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THE ORDER OF MASS 

  

Introductory Rites 

 Entrance 

 Greeting 

 Penitential Act 

 Gloria (Glory to God) 

 Opening Prayer (Collect) 

Liturgy of the Word 

 First Reading 

 Responsorial Psalm 

 Second Reading  

 Gospel Acclamation (Alleluia) 

 Gospel 

 Homily 

 Profession of Faith (Creed) 

 General Intercessions (Universal Prayer) 

Liturgy of the Eucharist 

 Presentation of the Gifts and Preparation of the Altar 

 Prayer over the Offerings 

 Eucharistic Prayer 

 (Elevations) 

 The Lord's Prayer 

 Sign of Peace 

 Lamb of God 

 Communion 

 Prayer after Communion 

Concluding Rites 

 Optional announcements 

 Greeting and Blessing 

 Dismissal 

 

(For more information, see the USCCB: http://www.usccb.org/prayer-

and-worship/the-Mass/order-of-Mass/) 

  

http://www.usccb.org/prayer-and-worship/the-mass/order-of-mass/introductory-rites/index.cfm
http://www.usccb.org/prayer-and-worship/the-mass/order-of-mass/liturgy-of-the-word/index.cfm
http://www.usccb.org/prayer-and-worship/the-mass/order-of-mass/liturgy-of-the-eucharist/index.cfm
http://www.usccb.org/prayer-and-worship/the-mass/order-of-mass/concluding-rites/index.cfm
http://www.usccb.org/prayer-and-worship/the-mass/order-of-mass/
http://www.usccb.org/prayer-and-worship/the-mass/order-of-mass/
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ST. JOHN THE BAPTIST ALTAR SEVER MINISTRY 

 

Welcome to the ministry of Altar Server.  As a server, you are one of 

the liturgical ministers who have very specific tasks to perform during 

the liturgy when the people of God are gathered together in prayer. 

The word minister and liturgy come from words in two ancient 

languages which both mean “serve”.  As a liturgical minister, you are 

serving in several ways: 

 Serving the priest as he presides over the liturgy 

 Serving your parish family by assisting in the celebration of 

the liturgy as a mirror and model for the gathered assembly. 

 Serving God through your worship and prayer. 

 Serving as a leader of the people in prayer and action. 

The Eucharistic celebration is the gathering together of God’s family 

for spiritual nourishment and the strengthening of our faith.  It makes 

real something that happened 2000 years ago: Jesus’ death and 

resurrection.  Jesus’ giving of his life continues today, calling us into 

the family of God as brothers and sisters of Jesus.  The celebration of 

the Eucharist is referred to as the Mass. 

The order of the Mass has two main parts: the Liturgy of the Word and 

the Liturgy of the Eucharist. 

The Liturgy of the Word 

 Readings from sacred scripture, including the Gospel, are 

proclaimed 

 We meditate and rejoice with our responsorial psalms and 

hymns of praise 

 The homily and prayers call us to more faithful to Christ’s call. 

 God speaks to us, teaching us how to live, particularly through 

Jesus Christ 

The Liturgy of the Eucharist 

Where we give thanks for God for all we have, and recall the Last 

Supper and Jesus’ death and resurrection.  In the offering of the bread 

and wine, which becomes the Body and Blood of our Lord Jesus 

Christ, our faith brings us to offer ourselves and our lives in, with and 

through Jesus Christ.  Here we receive the strength to live what we 

have been taught and to live more fully one with Jesus. 
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MINISTRIES AND PARTICIPANTS IN THE CELEBRATION 

 

 Priest:  A priest is always the presider or celebrant at Mass.  He is 

ordained to take the place of Christ at the altar. 

 Deacon: An ordained man who may be preparing to be a priest, or 

is an ordained lay person.  They have specific actions during the 

Mass which are performed by a priest when there is no Deacon. 

 Lector: Also known as Readers.  These are men and women who 

proclaim the Old and New Testament as well as the General 

Intercessions. 

 Ministers of the Eucharist: Ordinary (Priests and Deacons), and 

Extraordinary Ministers of Holy Communion who administer 

Communion. 

 Parishioners: The congregation, or assembly of those who are 

present for the celebration of Mass.  They are not just witnesses, 

or an audience, but are called to be active participants in the Mass. 

 Other participants: You should be aware of; Celebrant and 

concelebrants (priests), Master of Ceremonies, Cantor, 

Ushers/Greeters, Choir 

 

 Servers: All those who assist the priest at the altar.*** 

 As Altar Servers, this is YOU! 

 Usually three (3) servers are scheduled for Sunday 

Liturgies. 

 On special feast and occasions, additional servers may 

be scheduled. 

