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Altar Server Outline 
 
Roles 
 
 Altar Sever #1  - Lead Server 
 Altar Sever #2 & 3  - Candle Bearers 
 
Arrival / Preparation 
 
1. Lead Server arrives 20 Minutes before Mass begins 

a) Lead server checks in with Deacon and confirm that Roman Missal is 
properly set 

b) Lead server vests in alb and lights candles on altar 
c) Lead server proceeds retrieves processional Cross and waits in pew in 

Vestibule  
d) If needed Lead Server attempts to find replacement servers in 

congregation if ordinary scheduled servers have not arrived 10 
minutes before the beginning of Mass 

2. Ordinary Servers arrive 15 minutes before mass begins  
a) Please arrive 15 minutes before Mass begins. If you arrive less than 

ten minutes before Mass begins please check in with the Lead Server 
and see if you have been replaced. 

b) Candle Bearer 1 & 2 vest in alb 
c) If only one Candle Bearer is present, the processional candles remain 

on the altar.  
d) When two candle bearers are present both retrieve processional 

candles and return to Vestibule by a side aisle to wait with Lead 
Server 

 
Entrance: 
 
1. Process in when priest/deacon indicates at an average pace, 

maintaining one pew distance between Incense (when present), Cross 
Bearer, and Candle Bearers 

a) Incense leads (when present) 
b) Cross leads (when incense not present) 
c) Candle bearer 1 (left) & Candle bearer 2 (right) process following 

behind cross by one pew length 
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i) If two candle bearers are not present - candles are not used. 
d) Deacon follows holding Gospel Book 
e) Priest processes in last  

2. (When present) Incense walks to front of steps center,  gives a slight 
head bow, and walks directly to seats on back-right-side (Priest Chair 
Side) 

3. Cross bearer (Lead Server) walks to front of steps, bows head slightly 
and walks directly to cross stand, places cross in holder, and walks 
directly to seat on back side right (Priest Chair Side) 

a) If one additional server is present but not a second, then 
additional server walks behind Cross bearer, bows slightly at 
center-front-altar, and walks directly to chair and waits until 
Liturgy of Eucharist 

4. Candle bearers walk to place at bottom of step directly in front of 
empty-candle stand 

5. Deacon walks directly to front-steps center, gives a slight head bow, 
and walks directly to back-center of altar and waits holding Gospel 
Book elevated 

6. Priest processes in and waits at front steps center for Gospel Book to 
be elevated over altar and genuflects/profound bow  

7. At Priest genuflection/profound bow  
a) Deacon places book on altar and takes a step to his right 
b) Candle bearer 1 & 2 walk forward and place candles in stands, and 

walk in straight line backward until both are in a line parallel to each 
other and behind Deacon and wait in place 

8. Priest proceeds to altar, Priest and Deacon reverence altar together 
9. Priest & Deacon walk directly to seat: When priest moves towards his 

chair Candle bearer 2 moves 
a) Candle bearer 1 (left) waits until Candle bearer 2 (right) walks across 

behind altar to join, and both walk directly to seats on back-left-side 
 
 
Opening Prayer:  
1. At words, "Let Us Pray”, Lead Server walks to stand in front of Deacon, 

Deacon opens Roman Missal to proper ribbon, Lead Server moves to 
hold book for Priest to pray until Priest closes book.   

2. When Priest closes book Lead Server walks directly back to seat. 
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 Liturgy of Word: All servers are… 
1. First Reading - Listening…. 
2. Psalm - Singing Reponses 
3. Second Reading - Listening…. 
4. Alleluia -  

a) At the beginning of the singing of the Alleluia, Candle Bearers 1 & 2 
walk in straight-line forward to their positions on either side of the 
tabernacle, and then both walk in straight line forward and pick up their 
candle and wait. If there are only two altar servers, Altar Server 1 will 
proceed to the altar and escort the Gospel to the lectern.  

b) Deacon receives blessing from Priest and walks to center-back-altar, 
elevates Book of Gospels, turns and is escorted by candles to Ambo 
(lectern). 

5. Gospel -  
a) Candle bearers wait until Deacon is finished and places book of gospel 

under Ambo and then return candles to stands and return to seat in the 
same fashion as before. 

b) Deacon waits for both servers to be moving away before he moves 
away from Ambo 

c) Both Candle Bearers return the candle to the stand and wait for the 
priest and deacon to process across the altar and then return to their 
seats the same way they walked to the candle stands – first to the 
corner of the tabernacle, Candle Bearer two waits for Candle Bearer 
one to approach and then both sit down together for the Homily. 

