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Greetings Altar Servers, 
 
Welcome to your new ministry of serving at the Altar of the Lord.  It is my hope that the privilege 
and responsibility of serving Mass will give you a little deeper insight into your relationship with 
God.  It may cause some of you to awaken to the joy of serving others and to realize that God just 
might have a specific job for you, whatever it may be.  
 
Just think of it!  By His grace, God has chosen you to be a special assistant to the priest in serving 
at the Eucharistic celebration as established by Jesus Himself at the Last Supper.  At that time, He 
changed bread and wine into His own Body and Blood as a new covenant (or promise) that He 
would be with us for all time until the end of the world! 
 
Whatever vocation you end up choosing to follow, serving at the Altar will only add to your 
development.  Learning the Mass, learning the prayers, and being responsible, will help your mind 
and heart grow in the faith. 
  
As you grow into adulthood, the experiences of serving at the Altar will help you become a better 
parent, better teacher, better priest or religious, or all around a better professional.  It will help you 
to be a better neighbor and friend, a better brother or sister, and a better son or daughter.  It is my 
hope that being a server will help each of you grow in your relationship with God.  
 
Please come prepared with all of this in mind when you are scheduled to serve.  Be prepared in 
dress, appearance, and spirit to serve at the Table of the Lord!  Please have your parents read this 
entire manual with you so that you understand what is expected of you. 
 
Thank you once more for responding to the call to “serve the Lord with gladness!” 

 
 
Altar Server Coordinator(s) 
 
Revised January 16, 2020  
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PART ONE: 
 

TERMINOLOGY OF ITEMS USED IN MASS 
 

 
A. BOOKS 

 

         Book of the Gospels 

        - contains only the Gospel readings; used on solemn occasions and is carried  
         by the Deacon, or in his absence, the Lector. 

 

 

 Lectionary  

-contains the biblical readings arranged for the celebration of the Mass.  

 

 

 

Roman Missal  

- contains the opening prayer, prayer over the gifts, prayer after Communion, 
and solemn blessings, Eucharistic prayers and prefaces for all of the Masses. 

 

 

 

Presider’s Binder  
 
– the binder used by the Presider which contains the Prayers of the Faithful 
and the Announcements.  The binder, which varies by season, is on the 
Sacristy counter.   
Green – Ordinary Time 
Violet – Advent, Lent 
White – Christmas, Easter, Feasts of Mary & Memorials of Saints 
Red – Palm Sunday, Good Friday, Pentecost Sunday & Feasts of the Martyrs 
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B. SACRED VESSELS 

Priest’s Chalice (CHAL-is) - the large cup used to hold the wine that becomes the Blood of Christ. 
Each Priest has his own chalice: 

 

      Fr. Sy’s Chalice                             Fr. Hoa’s Chalice                         Guest Priest’s Chalice  
Ciborium (si-BORE-ee-um) - a bowl-like Communion vessel used to hold the Body of Christ. 
There are three different types for different purposes:  

              

Tabernacle Ciborium      Ciborium for Presentation of Gifts      5 Ciboria for Holy Communion 

1. Tabernacle Ciborium:  Stores the Blessed Sacrament in the Tabernacle until they are 
needed by the Presider.   

2. Ciborium for Presentation of Gifts:  Brought to the Presider with the gifts during the 
celebration. 

3. 5 Ciboria for Holy Communion:  Used by the Presider and Extraordinary Ministers of 
Holy Communion for distribution during Mass. 

Communion Chalices/Tray  

- Chalice vessels used at Holy Communion for parishioners to receive 
the Blood of Christ.  Prefilled Chalices are found on the Communion 
Credence Table.  The chalices are carried up individually and brought to 
the Altar at Presentation of Gifts.   

- Tray is a large square wooden tray used by the Eucharistic Ministers to 
carry Communion ciboria to the Altar. 
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C. OTHER OBJECTS USED IN MASS 

 

Cruet – (CREW-et) – the small glass bottle-like container that 
holds tap water for the washing of the hands and mixing with 
the precious blood. 

Lavabo Towel – a cotton towel used to dry the Presider’s 
hands after the washing of the hands. 

Lavabo Bowl – the glass bowl used to catch the water while 
the presider is washing his hands. 

 

Decanter or Flagon (FLAG-un)  

- the pitcher-like vessel used to hold the wine which will be consecrated 
at Mass for the Communion of the people; it is brought forth with the 
gifts. 

  

Purificator 

 - a white cloth used to wipe the Chalices.  There are two different types:  
Priest’s Purificator – a larger cloth placed on the Altar with the Priest’s 
chalice during the Presentation of Gifts, and marked with a red cross.  
Communion Purificators -- the smaller purificators used in Holy 
Communion for parishioners receiving the Blood of Christ.   

 

Pall (PAHL)  

- the stiff, square, white cover that is placed over the paten when it is on 
the Chalice. 

 

 

Corporal (COR-prul)  

– a white cloth that is spread on the Altar, over the Altar cloth or Altar 
runner on which all vessels for Holy Communion are placed.  It is 
designated with a small white cross. 
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Consecration Bells and Seasonal Pillow  

– rung during the calling of the Holy Spirit to consecrate the Bread and 
wine at the elevation 

 

Aspersory (ASS-per-soar-ee)  

– the bowl-like container used for HOLY WATER to sprinkle on the 
assembly to remind them of their baptismal promises. 

 

 

 

 

Aspergillem (ASS-per-gill-um)  

– the brush or wand that is dipped in the sprinkling bowl during the 
sprinkling rite and is used to sprinkle the assembly with HOLY WATER. 

