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 ALTAR SERVER MANUAL 2021/2022 

 
SALUTATION 
Dear Altar Servers,  
 
You are, in fact, already apostles of Jesus! When you take part in the Liturgy by carrying out your altar 
service, you offer a witness to all. Your absorption, the devotion that wells up from your heart and is 
expressed in gestures, in song, in the responses: if you do it correctly and not absent-mindedly, then in a 
certain way your witness is one that moves people. The Eucharist is the source and summit of the bond of 
friendship with Jesus. You are very close to Jesus in the Eucharist, and this is the most important sign of his 
friendship for each one of us. Do not forget it. 
 

-excerpt from Pope Benedict XVI, Address to Altar Servers, August 2, 2006 
 
WELCOME 
On behalf of the parish community of St. Rita in the Desert Roman Catholic Church, I would like to 
welcome you and thank you for your willingness to serve as an Altar Server. I would also like to thank your 
parents for encouraging you to consider serving our parish community and the Lord. As you learn and grow 
in your ministry, it is my hope and prayer that you will also learn to grow and love our Lord and Savior Jesus 
Christ. It is in fact, Him who we truly serve. I pray that the spirit of service will grow in your hearts, and you 
will take that to all areas of your lives! May Lord, who has done a good work in you, bring it to fulfillment.  
Sincerely yours in Christ, Fr. Alonzo M. García. 
 
THE MINISTRY OF ALTAR SERVER:  
Altar Servers are a very important part of the Liturgy as they assist the priest on the Altar during the Sunday 
Masses and Holy Days throughout the year. Boys and girls who have received the Sacrament of First Holy 
Communion serve in this Ministry.  
 
HISTORY: 
Altar Servers have been a vital part of Church History since the earliest of times. Jesus, Himself, sent two of 
His disciples to prepare the Passover Meal. Historically, this role was reserved for males only, who were 
serving in ordained ministry in the minor order of Acolyte and would ultimately work toward ordination as a 
Deacon and finally a Priest. Since Vatican II, it has become more a Ministry of the youth, both male and 
female.  
 
WHY:  
Altar Servers are needed to carry items, set the Altar, and assist the priest throughout the Mass. You are also 
expected to participate fully and joyfully in the Mass by praying, responding, and singing. Please be aware that 
you are setting an example to the people seated in the pews by your attentiveness, respectfulness, and 
participation in the Mass 
 
A WITNESS OF FAITH TO THE COMMUNITY 
Bringing children up in the faith today is difficult. This program seeks, more than anything, to encourage the 
young to fully engage our faith through their service to the Church as ministers of the altar. Serving at the 
altar gives the young a hands on, personal experience of God’s work in the liturgy. It also can be an 
opportunity for them to work alongside other children and adults and be edified by their witness of faith. 
Through their service, youth altar servers provide the parish with an example of service, they witness to the  
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seriousness and solemnity of the liturgy, and they inspire those who come to Mass with hope for the future of 
our Church, today. 
 
LEARNING AT THE FOOT OF THE ALTAR 
This program seeks to provide the basic structure for a process of instruction that will allow youth servers to 
continually progress in their knowledge and love of both the liturgy and the tradition of the Church as they 
grow older. It seeks to accomplish this by fostering a community that trains and forms the servers through 
positive mentoring relationships between youth servers and priests, deacons, sacristans, adult servers, other 
youth servers, and other parishioners. 
 
GROWING IN SERVICE AT THE LORD’S ALTAR 
As they grow inexperience and in dedication to their ministry, altar servers will progress through ranks, or 
stages, that encourage and recognize their progress and allow them to take on more responsibility. There will 
be both an experience and an educational requirement for the server to progress to the next rank, and each 
rank will have specific duties associated with it and will require more commitment from the server and his or 
her family. The ranks will be titled according to the various ways that servers minister at the altar, beginning 
with more simple tasks and becoming more complicated as follows: 

v Cross Bearer 
v Candle Bearer 
v Missal (Book) Bearer 
v  Thurifer 
v  Master of Ceremonies 

Servers of higher rank may often be called upon to function in the liturgy according to a lower rank, e.g., a 
Thurifer may function as Book Bearer at Mass most weekends. However, if possible, servers should not carry 
out the functions of a higher rank until they have reached it. 
 
