
Visitation of Our Lady 
Altar Server Guide 

Positions/Jobs 

• Cross (one server) 
- this server carries the Cross for procession at the beginning and end of Mass 
- The tallest server or senior server should be the Cross Bearer 

• Candles (two servers) 
- these two servers carry the Candles for the procession at the beginning and end of Mass, and 

also for the Gospel Procession outside of the Easter Season 
- If possible, try to pair servers with similar heights.  

• Book (one server) 
- this server holds the Missal for the Priest at the chair for the prayers at the beginning and end 

of Mass, and also the binder during the Prayers of the Faithful if the Priest wants it. 
* when we are ready we will reinstitute the Book Position * 

• Offertory (two servers) 
- these two servers bring the vessels from the Credence Table to the Altar 
- They help to receive the gifts with the Priest if the gifts are brought up 
- They bring the Priest or Deacon the water and wine cruets 
- They wash the Priest’s hands 
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• Bells (one server) 
- this server rings the bells once at the Epiclesis, when the Priest places his hands over the gifts 
- The bells are rung three times when the Priest raises the Host 
- The bells are rung three times when the Priest raises the Chalice 

• Purification (two servers) 
- these two servers bring the water cruet to the altar for the Priest to purify the vessels 
- They also move the vessels back to the Credence Table 

• Thurifer & Boat (two servers) 
- if Incense is used one server is the Thurifer, the one holding the Thurible, and the other holds 

the Boat 
- Thurifer & Boat lead the procession at the beginning of Mass 
- They are part of the Gospel Procession 
- They also are needed during the Presentation of the Gifts 

How to Serve for Sunday Mass 

• General Things 
- If you are not holding anything your hands should be folded when you are standing or 

walking.  
- If you are only using one hand to hold something, the other should be place on your 

chest, and not hanging down at your side.  
- You do not need to bow before going to the Altar once you are in the Sanctuary, as you have 

already genuflected. Go straight to the Altar.  
- No matter what sounds happen in the pews during Mass, try not to look into the congregation. 

It can cause others to lose focus. It could also cause the person to feel more embarrassed, 
depending on what the cause of the sound was. Try be as recollected as possible, facing the 
Altar, Tabernacle, and Crucifix.  

- When you are kneeling during the Eucharistic Prayer try to be as still as possible. Please do 
not lean on the step in front of you. If there is a sound that catches your attention please do not 
turn your head around to see what it was.  

- When you go to a Priest or Deacon, for instance with cruets or washing hands, slightly bow 
before you leave. 

- When going from one side of the Sanctuary to the other always walk around the wall. 
- Even if you need to hurry, never run or walk fast. Walk at a calm pace.  
- Be sure to eat something beforehand, so as not to pass out or get light headed during Mass. 
- Don’t lock your knees when standing, as this can cause you to pass out. 

• Arrival to Church 
- Please try to arrive to church around 15 minutes before Mass time starts. 
- Sign you name in the binder in the Sacristy. 

2



- Go the Church Meeting Room to put your alb on.  
- Wait in the Gathering Are quietly until the Priest arrives to pray before beginning Mass. 

• Opening Procession & Beginning of Mass (All Servers) 
- the procession will look like the following diagram: 

  Candles Cross       Candles 

   Server  Server 

    Server 

    Deacon  

    Priest 

(If there is Incense the Thurifer & Boat will lead the procession in front of the Cross.) 

- When the procession reaches the Sanctuary Cross & Candles will stop and just bow their 
heads, and go behind the Altar on the left hand side in the following manner: the Candle 
Bearer on the left will lead and the other two will walk behind them in a single line. 
Candles will be placed on the granite counter, and the Cross will be placed on the left 
side from now on. 

- Please walk at a slow pace. We are in no rush.  
- The other servers will genuflect at the steps and take their seat. The big seats next to the 

priest are no longer for servers. Servers will always sit behind the priest from now on. 

• Book Position 
- The server doing the Book position will grab the Missal and hold it until the Priest needs 

it. You will not go to your chair until the Collect (Opening Prayer) is said. After the 
Collect, place the book back, and go to your chair. 

• Readings 
- Be as attentive to the readings as you can. Read along in the book if that helps.  

• Gospel Procession (Candle Bearers) 
- When the 2nd Reading begins the Candle Bearers will stand up, walk around to the 

candles, and wait there until the Alleluia begins. 
- When the music begins, the servers will walk in a straight line to their positions in front 

of the altar, and turn towards the tabernacle.  
- The Deacon/Priest will walk to the Altar to grab the Book of the Gospel. Once he turns 

towards the Ambo the servers will turn and walk towards the Ambo in a single line, with the 
Deacon/Priest in the middle.  
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- Do not sign your forehead, lips, and heart. Just hold the candles. 
- Once the Gospel is finished the servers will immediately walk in a single line to place their 

candles on the counter, and walk back to their chair. 

