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a. Welcome! 

 

Welcome and thank you for answering God’s call and your commitment to the Ministry 

of Altar Serving.  You have a unique opportunity to participate, in a very special way at 

the celebration of Mass, which is the very heart of our Catholic faith. 

 

The Mass is a reenactment of the Last Supper when Jesus instituted the Eucharist and 

told his followers.  “Do this in memory of me.”  Although the Mass is a mystery, we 

accept the fact that the bread and wine becomes the Body, Blood, Soul and Divinity of 

Jesus because Jesus told us this is so.  (Matthew 26:26-30; Mark 14:22-26; Luke 22:14-

20; 1 Corinthians 11:23-25 & John 6:53-59).  The Mass is also a sacrifice, a 

memorial,and a sacred meal called the Eucharist (from the Greek word eucharistia, 

meaning “thanksgiving”). 

 

b. “I’ll Take You!” 

 

Johnny’s first day at a new school was going well - so far.  But recess would really be the 

test.  Johnny had just moved into town and didn’t know anyone, especially the kids. 

Near the ball field, a group was gathering to choose sides for a quick softball game.  

“They’ll never choose me!”  Johnny thought as he walked slowly toward the playing 

field.  “They don’t even know me.” 

Just as Johnny reached the group he heard one of the captains call out in his direction, 

“I’ll take you - the new kid.”  Johnny could hardly believe his ears and jogged over to 

where the captain was standing, trying to contain the smile on his face.  He felt terrific! 

  

Like Johnny, you have just been chosen to become a part of a very special group of 

people; your parish’s Altar Servers.  Whether you were asked by the priest, your parents, 

and a friend or joined on your own, remember God is the one who called you to serve 

Him and you responded with YES! 

 

God calls each one by name, as scripture says, “I have called you by name, and you are 

mine.” (Isaiah 43:1) This is probably the first time that God has called you and will not 
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be the last.  But it is a very special call.  So respond to God’s call with enthusiasm.  Give 

it everything you’ve got!  With this privilege come many responsibilities. 

 

c. The Server as a Prayer Leader: “Who, Me?” 

 

Altar Serving – A ministry to which a person is specially assigned to assist the deacon 

and priest as servers at Mass, Eucharistic adoration, and other liturgical functions.  The 

servers are the representative of the entire congregation by presenting the gifts to the 

celebrant at the altar.  They also set the mood and influence the adults, peers, and 

younger parishioners at Mass by their reverence, attitude, mannerisms and performance. 

 

Young people have been serving mass from the earliest centuries.  They have assisted 

priests with vestments, lighting candles, carrying books used at mass, ringing bells, 

saying prayer, etc.  But of utmost importance are not the things they do, but the 

example they give and being the Prayer Leaders for all attending Mass. 

 

Ask yourself the question, “What is Prayer?”  Prayer is listening to God; through the 

readings, the gospels, songs,  responding and participating to the songs and prayer with 

the entire congregation.  All the things the servers have to do during the Mass cannot be a 

distraction to their listening and responding nor to others in attendance.  You are not 

waiters like in a restaurant who stand off to the side and only help out occasionally.  

The waiter is not a part of the dinner celebration, but the server has a key part of the 

celebration of Mass by being a Prayer Leader for all in attendance. 

 

Another part of prayer is responding to the prayers and songs.  In our prayers and songs, 

praise and thanks are given to God for all the great things He has done for all. So unless 

you are doing something that makes it impossible for you to respond, the example you 

show through your listening, praying and singing will make others feel more comfortable 

about praying and singing themselves.  This is your first leadership job and it is a very 

important one:  To be a Prayer Leader. 
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Section II. Responsibilities and Appropriate gestures / postures 

 

Once you become a server, remember that the people are counting on you.   

First, the priest needs you to be on time, to be prepared and to respond properly.  You 

help him to ensure that everything goes smoothly throughout the Mass.   

Secondly, the congregation counts on you and without you, an important part of prayer 

leadership is missing and things can get sloppy.  No celebration of Mass or any prayer 

event should be sloppy.  A good Server keeps things going smoothly and prayerfully.  

Whenever things go wrong stay calm, think about it, correct it to the best of your ability 

and move on with your part of the Mass.   

The Altar Server with most experience is the lead server and is responsible for directing 

the actions of all servers during the Mass. 

 

You must conduct yourself in a most reverent and respectful manner from the moment 

you enter the church, to the preparation of the altar, to the execution of your duties, to 

your leaving the church. 

 

a. Be Responsible for your Actions! 

 

a.   Attendance:  You are a part of a team and your attendance is important in order 

for the Mass to run smoothly.  Therefore; if for any reason you are unable to 

attend your assigned Mass, please inform the person responsible or if favorable, 

find a substitute. 

 

b.   Dress Code:  Clean and polished shoes (no high heels, tennis shoes or sandals 

that may cause you to slip or make noise when walking on the Sanctuary floor).  

No shorts, tank tops, mini skirts, necklaces, bracelets, earrings or any dangling 

jewelry that will distract or get caught on the vestments or vessels or that will 

jingle. 

 

NOTE:  If you were invited to have an audience with the Pope or to a formal reception at 

the White House with the President of the United States with hundreds of other guests, 
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consider how you would dress.  At Mass, not only are you a guest, but you are one of the 

major guests and would be seated at the main table for all to view and follow your lead.  

How would you dress?  Consider that when you attend Mass, the ultimate celebration, 

you are serving the King of Kings, the Pope’s boss and Jesus is really present, Body, 

Blood, Soul and Divinity in the Eucharist.  You be the judge of your attire!  Dress your 

Sunday best. 

 

c.   Sign of the Cross:  With the fingers of both hands extended, the left hand is 

placed over your chest and as the fingers of your right hand form the cross by 

touching the forehead, then just below the left hand, then the left shoulder, then 

the right shoulder and finally ending with both hands in the folded position. 

 

d.   Small Sign of the Cross:  It is made at the announcement of the Gospel and 

follows the action of the priest or deacon.  It is made with the right hand closed 

loosely in a fist, thumb on top.  The thumb then traces the Sign of the Cross on the 

forehead, lips and chest/ heart. 

 

e.   Folded Hands:  Most speakers’ biggest problem is what to do with their hands.  

