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March 28, 2019 

Dear Altar Boys and Families 

Thank you for your willingness to offer your service to the Lord at Holy Mass.  Serving 
the altar is a great privilege and will certainly bring you and your family great graces. 
You are making a commitment to serve, not the priest or the deacon, but the Lord in the 
Eucharist. This will have a big impact on you for the rest of your life. It is certainly a 
unique honor that will assist you in your love for the Mass and appreciation of our 
Catholic faith.  I am happy that you have offered yourself for this important service. 

I encourage you and your family to learn everything you can about the Mass. Learning 
details like the names of various items used for Mass, the parts of the Mass, and even 
prayers of the Mass will make your time at Mass fruitful to your spiritual growth and 
development. It will give you a greater appreciation for the priesthood and the role of the 
Priest in our faith. Your service will help you to become a good and virtuous man when 
you get older, a good Christian father and husband, and if the Lord chooses, even a 
priest for some of you. 

Please know that you have my personal gratitude and you may count on my prayers for 
you and your family. You also have the gratitude of the deacons and religious and 
parishioners who are present at Mass each Sunday.  Thank you for serving Mass with 
dignity reverence and the respect the Lord is due.  You are a model for every one of us, 
showing us how to attend Mass with great love for the Eucharistic Lord.   

Thank you once again and May the Lord in his goodness bless you for your generosity. 

Fr. Vasquez 
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Qualifications, Training, Scheduling, and Dress Code 
Congratulations on your decision to enter this ministry of serving the Mass.  Serving Father 
at the Altar is a wonderful privilege and a challenge!  This handbook will help you learn the 
responsibilities, expectations, and procedures for serving with purpose and reverence.  
Please share this handbook with your parents. 

Altar Boys have a special relationship with and work for our priest and deacons. But our 
Pastor has assigned an altar boy coordinator to work with you on training, scheduling, and 
ensuring you follow the rules.  If you or your parents have any questions, please contact 
the Altar Boy Parent Coordinators. 

Qualifications 

Saint John the Baptist (SJB), is honoring the longtime tradition of having boys serve the 
mass. Boys who have received their First Holy Communion are eligible to join our teams 
and be trained to become an altar server. 

Please ask your parents to visit the “QUICK LINKS” then “Altar Servers” at the SJB 
website https://www.stjohnthebaptistcc.org/.  You and your parents will find information 
about who and how to become an Altar Boy.  Additionally, the Application Form and 
Parent Commitment Form can be completed at the site. 

Mass Formats 

SJB is blessed to have both the Ordinary and Extraordinary Forms of the Latin rite of the 
Church.  The Ordinary Form is often known as the Novus Ordo and is celebrated in 
English or Latin.  This is the Mass that is normally said at SJB and the one you and your 
family are most familiar with. This is the Mass you will typically serve. 

The Extraordinary Form is often called the Traditional Latin or Tridentine, Mass and is 
celebrated only in Latin. 

Training 

 All boys joining our program to serve at SJB will begin training in the Ordinary Form.  Boys 
that are selected or volunteer to be trained in the Extraordinary Form with the consent of 
the Extraordinary Form Master of Ceremonies / trainer can begin training when scheduled. 

Training for the Ordinary form is held periodically throughout the year.  New groups of boys 
completing our Application and submitting the parent commitment form, to serve, will be 
trained and begin serving with more experienced boys so that your development continues 
at every Mass you serve.  A handbook will be provided to you and you will be notified when 
training will be held.  

Scheduling 

In general – the concept is to build teams of five to serve Mass.  Teams then can be 
rotated weekly, monthly, to serve the weekend Masses.  Each team has a team leader 
(Captain) who is an experienced older boy.  He will be assisted by a Lieutenant. The  

https://www.stjohnthebaptistcc.org/
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Captain   will assign your job or position on the team (Torch bearer, Thurifer, Cross and 
Missal for example) for the Mass.  

The Captains are the Master of Ceremonies (MC) for their teams.  The two best MC’s will 
be selected to be trained to become the MC and Assistant MC for special occasions 
Masses. 

Dress Code 

All altar servers wear the traditional black cassock and white surplice. Older more 
experienced servers will be designated Captain or Lieutenant – team leaders. The 
Lieutenant will wear a blank Crucifix with blue chord.  The Captain will be 
designated Master of Ceremony and will wear blank Crucifix with red chord.

Boys should wear dark dress or Dockers style trousers with dark socks and brown 
or black (preferred) shoes.  Solid colored dress long or short sleeved shirts or solid 
colored polo shirts are appropriate for wear.  

Absolutely, no jeans, shorts, sneakers, flip-flops etc. 

If you are not dressed appropriately do not vest (put on a cassock and surplice to serve). 

If you wear a collared shirt – fold it down so that it is covered by the short collar on the 
cassock and it does not extend above the cassock.  Have one of your team members 
assist you and check yourself in the mirror once vested.  Remember to completely 
button your cassock from top to bottom. 

Remember you are in the Sacristy, and the Lord is present in the Tabernacle at the 
Altar! 

 Act and dress accordingly! 

Server Tip: 

It gets very warm in the Church while serving Mass. You may remove your dress shirt 
and put your Cassock on over your T-shirt. 
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Serve in a Dignified and Reverent Manner 
Serving Mass is a great privilege requiring that the Altar Boy display model behavior, 
manners, and most especially reverence.   

While you will have fun and make new friends while becoming part of our Altar Boy 
ministry of 25 to 30 boys, it is important to understand when the proper time is for fun, 
relaxing and building your friendships and when it is the proper time for prayerful silence, 
self-discipline, attention to detail, and reverence. 

From the moment you enter the sacristy and vest in your cassock and surplice to the 
moment you hang them back up after Mass you should have your “game face” on. Simply, 
this means you should focus your energy and thoughts on your job during Mass and 
serving the Priest – who himself is serving in persona Christi (In the Person of Christ). 
Prepare yourself to serve with reverence and to the best of your ability. 