 In this guide, servers are shown as CB, S1, and S2. 

 (CB) Cross bearer – The server who holds the 

cross and leads the procession 

 (S1, S2) Server 1 and Server 2 – Other servers 

 You will primarily serve in these roles. 

 Additional servers are used when there is incense 

used.  They are shown as TH and BB. 

 TH – The server responsible for the Thurifier. 

 BB – The Boatbearer. 
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NAMES AND PLACES IN THE CHURCH*** 

 

 Sanctuary – Area that includes altar, ambo, baptism font, etc. 

 Sacristy – Room containing everything needed for Mass, 

including vestments (robes) for the priests, deacons, and servers. 

 Altar (A) – Most important and holy place in church, where the 

bread and wine become the Body and Blood of Jesus. 

 Ambo (B) – Where the word of God is proclaimed; where God 

speaks to the people through the priest and lectors. 

 Presider’s Chair (C) – Armchair in front of the 

altar used by the priest during Mass. 

 Tabernacle (D) – Gold, prominent “sacred safe” 

where the Most Holy Eucharist, the Body of 

Christ, is reserved.  

 Credence Table (E) – Table next to the server 

chairs where the Roman Missal, vessels and other 

items are placed for the liturgy.   

 Side Table (F) – Area where paten and cup trays 

are kept. 

 Cantor Lectern (G) – Lectern in the choir area for the cantor. 

 Baptistry & Paschal Candle (H) – Baptismal Font and Paschal 

Candle are in front of the altar and used for special events. 

 Vestibule – Also known as the Narthex.  Area inside the main 

doors of the church connected to the Cry Room, Bride’s Room 

and Usher’s Room. 

 Offertory Table – Where the bread and wine are placed before 

Mass.  Located on a hinged shelf halfway down the main aisle. 

 

 

 

 

 

 

 

 

 



Altar Server Guide – Draft – 2019/07/25 

6 
 

THE SACRED VESSELS (AND OTHER ITEMS)*** 

 

 Chalice – The special cup that will hold the 

Blood of Christ.  The chalice is usually the 

priest’s, and is very expensive.  When 

carrying the chalice, NOTHING ELSE is 

ever carries except the purificator. 

 

 

 Paten – The dish that holds the Body of 

Christ.  Usually one large paten is used 

with smaller ones for sharing the 

Eucharist. 

 

 

 Flagon – This is the gold pitcher (with a 

lid) that holds the wine.  When handling 

the flagon, always support the base and 

keep the handle turned out so that it can 

easily be passed off. 

 

 

 Ciborium – Used to hold the Body of 

Christ when in the Tabernacle.  They are 

deeper than the patens, and have a lid.  

Patens are kept in the sacristy safe.  

 

 

 Communion Cups – Similar to chalices and are 

used to distribute the Blood of Christ.  Cups 

and equal number of purificators are placed on 

trays before Mass starts. 

 

 Cruets – The small glass pitcher that holds 

water.  Used to prepare the altar and gifts.  

A second cruet holding wine is usually 

used at weekday Masses, and never is set 

on the altar.  It is handed to the priest with 

the water cruet. 
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 Finger Bowl – Metal dish used in washing of the priest’s hands. 

 

 Thurible – Also called a censer.  

Metal, orb shaped container on a 

chain that holds the charcoal that 

burns the incense.  Used in special 

liturgies, Masses and at funerals. 

 

 Boat – Small metal container with a 

lid that holds the incense.  There is 

always a small spoon in the boat that 

is used to take the incense from the 

boat and place it in the censer.  

 

 

 

 Processional Cross – Used to lead the 

opening and closing processions, as well 

as leads gifts to the altar.  Carried by the 

Server CB. 

 

 Processional Candles – Follow the 

Processional Cross in the opening and 

closing.  Carried by the Servers S1 and 

S2. 

 

 

 

 Candle Lighter with Snuffer – Used to 

light the Altar Candles, Processional 

Candles, and candles by the ambo.   

 

YOU MUST BE VERY CAREFUL 

WHEN HANDLING OPEN FLAMES.  
When lighting and extinguishing candles, 

be sure that not too much of the wick is 

exposed and lit, as it could fall and drip 

wax or flames on you or the carpet.  
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LINENS AND CLOTHS*** 

 

 Altar Cloth – This is like a tablecloth covering the altar.  It usually 

is the color of the liturgical season or white. 

 

 Purificator – This is a folded while cloth that is 

always with the chalice and the communion cups.  

Used to wipe the chalice or cup after someone 

receives the Precious Blood. 

 

 Finger Towel – Like a normal wash towel, but 

smaller.  It is white and always with the finger bowl. 