Well Altar Servers do not have that problem because they follow this simple rule:  

When the hands are not in use, they should be folded - except when the server is 

seated and they should be on their lap.  The proper way to fold your hands is to 

put your palms together, the left thumb over the right knuckle, the right thumb 

over the left thumb to form a X, elbows near the body and hands held in front of 

the breast with the fingers pointed up at a 45 degree angle. 

 

f. Standing:  Do not slouch / bend.  Stand erect with hands folded properly, heels 

separated slightly with the toes pointing slightly outward. 

 

g.   Sitting:  Sit erect with the palms of your hands flat against the top of your legs / 

lap. 
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e.   Walking:  Should be graceful, smooth and straight (no slouching / 

bending or lazy position) with hands folded.  Walk in unison, especially 

when walking side by side.  Never rush, we are not in a race, but be 

deliberate.  To avoid tripping or stumbling with the albs going up steps, 

lift the advancing leg a little higher than usual and set it down firmly on 

the step (not on the edge) and then repeat with the other foot. 

 

f.  Carrying the Cross or Crucifix:  If there is a cross bearer, they will lead 

and therefore set the pace.  The crucifix should be carried with the corpus 

facing outward and at right angles to the floor and with as little swaying as 

possible.  Normally the bottom of the pole should be about the level of 

your knees.  The right hand holds the pole about throat level with the left 

hand about a foot lower.  Make a Simple Bow when carrying the Crucifix. 

 

g.   Carrying Candles:  Candle bearers usually lead the procession and set 

the pace if there is no cross bearer; therefore walk slowly.  The left hand 

should be under the base, the right hand around the staff about the height 

of the heart / breast.  Make a Simple Bow when carrying candles. 

 

h.   Bows:  Bowing is a lesser form of reverence than genuflecting.  There 

are two types of bows. 

 Simple Bow (Bow of the Head) - Is a slow nod of the head.  These are used carrying 

the crucifix, candles or other vessels and whenever the server approaches or leaves 

the celebrant.  (Example:  bringing the wine and water to the celebrant for the 

ablution, etc.  Stop when they reach the priest, bow the head slowly and then proceed 

with the action.) 

 Profound Bow (Bow of the Body) - Is made from the waist with hands folded.  The 

shoulders and head are bent forward at about a 30-degree angle and made slowly and 

reverently.  (Examples:  Before the altar if the Blessed Sacrament is not present and 

in the Profession of Faith (Creed) at the words, “by the power of the Holy Spirit”.) 
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i.  Genuflection:  The word comes from two Latin words:  genu, kenn, 

flectere, to bend. 

It means to touch the knee to the ground in worship, which is due only to Jesus.  You 

genuflect to the Blessed Sacrament in the Tabernacle when entering and leaving the 

church, the day chapel or the Blessed Sacrament Chapel. 

 

Rule:  If there is a tabernacle with the Blessed Sacrament in the sanctuary, a 

genuflection is made before and after Mass as you enter and leave your pew and 

whenever passing in front of the tabernacle in church, the day chapel or the Blessed 

Sacrament Chapel. 

Exception to the Rule:  The only exception to the rule on genuflection involves the 

cross-bearer and candle bearers when carrying items in the procession. 

 

How to perform a proper genuflection:  Begin in a standing position (not while 

moving) facing the Tabernacle.  Hands folded, eyes looking at the Tabernacle, bring your 

right leg back about half a step, then bend your right knee to the floor even with the heel 

of your left foot, body erect.  Pause briefly, and then rise to original standing position. 

 

  Double Genuflection:  Usually made before the Blessed Sacrament exposed in the 

Monstrance.  A double genuflection begins like the genuflection described above, except 

that after the server is kneeling on their right knee, the left leg is brought back so that 

they are kneeling on both knees.  A single knee genuflection may be made before the 

exposed Blessed Sacrament instead of the double knee genuflection. 

 

j.   Silence:  Except for responding properly as Prayer Leaders, silence is 

kept at all times.  Nothing is more distracting to the priest or parishioners 

than to see the altar servers whispering together.  Servers should be 

attentive so they can respond at the proper times and in a timely manner.  

Remember, you are a Prayer Leader and lead the congregation in the 

proper attitude and should also be preparing yourself for the 

reception of communion.  After communion you should be thanking God 
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for allowing us to receive Him in the Eucharist. (Not hiding in the sacristy, 

moving around unnecessarily or talking to one another) 
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Section III. Preparation for Mass and some vessels used at              

mass 

                      Self-preparation 

 Participating in the Eucharistic celebration is the best thing one can do in a week or in a 

day. Like we usually prepare for any party or to receive guests / visitors or participate in 

any event, in the mass, Our creator has prepared for us a banquet of His own Body and 

Blood, the King of Kings is coming to visit us and He will stay with us and above all, we 

have been chosen to participate in such a great feast. It is therefore prudent and necessary 

that we prepare adequately for such an opportunity. 

 

• All Servers:  Arrive 15 – 20 minutes early. 

• All Servers:  Sign in on “Altar Server’s Sign-In Sheet” 

• All Servers:  Dress with proper size server’s wear (alb or cassock and surplice) as 

appropriate. 

• Two Servers:  are to bring or make sure that the decanter of wine and the 

cymbolium containing the host, are by the entrance to the church to later be 

carried to the altar during offertory. 

• Make sure the procession cross and candles are ready. 

• Wait in prayerful silence in the sacristy or designated place for prayer before mass 

with the Priest and other liturgical ministers. 

 

                                    Duties at mass 

The Acolyte or MC or the leader is to assign the various duties of the Mass to the 

attending altar servers.  Duties include: 

• Light and put out the candles 

• Cross and candle bearers to process in and process out. 

• Holding the Missal for the priest. 

• Candle bearers for bringing up the gifts. 

• Dressing the altar and undressing the altar – only for instituted ministers. 

• Assisting the priest to receiving the gifts 



14 

 

• Bringing the sacred vessels and other items from the credence table to the altar. 

Washing of the hands of the Priest 

• Ringing of the bells. 

• Any other assigned duty during the mass. 

 

Vessels and items used at the mass. 

a. Cruet. One of two small bottles or vessels used to contain the water and wine 

used at the Consecration of the Mass.  Also known as the water decanter. 

 

Figure 1 

    –  

The bottle or carafe-like vessel used to hold the wine that will be consecrated at Mass for 

the Communion of the people.  Brought up during the Presentation of the Gifts to the 

altar. 

