
 

 

Altar Server Guidelines 
Last Edited: Oct 20, 2022 

Contact of Coordinators:  

If you have any questions, do not hesitate to ask the priest before Mass.  
 
English Masses:  
Julie Wagner, altarservers@stceciliachurch.org  
 
Spanish Masses:  
Tulio Endi, monaguillos@stceciliachurch.org 

 

Before Mass:  
 

1. Arrive to the altar server sacristy 15 minutes before Mass and check-off your 
name on the server's sign-in sheet.  

2. Put on the black cassock and white surplice, making sure they are the right size. 
The cassock should be about 2 inches above your shoes and is located in the 
labeled cabinet.  

3. Whoever is there first lights the candles around the altar and the processional 
candles 5 minutes before Mass. 

4. Check with the presiding priest and/or the sacristan if there is anything else to 
prepare or special instructions. 

5. Wait in the altar server's sacristy for a signal from the presiding priest to come 
to the priest's sacristy for prayer. 

 
Procession:  
 

1. 5 minutes before Mass or when the priest is ready, the cross bearer and candle 
bearers go to the entrance of church with cross and candles in hands. 

2. For the procession, the order is: cross bearer stands in front, candle bearers 
stand side-by-side immediately behind the cross bearer followed by the deacon 
(if present), concelebrants (if present) and the presiding priest. 

3. When the choir begins to sing or when the presiding priest gives the signal, the 
cross bearer starts to walk up the center aisle at a medium pace, keeping the 
servers and priest together as a group.  



 

 

4. Upon approaching the step in front of the altar, the cross bearer continues to 
proceed to the cross stand and places the cross there. The cross bearer then 
proceeds to the designated chairs for the altar servers and stands there with 
hands folded in a prayer position. 

5. The candle bearers remain at the step in front of the altar waiting for the 
priest(s) to come up and join them. Note: Spread out to give more room in the middle if 
there is more than one priest in the procession. 

6. Candle bearers do not bow with the priest. Wait for the priest to take a few 
steps toward the altar and then proceed to place the candles near the cross. 
Then join the cross bearer at the designated server chairs and remain standing.  
 

During Mass:  
 

1. The cross bearer brings the missal to the priest at the words, "let us pray". 
During daily Mass, there will be a stand that is used for the missal.  

2. When the choir starts the Alleluia, the candle bearers stand and take the candles 
to the front of the altar and wait for the priest or deacon. 

3. When the priest or deacon holds up the Book of the Gospels and comes 
around to the front of the altar, the candle bearers begin to walk slowly and 
steadily towards the ambo. 

4. Candle bearers stand on opposite sides of the ambo facing each other. 
5. After the priest or deacon is done proclaiming the Gospel and after he kisses 

the book, candle bearers return the candles to their places near the cross and 
return to their seats. 

6. After the Creed and Prayers of the Faithful, altar servers help to prepare the 
altar.  

7. Take the items to the priest or deacon in this order: 1) Roman Missal and it's 
stand, (No Stand for Father Mike) 2) Chalice, 3) Ciborium, Tray with Pyxes.  

8. When the priest goes to the front of the altar to receive the gifts, two servers 
(the candle bearers) goes with him. If there is a deacon present, the deacon will 
go with the priest instead of a server. 

9. When the priest returns to the altar, one server will carry the wine cruet and 
another will carry the water cruet to the side of the altar and remain there until 
the priest or deacon pours the wine and water into the main chalice. Return the 
empty cruets to the credence table. 

10. The priest will bow and say a private prayer. When he stands up, all three 
servers should come forward with the bowl, water cruet and towel. When the 



 

 

priest finishes washing his hands, the servers should bow to the priest and then 
return the items to the table. 

11. After the "Holy, Holy, Holy..." the servers will kneel down. One of them will ring 
the bells at the appropriate times. There are three places where the bells are 
rung: 1) at the epiclesis when the priest holds his hands over the gifts the bells 
are rung once; 2) when the priest elevates the Body of Christ, the bells are rung 
three times; 3) when the priest elevates the chalice with the Precious Blood, the 
bells are rung three times.  

12. Offer the sign of peace to each other at the appropriate time. Shake the hand 
of the priest if he comes over to you. If the priest bows to you, bow back. 

13. Kneel after the "Lamb of God".  
14. Remain kneeling until after you receive Communion and then you may be 

seated.  
15. When the priest gives you a signal or during the communion the cross bearers 

will pick up the missal from the altar and put it back in the credence table.  
16. The cross bearer will carry the water cruet to aid in the purification of the 

sacred vessels. One of the candle bearers will collect the goblets and another 
the chalice. Once all items are removed, remain standing until the Priest returns 
the remaining Hosts to the tabernacle, then return to your seats.  

17. After the final blessing, pick up the cross and candles and proceed to the front 
of the altar. 

18. Candle bearers stand at the foot of the front step in front of the altar, facing 
the altar. Leave enough room between you for the priest and deacon. The cross 
bearer stands a few steps back, in the middle, facing the altar. 

19. The priest will genuflect or bow and then turn around. Turn with the priest. 
The cross bearer will lead the way out followed by the candles. Stop at the 
entrance of the church to receive a blessing from the priest. 
 

After Mass:  
 

1. After Mass, the servers help the sacristan bring the sacred vessels back into the 
priest sacristy and extinguishes the candles.  

 
Extra Notes 

 
1. You do not bow to the altar if you are carrying an object. 



 

 

2. You light the candles next to the tabernacle first then light the candles on the 
altar. The direction of lighting candles are: center to the left then center to the 
right.  

3. When extinguishing the candles, use the candle snuffer (the same tool you used 
to light the candles).  

4. We recommend wearing black shoes and black pants.  
 
 
The ordering of items to be brought up:  
 

 
 
1) The Missal  
2) The Chalice 
3) The Ciborium  
4) The Tray with Pyxes  
5) Water and Wine Cruet 
6) Lavabo Bowl, Water Cruet and Hand Towel.  


