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The Sunday Server Playbook 
COVID Edition 

“Truly awe-inspiring are the mysteries of the Church; truly awesome her altar.” 
-St. John Chrysostom 

 

 
 

 
 
 

The Procession 
Each server is to wear mask and gloves at all times. The Crucifer with Processional Cross and Server 
One and Server Two—both with lighted Torches—proceed around the east ambulatory of the church 
and down the center aisle. The walk in a “Server’s Triangle,” that is, the Crucifer leads the way followed by 
Server One and Server Two who walk alongside each other (see diagram above). After grounding the 
Processional Cross and Torches back near the sacristy, the Servers return to their normal places: 
Server One and Server Two should sit on the east side of the Altar while the Crucifer should sit on 
the west side. Servers should always sit six feet apart from each other. 

 
 

Why the Procession? 
In the age of Constantine high civic officials were afforded 
processions with candles and incense; in time this practice 
was transferred to bishops and clergy. Also, during the 
Procession, the Gospel Book is often carried, often by a 
Deacon. The Gospel Book is then placed on the Altar. 
Clearly this is meant to emphasis the importance of the 
Gospels in worship and life. Only the Gospel Book can be 
set upon the Altar, an ancient practice. At the Council of 
Ephesus in the fifth century, “the venerable Gospel was 
placed on a holy throne.” Then as now the meaning is the 
same: the words of the Gospel should be the center of our 
attention as the Liturgy of the Word is about to begin. 

All Servers Must Wear 
 A mask covering nose and mouth at all times. 
 White gloves (provided) 
 Black cassock and white surplice (provided) 
 Black or brown dress shoes. 

The Sunday Team (3 to 5 Servers)  
 One Crucifer (Bells) 
 One Thurifer and/or Boat optional 
 Server One (torch-bearing) 
 Server Two (torch-bearing) 

To Do Before Mass! 
 Please arrive no later than 15 minutes before the 

start of Mass. 
 There should only be one person at a time in the 

Server Room. 
 Please sanitize your hands before vesting. 
 Please keep physical distance in the Sacristy 

area. 

Server One Server Two 

Crucifer 

Server’s Triangle 

If We Use Incense… 
The Thurifer, with Thurible and Boat in hand, leads 
the Procession, walking several feet in front of the 
Crucifer. The Thurifer goes to the east side of the Altar 
and stops on the top step. As the music continues, the 
Priest and Deacon go stand before the Altar, facing 
North. After which the Priest receives the Thurifer 
from the east side of the Altar. Charging the Thurible, 
the Priest proceeds to incense the Altar and Crucifix. 
Handing the Thurible back to the Deacon, the Deacon 
hands it back to the Thurifer who then returns the 
Thurible to its proper place in the Sacristy, adding 
another coal. Then the Thurifer sits on the same pew 
as Server One and Two. 
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The Liturgy of the Word 
 
During the Readings 
The Priest will hold the book himself to pray the Collect. Please just sit still and with good posture, 
listening attentively to the Readings, standing and sitting with the Congregation. 

 

 
 

 
 
 
 
 
 

 
 

Why Posture & Praying Attention Matter 
“The gestures and bodily posture of both the Priest, the Deacon, 
and the ministers, and also of the people, must be conducive to 
making the entire celebration resplendent with beauty and 
noble simplicity, to making clear the true and full meaning of its 
different parts, and to fostering the participation of all.” 

-General Instruction of the Roman Missal, 42 
 

“The Liturgy of the Word is to be celebrated in such a way as to 
favor meditation, and so any kind of haste such as hinders 
recollection is clearly to be avoided.” 

-General Instruction of the Roman Missal, 56 
 

If We Use Incense… 
At the beginning of the Second Reading, the 
Thurifer retrieves the Thurible and Boat and then 
stands by the Credence Table. As the Alleluia (or its 
equivalent during Lent) begins, the Thurifer 
approaches the Priest, standing in front of him. 
Handing the Deacon the Boat, the Thurifer opens 
the Thurible to allow the Priest to add incense. Once 
completed, the Thurifer slowly leads the Deacon 
around the Altar counterclockwise. Stopping on the 
lower step just to the right of the Ambo, the Thurifer 
gives the Deacon the Thurible when he asks for it. 
After incensing the Gospel Book, the Deacon hands 
the Thurible back to the Thurifer who then holds it in 
his or her right hand, gently swinging it, while the 
Deacon reads the Gospel. Once the Deacon has 
finished reading, the Thurifer returns the Thurible to 
the Sacristy and adds one more coal and returns to 
his or her seat. 