 

 

 

Acrylic Stand  

- a clear plastic stand used to hold the Book of the Gospels during Mass. 

 

 
Pyx and Pyx Tray 
 
- the container for carrying Communion outside the Church and Mass.  
The pyx tray is brought up at the Presentation of Gifts and placed on the 
altar at 7:15 AM, 8:45 AM, and 10:30 AM Masses. 
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Monstrance (MON-struhns) 
- a transparent receptacle in which the Body of Christ is exposed for 
adoration. 

 
 

 
Incense & Boat  

- the substance that produces the fragrant odor when burned and the 
container which holds the incense granules. 

 

 

 

Charcoals 
 
 – used to burn the incense (incense is placed on top of the charcoal). 
 
 

 

 

Thurible (THUR-uh-bl) 

– the container for burning incense that is swung on a chain during 
specific rituals. 
 

 

 

Credence Table   

– the small tables on either side of the Sanctuary that hold vessels and 
objects used in the Order of the Mass. One is generally for communion 
vessels, and the other is generally for Altar Servers. 
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Altar Crucifix  

- a shiny, gold, crucifix placed on the Altar at all masses.  

 

 

 

 

Processional Crucifix 

– the cross carried by the Senior Altar Server during the 
procession/recession. 

 
 
 

 
 
 
Collection Basket  
 
– Monetary offering for the church, brought forth with the Gifts. 
 
 

 
 
Stewardship Basket  
 
 – used the 1st Sun. of the month to hold food for St. Martin’s Outreach.   
 
 

 
 

 
D. VESTMENTS 

Cassock (KA-suhk)  

- a long black outer garment worn by Altar Servers 

Surplice (SUR-pluhs) 

- a wide sleeved garment, slipped over the cassock covering the 
shoulders 
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Chasuble (CHAZ-uh-buhl) - the sleeveless outer garment, slipped over the head, hanging down 
from the shoulder covering the alb and stole of the priest; it is the proper Mass vestment for the 
main celebrant and its color varies according to the feast. 

a) Green - worn during Ordinary Time 
b) Red - worn on Palm Sunday, Pentecost Sunday, Good Friday, Feasts of the Martyrs 
c) White - worn during the Christmas, Easter, Feasts of Mary, Memorials of Saints 
d) Violet - worn during Advent and Lent 
e) Rose - worn on the Third Sunday of Advent (Gaudete Sunday) and the Fourth Sunday of 

Lent (Laetare Sunday) 

Stole – worn over the Alb by the Priest and Deacon  

 

 

E. CANDLES 

 

   Candelabrum (KAN-duh-laa-bruhm) 

    – a large branched holder for several candles 
 
 
 
 
 
  

 
 
Processional Candles  
 
- the candles carried by the candle bearers during the 
procession/recession. 
 
 
 
 
 
 
 

 
 
 
Sanctuary/Vigil Candle  
 
– the candle that is always lit next to the Blessed Sacrament in the 
tabernacle.  It is only extinguished once per year on Good Friday.  
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Dedication Candles  

– the 4 candles in the 4 corners of the church that are lit during the 
Easter Vigil Mass & on the anniversary of the church. 

 
 
 
 
 
 

 
 
 

Paschal/Easter Candle  
 
– the tall Easter Candle that stands by the Baptismal Font & is lit for 
baptisms. Throughout the Easter Season, it stands near the Ambo & is lit 
daily. 

 

 

 

 

Candle Lighter  

– the long handle with both a wick and snuffer at the end in order to both 
light and extinguish candles. 

 
 

 

 

F. PLACES IN THE CHURCH 

 

Altar  

- a freestanding structure that serves as the main focal point of the assembly. 
It is the table where Eucharistic elements are consecrated and is the center 
of worship. 
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Sanctuary  
 
– the worship space on which the Altar stands. 
 
 
 
 

 
 

 

Ambo 

 - (also may be referred to as pulpit) a place from where scriptures are 
proclaimed and homilies may be preached. It is a main focal point of the 
church and a lector stands at or behind it when reading aloud. 

 

 

 
 
 
Sacristy 
– the vesting room behind the Altar where the priest prepares for Mass. 
 
 
 
 
 
 
 
 

 

Blessed Sacrament Chapel 

- the location, adjoining the main body of the Church, where the 
Eucharist, the Body of Christ, is reserved in the tabernacle. 

 

 

 

Tabernacle (TA-br-na-kl) 

- An ornamental structure, usually made of solid material, which contains 
the Blessed Sacrament (Communion host that has been consecrated by 
the Priest). 
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Ambry (AM-bree) 

-a traditional storage space for the Holy Oils; Oil of the Catechumens, Oil of 
the Sick & Sacred Chrism. 

 

 

 

Baptismal Font/Baptistry (BAP-tuh-stree) 

- a part of the church used for Baptisms 

 

 

 
G.  MINISTERS 

Priest/Celebrant/Presider 
 - An authorized member of the Church who presides over the assembly and has authority to 
consecrate the Eucharist. 
 
Deacon  
– an ordained servant who holds office in the Church   
 
Senior Altar Server  
– the lead Altar Server, designated by the one who wears a cross. 
 
Altar Server  
– the young person assisting the priest during Mass. 
 
Extraordinary Minister of Holy Communion (EM) 
– the a trained parishioner who assists the Priest in the distribution of Holy Communion. 
 
Lector 
– the person proclaiming the readings from the Ambo. 
 
Cantor 
 – the person responsible for leading the assembly in song. 
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H. POSTURES AND GESTURES 

 
Genuflect  
- the act of kneeling in front of the Blessed Sacrament. When you genuflect, 
keep your hands in front of your chest while you go down on your right 
knee. Be sure that your cassock isn’t going to trip you on the way down or 
up.  
 
