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ALTAR SERVER MINISTRY 
 

“I have given you a model to follow, so that as I have done for you, you should also do.” – 

John 13:15 

 

Why should we serve?  To serve one another is a duty of each and every Christian.  To 

serve at the altar is helping the priest, your parish community and above all God!  Serving al-

lows you to play an active part in our parish life.  You are part of an important ministry because 

you are helping our parish to worship our Lord Jesus at Mass.  Since altar servers have a very 

visible role in the sanctuary, the way you look and conduct yourself during Mass makes a big 

difference. 

 

When becoming an altar server, you are making a commitment to your parish.  You 

need to be faithful to this commitment by being present for each Mass for which you are sched-

uled.  Always remember to have a WILLING SPIRIT as an altar server! 

 

The following guidelines should help you to perform your duties as devoutly and effec-

tively as possible.  Please read them carefully and follow them to the best of your ability.  We 

hope that serving at Mass will help you to grow closer to the Lord Jesus and that you will find 

the ministry interesting, meaningful and enjoyable. 

 

If Jesus came to your house for a meal, wouldn’t you want to wait on His table?  Pope 

John Paul II once said, “The altar servers occupy a privileged place in the Mass.  In the liturgy, 

servers are much more than simple ‘helpers of the priest.’  Above all, they are servers of Jesus 

Christ!” 

 

Your presence and attentiveness to this ministry is crucial to ensure that we have the 

best worship experience possible.  I thank you for joining this ministry and look forward to 

working with you in the years to come! 

Fr. Jim Hearne 
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GENERAL INFORMATION 

 

1. PLEASE DRESS APPROPRIATELY AND RESPECTFULLY WHEN YOU SERVE AT 

MASS. Your hands are to be clean and your hair combed. No torn jeans, dirty or torn shoes, or 

flip-flops. 

 

2. YOU ARE RESPONSIBLE for being at every Mass that you are scheduled for unless you 

have found a replacement. Names and phone numbers of other servers are included on the 

schedule that you will receive. If you have an attendance problem and do not communicate with 

Fr. Jim (708)-383-3430 [frjim@stgilesparish.org] you may be removed from the altar server 

roster. 

 

3. YOU ARE RESPONSIBLE for finding a substitute if you are unable to serve for an assigned 

Mass.  Please take this responsibility seriously. It causes a great deal of confusion if we must 

find altar servers just before Mass. Give the altar server who is replacing you at Mass plenty of 

advance notice.  When you are at Mass and see that servers are missing, volunteer your services 

as soon as possible. 

 

4. Currently servers are scheduled using a computer generated program for both weekdays 

and weekends.  Religious education students are not scheduled for weekday mass during the 

school year. 

 

5. Funerals are usually served by seventh and eighth graders who will be contacted directly by 

the Parish Office.  Summer is a time to volunteer your services regardless of grade level. 

 

6. Weddings are usually served by seventh and eighth graders. 
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BEFORE MASS 
 

1. Arrive AT LEAST 15 MINUTES BEFORE MASS and go to the sacristy. 

 

2. Sign-in on the server attendance sheet. The sign-in sheet is on the table in the sacristy. 

 

3. If you are substituting, WRITE YOUR OWN NAME on the sign-in sheet. If you are a last 

minute “volunteer,” WRITE YOUR OWN NAME on the sign-in sheet. 

 

4. After signing-in, go to the cabinet where the albs are hanging and get vested. Preferably se-

lect a robe that is long enough (ankle length) and fasten it with the appropriately-colored cinc-

ture.  Lastly, place a cross over your alb. 

 

5. Check in with the priest about any pre-mass duties that need to be carried (i.e, lighting the 

candles, putting the gifts out, etc.) 

 

6. The Cross bearer will retrieve the cross from the sanctuary and bring it to the sacristy. The 

candle bearers will light the processional candles. 

 

7. The servers will wait for the liturgical ministers to pray in the sacristy together before mass 

begins.  After praying, the servers head to the back of the church for the start of mass. 

 

*8. If you have a head cold, be sure to have a handkerchief or Kleenex in your pocket.   
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ENTRANCE PROCESSION 
 

1. When the Cantor greets the assembly the servers line up in the center aisle. The Cross bearer 

is first. Then the two candle bearers stand shoulder to shoulder behind the Cross bearer. The 

Lector and the Celebrant/Deacon follow in procession. 

