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Altar Server Guidelines

· All servers are expected to be at the Church 15 minutes before mass begins.
· Servers are to sign in when they serve.

· Servers are expected to fulfill their assigned times to serve.  All servers are expected to find their own replacement at mass if they cannot make it for whatever reason.

	· Servers are expected to wear “CLEAN, NEAT clothes” at masses.

· Servers are expected to hang up their vestments after mass.

· Servers are expected to know and say the appropriate responses and participate in the mass by singing the songs and praying along with the congregation.  This is your first and most important duty.  Your other duties don’t make any sense without first participating with everyone!

· Servers are expected to serve at funerals and weddings when asked.

· Servers should use the restroom before mass.  Only leave the altar if there is an emergency.
· Servers will be ranked according to their experience; i.e., Beginner, Intermediate Server, Advanced Server, Acolyte, Acolyte Captain’s rank must be earned by knowledge and service.

	

	
	Ranking of Servers

Beginners: The server must have the desire to serve the Lord and have received First Communion.

Intermediate:  The server must know and identify the following terms used in the liturgy, and have served mass 10 times and can demonstrate the items below:
Sacramentary--the book the priest prays from during the mass at the altar.

Sanctuary—the sacred space elevated before the congregation.

Sacristy—the room where priests vest before mass.


Vestments—special robes worn by priests, deacons and altar servers. 

 Alb—white robe worn over street clothes, priests, deacons.


      Cincture--cord used as a belt for the alb.

Altar--the table of the Lord in the sanctuary.


Altar Cloth--the tablecloth for the altar--always white.

Purificator--small white cloth used with the chalice.

Corporal--small white cloth placed in the center of the altar.

Altar Vessels--sacred vessels used during the celebration of liturgy.

Chalice--gold cup used by the priest/eucharistic ministers for the Blood of Christ.

Paten--small dish usually used with the chalice.
Pall--stiff, white board placed over the chalice. Note! The white covering for a casket is also called a pall.

Tabernacle--the ornate receptacle used to place the Body of Christ.

Credence Table--the small table off to one side of the sanctuary for sacred vessels.


Bells--rung during the consecration of the mass.

Processional Cross--the cross carried in and out of the mass.


Cruets--small pitchers of water and wine for the mass.


Finger Bowl--small bowl for priest to wash hands during the liturgy of Eucharist.

Demonstrate – how to light and extinguish candles properly.

Demonstrate--when to ring the bells at the consecration.


Demonstrate--what posture and hand holding is proper while serving.

Advanced: The server must know and identify the following terms used in the liturgy, have served 25 mass times and can demonstrate the items below.

Chasuble--colored vestment worn only by the priest.


Dalmatic--colored vestment worn only by the deacon.


Cassock--black/red/white vestment worn by altar servers.

Ciborium--gold cup with a lid for the Body of Christ in the Tabernacle.

Ambo--the place where the Word of God is proclaimed.

Lectionary—the book of scriptures read at the liturgy of the Word.

Demonstrate – knowledge of all of the Intermediate items and definitions.

Demonstrate – when to bring the cruet of water for wine intinction.

Demonstrate--when to bring the finger bowl and towel for hand washing.
Demonstrate--the appropriate responses said by the people during mass.

Acolyte: The acolyte wears his wooden altar cross.  The server must know and identify the following terms used in the liturgy, have served 40 mass times and can demonstrate the items below.

Paschal Candle--the large ornate candle used at funerals, baptisms, and Easter until Pentecost.

Thurible--container for burning incense.

Thurifer--the server responsible for the thurible.


Boat--the container for incense.


Aspergillum--the holy water sprinkler

Demonstrate – knowledge of all of the Intermediate and advanced items and definitions.

Demonstrate--that you can recite by heart "The Gloria, Holy Holy, Nicene Creed and the Our Father
Demonstrate--by your history that you can perform your ministry well.


 

Acolyte Captain: The servers highest honor. The server must know all terms of the liturgy and can demonstrate the items below.

    Demonstrate--all of the above with proficiency.

    Demonstrate—that you know and understand the various parts of the mass as well as the priest does so that you can anticipate him during the celebration; i.e., the Procession; the Introductory Rite; the Penitential Rite; the Opening Prayer; the Liturgy of the Word; the Homily; the Profession of Faith; the General.




Prayer for Altar Servers



Father in heaven,



Your Son, Jesus Christ showed his love for you



By serving his needy brothers and sisters



I now ask you to give me your help



As I serve you and your people.



Open my mouth to praise you in word and song.



Open my ears to hear your Word.



Open my hands to do your work well.



Take from my heart all distracting thoughts.



Help me know what I should do, and do it well.



Bless my parents and my family for their support.




Help me to serve reverently at your holy altar,



And so give you praise and glory,



now and forever.



Amen.

Altar Server Manual

St. Wenceslaus Church

Before Mass

· Altar Server should arrive 15 minutes before the start of Mass.