Perhaps this would be a good time to ask yourself how you would behave if you were 
helping your school principal or your grandparent!  Remember Christ is made present on 
the Altar! How should you behave in the presence of the Lord? 

As an altar boy you are closer to the Tabernacle than anyone except Father and the 
Deacon…. Jesus is right there! 

The best way for an Altar Boy to act for Mass is to act like Father!  This is the guideline 
we can not express enough.  It is all about being dignified and reverent. 

Does Father whisper to his friends during Mass?  Does Father joke around in the Sacristy 
or during Mass?  Does Father stretch and yawn?  When Father is sitting does he swing his 
leg back and forth? Does Father look around during Mass?  Does Father only say part of 
the prayers and then stop?  Does Father day dream and forget where he is and what he is 
doing?  Of course not!   

If you do these kinds of things everyone at Mass will see you. EVERYONE IN THE 
CHURCH CAN SEE YOU! 

Altar Boys are there to serve and not be a distraction to people who are at Mass to 
honor and give thanks to God.   

The privilege of serving will be taken away from you if you become a distraction. 

With six masses each weekend and 30 altar servers needed for these 
Masses.  Father depends a great deal on the Altar Boy’s parents to 
make sure that their sons are prepared to serve Mass properly, - - and 
to correct their behavior if required 
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Performance Requirements and Rules: 

Learn, Remember and Follow 

• When you are serving Mass you must audibly say, chant, or sing the appropriate
prayers and responses in a reverent manner.

• You must maintain absolute silence in the Sanctuary and Sacristy unless you have
a important question to ask the Captain or Deacon.

• You must maintain proper decorum (no goofing off or horseplay). If you can not
comply with this - - then do not serve Mass that day.

• You should not be in the Sacristy during Mass unless you are completing a
particular part of your assigned job for that Mass, at the time it must be done.

• Your training will take place in the Church – there will be absolutely no horseplay
whenever you are in the Church – for Mass or otherwise.

• There should be no more than three Altar Servers around the Creedence Table at
any time.

• You must be appropriately dressed to serve. No exceptions.

• Remember you must keep the one hour Eucharistic fast – which precludes chewing
gum or drinking anything but water.

• There is always a team Captain and a Lieutenant to lead you for the Mass.  They 
are in charge! Do not argue with them or other boys on the team about jobs at the 
Mass.  If for some reason the Captain is unable to be at the Mass - -the Lieutenant  
and most experienced Altar Boy will be in charge.

• Any Altar Boy who criticizes the way another boy serves or in any way acts
uncharitably toward a fellow server risks having his privileges to serve taken away.
The Captain will assess each server’s performance and correct any mistakes – as a
learning opportunity.  If you have a concern about the performance of a fellow
server, speak privately with the Captain, the Deacon, or the Altar Boy Coordinator
after Mass.  This rule must be adhered to – there is zero tolerance for violations to
this rule.
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• You must take care when handling any of the implements you use during
preparation for Mass or during Mass.  For example, communion patens, or
communion cups, torches, Thurible, etc.  You must also take care in how you
handle the cassocks and surplices.  You must take time to properly hang them up
after mass.

• Cell Phones:  Once you enter the church turn your cell phone off.  Upon entering
the Sacristy place you phone in the wooden box marked cell phones and close the
top.  You are not allowed to carry your cell phone on your person during Mass. You
can retrieve your phone after you have taken off your Surplice and Cassock and put
them back in the closet on a hanger.
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Prayers for Altar Boys Before and After Serving Mass 

Vesting Prayer (to be said while you are vesting before Mass) 

Cassock 

Dominus, pars hereditatis meæ et calicis 
mei, tu es qui restitues hereditatem meam. 
O Lord, the portion of my inheritance and my chalice, You  are He, who will 
restore my inheritance. 

Surplice 

Indue me, Domine, novum hominem, qui secundum Deum creatus 
est in iustitia et sanctitate veritatis. 
Invest me, O Lord, as a new man, who was created by God in justice and the 
holiness of truth.  Amen. 

Prayer of An Altar Boy 
Prayer to St.Tarcisius (Patron of Altar Boys) 
O God, You have graciously called me to serve You at Your Altar. 
Grant me the graces that I need to serve You faithfully and wholeheartedly. Grant too that 
while serving You, may I follow the example of St.Tarcisius, who died protecting the 
Eucharist, and walk the same path that led him to Heaven. St.Tarcisius, pray for me and for 
all servers. 

Prayer Before Mass 

Oh Jesus, my King and Lord, by the grace of the Heavenly Father and 
the power of the Holy Spirit, guide me in all righteousness as I serve You 
today at the Altar so I may be always worthy of Your presence. If I 
happen to make an error, may it be a lesson, so my service will be 
perfect tomorrow.  Jesus, I love you with all my heart. Amen 

Prayer After Mass 
Jesus, thank you for the opportunity to serve You during Holy Mass. In 
your Sacred Presence, my heart is filled with joy and peace. May Your 
Spirit always guide me, so I may grow in Your love by the grace of the 
Heavenly Father. Amen 
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Posture and Gestures When Serving 

Folding of hands in prayer 
Fingers and thumbs together, palm on palm, 
right thumb over left thumb with hands resting on chest. 

Folding of 
Hands in 

prayer 

Small sign of the Cross 

Making a large sign of the Cross 

Place left hand on your sternum, place 
fingers of right hand on forehead, then just 
above the left hand, then the left shoulder, 
then the right, and finally return your hand to 
the folded position. (Your palm should 
always remain facing your body.) 

Making a small sign of the Cross 
Fingers together, use thumb to make the sign of 
the cross, keeping the palm of your hand open 
and facing you. 

Position of hands when holding something 

Place free hand on sternum, with your thumb apart 
from your fingers facing up toward your chin. 

