
 

 

 

Altar Server Guidelines 

Before Mass: 

 Arrive at the church at least 15 minutes before Mass. 
 Put on your robe and the correct colored sash.  
 Light candles  
 Ask priest for any special instructions for that Mass. 
  Take the cross to the back of the church.  

During Mass: 

 Process in with the cross at a normal pace.  
 Stand at the foot of the altar, wait for the rest of the procession and bow (if you 

have the cross, do not bow)  
 Place cross in its stand.  
 Take your place and stand in front of your chair.  
 After the Gloria is sung and priest says “Let us pray,” take the closed book to him. 
 After the prayer, replace the book on the stand.  
 Sit in your chair for the readings and homily. 
 After the Prayer of the Faithful, take the plate with the 3 small goblets, the large 

goblet, and the water cruet to the altar. (see picture on page 3 for altar setup)  
 Remove the wooden book stand from on top of the altar and place it on the shelf 

underneath.  Pull Sacramentary (big red book) off shelf and set on the altar.  
 Go to the back of the church to lead in the gift procession.  
 After the ushers have finished the collection and the gift bearers are ready, lead 

them to the front of the church, walking at a normal pace.  
 Stand next to the priest/deacon receiving the gifts and be ready to take the bread 

or wine up to the altar.  
 Place the bread and wine on the corporal (square, white cloth).  
 Get the water, bowl and towel to wash priest’s hands.  
 Take empty wine carafe back to credence table.  
 Return to your chairs and remain standing.  
 When the priest invites the congregation to stand, walk down to the first step and 

stand.  Kneel when the congregation kneels.  Remain there until we all stand after 
the Amen, then walk up and stand next to the priest for the Lord’s Prayer.  

 After the sign of peace, return to your chair and remain standing.  
 Receive communion with the other ministers of the altar.  
 Stand in front of your chair during the whole communion procession. Sing! 
 Sit down when the priest sits. 



 

 

 
 
 
 
 

 When the priest says, “Let us pray,” take the closed book to him.  
 Sit down for the announcements if the congregation is sitting at that time.  
 Stand for the final blessing and dismissal.  
 During the closing song, when the priest walks from his chair, get the cross and 

follow him to the foot of the altar.  
 Bow with him and the lector (if you do not have the cross).  
 Process out at a normal pace.  

 

After Mass: 

 Return the cross to its stand  
 Put out the candles  
 Hang your robe neatly  

 

Additional Information: 

 Do everything with reverence and attention.  
 When walking from one place to another, DO NOT RUSH, but do not walk too 

slowly.  
 When sitting, keep hands folded on your lap and try not to fidget, stare off into 

space, or fall asleep.  
 Be involved in Mass by singing, saying all the responses and listening. 
 Ask questions if you are unsure of something. 

 