 
 
 
 

 
 
 
Kneel  

– the position you take during the Eucharistic prayer. When you kneel, your 
body should be upright and your hands should be in front of your chest, 
palm to palm, well above your waist.  Do NOT rest on your heels.   

 
 
 

 
 
 
Folded Hands in Prayer  
– Unless you’re sitting down or carrying something, your hands should be 
joined together at chest level: palm to palm, fingers pointing upward. This is 
referred to as Prayer Hands.  Keep your hands high up on your chest.  
Remember not to use your hands to stand up while kneeling, or to use your 
hands to touch your clothing, hair, or face.  You will be assisting with the 
Mass; this is a display of respect for the sacred things you will be touching. 
 
 
 
 
 
 
Solemn Bow  

– this is an act of reverence necessary when you come up into the 
sanctuary area, whenever you pass behind the Altar, and when you are 
finished assisting the Priest (even if he does not bow).  When bowing 
together with another Altar Server, please do so in unison. When you bow 
to someone or something at Mass, it should be very smooth.  Don’t walk 
and bow at the same time, stop before bowing. Do NOT bow when the 
gifts are presented to you. 
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PART TWO: 
 
 

GUIDELINES 
_________________________________________________________________ 

A. ATTENDANCE POLICY 

Attendance is both a right and a responsibility.  It is your responsibility to attend the Mass you are 
scheduled to serve. Therefore, the following policy applies to all servers: 

 

 
• You are required to sign in 15 minutes before the beginning of the Mass. 

If you are unable to show up 15 minutes before mass, another server who is present 
and available can serve. 

 
• If you are unable to attend your assigned Mass, you must arrange coverage of that 

Mass with another substitute volunteer.  If you are unable to arrange coverage, it is 
necessary to notify the Altar Server Coordinator of your absence and lack of 
coverage as soon as possible, but no later than Friday night. 

 
• If you do not show up for a scheduled assignment and have not contacted the Altar 

Server Coordinator, you may receive an email explaining the importance of 
attendance.  Please respond and let the coordinator know what happened and why 
you missed.  Remember, the church is counting on you to serve your scheduled 
Mass time.   

 
• Three (3) absences from your duties without notification will indicate unreliable 

behavior, which is not compatible with the St. Martin’s policy and may be cause for 
dismissal from the Ministry.  Therefore it is important that you sign in for your Mass. 

 

A list of servers’ contact information will be emailed to you at least once each year, so you can 
always keep an updated list.  
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B. SCHEDULING INFORMATION 

Schedules are published in 2-3 month cycles and are available either in the Altar Server Ministry 
Room, or at www.smdpyl.org (Quick Access  Liturgy Schedules).   

Scheduling requests, vacations, time off, etc, can be made via the website or email by the 10th of 
the month prior to when the schedule is going to be released.  We will do our best to accommodate 
each request. Our computer scheduling program aids in ensuring that family members in other 
liturgical ministries will be scheduled at the same Mass time, if that is the request of the family. 
 
Follow the steps outlined below when sending your special scheduling requests: 
 

• Go to St. Martin's website www.smdpyl.org 
• Click on liturgical schedules on the list of left hand vertical menu options. 
• Click on the bright blue Schedule Requests on the bottom of the page.  This will 

automatically open a link to the email address for the Liturgy Assistant. 
• Just type your message and hit send. 
• This information is shared by the Liturgy Assistant and the Altar Server Coordinator.  
 

Please be aware that the popularity of certain Mass times can affect how often you serve.  It 
generally works out, depending upon Mass time, that you may serve once or twice per month. 
 
 

 
 

C. DRESS CODE 
 

An Altar Server who serves at the Altar not only helps to lead the assembly in prayer, but also is a 
visible sign of our faith.  As such, what you wear is as important as how you behave while you 
serve.  Therefore, the following dress code applies to all who serve. 
  

BOYS 
 

Appearance 
o Neatly groomed appearance, please wash your hands prior to serving 
o Hair combed appropriately, with no extreme spiked hairstyles   
o Clean shaven if appropriate 
o No earrings or excessive jewelry 

 
Dress 
o Black/Dark dress pants (preferred) 
o Clean shirt (collar preferred) 
o No shorts 

 
      Shoes 

o Solid black dress shoes 
o No strapless or non securable sandal type footwear 

 
 
 
 

 

http://www.smdpyl.org/
http://www.smdpyl.org:8080/exchweb/bin/redir.asp?URL=http://www.smdpyl.org
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GIRLS 
 

Appearance 
o Neatly groomed appearance, please wash your hands prior to serving 
o Hair secured off the face, or pulled back in a ponytail  
o No dangling earrings 
o No excessive makeup 
o No fingernail polish 

 
Dress 
o Dresses or skirts 
o Dress slacks or clean jeans 
o Clean shirt (collar preferred) 
o No shorts 
 
Shoes 
o Solid black close toed shoes or flats 
o Due to the frequent movements of the server, safety must be taken into consideration 

when selecting footwear, and high heel shoes are prohibited 
o No strapless or non securable sandal type footwear; no boots 

 
**Dress code will be enforced.   
Your dress and punctuality must be consistent with this most important service to God and God’s 
people. 
 
**Please note hair can catch on fire from candles if lying over the shoulder or if it has too 
much hairspray or other product in it.  
 