Striking your breast 
Place your left hand on your sternum as above 
and lightly tap your chest with your right hand 
held in a slightly cupped manner. 

Large sign of the Cross 

Position of hands 
when holding 
something 

Giving and receiving 
When you give something to Father, try to use your right hand. 
When you receive something from Father, try to use your left 
hand. (Remember to place your free hand on your sternum.) 

Lining up before Mass 
Line up in this order: Thurifer and boat (if any), Cross Bearer, 
Torch Bearers, Captain. 

Position of hands during procession 

Folded in prayer. 
Position of 
hands during 
procession

Striking your breast 
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Position when kneeling 

Back straight, head held up, hands folded in prayer. 

Bowing your head 

At the name of Jesus or Mary you make a bow with your head. 

Bowing to Father after completing a task for him 
After you complete a task for Father, you 
should reverently make a simple bow to 
him with your head and shoulders. Wait for 
Father to initiate the bow 

Position when kneeling 

Bowing to Father 

Reverencing the Altar 

After you complete a task at the 
Altar, you should make a profound 
bow to the Altar by bending at your 
waist. 

 
      Reverencing the Altar 

Turning 
When turning you should do so slowly. When 
there are two Altar Boys turning together, you 
should always turn in toward each other. 

Genuflecting to the Tabernacle 
When you cross in front of the Tabernacle you should stop and 
genuflect by bringing your right knee down to the floor close to 
your left foot. Remember to keep your back and head straight! 
Note: when Jesus is being adored on the Altar you should go 
down on both knees and make a profound bow. TIP: If you are 
completing a task at the Altar and then 
bow to Father or reverence the Altar, you 
do not also have to genuflect to the 
Tabernacle. 

Sitting 

Sit with feet flat on the floor, back straight 
and palms down flat, resting on your 
legs. 

 Sitting 

Genuflecting to 
the Tabernacle 

NOTE: Bowing is not a race. Carefully and 
purposefully execute a bow. If you are completing 

a task with another server, bow together. 

SERVING TIP: Never do two things at 
once, i.e. bowing and turning. Do each 
separately and deliberately. 
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Serving Sunday Mass in the Ordinary Form 
MASS BEGINS 
Procession 

Line up in this order: Thurifer and Incense Boat, Cross/Missal Bearer, Torch Bearers (one 
on each side of the aisle just half a step behind the Cross Bearer. Al tar Server at  the 
back of  the l ine up (usual ly a Torch Bearer) turn far enough to the rear to 
see the Deacon. Look for a head nod f rom the Deacon (which means 
start  forward), and upon seeing the head nod, tap the Cross Bearer on 
the shoulder and he wi l l  tap the Thurifer on the shoulder.  The Thurifer 
wi l l  s tep off  and start  the procession. Al l  servers wi l l  process to the foot 
of  the Al tar.  Upon your arr ival at the foot  of  the a ltar genuf lect except for 
the Cross and Torch Bearers who wi l l  s top and bow. Then turn to your 
r ight  and proceed to the right  s ide of  the a l tar (Epist le side – St.  Joseph 
statue side) and cont inue to Sacristy and the complet ion of  your 
assigned dut ies and then proceed to your assigned seat on the lef t  s ide 
of  the a ltar (Gospel s ide – Blessed Mother statue side). Remain standing 
in f ront  of  your seat  with hands folded in prayer. 

Cross and Torches 
Continue to the Sacristy – place cross in its stand and proceed to 
the  (Missal) table and standby to hold the missal for Father. 
Torch Bearers blow out candles and place Torches in wooden 
stand. Proceed to your assigned seat and remain standing – 
hands folded in prayer. Once Father has incensed the altar and 
he and the Deacon have taken their positions in front of their 
chairs – have Missal ready and proceed to a position directly in 
front of Father facing him, holding the Missal for him to begin the 
Mass. Holding the Missal 

for Father 

Thurifer and Boat 

On the procession in after turning right proceed to the foot of the altar right side (St 
Joseph statue side) stop and face the altar and anticipate the arrival Father and the 
Deacon at the altar. They will bow and kiss the altar. Father will then turn toward you – 
proceed to Father and present the incense (Boat) and Thurible to Father for him to add 
incense to the Thurible.  Always present the Thurible to Father with the Thurifer on 
Father’s left side and the Boat on his right side as you face Father.  Once this is done 
Father will bless the Thurible - close the top and present the Thurible chain to Father. 
Both servers bow and depart, at this time. Boat Bearer proceed to sacristy and place 

Your first and greatest responsibility when serving Father at 

Mass is to pray reverently. This includes audibly saying or 

singing every prayer or response.  Every one.  Every time. 
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boat on the Thurible stand – then continue to your seat with the other servers. Thurifer, 
remain at the foot of the altar in anticipation of Father’s completion of the incensing of 
the altar. Once completed he will turn toward you – be there to retrieve the Thurible. 
Bow and depart for the Sacristy. Place Thurible (top open) on the stand and proceed to 
your assigned seat with the other servers. Remain standing hands folded in prayer.  

All Servers 

Remain standing hands folded at your assigned seat through this Introductory Rite of 
the Mass.  Upon the beginning of the Liturgy of the Word – which begins after the Gloria 
– Father and the Deacon will sit down for the  Readings.  All servers sit down in unison.

Liturgy of the Word 
This portion of the Mass contains the Readings, the Responsorial Psalm, the Gospel, 
Father’s Homily, the Profession of Faith and the Prayers of the Faithful. 

Thurifer, Boat, Torches. 

At the beginning of the third Responsorial Psalm, stand up with hands folded and 
proceed to the sacristy.  Thurifer will get the Thurible and the Boat.  The Altar server 
that has been holding the Missal for Father becomes the Boat Bearer. Torch Bearers 
get your Torches and light them.  Line up adjacent to the Altar Server closet in the 
Sacristy – in order: Boat, Thurifer, Torch, Torch.  You are standing by to prepare for the 
reading of the Gospel by the Deacon.   