6. Homily - Listening… 
7. Petitions - Responding…. 

a) at the end of petitions Candle bearers walk over to credence table and 
wait until Deacon is standing at the back-center-altar  

 
 
Liturgy of Eucharist: 
1. Preparing Altar - When Deacon is at back-center-altar  

a) Lead Server retrieves Processional Cross and walks down center aisle 
and waits in back of Church for gifts  

b) Candle bearers bring Ciboria (Bread) to deacon, Candle bearers then 
bring Chalices to Deacon while Deacon arranges altar. Once last 
chalice is given to Deacon Candle bearers return and wait by 
Credence table  

c) When Priest moves to receive gifts,  
i) Candle bearer 1 and Deacon go down and receive with Priest  



5 
 

ii) Candle bearer 2 waits  by credence table with Water Cruet 
iii) Lead Server waits for signal to move forward and proceeds at an 

average pace directly back to Cross stand, and returns to seat and 
remains standing 

d) Priest gives 
i) basket to Candle bearer 

(1) Candle bearer immediately walks and places Basket on the left 
hand side of altar 

(2) Candle bearer then walks directly to credence table and waits 
ii) wine to Deacon 

(1) Deacon returns to altar  
(a) Candle bearer 2 walks to Deacon and hands him the Water 

Cruet, waits, and is handed Water Cruet by Deacon, and 
returns Water Cruet to credence table 

iii) takes the Bread himself 
e) Priest will then turn and walk few paces towards Candle bearers 

i) Candle bearers will meet priest with Water & Bowl and Towel and 
wash priest's hands 

ii) Candle bearers will then return Water & Bowl and Towel to 
credence table, they then return directly to seats and remain 
standing 

a) Eucharistic Celebration 
i) All Servers are Listening, Responding 
ii)  Ringing of the Altar Bells (Sanctus Bells) 

iii) During the Eucharistic Celebration the Sanctus Bells are rung by 
the Altar Servers three separate times.  

(1)  First ringing of the Bells - the priest joins his hands and places 
them over the bread and wine to be consecrated. The Altar 
Server firmly rings the bells and after a few moments rests the 
bells on the pillow. (It is not necessary to wait for the priest to 
finish speaking) 

(2)  Second ringing of the Bells - the priest says the words of 
consecration, and he elevates the Sacred Host in front of the 
congregation. The Altar Server firmly rings the bells and after a 
few moments rests the bells on the pillow. 

(3) Third ringing of the Bells - - the priest says the words of 
consecration, and he elevates the chalice of Precious Blood in 
front of the congregation. The Altar Server firmly rings the bells 
and after a few moments rests the bells on the pillow. 
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Distribution of Communion 

 
After receiving communion. All Severs return to their seats while 
communion is distributed to the congregation. 

 
 
Closing Prayer:  
 
1) At words, "Let Us Pray”, Lead Server walks to stand in front of Deacon, 

Deacon opens Roman Missal to proper ribbon, Lead Server moves to 
hold book for Priest to pray until Priest closes book.   

i) When Priest closes book Lead Server walks directly back to seat. 
ii) When Priest & Deacon move 

2) Cross bearer retrieves Cross and goes and stands at bottom-center of 
first Pew 

3) Candle bearer proceed down without candles and stand side by side 
directly in front of Cross bearer 

4) All wait for Priest and Deacon to come down to bottom-center and 
genuflect/profound bow 
a) When priest comes up Cross bearer and Candle bearer turn and 

process at an average pace out of the Church 
 
After Mass 
1. Lead Server leads candle bearers in prayer in back server room 
2. Lead Server returns Cross to Stand 
3. All Servers hang alb up  
 
 

Definitions 
 
Alb –   A white linen vestment with close fitting sleeves, reaching 

nearly to the ground and secured round the waist by a 
cincture. 

Ambo –   Is the podium or lectern from which the readings and gospel 
are read during Mass 

Chalice –   The cup(s) used during Mass  

Ciboria –   The bread used during Mass 
Ciborium -   The bowl or vessel used to hold the ciboria  
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Cincture –   A rope like cord tied around the waist outside of the Alb. 
Credence  

Table –   The table to the left of the altar that holds the paten, chalice  
Cruet –   A small vessel used for containing the wine and water required 

for the Holy Mass 
Lavabo -   Literally “I shall wash”; refers to the basin and pitcher of water 

used to wash the Priests hands during Mass. 
Paten –   A small shallow plate or disc of precious metal upon which the 

element of bread is offered to God at the Offertory of the 
Mass 

Processional  
Candles –   The two candles on either side of the altar 
Sacristy -   A room in the church, usually near the altar (at Good Shepherd 

this is in the back of the Church to the right of the entrance as 
you face the altar), where the clergy vest for ecclesiastical 
functions.  

Vestibule –  Sometimes called the narthex, is the entry to the church where 
we leave the ordinary world behind and prepare to enter into 
the church or sanctuary. 

 