 

b. Pall 

 

         

Figure 2 

The Pall is a sacred covering.  A stiff cardboard covered with linen, spread over the top 

of the chalice at mass.  The Host is a round unconsecrated wafers used during the 

Consecration.  Once consecrated, it becomes the victim of sacrifice and therefore the 

Body, Blood, Soul & Divinity of Christ. 

 

 

c. Communion Cups – The chalice-like vessels used at Communion when the 

people receive from the cup. 
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d. Lavabo Dish – The saucer-shaped bowl that holds the water used in ablution. 

 

e. Finger Towel – A folded rectangular towel used to dry the celebrant’s hands after 

the ablution. 

f. Purificator – A small piece of white linen, marked with a cross in the center, 

used by the priest in the celebration of Mass.  It is folded in three layers and used 

by the priest to purify his fingers, chalice and paten after Holy Communion. 

 

g. Paten – A saucer-like dish of the same material as the chalice, usually gold-

plated.  It must be large enough to cover the chalice and on it rests the bread to be 

consecrated and later the Sacred Host. 

 

h. Chalice – The cup-shaped vessel or goblet used at Mass to contain the Precious 

Blood of Christ.  Usually made of precious metal.  A chalice is consecrated with 

holy chrism by a bishop. 

 

i. Credence Table – A small table or shelf at one side of the altar on which is 

placed the cruets, lavabo bowl, finger towels, chalice, paten, corporal etc. Used in 

the Mass. It is the responsibility of the acolyte to make sure that the Credence 

Table is properly set up before Mass. 
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Figure 3 

 

j. Candles – A sacramental used in the Church’s liturgy.  Candles are an emblem of 

God and symbolize that God is the light of the world.  The white represents 

Christ’s spotless body, the flame a figure of His Divine Nature. 

Candles are to be lit at least 10 minutes before mass.  It may be better to light and 

extinguish the candles from the front rather than the rear. 

 

                       

Figure 4 
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k. Extinguisher – It is a pole like instrument with a tube on one side on the top with 

a retractable wick for lighting candles.  The other side of the top is a cup for 

extinguishing the candles after Mass.  Expose only enough length of wick as 

necessary and retract to extinguish the flame before leaving the Altar. 

 

l. Processional Cross – A crucifix mounted on a staff, carried in solemn services at 

the head of a procession. (Example:  Mass, Stations of the Cross, etc.) 

• Server 1:  Retrieves the Crucifix from the Main Sacristy to the side chapel. 

 

All Servers:  Say the Altar Server’s Prayer  “Prayer Before Serving” 

 

PRAYER BEFORE SERVING 

 

Father in heaven, your Son, Jesus Christ, showed His love for you by serving His needy 

brothers and sisters.   

Open my mouth to praise you in word and song.   

Open my ears to hear your Word.  

Open my hands to do your work well.   

Take from my heart all evil and distracting thoughts.   

Help me know what I should do, and do it well.   

Help me to serve reverently at your holy altar, and so give you praise and glory,  

Now and Forever.      

Amen 

 

N.B. Usually the prayer is done with the priest and other liturgical ministers before 

the mass. In case it is not done, pray the above prayer. 

 

 

 

 

 

 



18 

 

Section IV:              Parts of the Church 

 

a. Sanctuary – The part of a church containing the altar.  Usually elevated higher 

than the rest of the church. 

 

b. Narthex – The gathering space between the outside walls and the walls leading to 

the nave of the church.  Contains the Baptismal Font.  Sometimes called the 

vestibule of the church. 

 

c. Nave – The central open space in a church separate from the sanctuary and 

usually reserved for worshipers to pray and attend Mass. 

 

• Servers 2 & 3:  Retrieves the 2 candles near the altar. 

• Server 4:  Retrieves the Thurible & Incense Boat from the Sacristy if needed. 

 

Candlesticks– Holders for candles:  a foot, stem, knob and bowl to receive wax 

drippings. 

 

d. Ambo – A stationary or movable reading stand of wood or metal to support the 

sacred books used in the liturgical ceremonies.  Used by the lector to read the 

readings and the celebrant to read the gospel and give homily.   

 

e. Sacristy – A room attached to a church, usually near the altar, where the clergy 

vest for Mass and other functions.  The sacristy is used to store sacred vessels, 

vestments and other articles needed for the liturgy.  Also called the vestry. 

f. Sacrarium – A sink, provided with a drain directly to the earth, for the disposal 

of water that has been used for some sacred purpose such as cleaning the vessels 

used to hold the Sacred Hosts and the Precious Blood during Mass. 

 

 



19 

 

                         

Figure 5 

 

 

Section V: Parts / Rites of the mass 

a. Introductory Rites: 

 

• All Servers:  Upon beginning entrance hymn, proceed slowly down main aisle in 

the order described below. 

• Server l:  Lead the procession and stop at the foot of the Sanctuary, Cross-bearer 

makes a simple bow, and proceed to the Main Sacristy, put Crucifix in its proper 

place in Sacristy, proceed to the seat next to Celebrant and stand with hands 

folded. 

• Servers 2 & 3:  Follows Server 1 and walks side by side with Candles.  Stop 

between the foot of Sanctuary, make simple bow, separate and face each other, 

proceed to the Sanctuary and place the candles in the rightful place next to the 

altar. 

• Server 4:  Follows the two Candle Bearers with his/her hands folded.  Stop at the 

foot of the Sanctuary, make a genuflection and proceed to the seat nearest the 

Credence Table. 
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o If incense is used, Server 4 will lead the procession, swinging the 

Thurible.  Follow the procedures found on sheet titled. “Use of Incense at 

Mass” 

 

• All Servers who do not have anything in their hands follow, genuflect at the foot 

of the sanctuary and proceed to their seats in the sanctuary, then stand with their 

hands folded. 

 

o Server 1:  Holds the missal and waits for a nod from the celebrant / MC or 

after the greeting and takes it to the main celebrant. 

▪ If you are taller than the celebrant or of the same average height. 

Remember to stand to the side and extend your arms to one side so 

as not to block the view of the Celebrant. However, if you are 

shorter than the celebrant, you can stand in front of him. 

 

 

 

 

 

                                 

Figure 6 

 

 

Server 1 will 

sit  as close to 

the priest as 

possible. 