Listen for the ending of the Second Reading, the Lector will say, “the word of the Lord” 
at that time the Boat and Thurifer proceed to Father and present the Thurible for him to 
add incense. Torches proceed to the foot of the altar (center), bow together and then 
separate and step back two steps to position yourselves on the right and left side of the 
main aisle.  Once Father has added incense to the Thurible he will bless it.  Close the 
Thurible.  The Boat and Thurifer will bow, turn toward the congregation and proceed 
down the stairs of the altar. The Boat Bearer will turn right and proceed to the sacristy 
and place the boat on the stand.  The Thurifer will proceed to the foot of the altar 
centered.  When the Deacon holds the Book of the Gospels above his head and turns to 
walk to the Ambo, the Thurifer and torches turn and proceed to their positions. Thurifer 
move to the Epistle side of the altar, stand facing the Deacon. Torches position 
themselves in front of the Ambo facing each other flanking the Ambo with enough space 
between you for the Ambo to be centered between them.  Thurifer step up the altar 
steps to pass the Thurible to the Deacon after he has said “A reading of the Holy 
Gospel According to N” and “Glory to you Lord” and completes his sign of the cross. 
Return to your position. He will incense the Book of Gospels and you will then step up to 
retrieve the Thurible and reposition yourself at the foot of the altar adjacent to the Ambo 
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while he reads the Gospel.  Thurifer and Torches turn and proceed to the Sacristy upon 
the Deacon saying at the end of the Gospel reading, “the word of the Lord.” 

Complete your assigned requirements in the sacristy and proceed to your assigned seat 
and stand with hands folded in prayer.  All servers sit in unison upon after the Torch 
Bearers return to their seats. The Thurifer will return to his seat a few minutes later.  

Missal Bearer anticipate Father upcoming conclusion of his Homily and standby holding 
the missal - - when Father returns to stand in front of his chair – move to position 
yourself in front of Father for the Profession of Faith.  Return the missal to the table 
upon Fathers signal to depart. All Altar Servers stand in unison hands folded in prayer 
for the Profession of Faith and the Prayers of the Faithful.  

Liturgy of the Eucharist 
This part of the Mass includes the Preparation of the Altar, Presentation of Gifts, Prayer 
Over the Gifts, Eucharistic Prayer, Preface and Sanctus, Consecration, and the Great 
Amen. 

The altar servers, and the Deacon, have many tasks to complete prior to this portion of 
the Mass continuing.  Servers assist the Deacon in dressing the altar, setting up the 
chalice for Father’s prayers over the gifts and delivering the Offertory Gifts to Father.  
The Deacon and the altar servers are key to getting these preparations completed 
before Father receives the gifts.  

Torch Bearers 

At the end of the Prayers of the Faithful Father will sit in the presider chair.  You will 
walk to the sacristy and around to the Epistle side of the altar to the credence table. 
First bring the chalice which is covered by the chalice veil and topped by the Burse, to 
the altar and place it on the altar.  The Deacon will begin to remove burse and the 
chalice veil. He will fold the veil and remove the corporal from the burse. He will place 
the folded veil on the burse and put it near the end of the altar for you to place it on the 
credence table. He will continue to unfold the corporal and set up the chalice, paten, 
and pall on the corporal in the center of the altar. During this time, you will bring the 
ciboria, Communion Cups, and purificators to the altar. Once this is complete the 
Deacon will join Father at the foot of the altar to receive the gifts (cruet of wine and 
ciborium) delivered by two members of the congregation. One of the torch bearers will 
proceed to the foot of the altar to the left side of Father. You will be handed one of the 
gifts to carry to the altar.  

Thurifer and Boat 

At the end of the Prayers of the Faithful, you will also proceed to the sacristy.  Get the 
Thurible and Boat and proceed to a position at the foot of the altar, Epistle side facing 
the altar.  Boat bearer to the left of the Thurifer. 
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Missal Bearer 

At the end of the Prayers of the Faithful, Father will sit in the presider chair. You along 
with the other servers will walk to the sacristy.  Except, you will stop at the table with the 
Missal on its stand and take it and place it on the Gospel side (Blessed Mother Statue) 
side of the altar near the center of the altar. Then exit the altar on the Gospel side and 
proceed down the side aisle to the rear of the church.  You will lead the procession of 
the gifts (cruet of wine and ciborium) carried by two members of the congregation to the 
foot of the altar where Father will receive them.  Upon your arrival in front of Father, bow 
and move to the right side of Father. He will hand you one of the gifts to carry to the 
altar.  

Prayer Over the Gifts 

Before Father begins the prayer over the gifts, the Deacon prepares them. The servers 
who are given the ciborium and wine cruet to carry to the altar will proceed to the Epistle 
side or the altar place the ciborium on the altar, carefully remove the top and take it to 
the credence table. The missal bearer will proceed to the sacristy and make his way to 
the Gospel side of the altar.  The server bringing the wine remove the top from the wine 
cruet and take a position at the end of the altar Epistle side facing Father and holding 
the cruet with handle facing Father and the Deacon. The torch bearer at the credence 
table remove the top to the water cruet. Take the water cruet to the Altar and take a 
position to the left of the server holding the wine cruet. Hold the water cruet with handle 
facing Father and the Deacon.   