· Go to the sacristy on the east side, which is the room beside the altar, to put on your altar server clothes:  a long white robe, called an alb, and a colored rope belt according to the season of the church, (ordinary - green, Advent & Lent- purple) around your waist, called a cincture.  
· Go across the back of the sanctuary to the sacristy on the west side to meet Father.   Grab the lighters from the square table in the corner.
· Proceed to the front of the church, start lighting the candles, and light the one closest to the altar first.  First, light the 6 candles by the altar starting with the ones on the east side first.  Genuflect/bow at the tabernacle when crossing the altar then light the west side.  Second light the two candles by the podium. Lastly light the two candles on the sanctuary don’t forget to bow at the tabernacle when crossing the altar.  Return to the sacristy to pray with Father.    
· Prepare to start Mass by carrying the cross and candles to the back of the church.  The highest level of server carries the cross.   
· The cross and candles should be held straight, with the Body of Christ directly forward.  
Gathering Rite

Procession:

· The altar servers walk slow and steady up the center aisle with the cross bearer in front and the candle bearers following.  DO NOT RUSH.  When you reach the altar move to the sides to clear a path for Father.  The servers with Father will bow together to the altar if you are carrying anything.  If you are not carrying anything, you genuflect to the tabernacle.  After bowing, the altar servers walk slowly to return the cross and candles to their designated holders.  You then return to the altar server chairs and remain standing.

Opening Prayer:

· Shortly after the start of Mass, we either sing or say the Gloria (Glory to God in the Highest).   After the Gloria Father will say, “Let us pray.”  When the priest has finished, all altar servers will sit for the readings. 

Liturgy of the Word

· Altar servers should sit and listen attentively to the readings and homily.  Servers should sing the responsorial psalm and gospel acclamation along with everyone else.
Liturgy of the Eucharist

Offering
· After the collection, you will see the gift bearers come up the center aisle.  Father will stand and the servers will stand with him.  Two of the servers will walk with Father to the front of the altar.  One server will stand on each side of Father.  The third server with go to the credence table, it is the table where the chalices are kept.  The server will bring the chalices; one will have a purificator and corporal on top of it to the right side of the altar.  The corporal is a square white cloth that needs to be unfolded and spread out in the center of the altar.  It's important to make sure the corporal is opened so that the creases are on the bottom side of the corporal.  This server can then return to their seat.

Preparation of the Gifts

· When Father goes to the altar, the two servers go to the credence table.   One server will then bring up a cruet of water and the other will bring up a cruet of wine to Father.  Father will take the wine and pour some into each chalice. He will take and pour a little water in also. When Father hands the wine cruet and water cruets back to the altar servers, the servers should bow their heads slightly to Father and return it to the credence table placing the wine on the glass plate.  One of the servers will pick up the glass dish and water cruet.  The second one will pick up the finger towel holding it with both hands.  Both servers will then return to the altar.  The server pours water over Father’s hands over the glass dish; then the other server hands Father the towel.  When finished the servers bow to Father and return the towel, dish and water cruet to the credence table and return to their seats.

Eucharistic Prayer

· This is the most important prayer during mass.  Father will begin to prepare the Body and Blood of Jesus.  When Father raises the bread above his head. The server closest to the bells picks them up and shakes them distinctly until Father starts to bring the Host down.  This is repeated for the wine.  Father will finish the Eucharistic Prayer.   It is very important that you stand and kneel respectfully, be still, pay attention, and not be a distraction by playing with the cincture, playing with your hair, picking at your fingernails, etc.  Such actions are distracting to people who are paying attention to this important prayer.

Communion

· Once Father starts giving the Eucharistic Ministers communion then you go in front of the credence table to receive communion.  After the servers have received communion, one server will return to his seat. The other two servers will turn around to the bottom shelf of the credence table and pick up the communion paten; this is held under the celebrant’s arm as he distributes the Host to the congregation.  Move with the motion of the celebrant to insure it is always below the Host.  Important to always have a straight upright posture while handling the paten When the last celebrant has received communion the server will hand the communion paten to Father.  He will tap it and hand it to the server for return to its place on the credence table and proceed to the servers chairs.

Recessional

· After the final blessing, when Father leaves the altar the servers go to get the cross and candles.  They will stand in front of the altar below the step with Father.  When Father bows to the altar, the servers also bow.  

· The servers then lead the procession slowly down the center aisle to the rear of the church. Only extinguish the candles after you have passed the last set of pews.  

· As the congregation is filing out, return the cross and candles to its stand.  Weather permitting, return to the front of the church using the right side of the church and reentering through the east door.  Otherwise return up the left-hand side of the church.  

· While still vested in the alb, the servers then extinguish the altar candles respectively and take the chalice and cruets to the sacristy.  

To become an Altar Server is a privilege and an honor.  It is a commitment from you to God. There are people counting on you.  First, Father depends on you. He needs to know you will be there on time. He needs to know you are prepared. With your help, Father, can ensure mass goes smoothly. Remember also the people in the congregation count on you. Without you an important part of prayer leadership is missing. You have been called to serve. Your parish is grateful that you have responded to God’s call.  What a privilege to serve God!