 Corporal – A large white cloth that is placed in the center of the 

altar.  The chalice and paten are placed on it during Mass.  It 

catches particle of the Blessed Sacrament that may fall.   

The Corporal should always be folded properly, please see the 

instructions that are in this booklet and in the Sacristy.  
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CORPORAL FOLDING INSTRUCTIONS*** 
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 Roman Missal– This is the DARK RED 

BOOK which contains all the prayers for 

Mass.  It will be on the credence table before 

Mass beings.  As server, you will be 

responsible for the Roman Missal.  
 

 Supplements – These vary in color and size, 

and contain additional prayers for other 

liturgies.  At times these may be held in a 

binder. 

 

 

 

 

 

 

 Lectionary – This is the large book which 

contains the scripture readings for each 

day.  The Lectors usually will handle the 

Lectionary on the ambo, and return it to 

the server chairs. 

 

 

 

 

 Book of Gospels – A very large, thin, 

BRIGHT RED AND GOLD  BOOK 

used on Sundays and special 

celebrations.  This book is carried in the 

procession by a lector or Deacon and is 

placed on the altar.  This is the word 

and teaching of Jesus Christ. 
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GENERAL ALTAR SERVER ETIQUETTE*** 

 

As an Altar Server, you hold a very special place and perform a very 

special service in the Mass.  You assist the Priest in leading the 

assembly, and have a prominent place in the liturgy.   

It is important that you are mature enough to understand your 

responsibilities, and that you carry them out well and with 

appropriate reverence. 

The following sections will outline the behaviors you are called to 

model, and the actions you are called to perform. 

 

Dress Code 

Even though the alb covers your clothing, it does not cover it 

completely.  T-shirt designs and super bright colors can be seen 

through an alb.  Pants can be seen below the alb.  Your feet and shoes 

are completely visible.  Your hands are also noticeably visible.   

Please adhere to the following guidelines.  You will be told if what you 

wear is inappropriate.  If you or your parents have the slightest doubt 

or question if what you have on is appropriate, then it probably is not.    

 

 Shirts – Regular non-printed t-shirts, dress shirts, blouses, and 

acceptable tops should be worn.   

 Pants – Dress pants are preferred.  There can be some leniency, 

but shorts are unacceptable. 

 Shoes – Dress shoes are preferred.  Tennis should are allowed, but 

they should be CLEAN, and preferably plain in color.  For the 

women, dress sandals are permitted.  Men should not wear 

sandals, and flip-flops, crocs, or other plastic footwear are never 

permitted. 

 Hair – Hair should be neat, and maintained with minimal 

decoration, hair ties, and hair bands.  Inappropriate styles or hair 

colors that are inappropriate should be avoided as they draw 

attention away from the Mass. 

 Other Attire – Painted nails are acceptable within reason.  Rings, 

if worn, should be one per hand (like adult ministers).   

 Funerals and Weddings – Dress clothes are required. 
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Gestures and Postures 

During the celebration, when not performing specific tasks, you will be 

sitting, kneeling, standing, or performing such gestures as genuflecting 

or making the sign of the cross.  EVERY ONE OF THESE ACTIONS 

IS IMPORTANT. 

Your body language and your actions matter!  No matter how ordinary 

these tasks may seem, each should be performed well, with care, and 

with reverence, because they are part of the worship we are offering 

to God. 

 

 The Sign of the Cross – This prayer reminds 

us of the blessing given by the Trinity, and 

makes us aware that God lives within us. 

 

 Made with the RIGHT hand 

 The left hand should be down at the waist 

 The RIGHT hand touches the forehead, the 

stomach, the left shoulder, then the right 

shoulder 

 These actions are deliberate, while saying the 

words, “In the name of the Father, the Son and 

the Holy Spirit.” 

 Fold your hands together as we say, “Amen”. 

 

 

 Genuflect – The left foot is in front of 

the right foot to be done properly.  You 

should support yourself with your left 

leg as your right knee bends down to 

touch the floor.  Pause for a moment.  

Then stand straight up again.  During 

the genuflection, your back should be 

straight.  We should not genuflect or 

bow when we are carrying something.  

***Genuflect only before mass.  

Once mass starts, the main altar is 

the center point of mass. 

  

http://www.usccb.org/prayer-and-worship/the-mass/order-of-mass/introductory-rites/index.cfm
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 Bowing – There are several types of bows used in liturgies. 

 Profuse Bow – A bow from the waist.  Our head and 

shoulders dip low.  This is used when you cannot 

genuflect, and particularly when in front of the 

Blessed Sacrament. 

 Shoulder Bow – The shoulder bow is when the body 

bends slightly and the shoulders and head move 

forward.  This is not a bow a profuse bow.  