Other servers 

2, 3 & 4 will to 

sit on the right 

hand side of 

the altar. 
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b. Liturgy of the Word: 

 

• All Servers:  Participate in the Mass as Prayer Leaders. Stand and sit at the same 

time as the rest of the congregation.  Respond verbally as appropriate.   

• Server 4:  If incense is used, when the Celebrant or Deacon approaches the Altar, 

the Server goes through the Main Sacristy, picks up the Thurible and Incense Boat 

and stands behind the Ambo swinging the Thurible. 

o The Same procedure is used, allowing the Celebrant or Deacon to add 

incense to the Thurible to be used in incensing the Gospels. 

o The server will then return the Incense Boat to the stand.  He/she will go 

into the Main Sacristy and place another piece of charcoal in the Thurible. 

(See details on sheet labeled “Use of Incense at Mass.” 

 

c. Liturgy of the Eucharist: 

 

o After the General Intercessions, the priest will sit and the offertory collection 

begins. 

o Servers 2 & 3: Proceed to credence table to bring the items needed to set the 

Altar. 

o Server 2 – set up Chalice, water cruet. 

o  Server 3 – communion cups 

o Server 4 & Acolyte / Deacon – Receiving the gifts ( if the offertory 

procession does not involve the candle and cross) 
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Figure 7 

 

Alternatively; 

One Altar Server can hold the tray while the other places the communion cups on the 

Altar.   

 

                                                                         

 

Figure 8 

 

Corporal – square white linen clothe on which the Paten and Chalice are placed during 

Mass on the altar.  Is also found under the Monstrance at Benediction or under the 

Blessed Sacrament. 

The Credence Table 

ready for Mass. 
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Figure 9 

 

 

o Return to your seats and wait for the Celebrant to stand up. 

                                                  

Eucharist – The true Body, Blood, Soul and Divinity of Jesus Christ, who is really and 

substantially present under the appearances of bread and wine, in order to offer himself in the 

sacrifice of the Mass and to be received as spiritual food in Holy Communion.  Eucharist means 

“thanksgiving”, because at its institution at the Last Supper Christ “gave thanks”. 

 

o Once the celebrant has stood up, server 1 follows him to the foot of the sanctuary 

to receive the gifts. The server stands just behind the priest on one side usually 

left. The deacon / acolyte will stand on the right. 

 

When the candles and cross are being used in the procession, the candle and cross 

bearers, retrieve the two candles and the cross from the sacristy and walk down the side 

aisle to the Narthex and wait to lead the gift bearers to the Sanctuary. 

 

1st  option; The communion 

cups are to be placed on the 

altar like this. 

OR 

2nd option; Like this with a 

purificator in front of each cup 

Depends on the minister 
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Figure 10 

 

Once the priest is standing at the foot of the sanctuary, the procession can begin. 

 

Stop in front of the Celebrant, make a simple bow and proceed to placing the candles and 

the cross in the sacristy. 

 

 When the priest receives the gifts, and gives then to you – the servers receive the gifts 

and place them on the altar. 

  

 

 

Figure 11 

 

Server 1:  Remove the cap from the cruet of water and bring it to the Celebrant or Deacon 

for the mingling with the wine.  Return the cruet back to the Credence table and proceed 

to your seat. 

Also takes the decanter of wine from the altar to the credence table. 

 

After preparation of the altar, and when the priest has prayed for gifts, he washes his 

hands; 

 

Servers 2, 3 & 4:  Retrieve the items used by the Celebrant for the Ablution.  

(Server 2 – Cruet of water, Server 3 – Lavabo Dish and Server 4 – finger towel) 

The Credence Table 
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 As the Celebrant turns to the Servers, proceed to the altar side by side (right to 

left) in the order described above. 

 Server 2 will pour the water over the Celebrant’s hands over the lavabo dish 

which is being held by Server 3 and Server 4 will hand the Celebrant the Finger Towel to 

use for drying his hands. 

 

Return items to the credence table. 

Return to your seats and continue celebrating Mass as Prayer Leaders. 

During the Holy Holy, servers split into two groups, atmost 3  on the left and 3 on the 

right and immediately kneel at the kneelers just at the end of the Holy. 

 

Ringing of the bells 

 

These are the three times you ring the bells. 

 

 First; Prayer over the gifts   

           The bell is rung once.                                         

 

                                      

Figure 12 

      

 

 

    Second; Raising of the Large Host 

                  The bell is rang three times 
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Figure 13 

 

   Third; The raising up of the cup 

              The bell is rang three times 

 

                                        

Figure 14 

 

 

All Servers 

 After the Lord’s Prayer, all stand and stay where you are.  

After the Lord’s Prayer, the servers on the right go to join those on the left, and all stand 

between the credence table and the ambo. 

 

At the sign of peace, exchange with each other. 

Server 2 or 3 takes the purificators and the ciborium to the altar (if they are not yet on the 

altar). 

 

After the exchange of peace, when the congregation kneels, please kneel if all servers 

stayed on their respective sides during the Eucharistic prayer. 

But in case they moved as described above, please keep standing. 
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All Servers: Remain standing in the Sanctuary for the reception of Holy Communion.  

During reception of Holy Communion, remember to make a profound bow before 

receiving communion or to knee for reception of Holy Communion. 

 

Be seated (or kneel at the kneelers as was) during the Eucharistic prayer after reception 

of Holy Communion. 

 

Server 1 & 4; Hold the ablution cup and purificator for the communion minister who 

distributed the Body to purify his hands. 

 

Servers 2 & 3:  After the Ciborium of Consecrated Host is returned to the Tabernacle, 

remove all items from the Altar and place them on the Credence Table. 

 

Server 4; Return to your seat after the ciborium has been returned to the tabernacle. 

 

     

Figure 15 
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d. Concluding Rites: 

 

 

                                                             

Figure 16 

 

 

After the Final Blessing and the Closing Song begins: 

 

Server 1:  Retrieve the Crucifix from the Main Sacristy and proceed to the foot of the 

Sanctuary, and face the Altar.  

 

Servers 2 & 3:  Retrieve the Candles from the altar or sacristy, stand at the foot of the 

Sanctuary facing the Altar. 

 

All other altar servers follow, then the acolytes. 

 The deacon and the priest follow and stand at the foot of the sanctuary. 

Once the priest kneels before the tabernacle, all those in the procession who have nothing 

in their hands also kneel. 

Those who have something in their hands make a Simple Bow, then turn and walk slowly 

down the main aisle of the church. 