The Deacon will take the wine and water from 
you and put a portion of each into the chalice. 
Once the Deacon returns the cruets back  
bow in unison and return the cruets to the  
credence table. One server replaces the tops to 
the cruets while the other proceeds to join the 
Thurifer who is at the foot of the altar Epistle  
side facing the altar.  Take a position on his left  
and take the Boat.      Hold Cruets with handle facing the Deacon 

After Father prays over the gifts he will step back and face in the direction of the Epistle 
side of the Altar.  This is the signal that he wants to receive the Thurible. At the same 
time the missal bearer who is standing by at the foot of the altar Gospel side,will 
proceed to the altar and pick up the missal and stand and proceed back to the foot of 
the altar and remain there holding it while the gifts, altar, and Father are Incensed. The 
torch bearer at the credence table will pick up the lavabo bowl and towel and move to 
the foot of the altar adjacent to the credence table. 

Thurifer and Boat present the Thurible to Father – he will add incense and receive the 
Thurible from the Thurifer.  Boat and Thurifer will bow and proceed back to the foot of 
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the altar. Father will incense the gifts, and the altar. Then the Deacon will receive the 
Thurible from Father, he will face Father, bow and incense Father.  Once this is done 
the Deacon will proceed to the foot of the altar to Incense the congregation. Immediately 
upon the Deacon turning to leave Father for the foot of the altar, the server holding the 
lavabo bowl will proceed directly to Father for the washing of his hands. After Father 
has dried his hands and returned the towel to you – bow and return to the lavabo bowl 
and towel to the credence table. Simultaneously, while Father is washing his hands the 
server who is standing by with the missal will proceed to the altar and place the Missal 
and stand where it was before.  Thurifer receive the Thurible from the Deacon once he 
has completed the Incensing of the congregation. Return Boat and Thurible to sacristy. 
All servers proceed to the sacristy. 

Sanctus and Consecration 

While in the sacristy, light the torches, place incense in the Thurible and line up to 
proceed to the foot of the altar upon hearing “Sanctus”.  Line up  Thurifer, torch, torch, 
and missal bearer. Torches take a position one on each side of the aisle about two 
steps back from the foot of the altar.  Thurifer to the center at the foot of the altar.   
Missal bearer take a position to the right center of the altar near the Bells. All remain 
standing until the “Sanctus’ is complete. Then Kneel.  The missal bearer will ring the 
bells one time when Father extends his hands over the gifts and says, Therefore, Lord, 
we pray: graciously accept this oblation…  Soon after, Father will pick up the bread bend 
over it and say “Take this all of you and eat of it …”  He will then genuflect and elevate 
the Eucharist. Ring the bells three times in succession.  The Thurifer will raise the 
Thurible and swing the Thurible three times allowing it to strike the chain, pause and 
swing it three times again, repeat this process until Father has finished elevating the 
Eucharist and genuflected again.  Father will then take the chalice bend over it and say 
“Take this all of you and drink from it…” He will genuflect and elevate the chalice of 
Blood. Ring bells as before and Thurifer Incense as before.  This is the time of the Mass 
where the servers’ complete attention and reverence are very important.  Father will 
proceed by saying “The Mystery of Faith.”  At this time the servers will standup and 
proceed to the sacristy. Exit to the Epistle side.  Thurifer, place Thurible on the stand. 
Torches extinguished and placed in the holder.  

Communion Rite 

This portion of the Mass includes the Our Father, Sign of Peace, Lamb of God (Agnus 
Dei), Communion, Prayer after Communion. 

All Servers 
Line up in the sacristy after the extinguished torches are placed in their holders and the 
Thurible is placed on its stand.   Then in order (torch bearer, missal bearer, Thurifer and 
torch bearer) all proceed to the foot of the altar Epistle side. Kneel with hands folded on 
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Holding the Paten 

the first step of the altar.  Stand in unison for the Our Father and the Sign of Peace.  
After the Sign of Peace, the server nearest the credence table (should be one of the 
Torch Bearers) – get two communion patens.  Pass the first one down to the server 
farthest from you and you keep one for yourself.  Then all servers will proceed in order 
to the foot of the altar center front of the Altar.  Remain standing and join in the 
response: Lamb of God You take away the sins of the world, have mercy on us. 

      Lamb of God You take away the sins of the world, have mercy on us. 
      Lamb of God You take away the sins of the world, grant us peace. 

At the end of the last refrain of the response – all servers kneel on the first step of the 
Altar. Remain kneeling hands folded and wait for Father to give the altar servers 
communion.   

Communion and Patens 

When Father has given the last server communion all servers stand up.  Those servers 
without a communion paten turn to the right and depart to the Sacristy. As a result, the 
two Torch Bearers should have the Communion Patens and then should position 
themselves one to the right of Father and one to the right of the Deacon.  Face 
approximately 90 degrees toward Father or the Deacon and hold the paten under the 
hands of each person receiving communion with outstretched hands or about 6-8 
inches below their chin if they are receiving the communion host on their tongue.  It is 
critical that you pay attention during Communion and do not let any hosts or 
particles fall to the floor – these are the Body and Blood of Jesus.  

Note: During communion the missal bearer will remove the missal and stand from 
the altar and place it on the table at the foot of the altar Gospel side – standby to 

SERVING TIP: What to do if a Sacred Host is dropped? 

If a Sacred Host drops during Communion, Father or the Deacon will pick it up and server 
immediately go to the credence table to get a purificatory and bring it to Father or Deacon. 
After Communion tell your Captain. The Captain will ask Father if he will clean the area or if 
the Capta in may. The area is cleaned using a small amount of water from the Lavabo 
Pitcher and the Lavabo Towel. The Towel should then be placed in the Lavabo Bowl and 
placed on the Credence Table. After Mass the Altar Boys should take the bowl and towel to 
the Sacristy for the Sacristan to properly launder, dispose of the excess water and particles 
in the Sacristy and purify the Lavabo Bowl. 
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hold it for Father during the Concluding Rite. All other servers return to the 
Gospel side of the altar and kneel.  No one should be in the sacristy, 
Once Father or the Deacon have dispensed communion to the congregation members 
in line approaching the altar – Father will turn and proceed up the steps to the altar. 
Follow Father one step behind and to his right side. Place your paten on the altar to the 
right side of Father. Bow and proceed to a position at the end of the altar facing toward 
Father – hands folded as in prayer. The Deacon will depart with one of the Ushers to 
dispense communion to congregation members unable to walk up to receive 
communion.  While the Deacon is dispensing the Holy Eucharist to disabled member of 
the congregation the two Eucharistic Ministers will come to the altar Epistle side and 
place the communion cups on the altar.  Altar servers should be bringing the lids to the 
ciboria used by Father and the Deacon during communion.  Father will consolidate the 
remaining Holy Eucharist into one or more of the ciboria. He will place the lid on it and 
hand it to the Deacon.  The Deacon will go to the tabernacle and open it. All Servers at 
the Mass kneel in reverence.  The Deacon will place the Ciborium into the Tabernacle 
genuflect and close the Tabernacle. Once the Tabernacle is closed Altar Servers can 
rise and attend to their duties.  

