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INTRODUCTION

Congratulations on choosing to join the Ministry of Altar Server!  Your role is a very important one, and Immaculate Heart of Mary Parish thanks you for answering the call to serve.  The Ministry of Altar Server arises from our Baptism and is rooted in service.  It had its beginnings in the earliest days of the Church, when those gathered for prayer were served by members of their local communities.  At one time, only those preparing for the priesthood were allowed to serve.  How wonderful that this ministry has expanded to allow everyone the opportunity to serve.

Please do not take your ministry lightly.  It must be carried out with dignity and respect.  You will be serving at the Altar of the Lord, which requires responsibility, a sense of duty, and most importantly a prayerful attitude at all times.

This booklet contains all the guidelines for serving at Immaculate Heart of Mary Parish.  Please read them, and refer to them often if you are unsure about something.  Don't hesitate to call us if you have questions!  Our phone numbers and names will be posted on the Altar server schedule.  Thanks again for choosing to serve the Lord!

BEFORE LEAVING HOME

It is a privilege and responsibility to serve Mass on the Lord's Day.  Before leaving your house:

· Be sure you look presentable - hair combed, teeth brushed, hands washed, clothes neat.

· Dress properly in your Sunday best - good shoes, clean shirt or sweater (light in color), neatly pressed pants or skirts.  Please, NO flip-flops or shoes that sparkle when you walk.

· Remember, you show reverence by the way you dress and present yourself at Mass.

PREPARING FOR MASS
· Please be sure to arrive at church at least 15 minutes before Mass is to begin.

· Be sure to check off your name from the schedule hanging on the closet door where the albs are stored. If you are substituting for someone, write in your name.
· Go to the closet and pick out a properly sized alb to wear.  If you need help getting robed, just ask.  Please, use the restroom before you put on an alb, if necessary.
· Your responsibilities before Mass include:
· Light the Altar, offertory table and servers candles - if this is the Easter Season you must also light the Paschal candle.  Ask an adult if you are unable.  

· If you are not present by 10 minutes prior to Mass, the Sacristan will place the vessels on the credence table and offertory table.  You still need to be sure all the vessels are out.  
· Be sure the stand for the Book of Gospels is on the Altar.
· Place the patens of hosts and the carafe of wine on the gift table, if requested.
· Wait in the Sacristy for group prayer with Father.
· Decide who will be the cross bearer to march to and from the Altar.  This person will sit on the left side of Father behind the Altar and will hold the Missal for the opening and closing prayers.  This person will not set the Altar at the offertory time.  
THE ENTRANCE PROCESSION

The line up for the entrance procession goes as follows:

· With the Deacon:  the Servers, the Eucharist Ministers, the Lectors, Deacon carrying the book of Gospels, and the Presider.
· Without the Deacon:  the Servers, the Eucharist Ministers, the Lectors, one carrying the book of Gospels, and the Presider.
As you process in, walk slowly, side by side, in a reverent fashion.  Start to process when the singing begins with the opening hymn. When you reach the Altar fan out to leave room for the Presider (and the Deacon when present), to stand in the center.  The Cross bearer and one server to the right, the other Altar server to the left.  
All bow together and then you take your seats in the sanctuary.  The servers holding the candle sticks will place them on the credence table.  The cross bearer will be the only one to go to the right side of the Altar to place the cross in its stand, the proceed to stand next to the Presider chair.


 Server      Deacon     Presider     Cross       Server
               Bearer

OPENING RITES
At the conclusion of the opening song, the Presider will greet the assembly, do a penitential rite (if scheduled), then the assembly sings the Gloria (if scheduled), and then it is time for the Opening Prayer.  When the Presider says "Let us pray", this is the server’s (cross bearer) cue to pick up the missal and hold it for the Presider (at his eye level) as he reads the Opening Prayer.  
The Presider will open the Missal to the proper location.  When he is done, the book closed and placed back on the stand near his chair.  Then return to your seat.

LITURGY OF THE WORD
· During the proclamation of the Word, you are expected to sit / stand with dignity and reverence and listen attentively with hands folded.   

· During the homily you are to listen and show the respect deserving of whoever is preaching - be it Father, the Deacon, or a visiting priest or missionary.

· If the Creed is recited, use the Mass card found in the hymn book and recite it with the assembly.

· When the petitions are read you are to respond as the assembly responds.

OFFERTORY


Setting the Altar  (See Page 16 for diagram)
After the petitions, the assembly will sit for the collection and presentation and preparation of the gifts.  You must pay attention - when the collection is started you do the following, both side servers moving together:

· When the offertory hymn begins, side servers go to the credence table, one server picks up the chalice and the other server pick up the Missal together you walk to the Altar.  

· The server that carried the chalice will return to the credence table and pick up the tray of cups with purificators and place them on the right side of the Altar.  

· At the same time the other server removes the Book of Gospels stand from the Altar and takes it to the credence table, then returns to the side of the Altar and joins the other server.

· At the appropriate time when the collection is near completion, the Presider will come forward and open the missal on the Altar.


Receiving the Gifts
· All three servers will accompany the Presider around the Altar and wait for the gifts to be brought up.

· The Presider will accept the hosts first and hand it to one or two servers. 
· The Presider then receives the carafe of wine which he hands to the cross bearer (server).  After all the gifts have been received and acknowledged, the cross bearer will then walk around the Altar and place the carafe on the Altar corporal.  This server will remove the stopper and place it on the credence table.
· The collection basket is placed behind the Baptismal stand by the Presider.
NOTE: If the Deacon is at Mass, he will receive the wine, the other servers the bread, and the Presider, the collection basket.  All remain in place while the Presider thanks the gift bearers, then all move to place the items on the Altar at the same time.