• Offertory (Offertory Servers) 
- the two servers doing the Offertory Position will stand and walk around the altar to the 

Credence Table. The Chalice is the first thing to be placed onto the Altar.  
- If the gifts are being brought up, then the servers will wait until the Priest walks down the 

steps to receive the gifts. They will stand on either side of him. Once he hands you each gift 
you bring them into the Sanctuary. The ciborium goes to the Altar, and the Cruet is brought to 
the Credence Table.  

- Both servers will bring the water and wine Cruets to the Deacon or Priest to prepare the 
Chalice.You will bow to him before you walk back to the Credence Table. 

- Then the Priest needs his hands washed. One will hold the pitcher and basin, while the other 
holds the towel. Both will walk up together to wash the Priest’s hands. Once he is finished, 
bow to him, walk back to the Credence Table to place the items on it, and walk behind the 
Altar and sit down. * If there is incense his hands are washed after incensing the altar. * 

• Eucharistic Prayer (All Servers) 
- Once the “Holy, Holy, Holy” begins you will walk down to the steps to prepare for the 

Eucharistic Prayer.  
- The Bell Server will kneel at the bells.  
- At the Epiclesis (when the Priest raises his hands over the gifts) the bells are to rung quickly 

with just one ring here. 
- When the Host & Chalice are elevated the server rings the bells with three quick rings each.  
- For the rest of the Eucharistic Prayer try to be as still as possible. If your knees or shoulders 

hurt just gaze at the Crucifix and think of Jesus’ suffering on the Cross and offer it up to Him. 

• Our Father & Sign of Peace (All Servers) 
- The “Our Father” will be prayed at the steps. Reminder to keep your hands folded.  
- For the Sign of Peace remain at the steps.  
*** Do NOT look back to the people behind you to wish them the sign of peace. *** 
Also DO NOT make a “peace sign with your hands.” As an Altar Server your focus is on 
the altar, and on the Eucharist at this point, as Jesus is present on the altar now in the 
Eucharist.  

• Communion (All Servers) 
- Communion will be brought to you, usually by the Priest. 
- Stand, receive communion by the steps, then turn around and go back to your chair.  

• Purification (Purification Servers) 
- as communion finishes, and the priest and other ministers return to the Sanctuary, the two 

servers in charge of Purification stand at the Credence Table.  
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- The Priest will need water once the Tabernacle is closed, so one server goes to him and pours 
the water. Bow when you’re done and go back to the Credence Table.  

- The vessels will need to be returned, each server will take the ciboria and bring them back to 
the Credence Table. The tops do not have to be put on the ciboria at the altar before bringing 
them back to the Credence Table. Put the tops on at the Credence Table.  

- Lastly, the Chalice will need to be returned back to the Credence Table.  

• Final Blessing & Dismissal (Book Server) 
- When the Priest says “Let us pray,” the Book Position brings the Missal to him to read 

from. Put it back after the prayer is finished, then walk around the wall to join the other 
servers. 

- Meanwhile, when the Priest says, “Let us pray,” the other servers will also walk around 
to the other side of the Sanctuary, to assemble the procession. At the front will be 
Candle, Cross, Candle. Everyone else will line up behind them.  

- Be sure that the Book Server is in line before moving. Again, leading this line is Candle, 
Cross, Candles. Begin walking out of the Sanctuary when the St. Michael Prayer begins, 
and no sooner than that. When down the steps and in the aisle, the servers will turn around 
to face the altar around the spot with the metal covers on the floor.  

- The servers will genuflect with the Priest. Cross and Candles will just bow your head. Then 
turn around to the back of church and walk slowly out, in the same lineup as the procession at 
the beginning of Mass.  

Dress Code 

• Boys 
- Solid Polo or Oxford button down shirt 
 => remember the albs are white and see through 
 => no neon or bright colors 
- Slacks/Dress Pants 
 => black, blue, or khaki colors 
- Brown or Black leather dress shoes 
 => no flip flops or sneakers 
- No t-shirts 
- No jeans 

• Girls 
- Brown or Black closed toe flat shoes 
 => no flip flops or sandal style shoes 
- dress/skirt or pants 
 => black, blue, or khaki colors 
- Solid colored tops 
 => remember the albs are white and see through 
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 => no neon or bright colors  
 => no spaghetti straps 
- No t-shirts 
- No leggings/yoga pants 
- No jeans 

• Other Things to Know 
- Right now there is no published schedule of mass times that servers are assigned to. There is a 

Sign-Up Genius link on the front page of the church website. You can sign up at mass times 
there.  

- Any questions, comments, or concerns can directed to Fr. Braud by calling the church office 
(347-2203) or email (cbraud@vol.org).  

- The new servers will begin serving the first weekend in November (5-6). This gives you a few 
weeks to learn these new things, so that you can better help our new servers. 
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