Why the Gospel Procession? Why Stand? 
As in the procession of Clergy with Servers at the beginning 
of Mass, the Gospel was also often given a procession, often 
with candle-bearers. With this procession, the same basic idea 
is at work: the word of God in the Gospel is entering the 
church; as the Clergy did at the beginning of Mass, so the 
Gospel deserves a similar entrance. The origin of processions 
arises in ancient Rome; in the age of Constantine civic officials 
were often afforded processions with lights and incense; this 
practice was transferred to Church dignitaries. In the Gospel 
procession Christ, symbolized in the ornate Gospel Book, is 
treated like a dignitary or a Bishop entering the room. 
 

Remember Your Hands! 
When not in use a Server’s hands should 
be folded in prayer; except when you are 
seated, they should be folded in front of you 
or on your lap. Folded hands should point 
straight-up with no gaps between fingers. 
 

 

The Biblical Point… 
 

“Listen…He who has ears to 
hear, let him hear.” 

-Mark 4:3, 8 
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The Liturgy of the Eucharist 
 
The Preparation of the Gifts 
After the Universal Prayer, the Server One and Server Two (masked and gloved) on the east side of the Altar 
go to the Credence Table to retrieve the Chalices and place them on the Altar, the Deacon assisting them. 
Server One then retrieves the cruets of water and wine and carries them to the Altar, again the Deacon 
assisting. Server Two takes the Lavabo and towel (the towel should hang over the Server’s right wrist) in his 
or her hands and goes to the Altar to stand next to Server One. Once the Priest steps toward them, Server 
One pours water over the Priest’s fingers into the Lavabo which is being held by Server Two. After this, 
Server One takes both cruets (of water and wine) back to the Credence Table. Server Two takes the Lavabo 
back to the Credence Table at the same time. After this, both Servers stand on the Carpet facing the Altar 
just in front of where they have been sitting during the Liturgy of the Word. 
 

 
 
 
 
 
Ringing the Bells within the Eucharistic Prayer 
As the Priest concludes the Eucharistic Preface and the Congregation begins singing or saying, “Holy, Holy, 
Holy…” (or “Sanctus, Sanctus, Sanctus…”), The Crucifer takes possession of the Bells from the Ambo, 
kneeling (with cushions) in position, keeping the Priest’s hands in clear sight. When the Priest holds both 
hands over the Chalice, the Crucifer rings the Bells ONCE strongly. Slowly silence the Bells after they’re 
rung by muffling them on the cushion. Next, after saying “…GIVEN UP FOR YOU,” as the Priest raises 
the Host (the consecrated bread), the Crucifer rings the Bells THREE TIMES strongly. Be sure to 
silence the Bells after they’re rung by muffling them on the cushion. Then, just a moment later, after saying 
“…DO THIS IN MEMORY OF ME,” as the Priest raises the Chalice, the Server rings the Bells THREE 
TIMES strongly. Be sure to silence the Bells after they’re rung by muffling them on the cushion. After this, 
the Bells are no longer needed. The Crucifer then puts them back by the Ambo. 

Preparation of the Gifts: A Quick Summary  
 Server One and Server Two (masked and 

gloved) on the east side of the Altar go to the 
Credence Table to retrieve the Chalices and place 
them on the Altar.  

 Server One then retrieves the cruets of water and 
wine and carries them to the Altar.  

 Server Two takes the Lavabo and towel (the towel 
should hang over the Server’s right wrist) in his or 
her hands and goes to the Altar to stand next to 
Server One.  

 Once the Priest steps toward them, Server One 
pours water over the Priest’s fingers into the 
Lavabo which is being held by Server Two.  

 After this, Server One takes both cruets (of water 
and wine) back to the Credence Table. Server 
Two takes the Lavabo back to the Credence Table 
at the same time.  

 After this, Server One and Server Two stand on 
the Carpet facing the Altar just in front of where 
they have been sitting during the Liturgy of the 
Word. 