 Head Bow – The head bow is strictly from the neck.  

Only your head should move. 

***Once mass starts only bow to the altar when 

crossing it. 

***Never bow or genuflect when you are carrying 

something. 

 

 Hands – Your hands should be folded or held together when not 

holding something.  They can be at your sides when standing. 

When sitting, rest your hands on your lap.  Your hands should not 

be dirty or written on with ink or other marker. 

 

 Walking – You should maintain an upright and dignified posture.  

Keep your head up, and avoid slouching.  If are not carrying 

something, the hands should be folded. 

 

DO NOT RUSH!  Never run, and avoid walking fast.  The faster 

you go the easier it may be to trip or run into something.  If you 

forget something, simply walk slowly back to get it.  No one will 

notice mistakes if you just take your time. 

 

 Sitting – When sitting, keep your hands folded on your lap.  Do 

not strike up idle chit chat with the other servers.  Be quiet and 

attentive.   

 

 In General – Slow things down.  Take your time.  Avoid 

fidgeting.  Don’t fool around with other servers.  Maintain a 

reverent, calm, and attentive demeanor at all times.  Worship and 

pray as everyone else does.  Remember that you are still at mass 

and a part of the liturgy.  You are very necessary, and your 

attention and participation is critical and needed.    
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PREPARATIONS FOR THE LITURGY 

 

1. Preparation begins at home.   

 Be sure to eat in the appropriate time before church. 

 Select clothing that is appropriate and comfortable.  

Lightweight clothing or clothing that can be taken off in 

layers will help keep you from overheating, feeling ill, or 

passing out.  Consider if a sweater is too heavy and hot. 

 Be sure your hair is neat, and your hands are clean. 

 Help your family to get ready, and get yourself ready early 

so that you will be on time to serve. 

 

2. You should be at the church and in the Sacristy at least 15 

minutes before the Mass is to begin. 

 

3. Find a properly sized alb and put it on, including the cincture. 

 

4. Light the Processional Candles, the Altar Candles, and the 

candles by the ambo. 

 

5. The tray with the patens, and the cups w/ parificators should 

be placed on the side table.  Be sure any pyx stay with these 

trays.  Sometimes a parishioner will stop in the Sacristy to add 

a gluten free host to the trays.  They should be aware of what 

to do, but please assist and direct them as necessary. 

 

6. Place the following on the Credence Table in the sanctuary, or 

verify that these items are there already.   

 Water Cruet, bowl and hand towel 

 Roman Missal 

 

7. Check with the priest.  If the large paten and the flagon are 

filled, they are taken to the Offertory Table. 

 

8. Be attentive to Father.  Check with the priest to see if anything 

else is needed, and ASK QUESTIONS IF YOU ARE 

UNSURE ABOUT ANYTHING! 

 

9. Remain quiet whether you are in the sacristy or the back of the 

church waiting for the procession to begin. 
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Use of the Sacristy 

 

Use of the sacristy should be limited once Mass starts.  Unnecessary 

trips to the sacristy can be distracting and disrupt Mass.  Please keep in 

mind the following points. 

1. Go to the bathroom before Mass.  You should use the 

bathroom at home before coming to Mass, or use a bathroom 

in the Church prior to checking in.  Avoid creating a situation 

in which a bathroom break becomes a necessary emergency. 

 

2. Be quiet and no rough housing.  People can still hear what is 

happening, and there are many valuable items that are not to 

be broke in the sacristy. 

 

3. Only use the Sacristy in personal emergencies if feeling sick or 

sneezing, excessive runny nose, etc. 

 

4. There should be no returning of vessels or linens during 

Mass.  Everything stays out until after Mass, then you may 

help move those items to the sacristy with the Eucharistic 

Ministers. 

 

5. The processional candles are returned to the sacristy after the 

procession.  Remember to blow out both candles.   

 

You may enter the sacristy to relight the candles for the end of 

Mass.  This requires only one server.    

 

NOTE: When lighting the processional candles, light both.  In 

case a third server is late, they can then join the processional 

quickly.  It also burns the candles evenly, and keeps them at 

the same height. 

 

6. If incense is needed, or the Priest directs you, you can enter the 

Sacristy for that item or request.   

 

  

http://www.usccb.org/prayer-and-worship/the-mass/order-of-mass/introductory-rites/index.cfm
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Holding the Roman 

Missal 

 Hold the book at the 

bottom and rest the top 

at your chest with your 

arms bent. 

 Do not sway or move 

your head as your body 

will tend to sway and it 

will be hard for Father 

to read. 

 Pay attention to 

Father, he will usually 

tap the book or let you 

know when he is done. 

 

 

Setting up the Altar 

  

Roman Missal 
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NOTES: 


