
SERVER’S MANUAL 
 

ATTENDANCE 
 

All Altar Servers are expected to serve at the Mass for which they are scheduled. Those who cannot serve 
at their scheduled Mass for a good reason must make several attempts to find a substitute. If a substitute 
cannot be found after repeated efforts, the Altar Server should call the church office to let us know that 
you cannot serve your scheduled Mass and could not find a substitute. Your absence from a Mass you are 
scheduled to serve should not come as a surprise to the priest or your fellow servers. 

 
ATTIRE 

 
Each Altar Server is responsible for the cleanliness of his own cassock (the black vestment with buttons) 
and surplice (the white vestment which goes over the cassock. It's pronounced SIR-pliss) or Albs for the 
ladies. These sacred vestments should be spotless and wrinkle-free when the Altar Server serves Mass. If 
they are kept at home during the week, they should always be hung neatly on hangers and never be 
thrown in a heap anywhere. 

DRESS CODE 
 
Dress appropriately to serve at the Altar of God. Look forward to dressing up for this privilege. At the 
same time, the Altar Server wants to draw attention to the Mass being celebrated, not to themselves. 
They dress sharply and neatly, but plainly. 

Dark dress shoes (preferably black), no sneakers or flip flops. 
Dark socks (preferably black), no white or brightly colored socks. 

Dark pants (preferably black slacks.) No jeans. 
 

First option: A collared shirt. (No Hawaiian shirts). 
 

Second option: A "nice" collarless shirt which would not be described as a "t-shirt." 
Hair should be neat and tidy. 

 
BEFORE MASS 

 
- Arrive no later than 10 minutes before your scheduled Mass starts. 
- If not dressed already, dress quickly and neatly. 
- Check water and wine cruets, if necessary, fill them up and ensure they are placed on the table 

in the back of the church.  
- Before anyone else, the celebrating priest is in charge. If he has specific instructions before 

Mass, listen and follow them. 
- This is a time to spiritually prepare for Mass. An atmosphere of quiet should be maintained in 

the sacristy before Mass. 
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DURING MASS 
 

The key word is reverence. Reverence for God and the Mass in which we worship him should be shown 
by the Altar Server at all times. Reverence means doing everything during Mass with dignity: 

Walk reverently - Without slouching, sauntering or dragging your feet. 
With hands joined and fingers pointing upward, unless you're carrying something. 

 
Genuflect reverently - Keeping hands folded, bring your right knee down next to your left heel 
and come up again to standing position. No Sign of the Cross is necessary. 
Bow reverently at the center of the altar: 

 
Stop moving forward and turn to face the altar. 
Bow your upper body until you "feel the bend" in your lower back. 

 
Stand reverently - With hands joined and fingers pointing upward, unless you're holding 
something. 
 
Sit reverently-- With hands flat on your knees, feet flat on the floor, and back straight against 
the chair 
 
Please try to control fidgeting. No talking. Unless you are very quietly explaining something to a 
new server. 
Kneel reverently with hands folded and eyes on the altar.   

 
No jostling around with cassock, just 2 "adjustment moves” Please try to control fidgeting. And 
remember: 

 
THOU SHALT NOT YAWN    

 
PARTICIPATION 

 
Servers show the rest of the congregation how to participate in the Mass. They should say: 

 
All of the responses proper to the congregation, 
All of the prayers which the priest and congregation say together. 

("I Confess", "Gloria", the Creed, the Our Father). 
These should be memorized. Servers should know all of the parts of the Mass they serve. 

   
Look at and listen to: 

The priest when he speaks from the chair. 
The lector or priest when they read or speak from the pulpit. 
The action at the altar at the liturgy of the Eucharist. 
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AFTER MASS 
 
Before they remove their serving attire:  

The servers take the Cross back to the sacristy and place it in its stand. 
They then extinguish the candles with the candle snuffer, careful not to crush the wicks,(never 
blow them out.) and,  
Empty and dry the lavabo bowl, then place it back on the credence table. 

 
If they were taken from the closet, garments are all hung neatly on hangers. Once these tasks are done 
and the closet is clean, the servers are dismissed. 
 
 
THANK YOU  
 