 

If We Use Incense… 
As Server One and Server Two begin to assist 
the Deacon at the Altar, the Thurifer retrieves the 
Thurible. Then, with Thurible and Boat in hand, 
the Thurifer stands by the east side of the Altar 
on the bottom step, behind and to the side of 
Server One and Two. As the Priest approaches 
the Thurifer, the Thurifer steps up to the top step 
next to Server One and Two. Charging the 
Thurible, the Priest proceeds to incense the Altar. 
Handing the Thurible back to the Deacon, the 
Deacon incenses the Priest and the People and 
then hands it back to the Thurifer who then 
returns the Thurible to its proper place in the 
Sacristy. Then the Thurifer takes his or her place 
next to Server One and Two throughout the 
Eucharistic Prayer. 
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    The Elevation 

Receiving Communion 
Each Server shall receive Holy Communion at the second Communion station, being the first in the side 
sections to receive. They are to receive Communion as everyone else; however, they should first 
remove their gloves. Also, at the Bishop’s request, all Servers are to receive Holy Communion in the hand. 
However, if a Server would like to receive Communion on the tongue, he or she may go to the Eucharistic 
Chapel after Mass where Communion will be thus distributed. After receiving Communion, each Server 
should go to the Sacristy to stand ready for the Recessional. 
 

 

 
 
 
 

Ringing the Bells: A Quick Summary 
 At the singing or saying of “Holy, Holy, Holy…” (or “Sanctus, Sanctus, Sanctus…”), The Crucifer takes 

possession of the Bells from the Ambo, kneeling (with cushions) in position, keeping the Priest’s hands in 
clear sight.  

 When the Priest holds both hands over the Chalice, the Crucifer rings the Bells ONCE strongly. Be sure 
to silence the Bells after they’re rung by muffling them on the cushion.  

 Next, after saying “…GIVEN UP FOR YOU,” as the Priest raises the Host (the consecrated bread), the 
Crucifer rings the Bells THREE TIMES strongly. Be sure to silence the Bells after they’re rung by muffling 
them on the cushion.  

 Then, just a moment later, after saying “…DO THIS IN MEMORY OF ME,” as the Priest raises the Chalice, 
the Crucifer rings the Bells THREE TIMES strongly. Be sure to silence the Bells after they’re rung by muffling 
them on the cushion.  

 After this, the Bells are no longer needed. The Crucifer then puts them back by the Ambo. 
 

Why Bells? 
Before God made himself visible to the prophet—it says in Ezekiel 1:1—
“heaven opened.” Music and bells have always been associated with these 
moments of God’s appearing. So it says in ancient Christian text, In 
Sanctum Pascha, by Pseudo-Hippolytus: “…the gates of heaven have 
been opened…an antiphonal Choir has been formed on earth to respond 
to the choir above.” Some suggest that when the organ was first introduced, 
it was played only at this moment. Music and bells symbolize the joy 
believers have the moment God breaks to earth from heaven. 

Is Receiving in the Hand OK? 
Receiving Holy Communion in the hand is early Christian practice and is therefore 
authentic, legitimate, and reverent. Receiving Holy Communion on the tongue 
emerged normatively late, beginning only in the ninth century. So it says in the 
Mystical Catecheses of St. Cyril of Jerusalem (fourth century): “When you approach, 
do not go stretching out your open hands or having your fingers spread out, but 
make the left hand into a throne for the right which shall receive the King, and then 
open your hand and take the Body of Christ, reciting the Amen. Then sanctify will 
all care your eyes by touching the Sacred Body, and receive It.” Although this 
ancient document is much debated; it’s clear receiving Communion in the hand was 
practiced in early Christianity. Thus, the USCCB rightly teaches: “The communicant 
may choose to receive the Body of the Christ in the hand or on the tongue.” 
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The Recession 
Immediately at conclusion of the Prayer after Communion, the Crucifer and Server One and Server 
Two retrieve the Processional Cross and Torches. Immediately as the Priest blesses the People, the 
Crucifer leads Server One and Server Two in a “Server’s Triangle” around the bottom of the Sanctuary to the 
center aisle. The Crucifer stop three pews up the center aisle and faces the Altar. The Priest and Deacon will 
soon after kiss the Altar and approach the center aisle; they too will face the Altar, standing several feet in 
front of the Servers. Once the Priest and Deacon bow to the Crucifix and turn their backs to the Altar, the 
Servers will turn with them and lead them up the center aisle. The Servers will then proceed the way they 
came into the church—around the east ambulatory of the church. After grounding the Processional 
Cross and Torches, only one Server at a time should be in the Server Room to remove his or her Cassock 
and Surplice. Place used Cassocks and Surplices in the laundry bin provided, the Gloves in the other bin. 

 
 
 

Final Prayer before Departing 
Before leaving the church, please take a moment in silence somewhere near the Altar to offer prayers of 
thanksgiving to God for the honor of serving him. The Anima Christi is traditional: 
 
Soul of Christ, sanctify me; 
Body of Christ, save me; 
Blood of Christ, inebriate me; 
Water from the side of Christ, wash me; 
Passion of Christ, strengthen me; 
O good Jesus hear me; 
Within your wounds hide me; 
separated from you, let me never be; 
From the evil one protect me; 
At the hour of my death, call me; 
And close to you bid me; That with your saints, 
I may be praising you forever and ever. Amen. 
 