THE ALTAR SERVER COMMITMENT  
Service at the altar is a serious responsibility.  Altar Servers must demonstrate commitment at all  
times:   
 
DEVOTION: A COMMITMENT TO WHAT WE BELIEVE  

v A love of God and the Catholic Faith  
v A strong desire to do God's work and serve his people  
v A willingness to conduct yourself in a manner that is pleasing to the Lord  

  
Even if they are not serving, anytime an Altar Server is in the church their actions should be an  
example to the rest of the people at Mass. Altar Servers wearing vestments are an extension of the  
clergy.   
 
Devoted Altar Servers know that their service is important to the whole faith community. Through  
their service at the Altar, others can grow in their love of the Lord.   
 
DEDICATION: A COMMITMENT TO HOW WE ACT  

v The commitment to fully meet the requirements of the service for which you have been  
chosen  

v The commitment to fulfill your duties when you are scheduled. The commitment to help the entire 
altar server team to do well. Dedication to service comes from our love and 
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v Devotion to the Lord. Dedicated Altar Servers know that others are counting on them. They help 

less skilled servers when needed, and they never say "That's not my job."   
  
DISCIPLINE: A COMMITMENT TO HOW WE SERVE  

v The self-control that allows Altar Servers to carry out their duties with precision   
v The determination to do what needs to be done, the right way every time 
v The desire to be prepared, to arrive early to help prepare for Mass, and to ensure that the  

rest of the Altar Server Team is prepared  
v The initiative to pay attention and think about what they will do next   
v The ambition to improve each time they serve. Asking at the end of each Mass, "What could  

I have done better?"   
v The motivation to listen to coaching with an open mind and a willing heart   

  
Dedication to proper service pushes us to be more disciplined.  The most disciplined Altar Servers are 
rewarded with more responsibility, including training new servers. 

 
ADVANCEMENT LEVELS 

 
APPRENTICE   
An Apprentice is a candidate that is learning how to become an Altar Server. Apprentices will be  
scheduled at the Masses they wish to serve. At the discretion of the presiding priest, Apprentices  
may process in the opening and closing procession. Apprentices sit in reserved seats that allow them to be 
close enough to directly observe and learn from the Altar Servers.  Altar serving can be a little scary at first. 
The apprentice program is a chance for new servers to get past being nervous and build the confidence that 
they need to enjoy service. It also gives the Altar Server Coordinator an opportunity to observe new servers 
and determine when they are ready to be active Altar Servers   
 
JUNIOR ALTAR SERVER  
Once an apprentice becomes certified, they are promoted to Junior Altar Server. Junior Altar Servers  
are learning new parts of the Mass and new responsibilities. In this first year, they are  
demonstrating to themselves and to the community that they are fully capable of service at all parts  
of the Mass.   
 
SENIOR ALTAR SERVER  
The main body of servers is made up of Senior Altar Servers. They are promoted to this position  
based on their proven track record of service. This includes:  

v Fulfilling scheduled assignments  
v Willingness to serve when asked to fill in at last minute  

They may learn new responsibilities for special services, but their competence at weekend Mass is  
well established.   
 
LEAD ALTAR SERVER/Master of Ceremonies  
Some Senior Altar Servers will show a commitment to leadership in their service. They reach out to  
newer servers to help them learn. They drive their Altar Server teams to excel. These servers may  
be recognized as Lead Altar Servers, and given responsibilities beyond what other servers are asked  
or permitted to do.   

v Has fulfilled all duties of previous levels of server  
v Shows ability to help younger servers when appropriate 
v Has been asked by Altar Server Coordinator to become a Senior Altar Server 
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APPRENTICE  
The Apprentice Program gives new Altar Servers the opportunity to learn by closely watching  
experienced Altar Servers. The Apprentice's job is to watch and learn. Apprentices dress in cassock without 
surplus and walk in procession with the regular Altar Servers. An apprentice will be assigned the position 
of Missal Bearer for a minimum of three initial masses. 
 
REQUIRMENTS   
Persons meeting the requirements to become an Altar Server are admitted to the Apprentice level after 
attending a new Altar Server training.   
 
Apprentice Altar Servers are expected to be familiar with the Order of Mass. They should know the Prayers 
of the Mass well enough to participate fully.  
 