 
 

D. RECOGNITION AND AWARDS 
 
At the end of each month, an “Altar Server of the Month” will be selected 

 
Qualifications:   
 

• Perfect attendance (signed in for all masses assigned) 
• Perfect dress code compliance  
• Prayerfulness  
• Attentiveness 
• Reverence 
• Efficiency 

 
Benefits: 
 

• Altar Server of the Month Certificate given at Mass 
• Picture in bulletin 
• Gift Card 
• Become a candidate for “Altar Server of the Year” Award” 

 
 
Appreciation Mass: Since 2017, the recognition of altar servers has become a parish activity. 
Once each year, the parish will select a Mass to thank the Altar Servers for their contributions, 
which is presided by the Bishop. In addition, the Altar Server of the Year will be announced from 
among the candidates who have been selected as Altar Server of the Month for the prior year. Altar 
Servers who are currently in the Ministry will also be recognized. 
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_____________________________________________________________________________ 
 

E. ADDITIONAL SERVICE OPPORTUNITIES 
 
 
Feast Days and Solemnities: Periodically, servers will be asked to volunteer to serve Feast Days 
and Solemnities These are critical days in the practice of our faith, and although they are often not 
auto-scheduled with server assignments, it is just as important that these assignments be filled. 
Please assume that your participation is necessary & offer your availability. 
 
Weddings and Quinceañeras: If you choose to serve weddings/quinceañeras there is generally a 
small monetary gift provided by the family participating in the wedding/quinceañera. Please note 
that weddings and quinceañeras use a single-server model, so the assigned Altar Server should be 
comfortable with all Altar Server duties.  
 
Community Service Hours: Service hours can be awarded for all assignments served, if such a 
program exists at your school. Please provide your school or activity service form to the Parish 
Office, and allow for at least one week to have the form completed and ready for pick up.  
 
 
_____________________________________________________________________________ 
 

F. SENIOR ALTAR SERVER  
 
 
We have a Senior Altar Server program as part of our Altar Serving Ministry at St. Martin’s.   
 
Senior Altar Server candidates are selected on the basis of several criteria, but minimally, you must 
possess both the necessary enthusiasm and the responsibility. Altar Servers are invited by the 
priests to join the Senior Altar Server Program based on their personal qualifications as well as the 
need for seniors at each specific Mass time. Senior Altar Servers assume a leadership role at their 
assigned Mass. They are expected to lead by example and be always properly groomed and 
dressed for service.   
 
Responsibilities include: 

 • Being available to help the Priest and Altar Server Coordinator with training new servers 
  attending trainings as necessary to maintain knowledge of any changes to server duties 
 • Attending specific Masses to aid in the liturgy 
 • Ensuring all servers participate in Mass appropriately and giving feedback when 

necessary 
 • Participating in special events of the Ministry 

 
 
 

 
 
 
 

G. CONDUCT AND BEHAVIOR 
 

How to Carry Yourself 
How you carry yourself and how you look projects into the Mass. An Altar Server needs to listen, 
observe, move, and be still at different times during the Mass. It is important to know how to carry 
yourself.  
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Standing  
Always stand up straight with both feet firmly in the floor, about six to eight inches apart. This will 
allow you to be comfortable and give good balance. If your legs become stiff, relieve the tension by 
flexing your calf muscles three or four times without moving. Don’t lean against walls or furniture.  

Walking  
Always walk, don’t rush or run. Keep your back straight and hold your head up. Always stop 
walking before bowing. 

Sitting  
Sit down on your chair carefully and gracefully.  While seated, don’t slouch.  Place your hands palm 
down on your thighs in a relaxed manner.  Keep your feet flat on the floor and don’t cross your 
legs. When you are rising from a sitting position or lowering yourself into your chair, try to move in 
unison with other servers.  Remember to sit still, listen, and observe.  If you are blessed with 
shorter legs, please don’t swing them while seated!  

Eyes  
Keep your eyes on the Priest at all times for his direction. During Mass always look towards the 
place where the action is happening: the Presider’s chair, the Ambo, or the Altar.  Look at the 
Priest and other ministers as they speak and act in the Sanctuary. Remember that your gaze can 
be viewed by the eyes of the congregation. Make sure they see you acting in a reverent manner. 

Be Confident - Look Confident  
Know what you are doing during Mass.  Look like you are glad to be there.  Be relaxed and 
comfortable.  Be yourself.  Remember to listen, observe, and react.  Enjoy your service to God. 
Smile if you feel like it.  

 

 

ALWAYS 
 

Always keep your hands folded in front of you when not carrying anything.  Keep a sense of dignity. 
 
Always remain reverent throughout the entire Mass.  There is no talking, giggling, snoozing or 
clowning around on the Altar. Regardless of what unexpected things may occur, keep your 
composure, and keep your attention on the Mass. Only the Senior Altar Server may speak in order 
to communicate needs to the other servers. 
 
Always cover your mouth when sneezing or yawning.  If you have allergies, be sure to bring tissues 
and keep them in your pocket. 
 
Always participate and respond to the Mass prayers and songs with a strong and clear voice. 
 
Always set an example for your Parish Community. Be proud to be a member of the Altar Serving 
Team of St. Martin de Porres. 
 
Always stay at your server station unless you are completing a serving task. 
 
Ensure the Roman Missal is close enough to the Presider that he can read the words.  Hold the 
book against your chest for the Presider.   
 
Look to the Presider often as he may require different things during Mass.  It is your job to be 
reverent and pay attention at all times. 
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Ensure bread and wine are on the CORRECT sides of the Altar (looking from behind the Altar: 
bread on the left, wine on the right) when the gifts are brought up. 
 
Please ALWAYS sign in so your attendance can be confirmed. 
 
Please remember to find a substitute if you cannot serve your scheduled Mass time.  If one is not 
available, please contact the Coordinator AFTER you have attempted to find a replacement. 