 

Thank you for serving! 
 

After Mass: A Quick Summary 
 After grounding the Processional Cross and 

Torches, only one Server at a time should be 
in the Server Room to remove his or her 
Cassock and Surplice.  

 Place used Cassocks and Surplices in the 
laundry bin provided.  

 Place used Gloves in the other bin. 
 Say a final prayer before leaving the church. 

 

If We Use Incense… 
The Thurifer simply recesses with the Crucifer 
and Server One and Server Two. However, the 
Thurifer does not carry the Thurible or the Boat 
during the Recessional but rather walks with his 
or her hand’s clasped. Also, the Thurifer walks 
behind the Crucifer, just in front of Server One 
and Two—in the middle of the “Server’s 
Triangle.” Once the Thurifer has unvested, he or 
she makes sure the Thurible is properly 
extinguished in the sink in the Sacristy and that 
no fire hazard remains. 
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GLOSSARY  

The following terms are used in Catholic liturgy. It is important for Altar Servers to know, 
understand, and be able to use these terms.  

Acolyte: A man who has been instituted by the bishop to serve at the altar. Instituted acolytes 
wear the alb, are permanently mandated as Extraordinary Ministers of Holy Communion, and 
may purify the sacred vessels after communion.  

Alb: The long white robe with sleeves worn by priests, deacons, and servers at Mass. It 
symbolizes the white baptismal garment.  

Altar: The sacred table on which the sacrifice of the Mass is offered. It is the symbol of Christ’s 
presence in the church. Altars are both tables for the sacred meal, and the places for the 
offering of Christ’s sacrifice on the cross. The altar also symbolizes the tomb of Christ, which 
is why the priest venerates it with a kiss at the beginning and end of Mass.  

Altar Candles: Candles placed around the altar that are lit only for liturgical celebrations.  

Altar Server: A person who vests in the alb and cincture or cassock and surplice, and assists 
with the ceremonial functions of the liturgy.  

Ambo: The place where the scriptures are proclaimed.  

Baptismal Font: The large pool of water at the entrance of the church. This water is blessed 
and used for baptisms, and for recalling the mystery of our own baptism when entering the 
church.  

Blessed Sacrament: The consecrated bread and wine, also called the Body and Blood of 
Christ. The Body of Christ may be reserved in the tabernacle. The reverence given to the 
Blessed Sacrament is a genuflection on the right knee.  

Boat: The metal container used to hold the incense. An altar server carries it with the thurible 
or alongside the thurifer depending on the number of servers present.  

Book of the Gospels: A large book containing the Gospels proclaimed at Mass. It is carried 
in the entrance procession by the deacon, lector, or reader. The deacon or priest carries it in 
procession before proclaiming the Gospel. 

Cantor: A singer who leads the faithful in song.  

Cassock: A long black robe worn by clergy, seminarians, and sometimes by altar servers. It 
is worn with under a surplice. These garments are used for certain special celebrations.  
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Celebrant: The name used for the priest who is gathering, directing, and offering the 
assembly’s prayers to God.  

Chasuble: The large colored garment worn by the priest over his alb and stole. Its color 
corresponds to the current liturgical season.  

Chalice: A sacred vessel used during the consecration of wine into the Precious Blood of 
Christ. It is the metal cup used to hold and distribute the Precious Blood.  

Ciborium: A sacred vessel used to reserve the Sacred Body of Christ in the tabernacle, also 
the bowls used for distribution of the Body of Christ. The plural of the word is ciboria. They 
usually have a lid.  

Cincture: The rope belt that is tied around the waist of the alb. It is a symbol of chastity.  

Concelebrant: An additional priest who is celebrating Mass, but is not the main priest 
celebrant. He may say some of the prayers that only the priests can say, and may assist the 
celebrant by functioning in some of the deacon’s roles.  

Consecration: The words of the Eucharist, pronounced at Mass, by which is accomplished 
the very sacrifice that Christ instituted at the Last Supper. When the bread and wine offerings 
become the Sacred Body and Precious Blood of Christ.  

Corporal: The large white square cloth that is placed on the altar while preparing the altar for 
the offertory. This cloth is folded four times and usually kept on top of the priest’s chalice and 
paten. The corporal is not to be shaken but folded and unfolded carefully on the altar.  

Credence Table: The table where the sacred vessels and other items used for the celebration 
of the Mass are placed. It is behind the cathedra.  