The cross and candle 

holders line up at the third 

pew, the others in front of 

them. 
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Section VI: Clean up after Mass: 

All Servers:  Recite the Altar server’s “Prayer after Serving”. 

 

Prayer after Serving 

I thank you Almighty Father for giving me the privilege and honor 

Of having been called by you to be the Prayer Leader 

At this Eucharistic Celebration. 

I thank you for the grace to continue to perform my duties 

According to your Holy Will and this I ask through Christ our Lord.      

Amen 

 

 

This part below is only done if the altars sever is interested in doing it with the 

permission of their parent. 

 

All Servers:  Return all items used at Mass to their proper place. 

 

All Servers:  Put the candles out using the Extinguisher. (Do Not Blow Out) 

 

All Servers:  Remove and hang up albs / cassocks  properly.  If your alb / cassock is 

soiled or dirty, place it in the basket in the Altar Server Room to be cleaned. 

 

Servers may then socialize and go home feeling the satisfaction and rewards of 

performing their part of the Mass worthily. 
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Figure 17; Put things in their proper place                           

 

   

Figure 18; Extinguishing the candles 

 

 

Thank you for Serving God! 

 

Section VII: Use of Incense at Mass 

 

Altar Server’s Responsibilities 

 

During Masses at which incense will be used, on Altar Server (Thurrifer) will be 

responsible for its handling.  There are four times during the Mass that incense will be 

used unless otherwise. 
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• Beginning of Mass during the entrance procession  

• Incensing the altar before the introductory rite.  

• At the reading of the Gospel After the presentation of gifts at the altar.  

• During the Eucharistic prayer at elevation of bread and wine. 

 

If the celebrant notifies you that incense will be used during the Mass, set up the incense 

stand in the Main Sacristy and light the charcoal in the Thurible.  (BE CAREFUL) 

When it is time for Mass to begin, the Incense Bearer will get the Thurible and Incense 

Boat, the Cross Bearer will get the Processional Cross and the Candle Bearers will get the 

candles and meet in the Narthex at the main doors leading into the Nave of the Church. 

 

The priest will put incense in the thurrible.  

The Incense Bearer will then lead the procession swinging the Thurible, followed by the 

Cross-Bearer, then the Candle Bearers, (+,- Eucharistic Ministers), Lector, Acolytes and 

finally the Celebrant and Deacon.   

 

The Thurrifer makes a simple bow at the foot of the sanctuary. 

The Incense Bearer walks up the steps and stands behind the Ambo swinging the 

Thurible.  The other servers place the cross and candles in their proper place, then stand 

in front of their seats.   

 

After the celebrant kisses the Altar, the Incense Bearer presents the celebrant the Thurible 

for the second time.  The Server will hand the celebrant the Incense Boat, open the 

Thurible to allow the celebrant to put incense.  The Server will then give the Thurible to 

the celebrant, and take the Incense Boat away from him and stand to the side until the 

celebrant is finished incensing the Altar.  The server places the Thurible on the stand in 

the rear of the Sanctuary or the sacristy and returns to his/her seat with the other servers. 

 

It is important that the Incense Bearer follows the readings.  When the Lector starts the 

second reading, go to make sure that there is burning charcoal in the thurrible. 

As soon as the second reading is finished, the server will retrieve the Thurible and 

Incense Boat and walk toward the main celebrants seat and let the priest put incense 



32 

 

using the procedure described previously. If the main celebrant is the priest, please keep 

standing. If the main celebrant is the Bishop, please kneel during the process. After 

incense has been put in the thurrible, proceed to the ambo, passing in front of the altar 

(not between the altar and tabernacle).  This is the second time the incense is presented to 

the celebrant/deacon.  Stand behind the ambo and wait on the minister who is to proclaim 

the gospel. Hand the Thurrible to the Priest or Deacon who  will incense the Gospel and 

hand the Thurible back to the server.  The server stands next to the Ambo, swinging the 

Thurible during the entire reading of the Gospel.  At the end of the reading of the Gospel, 

the Incense Bearer will return the Thurible and Incense Boat to the stand in the Main 

Sacristy.  At this time it will be important that you place another piece of charcoal into 

the Thurrible, and then return to your seat with the other servers for the Homily. 

 

 

After the collection, when the other servers go to the foot of the Sanctuary to receive the 

gifts, the Incense Bearer retrieves the Thurible and Incense Boat and waits to the side of 

the altar next to the ambo for the Priest.  Once the other servers have placed the gifts on 

the Altar and are returning to the Credence Table, the Incense Bearer takes the Thurible 

and Incense Boat to the celebrant (before washing of hands) at the Altar for the third 

time.  The celebrant will incense the gifts at the altar, the altar itself and then return the 

Thurrible to the Server.  The server will incense;  

• The main celebrant (twice, three times) 

• Other priests present at the mass (twice, three times) 

• The congregation. (twice, three times) Before incensing the congregation, make a 

simple bow before them signaling them to stand up, after incensing, make a 

simple bow also.) 

(If a deacon is present, this part is done by him.) 

Return the Thurrible and Incense Boat to the stand in the rear of the Sanctuary / sacristy.  

The other servers will handle the washing of the hands.  Mass will continue as usual. 

 

The last time incense is used is during the Eucharistic prayer at consecration. During the 

Holy, Holy, the Thurrifer retrieves the smoking thurrible from the sacristy, proceeds and 
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kneels before the altar. During elevation, incense the Body of Christ twice, three times; 

and the Blood of Christ twice, three times. 

Stay kneeling and when the “Our Father” is said, stand up with the rest of the 

congregation, make a simple bow and take the thurrible back into the sacristy. Come and 

take your place next to the other altar servers. 

 

After the Prayer after Communion, the Incense Bearer goes to the back of the Sacristy.  

You stand behind the Ambo until the celebrant has said the final Blessing and Dismissal.  

As the Cross Bearer and Candle Bearer retrieve their items, the Incense Bearer walks 

down to the center aisle, and faces the Sanctuary, and so the procession begins to form. 

Once the main celebrant has joined the procession, and when he genuflects, also make a 

simple bow and lead the closing procession. 