• If you are substituting for someone, please write down on the sign in sheet so the 
coordinator is aware. 

 
Always read the weekly bulletin and or check your e-mail for Altar server updates.  
 
 
 

NEVER 
 
Never dangle your hands and arms along the sides of your body. 
 
Never play with your cassock or surplice during Mass. 
 
Be careful not to close your eyes (especially during 7:15am Mass). 
 
Never put your hands inside your pockets, except to reach for a tissue  
 
Never cross your legs when you are sitting at your station.  Keep your feet flat on the floor. 
 
Never leave the Altar area during Communion time, except for emergencies.  This is a time of 
devotion and reverence, and you must remain at your service station. 
 
 
 
 
 
PART THREE: 

 
 

THE CELEBRATION OF THE MASS 
 
 
 
PRE-MASS CHECKLIST 
 
This checklist will help you remember all the things you need to do to help the Priest 
prepare for the Celebration of Eucharist: 
 

ALL ALTAR SERVERS 
 

 Arrive at Church no later than 15 minutes prior to the start of Mass.  Proceed to the Altar 
Server Ministry Room. 

 
 Write your name in the Altar Server Sign-in sheet. 

 
 Vest by putting on the correct size cassock and surplice. The cassock should be long 

enough to just touch the top of your feet while standing straight.  Make certain that the 
cassock does not drag on the floor or ride to high up your pant leg. Use the Vestment size 
paper to find your appropriate surplice size.  
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 Check your role/responsibility. (Book Bearer, Candle 1 and 2) 
 

 Candle bearers retrieve the candles from the altar (if necessary) and light them in the altar 
serving room for procession. 
 
 
SENIOR ALTAR SERVER 
 

 Check with the Presider to see if there will be any special instructions for that Mass (i.e. 
aspersory and aspergillum for sprinkling rite, incense).  
 

 Ensure that Presider’s Chalice is set out on the credence table. (The Chalice is in the safe 
in the sacristy.)  If you are unsure who is presiding over the Mass check the bulletin board 
in the sacristy.   
 

 Be sure to wear Senior Altar Server Cross.   
 

 Light the Altar candles using the candle lighter (Sat 5:30pm, Sun 7:15am Sun, Sun 
5:30pm).  Never use a ‘clicker’ lighter on the Altar.  Never blow candles out – use the 
snuffer.   

 
 Place the filled water cruet, water bowl, finger towel, and lighter, on the credence table. 

 
 Ensure that the consecration bells and seasonal pillow are placed on step at right side of 

Sanctuary.  Both are stored in the lower cupboard in the Sacristy where decanter and 
cruets are found.   

 
 Ensure the Roman Missal is set out on the book bearer’s chair. The Roman Missal is on 

the first shelf of the cupboard above the counter in the sacristy. 
 If for some reason the book is dropped please see the Presider and he will rearrange the 
ribbons accordingly. 

 
 Return to the Altar Server Ministry Room and ensure you are ready to begin the 

procession. 
 

 Gather in prayer w/ Presider and other ministers in Altar Server Room. 
 
 
 
THE ORDER OF THE MASS 
 
_________________________________________________________________________ 
 

A. THE INTRODUCTORY RITES 

 
 
 
Note: For the entrance procession, the Senior Altar Server gets Processional Cross 
(positioned behind the Ambo) 
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The opening song will begin and as the cantor starts to sing, the Cross Bearer begins to proceed 
down the aisle followed in order by: 

 
At this time, if incensation of the Altar is necessary, Thurifier brings the thurible to the presider 
and he proceeds to incense the Altar.  When completed, Thurifier will return the thurible to the 
back and return to his/her seat. 
 
[All Servers: stand; prayer hands]  
 
 
 
 
Greeting: 

Priest: In the name of the Father, and of the Son, and of the Holy Spirit.   
All:   Amen. 
 
Priest:  The grace of our Lord Jesus Christ,... be with you all. 
All: And with your spirit. 

 
[The priest may then briefly introduce the Mass of the day, saying something about the 
readings, the feast, and/or the special occasion being celebrated.] 

 
Penitential Act: (omitted on Ash Wednesday) 

Priest: Brothers and Sisters, let us acknowledge our sins, and so prepare ourselves to 
celebrate the sacred mysteries.   

All: I confess to almighty God… 
 
Priest:   May almighty God have mercy on us,  
 forgive us our sins, 
 and bring us to everlasting life. 
All:        Amen. 

 
Lord, Have Mercy/Kyrie, Eleison 
 [usually sung] 
 Priest:   Lord, have mercy 
 All:        Lord, have mercy 

Cross Bearer/Sr. Altar Server 
Candle #1     Candle #2 

Book Bearer 
Lector 2  
Lector 1 

Deacon (if present) 
Priest/Celebrant 

 
 

 All Servers line up and bow (except Cross Bearer) with the priest before 
proceeding to the sanctuary.  Candle bearers bow by nod of their heads.   

 After bowing, All Servers wait for priest to move up to the Altar and then stay in 
order and move into the sanctuary. 

 Cross Bearer/Sr. Altar Server places the cross in the appropriate position and 
returns to his/her seat and remains standing, with hands folded. 

 Candle #1 and Candle #2 proceed up the steps on either side of Ambo, then 
place the candles in their appropriate positions. As both are pass behind Altar, bow 
by nod of head and return to your seat and remain standing, with hands folded. 

 Book Bearer is to move directly to his/her seat and remain standing, hands folded
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 Priest:   Christ, have mercy 
 All:        Christ, have mercy 
 
 Priest:   Lord, have mercy 
 All:        Lord, have mercy 
 
Gloria: (omitted during Advent and Lenten Seasons) 
       [usually sung] 

All:    Glory to God in the highest, and on earth peace to people of good will… 
 

Opening  Collect  Prayer: 
Priest:   Let us pray. 

