
Adult Server Guidelines

Expectations:

1. Please check in on the left-hand kiosk by the Adoration Chapel.
2. Please arrive at the church 15 minutes before Mass begins. 
3. Please find your own replacement if you cannot make it for any reason. 
4. Please dress appropriately: shirt and tie for gentlemen, office-appropriate attire for ladies. 

Setup before Mass: 

1. Place the water cruet, wine cruet and ciboria with unconsecrated hosts on the credence table.
2. Check to see that the glass bowl and towel for finger washing are on the credence table.
3. Place the chalice and linens on the altar, if they are not already there.
4. Check to see that the tabernacle key is in the tabernacle 
5. Check to see that the book (Roman Missal) is on the table near cross server’s chair 
6. Light candles 5 minutes before Mass

 
Introductory Rites 

1. Entrance Procession:  When Father is ready, line up behind the back pews.
2. Line up with cross bearer in front. 
3. Order of the Procession:  Cross Bearer, Deacon, Priest.
4. Start the procession at the beginning of the entrance antiphon.  Take your time processing.
5. Process to the front of church, move to the right, bow together and pause.
6. Cross bearer places the cross in its holder,  then moves to chairs to the left of priest.
7. Sign of the Cross and Greeting. 
8. Participate in the Penitential Rite, Kyrie (Lord Have Mercy) and Gloria.
9. Opening Prayer: pick up the book (Roman Missal) for Father when he says, “LET US PRAY.” If 

Father moves your arms to a particular position, leave them there so he can read the book clearly.

Liturgy of the Word

1. Remain seated during the first and second readings.
2. Stand with the priest for the Gospel Acclamation.  Sing with the congregation.
3. Remain standing during Gospel.  Sit at the conclusion of the Gospel.
4. Remain seated during the Homily.
5. Stand for the Profession of Faith.
6. Remain standing for the general intercessions.

Liturgy of the Eucharist 

1. Bring the book (Roman Missal) next to your chair and place on the altar or book stand (if used).
2. Bring the chalice from the credence table, if not already on the altar.
3. Bring the ciboria, remove the lid and place on the tabernacle stand.
4. Bring the water and wine cruets to the altar from the credence table.
5. Bring the glass bowl, towel and water cruet to the altar.
6. Wash Father’s hands. 
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Eucharistic Prayer 

1. Kneel on the pads on the middle step to the right of the handrail.
2. Ring the bells once at the consecration (as the priest holds his hands over the chalice), then three 

(3) times at the Elevation of the Host and Chalice. 
 
Communion Rite 

1. Stand and say The Our Father along with everyone.
2. Receive communion from the priest.  Be ready to walk to him to receive. 
3. After priest and other ministers are distributing communion, take the book to the book table.
4. Bring the water cruet to the altar so the priest can purify the chalice and ciboria.
5. Go back to your chair by the credence table.
6. After Communion, if the priest has NOT covered the chalice with the veil, place the purified 

chalice and water cruet on the credence table.
7. Return to the seat next to the priest by walking behind the altar by walking in the sacristy behind 

the altar.
 
Concluding Rite 

1. Hold the book for the closing prayer.
2. When Father moves to the altar, retrieve the cross and stand between the first pews. 
3. Wait for Father to genuflect, bow, turn, and begin the recessional procession to the back sacristy. 
4. Place the cross in the stand in the sacristy.

After Mass 

1. After the people leave church (you don’t have to wait for ALL the people) bring back the chalice 
and place next to the sink area in the vestibule sacristy.

2. Check with Father to see if he needs anything else.

Scheduling

Scheduling is for three month periods: March-May, June-August, September-November and December-
February.  You will receive an email approximately three (3) weeks before the current schedule expires 
asking for times you do not wish to be scheduled, e.g., vacations.  Please enter the days you are 
unavailable on the Ministry Scheduler Pro web site: https://secure.rotundasoftware.com/29/web-
terminal/login/Incarnate_Word_Chesterfield_MO, by the deadline in the email.  Approximately ten (10) 
days before the end of the current schedule you will receive your schedule for the next quarter.

Please contact me with any questions at incwordem-sbcglobal.net or (314) 275-8171.
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