 

2. When the assembly begins to sing, or when the celebrant instructs you, begin moving rever-

ently up the aisle.  Please keep at least 5 pews between the cross bearer and candle bearers.  

Move at a good pace, not too slow and not too fast! 

 

3. At the Sanctuary steps, all servers move to their right and face the altar. Wait for the priest to 

bow.  You will bow with the priest and then move to your places.  The cross bearer will place 

the cross on the stand and the candle bearers will place the candles on the credence (server’s) 

table. 

 

4. When standing, always stand straight and have your hands folded in front of you. 

 

5. When sitting you should sit up straight.  Never cross your legs.  Keep your hands in your lap. 

 

6. Servers should always participate in the Mass by answering prayers and singing the songs 

whenever possible. 

 

7. There should not be an unnecessary talking or “goofing around.”  Never play with the cinc-

ture or cross on your alb. 
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COLLECT 
 

1.When the priest says, “LET US PRAY”, the Cross bearer either comes and 

holds the Presider Binder or takes the Sacramentary (the large red book, also 

called the Roman Missal) and brings it to the priest at the Presider’s chair.  The 

cross bearer needs to ask the priest before mass if he is using the Binder or Sacra-

mentary. 

 

2. The priest will take the presider binder or book and open it and hand it to the 

Cross bearer. Hold it against your chest as the priest reads the prayer. He will 

close it when he is finished. The priest will keep the binder.  If you are using the 

Sacramentary, please place it on the credence (server’s) table, at that time.  The 

Cross bearer returns to their place. 
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LITURGY OF THE WORD 
 

1. All servers sit during the first and second readings from Scripture and    the 

homily. You stand for the Gospel. (A good rule of thumb is: When  the assembly 

stands, kneels, or sits, the servers stand, kneel or sit. 

 

2. When the celebrant stands for the “Alleluia” (Gospel Acclamation), the two 

candle bearers take the candles and stand one behind the other on the left side of 

the Altar, facing the assembly. 

 

3. The priest or deacon will go to the altar and retrieve the Book of the Gospels.  

When the celebrant/deacon is ready, the altar servers lead him single-file to the 

Ambo, processing in front of the Altar.  The priest/deacon will follow the first 

candle bearer.  Upon reaching the ambo, the candle bearers will turn and face the 

assembly.  They will listen attentively to the Gospel.  After the proclamation of 

the Gospel, they return single file behind the Altar and place the candles on the 

credence (server’s) table and return to their chairs. Please keep the candles 

straight (upright), do not tilt them as it may break the glass topper. 

 

4. Servers are to listen attentively and reverently to the priest or deacon during the 

homily.  No one is to leave their seat unless they are sick.  Any movement in the 

sanctuary by the servers becomes an immediate distraction to the praying assem-

bly. 
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PREPARATION OF GIFTS 
 

1. After the Prayer of the Faithful, the assembly will all sit.  The servers go to the 

credence (server’s) table and begin preparing the altar for the Liturgy of the 

Eucharist. 

 

2. The Cross bearer gets the Sacramentary and places it on the center of the corpo-

ral and then returns to their chair. 

 

3. One server brings the chalice and places it to the left of the corporal (square 

cloth placed in the middle of the Altar.)  The other server will bring the rest of the 

cups and place them to the left of the corporal.   

 

4. The priest will stand and go to receive the gifts.  The two candle bearers come 

to help with the gifts.  The servers return to the altar with the gifts and hand them 

to the priest.  The cross bearer stands ready with the cruet of water to help assist 

the priest.  

 

5. One candle bearer returns to the altar with the bowl and towel and helps assist 

the cross bearer with the washing of the priest’s hands. The two servers step for-

ward to the edge of the Altar. The priest will step toward the servers to wash his 

hands - the server with the cruet of water pours some of the water over the priest’s 

hands and then the priest will take the towel to dry his hands, then return it to the 

server. 

 

6. Return the bowl, towel, water cruet and the wine cruet, take the wine cruet as 

well to the credence (server’s) table, then return to your chairs. 

 

7. When the congregation kneels for the Eucharistic Prayer, the servers kneel on 

the “pad” on the steps leading up to the Altar. 
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OUR FATHER & SIGN OF PEACE 

 

1. After the “Amen” is sung, the servers should stand and hold hands with the 

other servers for the “Our Father”. 