 

 
All: Amen 
 

[All servers: sit down at the same time.]     
 

 
 

B. LITURGY OF THE WORD 
 

First Reading: 
Lector: A reading from the Book (or Letter, or Acts) or … 

[Different readings are prescribed for each day] 
Lector: The Word of the Lord. 
All: Thanks be to God! 
 

Responsorial Psalm: 
[The assembly sings the psalm.]  
 

Second Reading: 
[A second reading is prescribed and the people's response is the same as above.]  
Lector: A reading from the Book (or Letter, or Acts) or … 

[Different readings are prescribed for each day] 
Lector: The Word of the Lord. 
All: Thanks be to God! 
 
 

[stand]    

  Book Bearer brings forward the Roman Missal and holds the book against 
his/her chest for the Priest.  Please stand slightly off to the right side of the Priest 
(your left) so the assembly can see the Priest. 

When the prayer is over, Book Bearer returns Roman Missal to credence table, and 
returns to his/her seat. 
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At this time, if incensation of the Gospel is necessary, Thurifier brings the thurible and boat to the 
presider.  The presider places incense in the thurible and Thurifier follows deacon/presider with 
thurible and boat in hand behind the Altar (remembering to bow) and over to the Ambo where 
he/she will stand behind the Deacon/Presider.  The Deacon/Presider will take the thurible and 
proceed to incense the Gospel.  He will hand the thurible back to the Thurifier when he is finished 
and proceed to read from the Gospel.  Thurifier will stand behind deacon/presider until the 
Gospel is proclaimed and then return the thurible and boat to the hallway and return to his/her seat 
(remembering to bow behind the Altar) 
 
 
Alleluia or Gospel Acclamation: (omit during Lent) 

Choir: Alleluia! Alleluia! Alleluia! 
All:   Alleluia! Alleluia! Alleluia! 
 
 

Gospel: 
Priest: The Lord be with you. 
All:   And with your spirit.   
Priest:   A reading from the Holy Gospel according to... [Matthew, Mark, Luke, or John] 
All:   Glory to you, O Lord! 

 [Gospel is read] 
Priest: The Gospel of the Lord.    
All:   Praise to you, Lord Jesus Christ!  

 

[sit]     
 
 
Homily: 

[The Priest or Deacon then speaks to the people, usually focusing on that day's scriptures 
and/or on the feast or special occasion being celebrated at that Mass] 

 
 
Profession of Faith (Nicene Creed): 
 
[stand]    
 
 
 
 
        All: I believe in one God, the Father almighty, maker of heaven and earth. . . 

 
During the Easter Season, we have the Renewal of Baptismal Promises w/sprinkling rite.  Book 
Bearer brings the Roman Missal to the Presider for a special prayer before and after the 
sprinkling.  Each presider handles this differently.  Candle #1 will bring the aspersory and 
aspergillum to the presider and walk through the assembly.  When the sprinkling is over, Candle 
#1 will bring the aspersory and aspergillum to the credence table.  Return water to Sacristy metal 
container.   
 
 
 
General Intercessions / Prayer of the Faithful: 
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Cantor: For…(Intention)…we pray. 
All:  Lord, hear our prayer. 
 
Priest: . . . we ask all this through Christ our Lord. 
All:     Amen. 

 
[remain standing]     
 
 

 

 

C. LITURGY OF THE EUCHARIST 
 
 
 
Presentation of the Gifts / Preparation of the Altar:  
 
 
 
 
 

 
 
 
 
 
 
[Donations are being collected throughout the congregation] 

 
 

  

  

  

  

 

 
 

  
 Pyx 
Tray 

Ciboria 
Communion 
       Cups 

Priest’s  
Chalice 

Purificators 
Roman 
Missal 

Corporal 
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Priest: Blessed are you, Lord God of all creation, for through your goodness we have received 

the bread to offer you:  fruit of the earth and work of human hands, it will become for us 
the bread of life.    

  Candle #1 will place the Presider’s Chalice in the center of the 
corporal on the Altar. Candle #1 will return for Roman Missal and place on right 
side of the corporal. Bow after each trip to the Altar. After final trip, bow and remain 
standing. 
 

 Sr. Altar Server and Book Bearer will pass behind the Altar, bow, and proceed 
to Communion credence table. Sr. Altar Server will retrieve the 5 chalices and the 
6 purificators and bring them to the Altar (carry 2 chalices each trip).  These are to 
be placed on far right corner of corporal. Book Bearer will retrieve 4 filled ciboria 
(not the empty one) and place on far left corner of corporal. If there is a pyx tray 
.Book Bearer will retrieve on final trip. After each trip to the Altar, step back 
together and bow. After final trip, bow and return to seats (both bow together if 
same number of trips to the Altar). Remain standing. 
 

 Candle #2 will remove clear acrylic gospel stand and place on Altar 
Server credence table before returning to seat and remain standing. Candle #2 will 
accompany the Priest to the front of the sanctuary and wait ON HIS LEFT SIDE to 
receive the wine. Make sure to stand on the same step as the Priest. Do NOT bow 
to gift bearers. Be sure to turn to the same side as the Priest turns. Place wine on 
right side of corporal. Step back, bow, and return to seat. Remain standing. 
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All:  Blessed be God for ever. 
 

 
Priest: Blessed are you, Lord God of all creation, for through your goodness we have received 

the wine we offer you:  fruit of the vine and work of human hands, it will become our 
spiritual drink. 

All: Blessed be God for ever. 
 