Father will purify the chalice and the Deacon will purify the wine cups and ciboria.  
Torch bearers will assist in the purification after Holy Communion.  One of the torch 
bearers should focus on assisting Father and the other assist the Deacon.   

Assisting Father 
Father will need you to bring the water cruet to him while he is holding the chalice with 
both hands in a manner that allows his first finger and thumb on each hand to be right 
over the chalice. Pour water briskly from the cruet over fathers thumbs and fingers until 
he moves the chalice up – that is the signal to stop pouring. Bow and then give the cruet 
of water to the Deacon.  Father will at this time be placing the purificator on the chalice, 
then the paten, and finally the pall. You should have proceeded to the credence table to 
get the veil and burse and then position yourself near the end of the altar so that you 
can see when Father needs the veil so that he can then place it on the chalice.  Finally, 
Father will fold the corporal and will need you to come forward with the Burse so that he 
can put the corporal in it.  He will then take the burse from you and place it on top of the 
veiled chalice and place the chalice on the altar to his right and place the key to the 
Tabernacle on top of it.  Father will proceed to his chair to sit down. This is your signal 
to pick up the chalice, bow toward Father and then take the chalice to the credence 
table.  

Assisting the Deacon 
The Deacon will use the water in the cruet to purify the wine cups and Ciboria.  He will 
rinse each vessel with the water and then consume the water.  He will use a purificator 
to dry each cup and ciborium.  He will place the lid on the Ciborium and hand it to you.  
Bow and take it to the Credence Table.  Return and wait for the Deacon to give you the 
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communion cups. Bow and take them to the Credence Table.  At this time both torch 
bearers proceed through the sacristy and return to their seats on the Gospel side of the 
Altar and wait for the Concluding Rite to begin. The missal bearer is standing near the 
missal table anticipating brining the missal to Father for the final prayer.  

Concluding Rite 

Usually, at the conclusion of the music after communion Father will stand up.  Missal 
Bearer will position himself in front of father for the final prayer.  After the prayer, place 
the missal on the table.  Father may make announcements and or proceed to the Final 
Blessing followed by the Deacon facing the congregation and saying, “Go forth the 
Mass has ended.” 

The Recessional 
 At that time Father says the final prayer, all Altar Servers proceed to the sacristy and 
get the torches and cross.  Line up in the same order you were for the procession into 
Mass.  As Father gives the final blessing proceed in order to the center aisle facing 
toward the Vestibule - main exit door. Stop, turnaround and face the Altar. Father and 
the Deacon will descend the steps to the bottom center of the altar.  When Father 
genuflects, you genuflect unless you are carrying the Cross or a Torch.  Then face to 
the rear of the church a proceed toward the door.  At the point of the last row of chairs 
or pews turn left while maintaining your posture and reverence proceed to the sacristy. 

Clean up after Mass 
After Mass proceed to the sacristy. Torch Bearers extinguish the torches and return 
them to the torch stand. Cross Bearer place the Cross in its stand.  Servers while 
exercising proper reverence proceed to clear the Credence Table.  Bring the chalice, 
communion cups, ciboria and cruets and lavabo bowel/towel to the Sacristy. One Altar 
server extinguish the Altar candles.  Be sure to start on the Gospel side of the Altar.  Do 
not forget to genuflect when moving in front of the Tabernacle and upon your exit. 
Thurifer, ensure the Thurible is left hanging on the stand with the top open. 

Final Actions 
Captain- Lead the team in the Prayer after Mass.  Remind team members to properly 
hang cassocks and surplices in the closet.  Hang cassocks in order of size small to 
large from center of closet to right side of the closet. Hang surplices from center of 
closet in order of size from right to the left side of the closet.  For those who have placed 
their cell phones in the box – retrieve them and do not turn them on until you have 
exited the Church. Captain check the sacristy for basic cleanliness and order before 
departing. – turn off the lights.  
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Prayers All Altar Boys Should Know for Mass 

Lord’s Prayer 

Our Father who art in heaven, hallowed be thy name; thy kingdom come, thy will be 
done on earth as it is in heaven.  Give us this day our daily bread, and forgive our 
trespasses, as we forgive those how trespass against us; and lead us not into 
temptation but deliver us from evil.  

Hail Mary 

Hail, Mary, full of grace, the Lord is with thee; blessed art thou amongst women, and 
blessed is the fruit of thy womb, Jesus.  
 Holy Mary, mother of God, pray for us sinners, now and at the hour of our death Amen. 

Confiteor – Ordinary Form 

I Confess to almighty God and to you, my brothers and sisters, that I have greatly 
sinned, in my thoughts and in my words, in what I have done and in what I have failed to 
do. Through my fault, through my fault, through my most grievous fault; (strike breast three 
times) therefore I ask blessed Mary ever-Virgin, all the Angels and Saints, and you, my 
brothers and sisters, to pray for me to the Lord our God. 