1) Apprentices must be able to recite the following prayers from memory:   

a. The Lord's Prayer   
b. Lamb of God 
c. Holy, Holy, Holy   

2) Following training, Apprentices must be able to identify the following parts of the church:   
a. Altar      d. Sacristy   
b. Ambo     e. Altar Server chairs   
c. Sanctuary       f. Presider's Chair   

3) Following training, Apprentices must be able to identify the following Sacramentals:   
a. Book of Prayers (binder) d. Ciborium   
b. Roman Missal   e. Cruets   
c. Chalice   

  
After three Masses serving as an Apprentice, the Altar Server may request to become certified as a Junior 
Altar Server. 
 
Junior Altar Servers are learning to master service at the Mass. They are competent in their duties,  
and are working to learn more about the various roles and responsibilities of the Altar Server.   
 
REQUIREMENTS  
Served at least three times as an apprentice, and attended two practices; or obtained the Altar  
Server coordinator's sign-off (for example, if they are transferring from a different parish)   
 
1) Must meet all the Apprentice requirements.   
2) Must be able to recite the following prayers from memory:   

a. all the Apprentice prayers   
b. Gloria   
c. "May the Lord accept the sacrifice at your hands..."   
d. at least one Memorial Acclamation   

3) Must be able to identify the following parts of the Church:   
a. Credence Table   
b. Nave   

4) Must be able to identify the following Sacramentals:   
a. All the Sacramentals from the Apprentice list   
b. Book of Gospels   
c. Lectionary   
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d. Lavabo  
e. Corporal   
f.  Purificators   
g. Pall   
h. Paten   
i.  Finger Towel   

5) Must be able to show the following:  
a. Profound Bow   
b. Head Bow   
c. Genuflection   
d. How to light candles using the candle lighter   
e. How to carry the processional candles and cross   
f. How to use the lavabo with one server and with two servers 

 
SENIOR ALTAR SERVER  
Senior Altar Servers have demonstrated a high proficiency at regular service at the Mass. They have  
served at special occasions and are capable of fulfilling almost all of the needs of the Parish for Altar  
Service.   
  
REQUIREMENTS:   
Served at least one calendar year as a Junior Altar Server, with a minimum of 10 Masses; Served in  
all positions (CROSS and CANDLES); served at least two special Masses or services (Easter Vigil,  
Christmas Midnight, Stations of the Cross)   
  
1) Must meet all of the Junior Altar Server requirements.   
2) Must be able to recite the following prayers from memory:   

a. All of the Junior Altar Server prayers   
b. Nicene Creed   
c. Confiteor ("I confess to almighty God...")   
d. all other acclamations of the Mass   

3) Must be able to identify the following parts of the Church:   
a. All of the parts of the church required of Junior Altar Servers   
b. Ambry   
c. Narthex   
d. Sacrarium   
e. Tabernacle   

4) Must be able to identify the following Sacramentals:   
a. all the Sacramentals from the Apprentice list   
b. Aspergillum   
c. Aspersorium   
d. Boat  
e. Lunette   
f. Monstrance   
g. Pyx   
h. Thurible   

5) Must be able to show the following:   
a. All of the postures and duties at Mass 
b. How to serve with only one or two servers  

6) Must directly participate in the direct training of a more junior server 
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LEAD ALTAR SERVER/MC 
Lead Altar Servers have at least three full years of experience as an Altar Server. They have mastered service 
of the regular Mass and have participated in multiple special occasion Masses.   
  
Lead Altar Servers are the Peer Leaders of the Ministry. They help train other servers, particularly 
Apprentices. They advise the Altar Server coordinator in the conduct of the ministry.   
  
Not all servers will qualify as Lead Altar Servers. Those who aspire to higher dedication in their service 
should discuss their intentions with the Altar Server Coordinator. 
 
DRESS 
Servers should dress in a way that is suited to ministry at the altar: Boys: long pants, collared shirt, dark 
closed-toe shoes. Girls: Pants, dress or long skirt, appropriate shirt or blouse (not T-shirt), appropriate shoes.  
 
The idea is that the server should dress as they would for the wedding of a good friend. No flip-flops are 
ever permitted due to the potential of slipping and falling.  
 
We will be using the black Cassock with the white surplus for service here at St. Rita in the Desert. We will ensure to 
have appropriate sizes and it will be up to the altar server to ensure that after Mass the Cassocks are hung up 
appropriately.  
 
POSTURE 
The three primary positions during the Mass are standing, sitting, and kneeling. In the standing and kneeling 
positions, servers’ hands should be held in a praying position, as demonstrated to them. When sitting the 
hands should be folded in front of them. Note: Servers should always assume the same posture as the rest of 
the people, standing, sitting, and kneeling when the people do, unless they are engaged in some form of 
service to the altar. When walking, servers should walk with confidence directly to where they need to go. 
They should not rush or look hurried, and certainly not run. Nor should they, however, doddle or 
mope. 
 
