests calls the lectors to 
take their procession positions.  The Priest may take a moment at the back of the church 
to lead the ministers in a short prayer. 

 
DURING MASS:   SING - RESPOND - PRAY - USE HYMNAL, IF NEEDED 
 
POSTURE - Whether standing, sitting, or kneeling, your upper torso should be upright. 
Slouching does not convey the proper attitude or send the proper message. 
When walking, the pace should be graceful, smooth,and deliberate, not unnecessarily rushed. 
When servers are walking together, especially in processions, they should move in unison. 
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SILENCE - Except for proper Mass responses and necessary server communication, be 
essentially silent throughout Mass. 
 
EYES - Our focus should be on what is occurring during the Mass.  That will include: eyes fixed 
on where you are headed during processions; what Father is saying; what is being said from the 
ambo; and what is taking place on the altar.  Looking into the pews will distract us from paying 
attention to what is happening at the altar. 
 
HANDS - When our hands are not in use, they are folded in prayer, with fingers straight, 
pointing heavenward.  This applies when standing, walking, or kneeling.  When sitting, hands 
can lay in our lap or on our thighs. As a general rule, use your dominant hand when holding 
items and place your other hand on your chest. There shouldn’t be a need to fix hair or cinctures 
during mass. 
 
GESTURES - When making the sign of the Cross, or signing ourselves before the Gospel, or 
when we are genuflecting, our gestures are to be deliberate, purposeful, and reverent, not 
rushed or shortened. 
 
GENUFLECTIONS - Before and after Mass, we genuflect every time we pass the Tabernacle. 
We do this by facing the Tabernacle and pausing briefly, lowering our right knee to the ground 
and then rising to our original standing position. We do not genuflect while moving or carrying 
something that might spill or easily be dropped. 
 
TWO KINDS OF BOWING - 
 
1) A simple bow is a slow nod of the head. We make simple bows at these events during  Mass. 

a) when the three Divine Persons are named together  
b) at the name of Jesus 
c) at the name of the Blessed Virgin Mary 
d) at the name of the Saint in whose honor Mass is being celebrated 
e) whenever we leave the Celebrant when he is at the altar 

2) The profound bow is a slow and reverent bow of the body from the waist (at about 30*) with 
your hands folded and looking at the floor. We do This four times during The Mass:  

a) In the Profession of Faith (Creed) - at the words "and by the Holy Spirit was 
incarnate of the Virgin Mary, and became man.” 

b) before receiving The Body of Christ;  
c) before receiving The Blood of Christ;  
d) and as Father closes The Tabernacle (after Communion). 

 
 
 
SECTION 4: ELEMENTS OF THE MASS 
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THE SERVERS IN PROCESSION 
 
THURIFER - (server with thurible)  At more solemn celebrations of the Eucharist, incense will be 
used in procession in and out of the Mass.  In procession, the thurifer sets the pace. It is best to 
move at a reverent pace ( which is neither too fast nor too slow). Practice will help you discover 
the proper pace. When you have the thurible, allow it to swing gently- back and forth.  
 
The thurifer is responsible for ensuring that charcoal is lit 15 minutes before Mass.  
 
To interact with Father when you bring the thurible and the boat (the container for the dry 
incense) to him to impose incense -  here is the procedure: Bow; hand Father the boat; lift up 
the top of thurible so coals are visible- while lifting the thurible to make it easier for 
Father to impose incense; take back boat and hand Father thurible; wait for Father to 
return it; and bow. 
 
The Priest will impose incense at the following 4 times: before the procession begins; at the 
incensation of the altar after the entrance procession; before the proclamation of the Gospel; 
and during the offertory (before washing of hands).  
 
Before processing out (immediately, as singing begins, the thurifer needs to put 1 healthy 
spoonful of incense on the charcoal (without blessing the incense). Then, thurifer proceeds to 
lead the recession from the sanctuary (bowing as you pass the Tabernacle) 
 
CROSS-BEARER - ( “cross”)  In general, one of the most experienced servers will have this 
responsibility. It is very important to keep the processional cross straight and held high, without 
It swaying side to side, or forward and back.  
 
If there is no incense being used at the Mass, the “cross” leads the procession, setting a 
reverent pace ( which is neither too fast nor too slow). Practice will help you assess and 
discover the proper pace. 
 