Holy, Holy, Holy 

Holy, holy, holy, Lord God of power and might, Heaven and earth are full of your glory 
Hosanna in the highest 
Blessed is He who comes in the name of the Lord. 
Hosanna in the Highest. 

Sanctus, Sanctus, Sanctus 
Sanctus, Sanctus, Sanctus Dominus Deus 
Sabaoth. Pleni sunt caeli et terra Gloria tua. 
Hosanna in excelsis. 
Benedictus qui venit in nominee Domini. 
Hosanna in excelsis. 

Lamb of God 
Lamb of God, you take away the sins of the world: (strike breast*) have mercy 
on us. Lamb of God, you take away the sins of the world: (strike breast*) 
have mercy on us. Lamb of God, you take away the sins of the world: (strike 
breast*) grant us peace.    
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Agnus Dei 
Agnus Dei, qui tollis peccata mundi: (strike breast*) miserere 
nobis. Agnus Dei, qui tollis peccata mundi: (strike breast*) 
miserere nobis. Agnus Dei, qui tollis peccata mundi: (strike 
breast*) dona nobis pacem.  

Glory Be 
Glory be to the Father,  
and to the Son, and to the Holy Spirit; 
As it was in the beginning, is now and ever shall be, world 
without end. Amen. 

Gloria 

Glory to God in the highest and on earth peace to people of 
good will. We praise you, we bless you, we adore you, we 
glorify you, we give you thanks for your great glory. 
Lord God, heavenly King. O God, almighty Father. Lord Jesus 
Christ Only Begotten Son, Lord god, Lamb of God, son of the 
Father, You take away the sins of the world, have mercy on us; 
You take away the sins of the world, receive our prayer; You 
are seated at the right hand of the Father, have mercy on us; 
For you alone are the Holy One, you alone are the Lord, you 
alone are the Most Hight, Jesus Christ. With the holy Spirit, in 
the Glory of God the Father.  Amen. 

Nicene Creed 

I Believe in one God the Father almighty, maker of heaven and 
earth, of all things visible and invisible. 
I Believe in one Lord Jesus Christ, the Only Begotten Son of 
God, born of the Father before all ages. 
God from God, Light from Light, true God from true God, 
begotten, not made, consubstantial with the Father; through 
him all things were made. 
For us men and our salvation he come down from heaven And 
BY THE HOLY SPIRIT WAS INCARNATE OF THE VIRGIN 
MARY, AND BECAME MAN. (Ordinary Form make a profound bow) 
For our sake he was crucified under Pontius Pilate, he suffered 
death and was buried. And rose again on the third day in 
accordance with the Scriptures. He ascended into heaven and 
is seated at the right hand of the Father. 
He will come again in glory to judge the living and the dead and 
his kingdom will have no end. 
I Believe in the Holy Spirit, the Lord, the giver of life, who 
proceeds from the Father and the son. Who with the Father and 
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the Son is adored and glorified, who has spoken through the 
prophets. 
I Believe in one, holy, catholic and apostolic Church. I confess 
one Baptism for the forgiveness of sins and I look forward to 
the resurrection of the dead and the life of the world to come.  
Amen. 
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Serving Mass In the Extra Ordinary Form 
This section of the Handbook is still under construction.  Boys who 
want to learn to serve this form of the Mass will complete the regular 
training and then attend additional training for this Mass.  
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Additional Responsibilities for the Team Captains and 
Lieutenants 

Pre-Mass Checklist 

Upon the arrival of your team 30 minutes before Mass you should 
have decided what job each member of your team will perform.  Let 
each team member know as soon as he arrives.  Make sure you ask 
if he has any questions or anything he is unsure of. 

You will need to use your mentoring and teaching skills to ensure 
each Altar Boy is ready to go and understands his role.  You are the 
Master of Ceremonies. You and your Corporal will work together to 
provide last minute instruction, support, and encouragement.   

• Make sure the altar candles are lit
• Coordinate with the Deacon for any special needs or

instructions for the Mass
• Ensure the Thurifer lights the charcoals 10 minutes before the

scheduled start time of the Mass. Also, ensure the boat has
sufficient incense.

• Review the Credence Table and ensure nothing is missing.
Inform the Deacon of any deficiencies.

• Make sure the Cross Bearer/Missal Bearer knows how to
present the Missal to Father and the “cues” for when to bring
the missal to Father

• Inspect the red glass Torches and ensure the candle is long
enough to last the Mass

• Check to ensure the Offering Wine and Ciborium are on the
table in the Vestibule.

• Look at your team and ensure they do not have shirt collars
sticking out above the collar of the cassock. Make sure your
team is in compliance with the dress code

• Coordinate with the Deacon for any special instructions
associated with the Mass.



Items used at Mass & Liturgies 
Objects + Books + Vessels 

Objects within the Church 

Altar 
The altar is the 
table used for the 
Holy Sacrifice of 
the Mass. It is 
where the Priest 
consecrates the 

bread and wine into the substance of the 
Body and Blood of Jesus Christ. 
It is referred to as the “Table of the Lord” 
and at the beginning of the Mass the Book 
of the Gospels is placed on the Altar. 

Presider’s Chair. 
The Chair for Priest 
Celebrant, which 
represents the role of the 
priest as the leader of the 
worship of the community, 
and his pastoral care  and 
responsibility  for 

the people. The Deacon would sit to the 
right of the Celebrant. 

Ambo 
Known as the “Table of the Word” for 
the proclamation of Sacred Scripture 
during the Liturgy of the Word. 
From the ambo the Readings, 
Responsorial Psalm, and Gospel are 
proclaimed. 
Also used for the Homily and the 

intentions of the Prayer of the Faithful. The 
dignity of the ambo requires that only a minister 
of the word should go up to it. 

Cross 
There should be a Cross, with 
the figure of Christ crucified 
upon it, which calls to mind for 
the faithful the saving Passion 
of the Lord, be either on the 
altar or near it, where it is 
clearly visible to the 
congregation. 