GENUFLECTION AND BOWING 
Note: When carrying things like crosses, sacred vessels, books or candles, servers do not 
genuflect or make profound bows, but instead stop and face the object or person of reverence before 
continuing, their way. 
 
GENUFLECTIONS 
We genuflect in adoration when we pass in front of the Blessed Sacrament, either reserved in a tabernacle or 
upon the altar, or when it is being transferred from the altar to the tabernacle. Servers genuflect when 
entering and leaving the sanctuary at the beginning and end of Mass when the tabernacle is located in the 
sanctuary. A genuflection is made by bending the right knee to the ground, signifying adoration. 
 
BOWS 
Regarding bowing: a bow signifies reverence and honor shown to the persons themselves or to the signs that 
represent them. There are two kinds of bows: a bow of the head and a bow of the body. 

 
1. A bow of the head is made when the three Diviner Persons (Father, Son, and Holy Spirit) are 

name together and at the names of Jesus, of the Blessed Virgin Mary, and of the Saint in whose 
honor Mass is being celebrated. A bow of the head is also made to the priest when he is being 
served during the Mass. 



  
 

  
ADOPTED OCTOBER 2021 7 

 

      St. Rita in the Desert Roman Catholic Church 
 

13260 E. Colossal Cave Rd. •  (520) 762-9688 •  
Fax (520) 762-5967 Vail, AZ 85641-9001 

 
2. A bow the body, that is to say a profound bow, is made to the altar, and during the Creed at the 
words “and by the Holy Spirit was incarnate of the Virgin Mary and became man.” 

 
Note: If the tabernacle is in the sanctuary of the church, during the celebration of Mass the server bows 
profoundly to the altar when passing between the altar and tabernacle. 
 
PROCESSING 
The procession is a sacred act. It is more than just a way for the priest to get to the altar. It is a very formal way of 
welcoming and glorifying Christ himself into our presence. 
  

When you process, walk at a deliberate, but respectful pace. It should be just slower than you normally walk. 
If you are not the lead in the procession, keep pace with the lead. 
  

When carrying something while processing, hold it reverently with both hands and slightly in front of you, 
not resting on your chest. 
  
WALKING 
Walk. Never, run. You are the model of reverence, calm and grace. Walk deliberately to your station. Watch 
for others in your way and plan ahead to step around them. Never get in the way of Father, nor of any 
minister holding the Blessed Sacrament. Hands are folded prayerfully or firmly grasping whatever you may be 
carrying. 
 
SITTING 
While sitting, sit up straight, not slouching. Feet should be directly in front of you. Legs should 
never be crossed. Keep your legs and feet still. Hands are folded prayerfully or are resting 
comfortably in your lap. Respond to prayers and sing songs deliberately, and fully participate in the 
Mass. 
 
KNEELING 
While kneeling, keep your torso up straight, not slouching or resting on your feet. If kneeling behind a chair 
or pew, do not lean over it. Feet should be directly behind you. Keep your legs and feet still. Hands are folded 
prayerfully.  
 
THE ORDER OF THE MASS 
I. Introductory Rites 
 a. Entrance Procession 
 b. Greeting 
 c. Penitential Rite 
 d. Kyrie 
 e. Gloria (Feast Days, Solemnities, all Sundays except during Lent and Advent) 
 f. Opening Prayer 
II. Liturgy of the Word 
 a. First Reading (Old Testament Reading) 
 b. Responsorial Psalm 
 c. Second Reading (except weekdays) 
 d. Alleluia or Gospel Acclamation 
 e. Gospel 
 f. Homily 
 g. Profession of Faith 
             h. General Intercessions 
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III. Liturgy of the Eucharist 
 a. Preparation of the Altar/Presentation of the Gifts 
 b. Prayer over the Gifts 
 c. Eucharistic Prayer  
  a. Preface Dialogue 
   b. Sanctus (Holy, Holy, Holy…) 
  c. Consecration 
  d.  Memorial Acclamation 
  e. The Great Amen 
 IV. Communion Rite 
 a. Our Father 
 b. Sign of Peace (Servers give peace to one another, and father. They remain on the Sanctuary) 
 c. Breaking of the Bread (Fraction Rite) 
 d. Communion 
 e. Period of Silence  

f. Prayer after Communion 
V. Concluding Rite 
 a. Greeting 
 b. Blessing 
 c. Dismissal 
 d. Recessional with Hymn 
  
BEFORE MASS 
Arrive 20 minutes before Mass. Sign in and read any notes for the day. Check calendar on board to see if 
there are any baptisms for that day. Dress in your cassock and surplice, and help the other servers prepare. 
  