The bottom of the cross should be held between waist and knee high. Your right hand should be 
at chin level and your left hand should be a foot lower (in the middle of the chest). The image of 
Christ should always be facing forward. You do not genuflect in procession, and only bow 
slightly at the neck so as not to cause the cross to move too much.  During Mass, the 
processional cross will be kept on its stand in the sacristy hallway. 
 
TORCH-BEARERS - (“torch”) The processional candles are known as “torches.” When carrying 
torches, keep the candle straight so the melted wax doesn’t drip on you, the floor, or the carpet.  
 
These servers, almost always, remain side by side.  If possible, they will be of similar height so 
that the candles can be carried at approximately the same height.  Before the procession 
begins, they should assess how to hold the torches so that they are level with one another. 
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They should process about three feet behind the “cross” and do not genuflect in procession, and 
only bow slightly (at the neck) to avoid the candle flame. 
  
 
BOOK-BEARER - (“book”) During the procession, this server carries a worship aide or a blue 
book to sing along with the congregation. They walk approximately three feet behind the 
torchbearers, down the center of the aisle, forming a diamond shape with the other servers.  
 
This server holds the Missal for the priest during both the Opening and Closing prayers -  and 
moves it to the Altar (as the Altar is being prepared) - and from the altar (during communion). In 
some celebrations (funerals, Palm Sunday, Easter Sunday, the book-bearer will also be asked 
to hold other ritual books, in addition to the Missal. 
 
 
PROCESSING TO THE SANCTUARY - The Priest will indicate when to begin . The lead server 
will usually start to walk as the congregation begins to sing the opening hymn.  
 
When the lead server reaches the first step of the sanctuary, ( they will silently count to 5, to 
bow, so all servers can bow together). Then,  proceed (remaining in diamond formation) thru 
hallway door . Each server should proceed according to their role: 
 

Thurifer - if the Priest has indicated that he will incense the altar at the start of the Mass, 
proceed to a space behind the altar and wait for the presider to call for the boat to 
incense the altar.   If no incensation will occur, go directly through the ambo side door, to 
return to the sanctuary thru the other door to hang thurible on it’s stand.  

 
“Cross” - proceed to the cross stand in the sacristy hallway through the ambo side back 
door, returning to the sanctuary through the back door on the presider side. 

 
“Torches” - Follow the cross to return your torches to their stands. Then, proceed 

to the chairs thru back door. 
  
“Book”- Follow torches thru hallway to sit in chair closest to the Missal. 

 
 
 
 
 
 
 
INTRODUCTORY RITES 
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Once at your chairs, stand with your hymnal or worship aid singing the entrance hymn. The 
“book” should pay attention to the Priest, as different Priests will call for the Missal at different 
stages of the introductory rites.  A simple gesture pointing to the book will be the usual 
indication that the book-bearer should step up to the Priest holding the Missal.  On occasion, a 
Deacon at Mass might want the book-bearer to hold the Missal for the Penitential Rite.  
 
When the congregation is seated, the servers also take their seats.  
 
HOLDING THE MISSAL FOR THE OPENING PRAYER (the Collect)) - As the Gloria is 
ending, (during the Penitential Rite), the “book” should gather the Missal- holding it against the 
chest, cover facing out and positioned- for the Priest to easily access the ribbons.  
 
If the Priest will be able to see over you, stand in front of him.  Hold the Missal at the bottom 
with fingers curled up to hold the pages in place, and rest the top of the book against your chest. 
The Priest may or may not adjust the height and angle at which you are holding the book.  
 
If you are nearly as tall or taller than the Priest, stand slightly to his left (your right).  After the 
Priest has opened the Missal to the desired page, hold the book with your left arm supporting 
the left side of the book and your right hand holding the other half. 
 
After the Priest completes the Collect and closes the Missal, the book-bearer makes a simple 
pivot to bow- and steps back to place the Missal on the table and then returns to their chair.  
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THE LITURGY OF THE WORD 
 
During The Liturgy of the Word, all servers remain seated with hands on their lap.  Servers 
should always pay attention to the Scriptures being proclaimed, join in singing the psalm, and 
listen closely to the homily.  
 
If the Evangeliary (Book of the Gospels) will be incensed, the thurifer should gather the thurible 
and boat as the second reading finishes. Quickly, approach the Priest so he can impose 
incense (following the procedure as before). Thereafter, proceed to left side of front of the Altar 
(nearest to Ambo) to lead Gospel reader (priest or deacon) to the Ambo. When he turns to you, 
bow, and hand him only the thurible. After he returns it, bow again. Remain directly behind him, 
swinging the thurible gently. After the Gospel, go to hallway to add another coal to thurible- 
before returning it and the boat to its stand. 
 