At this time, if incensation of the gifts is necessary, Thurifier brings the thurible and boat to the 
presider.  The presider places incense in the thurible and will take the thurible and begin incensing 
the gifts.  The Thurifier will continue to hold the boat in hand.  The presider will hand the thurible 
back to the Thurifier when he is finished to incense the presider and the congregation and 
proceed with prayer  Thurifier will return the thurible and boat to the hallway and return to his/her 
seat. 
 

 
[congregation stand]   

 
 
Priest: Pray, my brothers and sisters, that my sacrifice and yours may be acceptable to God, 

the almighty Father.   
All:  May the Lord accept the sacrifice at your hands for the praise and glory of his name, 

for our good and the good of all his holy Church. 
 
 
Prayer over the Gifts: 

[The priest sings or says this prayer, which is different for each Mass. At the end, the people 
respond:] 
All: Amen 

 
 
Eucharistic Prayer: 

[The priest may choose from among four regular Eucharistic Prayers.] 
 
 Preface Dialogue: 

Priest: The Lord be with you.   All:  And with your spirit 

 Candle #1 will approach the Altar with the water cruet handle facing the 
Priest.  When the Priest is done, bow to the Priest, go back and wait for cleansing 
of hands. 

  Candle #1 will approach the Altar with the water cruet, while 
Candle #2 will approach the Altar with the lavabo bowl and lavabo towel slung 
over his/her forearm.  Candle #1 will pour water over the Priest’s hands while 
Candle #2 catches the water in the lavabo bowl. Once the Priest is finished, he 
will take the lavabo towel from Candle #2, dry his hands, and place the lavabo 
towel back over his/her forearm.  Both Candle #1 and Candle #2 will bow to the 
Priest at the same time and return the supplies back to the credence table and 
return to their seats. 

 Sr. Altar Server will move up to the Altar and remove the decanter from the Altar 
and place it on the credence table. 
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Priest:  Lift up your hearts.     All:   We lift them up to the Lord 
Priest:   Let us give thanks to the Lord, our God. All:  It is right and just. 

 
  It is truly right and just, our duty and our salvation…and so with the Angels and all the 

Saints, we declare your glory, as with one voice we acclaim: 
 
 
Holy, Holy, Holy:  

[Cantor leads congregation in singing Holy, Holy, Holy…] 
 

 
Memorial Acclamation: 
 
Priest: The mystery of faith. 

 All: We proclaim your Death, O Lord, and profess your Resurrection until you come again.  
-Or- 

 
  When we eat this Bread and drink this Cup, we proclaim your Death, O Lord, until you   
                    come again. 

-Or- 
  Save us, Savior of the world, for by your Cross and Resurrection you have set us free. 
 
 
 Priest:  Therefore, as we celebrate the memorial of His death and Resurrection, 
  We offer you, Lord, the bread of life and the chalice of salvation . . . 
 
  Through him, and with him and in him… 
  All glory and honor is yours, forever and ever. 
 All: Amen [usually sung]  
 

 
D. THE COMMUNION RITE 

 
Lord's Prayer: 
[stand and hold hands]  

 
 

Priest: At the Savior’s command and formed by divine teaching, we dare to say. . . 
All:   Our Father, who art in heaven, hallowed be thy name… 

  At the end of the Holy, Holy, Holy, Candle #2 will lead all Servers down 
the sanctuary steps and kneel on the carpet below the steps in a prayerful position.  
Candle #2 should be in front of vent in step.   

  Sr. Altar Server rings bell at the Consecration. As the Priest elevates 
the Body of Christ, Sr. Altar Server rings bells 3x briefly and waits for sound to die 
out naturally.  Place bells on pillow. As the Priest elevates the Blood of Christ, Sr. 
Altar Server rings bells 3x briefly and waits for sound to die out naturally before 
replacing bells on pillow. 
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Sign of Peace: 
 Priest:  The peace of the Lord be with you always. 
 All: And with your spirit 
 
 
 
 
 
 

 
 
 
 
 
Lamb of God: 
 [at the end of the Lamb of God, all servers: kneel at their seats at the same time]  
 
Communion:     

Priest: Behold the Lamb of God, behold him who takes away the sins of the world.  Blessed 
are those called to the supper of the Lamb. 

All:   Lord, I am not worthy that you should enter under my roof, but only say the word and 
my soul shall be healed.   

 
[as the EM’s are going up to the Sanctuary, all servers: stand up at the  
same time.]  
 
EM:   The Body of Christ. Communicant: Amen 
 
EM:   The Blood of Christ. Communicant: Amen 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 

Servers will share a sign of peace amongst themselves and then approach the Altar in a 
single file line. One by one, servers share a sign of peace or hug with the Priest and any 
con-clelebrants and return to their original seat and remain standing. Book Bearer will take 
the Roman Missal from the Altar back to his/her chair. Senior Altar Server will wait for the 
Book Bearer to collect the book before sharing a sign of peace with the Priest.     

 
After the Distribution of Communion 
 

 • At this time, all Servers should be prepared to assist the Priest with clearing the 
Altar if he motions to you. Place any Vessel handed to you on the Credence Table. 

 •    EM Coordinator will collect any remaining consecrated hosts, 
and take to tabernacle. All Servers will stand when the Blessed Sacrament passes 
before them to be placed into the Tabernacle.  You may be seated when the 
Tabernacle door closes. 

•  If appropriate to the Mass, Candle #2 pick up the pyx tray from the 
Altar, and accompanies the Priest to the front of the sanctuary. Wait until the pyxes 
are collected by the ministers.  After the Priest finishes blessing the ministers, take 
the pyx tray to the credence table. Be sure to turn to the same side as Priest turns. 
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[stand] 
 
Prayer after Communion: 

 
Priest:  Let us pray. 