 

2. They offer the sign of peace enthusiastically (like they mean it) to the priest 

and each other. 

 

3.  After the sign of peace, one candle bearer brings the communion bowls 

(ciborium) to the altar from the credence (server’s) table.  Place the ciborium on 

the left side of the altar. 

 

3. They then return to their chairs, and prepare to receive the Eucharist.  Either the 

priest or one of the Eucharistic Ministers will distribute the Body and Blood of the 

Christ to the servers.  After receiving communion, the servers are to sit and spend 

some time in prayer. 
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COMMUNION 

 

1. After receiving communion, the servers sit, until all the Eucharistic Ministers 

are off the Altar. They then clear EVERYTHING off the altar. Place everything on 

the credence (server's) table, EVEN THE CHALICE. 

 

2. The cross bearer brings the Sacramentary from the altar to the credence 

(server’s) table. 

 

3. The servers remain seated during the announcements, after communion. 
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CLOSING RITE 

 

1. The priest will either stand and say, “LET US PRAY” OR remain seated for 

the prayer after communion.  Please ask the priest what they will do.  Their an-

swer will determine whether the cross bearer will the hold the book/binder or not. 

 

2. The Cross bearer brings the Sacramentary to the priest who is by the Presider’s 

Chair. 

 

3. The priest will take the book, open it and hand it to the server to hold against 

their chest. 

 

4. The priest reads the prayer, closes the book and hands it back to the server, who 

takes it and puts it on the credence (server’s) table.  The cross bearer remains 

standing by the credence table until it is time to take the Processional Cross for 

the Recessional. 

 

5. When the Closing Hymn starts and the priest moves, the servers get their can-

dles and the Processional Cross and move to the front of the altar. 

 

6. All face the Altar on the right side facing the altar. 

 

7. When the priest bows and turns around, all servers bow, turn and process rever-

ently down the aisle. 

 

8.  After the procession has reached the back of the church, the servers can return 

to the sacristy.  The cross bearer places the cross back on the stand and the candle 

bearers blow out the processional candles and leave them in the sacristy. 
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AFTER MASS 

 

1. The Cross bearer returns the Cross to its place. 

 

2. The candle bearers return their processional candles to the sacristy.     

One server uses the snuffer and extinguishes the candles at the altar.   

 

3. Hang up your robes, ON A HANGER, neatly and leave the room in 
order. 
 

 

A Prayer for Altar Servers 
 

Loving Father, creator of the universe, 

you call your people to worship, 

to be 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 
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QUESTIONS & CONCERNS 
 

Your faithfulness and dedication are greatly appreciated.  If you 

have a change of address, phone number, or email address, 

please let us know immediately. If you have any questions, or 

concerns, please don’t hesitate to call. 

 

 

Fr. Jim Hearne 

Altar Server Coordinator 

(708)-383-340, ext. 408 

frjim@stgilesparish.org  

********** 

 

Miss Mary Lynn Dietsche 

Altar Server Scheduler 

(708)-383-3430, ext. 403 

mldietsche@stgilesparish.org 

*********** 
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How To Review or Get a Server’s 

 Schedule: 
 

The Altar Server’s Schedule is prepared about 5 times a year. To re-

view the current schedule Log on to your Internet provider and type in: 

www.stgilesparish.org 

On the left side of the website: 

Click on Liturgical Ministries. 

Then click on Altar Servers.   

Scroll down the page to the current schedule.   

You will be able to see your assigned days/times.  

The weekend schedule also appears in the bulletin.  

If you have any questions please call the Parish Center: 708-383-3430.   

 

Name: ________________________________________  

 

Date Trained: __________________________________  

 

Trained By: ____________________________________  
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Serran Prayer For Vocations 

O God, Who wills not the death of a sinner, but rather that he be con-

verted and live, grant we beseech You through the intercession of the 

Blessed Mary, ever Virgin, Saint Joseph, her spouse, Blessed Junipero 

Serra, and all the saints, an increase of laborers for your Church, fellow 

laborers with Christ to spend and consume themselves for souls, 

through the same Jesus Christ, Your Son, Who lives and reigns with 

You, in the unity of the Holy Spirit, God forever and ever. Amen. 

Handbook courtesy of the Serra Club of West Suburban Chicago  

The Serra Mission is to foster, affirm and promote vocations to  

ministry in the Catholic Church.  