 

After Mass, dump the charcoal into a safe spot and ensure the charcoal is extinguished in 

order not to cause a fire.  (BE CAREFUL NOT TO BURN YOURSELF) 
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Section VIII :  GLOSSARY 

WORD IDENTIFIER 

 

Church Building: Sanctuary: Sacristy: 

Narthex or Vestibule Altar Main Sacristy 

Baptismal Font Ambo Sacrarium 

Chapel (Blessed Sacrament) Candlesticks Atlar 

Vessels Celebrant’s Chair Chalice Veils 

Sanctuary Lamp Crucifix Articles for Mass 

Ambry Credence Table Host 

Nave Communion Cups Wine 

Stations of the Cross Extra ciborium  

Priest Sacristy/Vestry Tabernacle   

   

Vestments Articles for Mass: Altar Vessels 

Albs Altar Cloth Chalice 

Amice Altar Bells Paten 

Cassock Corporal Ciborium 

Chasuble Finger Towel Cruets 

Cincture Pall Lavabo Dish 

Cope Purificator Communion Cups 

Decanter/Flagon/Pitcher Lectionary Thurible/Censer 

Humeral Veil Sacramentary Monstrance 

Stole Aspergillum & Pail  Pyx 

Boat  Luna / Lunette 

Surplice   
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Ablution – Liturgical washing with water.  The Ritual washing of the thumbs and index 

fingers of the celebrant at Mass and the cleansing of the chalice and other items used 

during Mass.  (See Washing of the Hands) 

 

Adoration of the Eucharist – Acknowledgement that, because the whole Christ; Body, 

Blood, Soul and Divinity, is really present in the Blessed Sacrament, He is to be adored 

in the Eucharist as the incarnate God.  The manner of showing homage to the Blessed 

Sacrament, whether in the tabernacle or exposed in the Monstrance, is to be venerated by 

genuflecting on one knee and usually accompanied with the sign of the cross. 

 

Alb – A full length white linen vestment secured with a cincture used at Mass by the 

Altar Server.  It is blessed before being worn.  It symbolized the garment in which Christ 

was clothed by Herod and the purity of the soul with which the Sacrifice of the Mass 

should be offered. 

 

Altar – A table or stand on which the Sacrifice of the Mass is offered.  It may be fixed or 

movable, but must be covered with a cloth and a corporal.  The altar is consecrated or at 

least blessed before use. 

 

Altar Bell – A small single or cluster of bells rung at the elevation of the host and chalice 

during the Mass and when the celebrant genuflects before the altar during the 

Consecration as an invitation to those present to alert them to the solemnity of the 

Eucharistic Consecration. 

 

Altar Bread or Host – Round wafers of unleavened (no yeast) 100%wheat bread used at 

Mass for the consecration. 

 

Ambry – A box either on the wall or inserted in the wall in which the holy oils are kept 

in Catholic Churches. 

 

Amice – A rectangular piece of white cloth with two long ribbons attached to the top 

corners worn over the priest’s shoulders beneath the alb. 
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Aspergillum – Holy Water Sprinkler, is perforated metal ball or tube on a handle that 

holds holy water and used by the priest to sprinkle the faithful or articles to be blessed.  

Often kept in a small metal or glass pail with a handle that holds holy water. 

 

Baptistery – A portion of a church or separate building set apart for the administration of 

baptism.  The baptismal font is located in this area. 

 

Benediction of the Blessed Sacrament – A Eucharistic devotion in which the Blessed 

Sacrament is exposed for adoration by the faithful in the Catholic Church of the Latin 

Rite.  In the tradition form, in which the priests, vested in surplice, stole and cope, places 

on the altar the consecrated Host in the monstrance for adoration by the faithful.  The 

monstrance is then incensed, followed by a period of meditation, praise, and adoration by 

priest and people.  At the conclusion of the ceremony, the monstrance is again incensed 

and followed by blessing the people with the raised monstrance in the form of the cross.  

During the blessing the priest wears a humeral veil covering his hands.  A small bell is 

rung during the blessing.  More prayers follow the Blessed Sacrament is then then 

reposed in the tabernacle. 

 

Bible – The collection of books accepted by the church as the authentic, inspired record 

of the revelations made to mankind by God about himself and his will for men.  It is 

divided into the Old and New Testament to distinguish between the time before Christ 

and the time after Christ. 

 

Blessed Sacrament – The Eucharist as one of the seven sacraments instituted by Christ 

to be received by the faithful.  It is a sacrament to be received and adored before, during 

and after reception.  It is a permanent sacrament, since Christ remains in the Eucharist as 

long as the physical properties of the species of bread and wine remain essentially 

unchanged. 
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Breaking of the Host – The liturgical breaking of the consecrated host as Mass.  It’s 

practical purpose is for ease of consumption by the priest.  It is also a symbol that through 

the body of Christ the faithful become one with him and with one another. 

 

Luna / Lunette / Capsula – Metal receptacle used to reserve the consecrated Host in the 

tabernacle for later exposition in the monstrance. 

 

Cassock – A long, close-fitting garment that is sometimes belted and usually black in 

color but may have red piping.  Also in red and the Pope’s is always white.  Sometimes 

worn by servers in various colors with a surplice placed over the cassock. 

 

Celebrant – The priest or bishop who offers Mass, as distinct from those who only assist. 

 

Censer – A metal container in which the incense is burned.  Usually shaped like a vase or 

cup with a cover and is suspended by one or more chains.  Used in various liturgical 

ceremonies.  (Benediction, special Masses, etc.)  Also called a thurible. 

 

Chalice Veil – A cloth covering for the chalice sometimes used at Mass.  May match the 

color of the vestments or may always be white. 

 

Chapel – A place for liturgical worship by a small group, may be separate or a part of 

another larger building or church.  Also used for the reservation and adoration of the 

Blessed Sacrament. 

 

Chasuble – A sleeveless outer garment worn by a priest at Mass.  Worn over all other 

garments and usually made of silk, velvet or other rich material and decorated with 

various symbols.  The arms are free when worn.  It symbolized the yoke of Christ and 

signifies charity. 

 

Chrism – A consecrated mixture of olive oil and balsam.  Blessed by a bishop, and used 

in public administration of baptism, confirmation and holy orders, in the blessing of 
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tower bells, baptismal water, and in the consecration of churches, altars, chalices, and 

patens. 

 

Ciborium – A covered container used to hold the consecrated small Hosts.  It is similar 

to a chalice but is covered.  Usually made of precious metals.  Used to reserved 

consecrated hosts in the tabernacle. 