 
All:   Amen 

 
 
 
Announcements/ Lay talk witness, etc. 

E. CONCLUDING RITE 
 
Blessing: 

Priest:  The Lord be with you. 
All:  And with your spirit  
Priest:  May almighty God bless you, the Father, and the Son, and the Holy Spirit. 

 All:   Amen 
 
Dismissal: 

Priest: Go forth. The Mass is ended.   
All:   Thanks be to God!  
 
[pause] 
 
All:        St. Michael the Archangel, defend us in battle… 

 Book Bearer brings forward the Roman Missal and holds the book for the 
Priest.  Please stand slightly off to the right side of the Priest (your left) so the 
assembly can see the Priest. 

 When the prayer is over, Book Bearer will either stay to wait for a final prayer or 
return to his/her seat and put the Sacramentary in the appropriate position.  Take 
your cue from the Presider--each Presider handles this differently. 



 31 

Recessional and Closing Song 

 
 
 
POST-MASS CHECKLIST 
 
 
This checklist will help you remember all the things you need to do to after the conclusion 
of the Mass: 
 

 Return the Presider’s Chalice to the sacristy for cleaning by the Eucharistic Ministers. 
 

 Return the water cruet, washing bowl, and hand towel to the sacristy for cleaning and 
preparation for the next Mass.  The “used” hand towel and the purificator are deposited in 
the laundry hamper and are replaced with fresh ones.   

 
 Extinguish all candles, using the snuffer, where necessary. Make sure to check that the 

altar candles get placed back on to the Ambo after mass (Sat 5:30pm, Sun 12:15pm, Sun 
5:30pm) 

 
 Once everything that was used for the Mass has been returned to the sacristy you may 

return to the vesting room and hang your cassock and surplice neatly in the closet under 
the appropriate size. If the Senior Altar Server has any training tips, now is the time to 
make them clear to the other servers. 

 
 Thank you for serving!  

 

 
 

 
 
 
 
 
 
 

 Sr. Altar Server retrieves the processional cross/crucifix and moves to line up 
below the sanctuary steps.  Candle #1 and Candle #2 retrieve the candles from 
the Ambo and move to line up below the sanctuary steps. Book Bearer moves 
into position as well, but must leave space for clergy to stand in front of him/her.  
All Servers should now be lined up waiting for the Priest to move into position at 
the bottom of the steps. 

 
Recessional formation begins as a diamond shape FACING the Altar: 

Priest 
Book Bearer 

Candle #1 (or #2) Candle #2 (or #1) 
Cross Bearer/Sr. Altar Server 

 
 When the Priest bows, Book Bearer bow (or genuflect, depending on Priest’s 

action—do whatever Priest does).  Sr. Altar Server and Candles nods. 
 As the Priest turns, All Servers turn IN THE SAME DIRECTION, and the Sr.  

Altar Server leads the recession out, but stops at Baptismal Font, and remains 
there until congregation has largely dispersed. Remaining servers continue to Altar 
Server Ministry Room. 
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THINGS TO REMEMBER 
 
  
Our calendar year for Altar serving will be from June through May of the following year. 

• We ask that you commit to the program for one year at a time. 
• We will ask for your recommitment letter in May of each year and submit to Altar 

Server Coordinator. 
• We will also choose new Senior Altar Servers each year in June to fill the roles of 

those leaving.  (The new Senior Altar Server must attend the special training set 
for them.) 
 

When choosing to leave the program, please ensure you serve all of your assignments on 
the current schedule or notify the Liturgy Assistant so we don’t run into a problem. 

 
Refresher courses will be offered annually, and are STRONGLY RECOMMENDED for ALL 
SERVERS. The Altar Server Coordinator will advertise training dates. It is your obligation to attend 
at LEAST ONE training per year. 
 
All Senior Altar Servers must know how to use incense. Training classes will be provided annually. 
It is STRONGLY RECOMMENDED that you attend to ensure you are comfortable in preparing and 
using incense. 
 
Please keep this manual in a safe place as you may want to refer to it throughout the year. This 
manual is also available through the parish website. 
 
Each server at St. Martin’s gifts us with dedicated service. This service is appreciated greatly.  
During this year of serving we would like to encourage faithfulness to the server schedule,  
participation in server activities, and commitment to properly instructed serving.  
 
 
 

 
 
 
CONTACT PERSONS: 
 
ST. MARTIN DE PORRES CHURCH 
19767 Yorba Linda Blvd., 
Yorba Linda, CA 92886 
 

Telephone Number:  (714) 970-2771 
Fax Number:   (714) 970-5654 
Web Site:   www.smdpyl.org 

 
 
RISSA VALDELLON                                                    ELIZABETH HOOPER  
Altar Server Coordinator                                               Altar Server Coordinator 
 
Phone: (714) 887-6924                                                 Phone: (562) 500-1511 
Email: altarservercoord@smdpyl.org                            Email: altarservercoord@smdpyl.org  
 
 
 
SUSAN SANDOVAL                                                     
Liturgy Assistant                                                             
 
Phone: (714) 970-2771 ext. 116                                    
Email: susans@smdpyl.org                                          
 

http://www.smdpyl.org/
mailto:altarservercoord@smdpyl.org
mailto:altarservercoord@smdpyl.org
mailto:susans@smdpyl.org

	General Information Handbook
	ALWAYS
	B. LITURGY OF THE WORD
	C. LITURGY OF THE EUCHARIST
	D. THE COMMUNION RITE
	E. CONCLUDING RITE