When the Priest stands for the Gospel Acclamation, all servers stand with hands folded as 
previously described.  As the Priest or Deacon introduces the Gospel, using your right thumb, 
reverently trace a small sign on the cross on the forehead, lips, and chest.  As this is done, pray 
silently, “May the Lord be in my mind, on my lips, and in my heart.” 
 
Servers are expected to participate (read or recite) during the Creed, and the Universal Prayers. 
 
 
THE LITURGY OF THE EUCHARIST 
 
THE OFFERTORY 
 
After the intercessions are finished, every server has specific tasks. Good teamwork will make 
this process look and feel reverent and efficient.  During this period, whenever a server interacts 
directly with the Priest or Deacon, it is customary to step back and offer a simple bow before 
departing from him. 
 
The ‘book” brings the Missal to the altar and places it to the left of the center of the altar and 
removes the plastic stand for the Evangelary. Bow to Tabernacle as you go to credence table. 
 
The “cross” and “torches” will quickly exit the sanctuary through the back door and return 
through the ambo side door.  
 
  

11 



The “cross” will direct the setting of the altar in this order: 
 

1) The “cross” takes the Priest’s chalice to the Altar first ( with draped purificator, paten, 
and pall). It  is placed at the center of the altar.  Hold the Priest’s chalice securely with 
one hand around the thinnest part of the stem and use the other hand to hold the 
purificator, paten, and pall in place. 

 
2) Waiting for the “cross” to bow, the torchbearers then bring the tray(s) of cups to the 

plexiglass pad on the side of the altar. For “one tray” masses, one torch brings tray and 
the other, brings the cruet and purificators. For “2 tray” masses, each “torch” brings a 
tray. Leave enough room between the trays and the edge of the altar for the pitcher- 
which will arriving soon. Then, back off Altar, bow, and remain together about 2 or 3 
steps from altar. (waiting to assist with collecting the gifts.) 

  
3) For 2 tray masses, the “book” and/or “cross” will bring the purificators and cruet to the 

Altar- (while the “torches”are gone- getting gifts) to be placed to the left of 2 trays- or -in 
front of 1 tray.  

 
4) The “cross” will retrieve the tray(s) from the Altar as soon as they are empty. 

  
 
The torchbearers accompany the Priest or Deacon in receiving the offertory gifts.(They remain 
side by side - close to Altar - until they return to the credence table- after the Altar is 
prepared.)   One server will be given the ciboria. The other will be given the pitcher. The ciboria 
server arrives at Altar first and hands them directly to the priest or Deacon. That server waits 
near the Altar- for the Priest or Deacon to return the lids to you.  
 
The server, who receives pitcher, places it on the the corner of the plexiglass upon arriving at 
the Altar. That server waits- near the Altar- to collect the pitcher and cruet  
 
After they have the lids, pitcher, and cruet, they bow together and return their objects to the 
credence- on their way to the kneelers.  
 
While the gifts are being prepared at the altar, the “cross”, if available, and “book” will prepare 
for the Lavabo (the washing of hands)..  One server holds  the bowl and drapes the towel over 
forearm. The other server, if able, brings the water cruet to pour it directly over the fingertips of 
the Priest. The “book” may have to “wash hands” alone. When finished, bow and return the 
objects to the credence table. 
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THE EUCHARISTIC PRAYER 
 
During the Eucharistic Prayer servers will be at the kneelers. They will follow the postures of the 
congregation.  The “cross” will be closest to the Ambo. (Reaching down to hold the bells before 
they are needed is discouraged)  
 
The “cross” will ring the Sanctus Bells at these three events: 
 

1) At the Epiclesis - This part of the Mass occurs, after we kneel, after the “Holy,Holy,Holy”. 
Be alert because the length of Eucharistic prayers can vary. As the priest extends both 
hands over the bread and wine, you produce a single vigorous ring, for a count of two. 
  

2) At the elevation of the Sacred Body-  After you hear “Which will be given up for you” 
- the bells are rung vigorously, three times - each for a count of two, - with a distinct 
silence between rings. 
 

3) At the Elevation of the Precious Blood - After you hear “Do this in memory of Me”, use 
the same three ring procedure. 