 

Cincture – A belt, girdle or cord tied around the waist of an alb.  Worn by priests, 

deacons and altar servers.  It is Usually a cord with a tassel on each end and sometimes in 

the liturgical color of the day.  It symbolized chastity. 

 

Clapper – A wooden instrument, with an attachment that, when shaken, makes a 

knocking noise.  Used during the Liturgy of Good Friday instead of the bells. 

 

Colors, Liturgical – Visible signs to represent the liturgical seasons of the Church.   

 White – Used in Masses of the Easter and Christmas seasons; on feasts and 

memorials of the Lord Jesus, other than Passion; on feasts and memorial of Mary, the 

angels, saints who are not martyrs, All Saints.  White is used on festive occasions (such 

as marriage and baptism) and is the usual color for Masses of the Dead.  White is a sign 

of joy. 

 

 Red – Used on Passion Sunday and Good Friday, Pentecost, Mass of the Holy 

Spirit, celebration of the Passion,  and feast of martyrs.  Red symbolized both the blood 

of Christ and martyrs and the Holy Spirit 

 Green – Used on the Sundays and weekdays of ordinary times.  This color 

symbolized growth and hope. 

 Violet – Used in Advent and Lent.  It may be used in Masses of the Dead.  It is a 

symbol of penance. 

 Black – May be used in Masses of the Dead, thought it is no longer common. 

 Rose – A color indicating joy.  It may be used on Gaudete Sunday (the Third 

Sunday of Advent) and Laetare Sunday (the Fourth Sunday of Lent.) 
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 Gold – Substitutes for other colors and may be used on special feasts and 

occasions. 

 

Communion Paten – A saucer-like dish with a handle that a server holds under the chin 

or hands of the person receiving Communion to catch Communion crumbs. 

 

Concelebrant – A priest who offers Mass jointly with one or more other priests. 

 

Conopaeum – Veil covering the outside of the tabernacle in which the Blessed 

Sacrament is reserved.  It may be white, gold or the liturgical color of the priest’s 

vestments. 

 

Consecration – The words of institution of the Eucharist, pronounced at Mass, by which 

is accomplished the very sacrifice that Christ instituted at the Last Supper.  The formula 

for consecration is uniform for all the approved canons of the Mass. 

 

Cope – A long cape worn by priests and bishops at certain religious rites.  Open in front, 

like a mantle, it reaches to the floor and fastened on the breast with a clasp.  It is usually 

worn in processions and Benediction. 

 

Crosier – An ornamental staff shaped like a shepherd’s crook.  Bishops usually carry it.  

It symbolized a bishop’s role as caretaker of his flock. 

 

Cross – Primarily the instrument of suffering on which Christ died and redeemed the 

world. 

 

Eucharist – The true Body, Blood, Soul and Divinity of Jesus Christ, who is really 

substantially present under the appearances of bread and wine, in order to offer himself in 

the sacrifice of the Mass and to be received as spiritual food in Holy Communion.  

Eucharist means “thanksgiving”, because at it’s institution at the Last Supper, Christ 

“gave thanks”. 
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Exposition of the Blessed Sacrament – The ceremony in which a priest or deacon 

removes the Sacred Host from the tabernacle and places it in the monstrance on the altar 

for adoration. 

 

Font – Receptacle for baptismal or holy water, normally made of stone, metal or wood.  

If of wood, has a stone, metal or glass container to hold the water. 

 

Genuflection – The word comes from two Latin words:  Genu, knee; flectere, to bend.  It 

means to touch the knee to the ground in worship.  You genuflect to the Blessed 

Sacrament in the Tabernacle or in the Monstrance when entering and leaving the church, 

the day chapel or the Blessed Sacrament Chapel. 

Habit – Religious – The distinctive garb of a man or woman religious.  According to 

Vatican II, it is an outward sign of consecration to God and should be simple and modest. 

 

Holy Oils – Sacramental blessed by a bishop.  There are three kinds; Oil of catechumens, 

holy chrism and oil of the sick.  They are symbols of spiritual nourishment and the light 

of grace.  Used at baptism, confirmation and anointing of the sick.  They are usually 

blessed on Holy Thursday by a bishop and distributed locally to each church and are kept 

in the ambry. 

 

Holy Water – Sacramental blessed by a priest invoking God’s blessing on all that use it.  

Blessed water is a symbol of spiritual cleansing.  Commonly used by dipping ones 

fingers in the holy water and reverently making the Sign of the Cross as one enters and 

leaves a Catholic Church. 

 

Humeral Veil – A long oblong piece of silk or vestment material often richly 

ornamented or embroidered, worn over the shoulders and covering the hands of the priest 

as he gives the blessing with the Sacred Host in the monstrance at benediction.  Also used 

to carry sacred vessels containing the Sacred Host when moved from one tabernacle to 

another. 
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Incense – An Aromatic gum or resin in the form of powder or grains that give off a 

fragrant smoke when they are burned.  A symbolic sacramental that at it’s burning 

signifies zeal or fervor; its fragrance signifies virtue; and it’s rising smoke represents our 

human prayers ascending to God. It is used at Mass, for the Gospel book, the altar, the 

people, the ministers and the bread and wine before consecration; at benediction of the 

Blessed Sacrament; during processions; and at absolutions of the dead. 

 

Incense Boat – A sacred vessel, oblong or round in shape, in which incense is kept and 

transferred to a censer by means of a spoon. 

 

Kneeling – Resting on bent knees as a sign of reverence and humility.  The New Order of 

the Mass prescribes that the faithful kneel at least during the Consecration. 

 

Lavabo Bowl – the liturgical washing of the priests hands at Mass. 

 

Lectionary – The book containing a three-year cycle of readings for Sundays and solemn 

feasts, a two-year weekday cycle, and a one-year cycle for the feasts of saints.  It contains 

readings for a large variety of other Masses.  There are also responsorial psalms that 

follow the first readings for each Mass, along with Gospels or Alleluia verses to follow 

the second reading. 

 

Luna – A circular receptacle with glass sides, metal circled with gold to hold the Sacred 

Host upright in the monstrance.  Also called a Lunette. 