Tabernacle 
The shrine where the 
Eucharist is kept as a 
place of exclusive 
reservation of the 
Blessed Sacrament. 

As a sign of reverence and adoration one 
genuflects whenever passing in front of the 
Tabernacle. 

Paschal Candle 
Is blessed at the Easter Vigil. It 
displays the Greek letters alpha 
and omega (the beginning and 
the end), the year, and five 
grains of incense to represent 
the wounds of Jesus Christ 
(from the nails in each hand and 

foot and the spear in the side). 
The Paschal Candle is lit throughout the 
Easter Season, at baptisms and at 
Funerals. 

Sanctuary Lamp 
There is always a single light burning 
by the Tabernacle to show the Real 
Presence of Jesus (body, soul, 
blood, & divinity) in the Eucharist. 
This light also represents our 
watchfulness before Christ, the Light 
of the World. 

Baptismal Font 
A large ornate pool or majestic 
bowl used for Baptisms. Baptism 
is the way we enter into the 
Church by being made children of 
God. 
Entering into a spiritual 
relationship with our Heavenly 

Father, receiving the Holy Spirit, becoming a 
disciple of Christ and a member of God’s family, 
the Mystical Body of Christ- the Church and being 
called to eternal life. 
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Liturgical Books 

Roman Missal 
Contains all the prayers 
and rituals said by the 
Celebrant and Deacon 
during Mass. 
Included are The 
Introductory Rites, The 
Liturgy    of    the    Word, 

without Scriptures, The Liturgy of
the Eucharist, and The 

Concluding Rites. 

Book of the Gospels 
The Book of the Gospels is a 
visible sign of Jesus Christ the 
Word of God. 
It is to be carried in procession at 
the entrance of the Mass by the 
Deacon and then enthroned at 
the center of the altar. 

A Lector may process with the book when a 
Deacon is not present. 

Sacred Vessels/Objects 
Chalice 
The large cup used by the 
celebrant at Mass when he 
consecrates the wine into the 
Blood of Christ. 

Paten 
A round metal plate used by the 
celebrant at Mass when he 
consecrates the host (bread) 
into the Body of Christ.

Ciborium 
A vessel used to hold the 
Hosts which will be used for 
communion. They are also 
used to reserve the Blessed 

Sacrament in the Tabernacle. 

Communion Cups 
Used at communion for the 
people to receive the precious 
Blood of Jesus. They are 
kept on the Credence Table 
and brought to the Altar at the 
Preparation of the Gifts. 

Corporal 
A white linen cloth on which are 
placed the vessels containing the 
bread and wine during Mass which 
will become the Body and Blood of 
Christ. 

Purificator 
A small rectangular white 
cloth used to clean the 
chalice and paten after 
Communion. It is different in 
appearance from the corporal, 
because it is not square. 

Pall 
The stiff, square, white cover that 
is placed over the paten when it is 
on the chalice. 
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Sacred Vessels/Objects - continued 

Wine & Water Cruets 
Cruets contain the wine 
and the water used 
during the Mass. The 
Tray is used when water 
is poured over the 

Priests hands. 

Lavabo Bowl & Towel 
A dish called a 'Lavabo 
bowl' and the small linen 
cloth called a 'Finger 
Towel', used by the 

priest to symbolically wash his hands 
before beginning the Consecration. 

Thurible & Boat 
The Thurible (Censor) is used at 
solemn occasions to incense the 
altar, Gospel, bread and wine after 
the offertory, the priest, and 
congregation and Eucharist. 

The Boat holds the incense until it is place in the 
Thurible by the celebrant. Both are used during 
Benediction of the Blessed Sacrament. 
The fragrant smoke of incense symbolizes our 
prayers rising to Heaven and purifying what it 
touches. 

Aspergillum 
An aspergillum is a 
liturgical implement 
used to sprinkle Holy 
Water. 

Aspersorium 
Bucket that holds Holy 
Water. 

Processional 
Torches  
Crucifix on pole 
which is carried 
by the Cross 
Bearer and the 
Candles carried 

by the Candle Bearers in the opening 
procession, placed in the stand in the 
Sanctuary during Mass and carried out by 
the serves in the recessional at end of 
Mass. 

Burse & Veil 
Burse is the carrier for the 
Corporal and the Veil 
covers the Chalice, 
Purificator, Paten, and Pall. 

Candle Lighter and Snuffer 
Server’s long or short 
handled object with 
extendable wax taper for 
lighting candles on one side 
and inverted cup for 
extinguishing candles on the 

opposite side. 

Ablutions Bowl 
A bowl on the Credence Table used 
by the Ministers of Holy 
Communion to wash their fingers 
after distributing 

Holy Communion during the Mass. 

Offertory Table 
Small table or surface area 
in back of Church 
(Vestibule). Wine and 
hosts are placed here 
before Mass to be carried 
to   the   Sanctuary 

during the Presentation of the Gifts. 

Credence Table 
Table where servers place the 
vessels to be used in the Mass, 
which include, the Chalice, 
Patten, Communion Cups, 
Cruets, and Lavabo Dish. 
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Special Places In Church 
Vestibule:. The area located just inside the 
main entrance of the church and the 
entrance to the body of the Church. It also 
provides room for book or pamphlet racks, 
bulletin boards, and the Holy Water Fonts. 

Nave – A central part of the church, where the 
faithful gather to worship together and the pews are 
located. 

Sacristy: Room where the sacred vessels 
and vestments are kept and where 
Priest/Deacon and Servers Vest and 
Prepare for Mass. 

Sanctuary – A Sacred, consecrated area around 
the Altar of a church where the Holy Sacrifice of the 
Mass is celebrated; and the Altar, Ambo, 
Tabernacle, Credence Table, Priest, Deacon, and 
Server chairs are located. 
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