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ALTAR SERVER GUIDELINES 
 
Updated:  November 2022 

 
Requirements 
 

Altar Servers: 

● Need to have the support of their parents or guardians (for altar servers under 18). 

● Must be in the 4th grade and above. 

● Family registered at Sacred Heart Parish. 

● Know the prayers of the Mass and have received their First Communion. 

 
General Guidelines 
 

There are three Altar Servers: 

● The Cross Bearer - C (Cross & Book & Washing of the hands) 

● Two Candle Bearers – A (Candle & Gifts) and B (Candle & Gifts) 

● The Cross Bearer is responsible for the duties of A and/or B if one or both are not present. 

 
It is important that Altar Servers: 
 

● Be sure to wear the correct size alb. The alb is to be 2-4” from the floor when worn. The 

correct cincture color for the day is listed on the calendar and on the white board. 

● Remember to bow when approaching and departing the altar. It is customary to do a 

simpler bow with just your head when carrying items. The book holder does not need to 

bow when approaching the altar or returning to their seat. 

● Sit on the right side of the church in the designated section near the piano in the first pew. 

● Keep their eyes on the priest during Mass in the event he needs the server for something 

special. He may signal the server to bring something to him or to come up to speak quietly 

with him. 

● Pray and sing with the congregation, sit prayerfully, and participate fully.  Sit quietly in a 

respectful manner with your hands still and converse only when necessary. 

 
Please note: 

● It is best that the more experienced altar servers help to mentor the newer servers.  Do not 
worry if you make a mistake or forget to do something.  It has happened to all of us!  

● The parents or guardians are responsible for helping to find a substitute if you cannot be 

present for your assigned Mass. A roster of altar servers will be available to you in Ministry 

Scheduler Pro (MSP). In addition, if you are unavailable, be sure to request a substitute on 

MSP. 
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Timing A (Candle & Gifts) B (Candle & Gifts) C (Cross & Book) 

15 min. 
before 
Mass 

1. Check in on the MSP iPad in the Liturgical Ministers Room. If there is a 
problem signing in on the iPad, please manually sign in on the notepad and 
alert the facilitator that you are present. 

2. Select and put on your alb and cincture. Tie your cincture on the left side. 
3. Make sure you have selected the appropriate length and colors. 
4. Retrieve the cross and candles. 
5. Place candles in candle holder at entry of church, and prop cross against 

back wall.   
6. Go to the Narthex and assist with greeting parishioners. 

 

Timing A (Candle & Gifts) B (Candle & Gifts) C (Cross & Book) 

10 min. 
before Mass 
begins 

7. If you are missing any altar server positions, go to the church to see if you 
can find anyone to serve as a substitute. Please understand that once 
substitutes sign-in, any late altar servers forfeit their ability to serve at that 
Mass. 

5 min. before 
Mass begins 

8. Gather in front of the Baptismal Font to pray together with other ministers. 
9. Altar servers go to the back of the church to wait for Mass to begin. 
10. Candle bearers light the candles. 
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   Procession 11. Pick up the candle 
with one hand on the 
candle and one hand 
below the wooden 
candle base so as to 
steady the candle 
and not spill wax. 

12. Follow the cross 
bearer down the 
main aisle, side by 
side with the other 
candle bearer 
approximately three 
pew lengths behind 
the cross bearer and 
stop a few feet in 
front of the 
sanctuary. 

13. Bow to the altar with 
a simple reverent 
drop of the head. 

14. Go to the right, place 
your candle in the 
holder, and return to 
the pew and remain 
standing until it is 
time to sit with the 
rest of the 
congregation. 

11. Pick up the candle 
with one hand on the 
candle and one hand 
below the wooden 
candle base so as to 
steady the candle and 
not spill wax. 

12. Follow the cross 
bearer down the main 
aisle, side by side 
with the other candle 
bearer approximately 
three pew lengths 
behind the cross 
bearer and stop a few 
feet in front of the 
sanctuary. 

13. Bow to the altar with a 
simple reverent drop 
of the head. 

14. Go to the right, place 
your candle in the 
holder, and return to 
the pew and remain 
standing until it is time 
to sit with the rest of 
the congregation. 