 

Mass – A reenactment of the Last Supper when Jesus instituted the Eucharist and told his 

followers, “Do this in memory of me.” Although the Mass is a mystery, we accept the 

fact that the bread and wine becomes the Body, Blood, Soul and Divinity of Jesus 

because Jesus told us this is so.(Matthew 26:26-30; Mark 14:22-26; Luke 22:14-20;  

John 6:53-59;and 1 Corinthians 11:23-25)  The Mass is also a sacrifice; a memorial and a 

sacred meal called the Eucharist (from the Greek word eucharistia, meaning 

“thanksgiving”).  Parts of the Mass are as follows: 

21 
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Introductory Rites:  The ceremonies that open Mass and goes through the Liturgy of the 

Word.  The purpose is to give the faithful a sense of community and prepare them 

spiritually for an effective participation in the Eucharistic Sacrifice.  They include: 

Entrance Procession, Greeting, Penitential Rite, Gloria and Opening prayer. 

Liturgy of the Word – The part of the Mass where the faithful are instructed in the 

revealed word of God.  Includes: First Reading, Responsorial Psalm, Second Reading, 

Gospel Acclamation, Reading of the Gospel, Homily, Creed and General Intercessions. 

Liturgy of the Eucharist – The most solemn part of the Mass, from the Presentation of 

the Gifts through the Post communion prayer.  It is performed to respond to the words 

and actions taken by Christ himself on Holy Thursday at the Last Supper when He 

instituted the Eucharist.  They include:  The Preparation of the Gifts (offertory); 

Eucharistic Prayer and the Communion Rite (Our Father; Exchange of Peace; Lamb of 

God; Communion; Prayer after Communion).   

Concluding Rite:  The priest greets the people and gives them a blessing.  Last act is a 

formal dismissal of the faithful, asking everyone to return to their daily lives of good 

works, praising and blessing God.   

 

Miter – A Liturgical headdress worn by popes, cardinals, abbots and bishops.  It is a 

folding two-pieced stiffened cap of silk or linen, often richly ornamented with gold 

embroidery, united with a piece of soft material allowing the two stiffened pieces to be 

folded together.  It is removed when the celebrant prays. 

 

Monstrance – The ornate sacred vessel; usually of gold, with a round center receptacle 

used to hold the Luna with the consecrated Host and gold rays radiating from the center 

outward.  A symbol of the Blessed Sacrament since the monstrance is the sacred vessel, 

which contains the consecrated Host when, exposed for Benediction or other Eucharistic 

processions. 

 

Pall – A sacred covering.  A stiff square cardboard cover with linen, spread over the top 

of the chalice at Mass. 
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Pyx – Any metal box or vessel in which the Blessed Sacrament is kept or carried.  Used 

by priest and Eucharistic Ministers to carry the Blessed Sacrament to the sick.  It is also 

the metal case in which the lunette is kept in the tabernacle. 

 

Real Presence – The manner of Christ’s presence in the Holy Eucharist.  In its definition 

on the subject, the Council of Trent in 1551 declared that “ in the Sacrament of the most 

Holy Eucharist is contained truly, really and substantially the body and blood together 

with the soul and divinity, of our Lord Jesus Christ.” 

 

Rectory – The residence of the priest in charge of a church or shrine and his assistant 

priests. 

 

Sacrament – A visible sign, instituted by Jesus Christ and dispensed by the church, by 

which invisible grace and inward sanctification are communicated to the soul. 

 

Sacramental – Objects or actions that the Church uses in order for the faithful to achieve 

certain effects, mainly of a spiritual nature. (Examples:  Making the Sign of the Cross, 

using Holy Water, wearing the Scapular, saying the Rosary, Statues and Images, etc.) 

 

 Sacristy – Located on the sides of the sanctuary of our church and is where the Altar 

Servers dress and prepare for the Mass. 

Priest’s Sacristy – Located on the left of the sanctuary and is where the celebrant dresses 

and the lector prepares for Mass. 

 

Sanctuary Lamp – A wax candle, generally in a red glass container, kept burning day 

and night wherever the Blessed Sacrament is reserved in Catholic Churches or chapels 

normally in Tabernacles.  It is an emblem of Christ’s abiding love and a reminder to the 

faithful to respond with loving adoration in return. 

 

Sign of the Cross – A sacramental sign made by touching the forehead, then the breast, 

then the left shoulder followed by the right shoulder with the right hand as the words “In 

the name of the Father, and of the Son, and of the Holy Spirit,” is recited and ended with 
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Amen.  Acknowledges our belief in the Three Divine Persons i.e. Holy Trinity, and of 

our redemption through Christ’s death on the Cross. 

 

Stations of the Cross – A devotion of meditating on the Passion of Christ by the praying 

before each of the fourteen stations.  Sometimes lead in procession by a Cross-Bearer and 

Candle Bearer followed by the priests reciting certain prayers before each station. 

 

Stole – A liturgical vestment composed of a strip of material, several inches wide, and 

worn around the neck by priests and bishops and over the left shoulder like a sash by 

deacons for the celebration of Mass, administering the sacraments and ceremonies of the 

Blessed Sacrament. 

 

Surplice – A box-like receptacle for the exclusive reservation of the Blessed Sacrament.  

May be round or rectangular and made of wood, stone, or metal.  They are sometimes 

covered with a veil and lined with precious metal or silk, with a corporal beneath the 

ciboria or other sacred vessels.  Since the Second Vatican Council, tabernacles are always 

solid and located in the middle of the main altar or on a side altar, but always in a truly 

prominent place. 

 

Thurible – See Censer. 

 

Thurifer – the person who is in charge of the thurrible at church liturgical services. 

 

Transubstantiation – The complete change of the substance of bread and wine into the 

substance of Christ’s body, blood, soul and divinity by a validly ordained priest during 

the consecration at Mass, so that only the accidents of bread and wine remain. 

 

Vestibule – See Narthex 

 

Vestments – Special garments worn by the clergy, in conformity with Church 

regulations, at the celebration of the Mass, administration of the sacraments, in 
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processions, when giving blessings and in general whenever exercising the their official 

priestly duties. 

 

Vestry – See sacristy. 

 

Votive Candles – Candles burned before some statues or shrine to give honor to Our 

Lord, Our Lady or one of the saints.  Candles lit in prayer for someone.  

 

Washing of the Hands – Liturgical washing of the fingers of the priest at the Offertory, 

which is part of the Eucharist Liturgy.  It symbolizes the purity of conscience expected of 

the celebrant at Mass and the respect due the Eucharistic elements handled during Mass. 

(See ablution) 

 

 

 