Crosier: The pastoral staff carried by the bishop.  

Crucifer: The altar server who carries the processional cross.  

Cruet: Small glass containers used for water and/or wine.  

Dalmatic: The large colored garment worn by the deacon over his alb and stole. The color 
corresponds to the current liturgical season.  

Decanter: A large glass pitcher that is used to hold wine for the presentation of the gifts. 
Sometimes it is also called a flagon.  

Epiclesis: The moment when the priest invokes the Holy Spirit to come upon the offerings. 
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Eucharistic Chapel: The room located on the northeast corner of the church where the 
Tabernacle is located. It is used for private prayer and reservation of the Blessed Sacrament.  

Extraordinary Minister of Holy Communion (EMHC or EM): A lay person who has been 
trained and temporarily mandated by the bishop to assist with the distribution of Holy 
Communion.  

Gift Table: The table where the gifts presented during the mass are placed. The Processional 
Candles and Book of the Gospels are also placed on this table. It is located near the entrance 
of the church by the baptismal font.  

Lavabo Bowl: A dish used in the cleansing of the priest’s hands during the Mass. It is small, 
shallow, and gold in color.  

Lavabo Towel: A small cotton or linen towel used in the cleansing of the priests hands during 
the Mass. It is sometimes called a finger towel. They are usually smaller in size than a 
purificator.  

Lector: A person who has been permanently instituted by the bishop to proclaim the Word of 
God in the liturgy, not including the Gospel.  

Lectionary: The book that contains the readings appointed for the Mass. It is placed on the 
ambo.  

Miter: The tall pointy hat worn by the bishop.  

Narthex: The back or entrance of the church where the entrance procession begins.  

Pall: A word that means “covering.” It is used for two items: the small, stiffened, square cover 
sometimes placed over the chalice; and the cloth covering for the casket at a funeral.  

Paten: A sacred vessel used during the consecration of bread into the Sacred Body of Christ. 
It is the metal bowl used to hold and distribute the Sacred Body of Christ. In the case of the 
bowls, it may be used interchangeably with ciboria. Patens tend to be flatter and hold fewer 
hosts than ciboria, and do not have lids.  

Pew: The bench seats were the faithful sit in church.  

Priest Sacristy: The room on the southeast end of the church where the priest, deacon, and 
servers vest and prepare for Mass.  

Processional Candles: The short, lightweight candles carried by the servers during the 
Mass.  
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Processional Cross: A tall crucifix carried by a server or other minister at the beginning and 
end of Mass.  

Purificator: Small, white, rectangular linens used to purify the chalices during and after the 
distribution of Holy Communion.  

Reader: A lay person who has been trained and prepared to proclaim scripture readings in 
the liturgy.  

Reader Sacristy: The room on the southeast end of the church where the readers prepare 
for Mass.  

Roman Missal: The red book that contains the prayers of the Mass.  

Sacristan: The person who prepares the church for the celebration of Mass, making sure all 
the necessary items are prepared and the proper number of ministers appointed.  

Sacristy: The room where Clergy prepare for Mass (vesting sacristy) and where Mass 
supplies are kept (work sacristy) and the readers prepare (reader Sacristy).  

Sanctuary: The area of the church that contains the altar, ambo, cathedra, credence table, 
sedalia or celebrant’s chair, and deacon’s chair.  

Sanctuary Lamp: The candle suspended from the ceiling near the tabernacle. It denotes the 
presence of the Blessed Sacrament.  

Sanctus Bells: A small set of three or four bells rung at the epiclesis and the elevation of the 
Sacred Host and Chalice to direct the attention of the faithful to the most solemn part of the 
Mass.  

Sedalia: The chair where the priest celebrant sits during the Mass. It may include seats on 
either side for deacons or concelebrating priests.  

Stole: A strip of cloth that the priest and deacon wear over the alb but under the chasuble or 
dalmatic. The stole is a symbol of divine authority.  

Surplice: A loose, white linen vestment with wide sleeves. The Servers at St. Rita wear a 
surplice over a black cassock. 

Tabernacle: The holy of holies, where the Blessed Sacrament is reserved. It is the large 
object in the Blessed Sacrament Chapel. It is always locked in order to keep the Body of 
Christ safe from profanation.  
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Thurible: A metal container with chains used to hold hot charcoals and incense. It is used to 
incense sacred objects, the offerings, and the faithful during the Mass.  

Thurifer: The altar server that carries the thurible and sometimes the incense boat during the 
Mass.  

Work Sacristy: The room on the southeast end of the church where the sacristan prepares 
the church for Mass. 

 