11. Be sure to carry the 
cross with hands far 
enough apart to have 
good control and high 
enough so that it is 
out of the way of your 
steps. 

12. The cross bearer 
leads the procession 
down the main aisle 
and stops a few feet 
in front of the 
sanctuary. 

13. Bow to the altar with a 
simple reverent drop 
of the head. 

14. Go to the right, then 
up the stairs near the 
piano, put the cross in 
its holder, and return 
to the pew and remain 
standing until it is time 
to sit with the rest of 
the congregation. 

After the 
Gloria and 
sometimes 
just the 
Penitential 
Rite, when 
the priest 
says: “Let us 
pray.” 

   15.  Proceeds up to the 
priest to hold the Roman 
Missal for him. 

Just before 
the end of the 
Creed 

  16.Proceeds up to the 
priest to hold the 
Roman Missal for him. 
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Timing A (Candle & Gifts) B (Candle & Gifts) C (Cross & Book) 

After the 
Universal 
Prayers and 
after Father 
sets the altar 

17. Join the priest as he 
proceeds to foot of 
the altar to retrieve 
the gifts of bread and 
wine. 

18. The priest will hand 
them to you.  Do not 
accept them from the 
persons bringing 
them forward. 

19. Carry the gifts with 
both hands. 

20. Return to the altar 
via the ambo side 
and wait for the 
priest to take the 
gifts from you. 

21. Both servers return 
to the pew. 
 

17. Join with the priest as 
he proceeds to foot of 
the altar to retrieve 
the gifts of bread and 
wine. 

18. The priest will hand 
them to you. Do not 
accept them from the 
persons bringing 
them forward. 

19. Carry the gifts with 
both hands. 

20. Return to the altar via 
the ambo side and 
wait for the priest to 
take the gifts from 
you. 

21. Both servers return to 
the pew. 
 

 

Ritual 
Washing of 
Hands 

 
 

  
17. As the servers A & B 

are returning to the 
pew, server C 
proceeds to the large 
credence table. After 
Father raises and 
offers the bowl and 
cup, the server brings 
the handwashing bowl 
and towel (over the left 
arm) and stands near 
the priest.  

18.  Father will hand the 
water cruet to the 
server to pour a small 
amount over the 
Priests fingers and 
server returns water 
cruet on small tray. 
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19. Return bowl and towel    
to the large credence 
table. 
20.  Return to the pew.  

During the 
remainder of 
the Liturgy of 
the Eucharist 

26. Fully participate in prayers, singing, and offering others the Sign of Peace. 
27. Receive communion near the altar servers' pew and return to your pew for a 

few moments of prayerful thanksgiving for the communion you have 
received. 

Timing A (Candle & Gifts) B (Candle & Gifts) C (Cross & Book) 

After 
receiving 
communion 

   

After 
Communion, 
when priest 
says: “Let us 
pray.” 

  
 

17.  Proceeds up to the 
priest to hold the 
Roman Missal for him.  
Sometimes the priest 
will need to have you 
remain for a Solemn 
Blessing. 

 

18. As the priest 
concludes with the 
“…through Christ our 
Lord. Amen,” proceed 
to retrieve the cross 
and stand motionless 
at the top of the ramp. 

After the 
final 
blessings 
and 
dismissal. 

30. Retrieve your candle. 
31. Follow cross bearer 

to main aisle. 

30. Retrieve your candle. 
31. Follow cross bearer to 

main aisle. 

19. Proceed with cross 
down the ramp. 

20. Lead candle bearers 
to the main aisle to 
wait for the priest to 
bow. 
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Recessional 32. Bow by dropping your heads for a moment as the priest bows. 
33. Turn and lead the priest out. 

34. Stop and move to the left of the double doors, turn, and allow the priest to 
thank you. 

35. Proceed to the Saint Joseph statue to wait until the recessional song 
concludes. 

36. Return the cross and candles to their stands. 
37. Extinguish candles. 
38. Return to the Liturgical Ministers Room. 
39. Return your robes and cinctures to their proper places (help us keep things 

in order). 
40. Thank you for serving. Please encourage others to serve! 

 