At 10 minutes before Mass, one server should go and light the candles on the altar. While they are in the 
Sanctuary, they should make a quick check to see if everything is prepared at the altar. If anything looks out 
of place, then notify the sacristan.  
  

During Sundays of baptisms, ensure that when we have baptisms that the baptismal font is filled with water, 
the Sacred Oils, baptismal candle, and bib is out and ready prior to Father beginning Mass. Also ensure that 
the Paschal candle is our as well. Do not forget to light it prior to the start of Mass.  
  

At 5 minutes before Mass, be in in the Narthex. Father will begin with a prayer and once prayer is 
completed; we will begin to process once Lector begins with the welcome.  
  
LITURGICAL COLORS FOR CHASUBLE, DALMATIC AND STOLES: 
  

Green - Worn during "Ordinary Time." Ordinary does not mean ordinary in the sense of common or 
normal. Ordinary means counting, as in the 15th Sunday in Ordinary Time. 
 

Red - Worn on Passion (Palm) Sunday, Good Friday, Pentecost Sunday, and on the Feast Days of Martyrs 
including the Apostles and Evangelists. 
 

Violet - Worn during Advent and Lent or at Masses for the dead. 
  

White - Worn during the Christmas, Easter seasons and celebrations of Mary, the Angels, Saints who were 
not martyrs, All Saints, Birth of John the Baptist, Chair of Peter, Conversion of Paul, St. John the Evangelist  
and is the preferred color for Masses for the dead. 
 

Rose - Worn on the 3rd Sunday of Advent (Gaudete Sunday) and the 4th Sunday of Lent (Laetare Sunday). 
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Black - Was traditionally worn at Masses for the dead. Now the preferred color is White or Violet.   

  
VESTMENTS 
 The vestments we use today are very ancient in origin. They help us tell easily who is doing what at Mass. In 
the earliest days of the Church, Mass was usually celebrated in people's homes. There were relatively few 
Church members then. The priest and other ministers wore what everybody else wore. As years passed, the 
Church community got much bigger, so Mass had to be celebrated in large buildings. Sometimes there were 
thousands of people there. People had to be able to tell easily who the various ministers were. As a result, 
special garments were adopted for the various ministers at Mass. 
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SACRAMENTALS 
The Sacramentals that we use at Mass are also ancient in origin. Some come from the ancient traditions of the Old 
Testament sacrifice. Some are modeled after things we use every day. The most special of these are used to hold the 
Blessed Sacrament. Anything which touches the Eucharist is washed in a special sink, so that not even the smallest 
part of Christ's Body or Blood is treated disrespectfully 
 

 
. 
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Church Building 
Churches have changed over the centuries. Early Christians met in private homes to celebrate the Eucharist.  
Often, they met in secret, to avoid persecution. Churches in the Middle Ages were often the center of a town,  
and the largest building. Today's churches can be large or small, traditional, or modern. All Catholic churches  
have important features in common. Churches have changed over the centuries. Early Christians met in private 
homes to celebrate the Eucharist. Often, they met in secret, to avoid persecution. Churches in the Middle Ages 
were often the center of a town, and the largest building. Today's churches can be large or small, traditional, or 
modern. All Catholic churches have important features in common. on. 
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PREPARATION PRAYER / PRAYER BEFORE SERVING 
Father in Heaven, your Son, Jesus Christ, showed his love for you by serving his brothers and sisters in need. I 
now ask you to give me your help as I serve you and your people. 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 to 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. 
 
PRAYER AFTER MASS: 
Lord Jesus Christ, you are the eternal High Priest. You lead all your saints in heaven and your people on earth in 
praising God, our Father. Thank you, Lord Jesus, for letting me come before your altar, so that, with your help, I 
can praise my Father in heaven as his server. Help me to find joy in serving at your altar. Help me to find gladness 
in knowing and doing your will in all things. Glory to you, Lord Jesus, and to the Father and to the Holy Spirit, as 
it was in the beginning, is now, and will be forever. AMEN. 