 
 
THE COMMUNION RITE 
 
AFTER THE SIGN OF PEACE  
 
Servers should wait at their places, behind the kneelers, until the Priest comes to you to 
exchange a sign of peace. As the Priest turns toward the altar or Tabernacle, the servers should 
exchange a sign of peace among themselves. 
 
Then, the nearest server(s) to the credence table needs to bring the bowls - from the credence 
table - to the plexiglass on the Altar.  
 
SERVERS RECEIVING COMMUNION - During the Agnus Dei (Lamb of God), servers will be 
standing as the Eucharistic ministers arrive. As Father consumes his communion, kneel to be 
ready for him to say “Behold the Lamb of God”. Then stand up before Father approaches to 
distribute the Body of Christ.  An extraordinary minister will bring the Precious Blood to you.  
 
After receiving the Precious Blood, servers should kneel for a period of quiet, intentional prayer, 
thanking God for the gift of Christ in the Eucharist.  Pray the Eucharist will nourish you for any 
challenges, tests, or worries you are experiencing. 
 
After your prayer time, the lead server will signal the servers to prepare for the rest of Mass.  
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The “cross” then brings the ciboria covers back to the altar, (setting them on the right side- the 
ambo side) and then returns Father’s chalice to the credence table. Then “cross” remains at 
kneeler side- and asks one “torch” to also stay -to help retrieve bowls - after communion. 
 
The “book” crosses the sanctuary to take the Missal from the altar to the book table and then 
sits in chair closest to Missal. 
 
The other torch should exit the sanctuary through the ambo side door to light the processional 
torches- on your way to sitting next to the “book”  
 
As the Priest begins to return to the sanctuary, from distributing Communion, all servers 
should stand with hands folded. We are reverently waiting while the remaining Blessed 
Sacrament is consolidated into one ciborium. After that ciborium is placed in tabernacle and the 
door is closed, all servers (wherever you are) should make a profound bow. When the bowls 
have been returned to credence table, those 2 servers will go to the chairs. As the Priest sits 
down, servers may be seated. 
 
 
THE CONCLUDING RITE 
 
THE PRAYER AFTER COMMUNION  
 
As the Priest stands to say “Let us pray”, the “book” will use the same book-holding technique 
as used before..  
 
If there is to be a Solemn Blessing, the Priest may instruct the “book  to hold the Missal, at the 
ready, during any announcements being made. The “book” steps forward again when the Priest 
or Deacon, says “Bow down for the blessing.” 
 
DISMISSAL  
 
As soon as the recessional hymn begins, all servers move. The “book” brings  the closing hymn 
with her/him to the recession. 
 
All servers exit the sanctuary via the back door, retrieve the cross and torches, and with the 
“cross” in the lead, return by the ambo side back door.  In the diamond formation of the 
procession, all servers move to the center aisle of the nave and turn to face the sanctuary. 
 
The “cross” should stand at center aisle, even with the first pew.  Torchbearers should stand a 
few feet apart, halfway between the crucifer and the first altar step.  The book-bearer should 
stand at the center, at the first step to the sanctuary.  
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After the Priest reverences the altar, he will move to the center in front of the altar.  When he 
bows or genuflects, the book-bearer, carrying a hymnal or worship aid and joining in the 
singing, will be the only server to bow or genuflect (do as the the priest does).  The other 
servers bow their heads only. Then, all servers turn and, with eyes forward, process in a 
diamond formation to the back of church. 
 
 
 
SERVER RESPONSIBILITIES AFTER THE MASS 
 
Torches: Extinguish the candles with the taper candle lighter and assure “our chair area” is neat. 
 
Thurifer: Empty thurible contents in the metal bucket; return thurible stand to hallway; put boat 
away; and hang thurible on stand  
 
Book-bearer: Return the Missal to the sacristy. 
 
Cross-bearer: Return Sanctus Bells and white cloth muffler to sacristy 
 
All servers: 
 
 1) Make sure all albs are hung up neatly and in the proper order.  Cinctures should be 
properly stored. 
 
2) If you stepped in at the last minute- and/or didn’t check in before Mass, do so, at the iPad, 
before leaving.  
 
3) Discuss any issues that came up. Experienced servers have an opportunity to teach what 
needs to be learned for next time.  The lead server should also acknowledge what was done 
well by those with less experience. 
 
4) Say a prayer of gratitude for the privilege and blessings you just received and allow yourself a 
treat, later that day, for your service. 
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