· The servers then walk together to the credence table - one server gets the water, the other the bowl and the third server the towel.  All walk together back to the Altar and stand on the top step.

· The Presider will request the water be brought forward and pour it into the wine, then hand it back to the server who will return to stand in line with the other servers.  

· The wine is transferred to the chalice and cups by the Presider or Deacon.  The carafe is then handed to one of the Altar servers who will place it on the credence table and return. 

· After a few prayers the Presider will then hold his hands over the bowl, and the server with the water will pour it over his fingers.  The other server will hand him the towel,  he will dry his hands and give the towel back to the server.  

· The vessels are returned to the credence table and the servers go to the side of the Altar, where they join the assembly in the conclusion of the offertory song.

COMMUNION
· The servers are to kneel (unless instructed differently) with reverence and dignity throughout the Preface and Eucharistic Prayers.  They are to sing or recite all the proper responses at the necessary times.

· The servers are to stand up at the Our Father.

· After the sign of peace, the Lamb of God is begun. At this time the Eucharist Ministers will proceed to the Altar.  Leave Room for the Eucharistic ministers to enter the Altar.
· The servers then stand to the side of the Eucharistic Ministers.  The Presider will pass communion out to all ministers and servers - you wait until the Presider consumes his Host before you consume yours.
· The Eucharist Minister will then offer you the cup.  If you prefer not to receive wine from the cup, just shake your head "no".  

· The Presider distributes the plates and the cups to the Eucharist Ministers and they all proceed to the assembly for distribution.
NOTE: If there is any wine left in the Chalice, it remains on the Altar.

· While communion is being distributed to the assembly, you are to remove all vessels from the credence  table/Altar and take them to the Sacristy.  They should be placed on the vestment table across from the sink.  The Eucharistic Ministers will consume all leftover wine and rinse the cups according to procedures.

· Consecrated Wine MUST never be poured down the sink.

· The bowl and water pitcher should place on the vestment table to be cleaned by the Sacristan.     

· Return to the Altar and stand by your chair facing the open tabernacle.  You are to have your song book and join in the singing of the communion song.

· When the Tabernacle doors are closed you are to be seated for announcements.

CLOSING RITES
After communion is concluded, the Presider will stand and say, "Let us pray…".  The cross bearer picks up the missal on holds it for the Presider while the closing prayer is read.  
The Presider will open the Missal to the proper location if the server is not instructed prior to the start of Mass.  When he is done, you close the book and place it back on the stand near his chair.  Then return to your seat standing.

There is a final blessing and dismissal, and then the closing song is announced.  Pick up your song book and sing along with the assembly.  When the Presider moves toward the Altar, which is your cue to move to the sanctuary, in front of the Altar, and stand next to the Presider.  The readers will come from the assembly and join you.  All will bow together, and then begin to recess out of the church in this order:  servers, Eucharistic Ministers, Lectors, Deacon (if present) and Presider.

AFTER MASS DUTIES
· WAIT until the closing song is near the end. 

· Extinguish all the candles.

· Make sure that all vessels from the credence table have been removed and taken to the Sacristy and place on the counter across from the sink.  The Eucharistic Ministers will consume all leftover wine and rinse the cups.

· Remove your alb and HANG IT UP NEATLY and IN SIZE ORDER!  Be sure to fasten the closures at the neckline.  The alb is a symbol of your baptism, letting it fall to the floor shows disrespect. If you need help, ASK!

· Ask if there is anything else that needs done before you leave.

THINGS TO REMEMBER
· Carefully observe the Mass when you are not serving.  Take note of what the servers and the Presider do.

· Whenever you approach the Altar you bow as a sign of reverence, except if you are carrying something.

· When you are serving, be alert and attentive at all times.  You should fold your hands by your heart at all times except when carrying something or performing a duty.
· Participate reverently in the Mass at all times.  This includes singing and responses.  
· All your movements should be prayerful and respectful of the liturgy and the sacred space.

· NO chewing Gum during Mass

· YOU MUST BOW TO THE ALTAR WHEN CROSSING IN FRONT OF IT AT ALL TIMES.

· Stand straight and tall in a reverent fashion.  NO FIDGITING!

· Sit up straight and still.  NO SLOUCHING OR LEANING!

· Always walk and stand with your hands folded in front of you.  DO NOT SWING YOUR ARMS!

· When you are carrying the vessels, treat them like eggs - gently! Some are very delicate.

· Talking is not permitted among the servers during the Mass, unless you are unsure of something and need to ask.

Remember - when you serve at the Altar of the Lord you are a special part of public worship.  The example you set is observed by God, the Presider, the assembly and future servers!

SCHEDULES

· Every quarter, schedules are mailed with a copy placed on the alb storage closet door.  It is your responsibility to make sure you get your schedule!  

· Servers are scheduled at least once a month, sometimes twice.  If you know beforehand that you will not be able to serve on a particular day, please let the scheduler know ahead of time so you will not be assigned that day.  

If you are on the schedule and find out you cannot serve that day, you must find a replacement.  A phone list is given on the back of the schedules.  Please keep it in a safe place with this handbook for reference.

NOTE:   Setting the Altar Placement

[image: image1]
SERVER'S GLOSSARY

alb: the robe reminding us of our baptism worn by ministers at the liturgy.

Altar:  the sacred table of the Lord.

ambo:  the holy place where God's word is proclaimed.

assembly:  all those gathered together to celebrate the liturgy.

boat:  the container that holds the grains of incense before they are burned.

Book of Gospels:  the book containing the gospel readings used at mass.

carafe:  a large container that holds the wine
chalice:  the cup that holds the wine that becomes the blood of Christ.
chasuble:  the large colored garment the priest wears over the alb.

choir:  ministers who lead the singing and sometimes sing songs to lead the prayer of the assembly.

ciborium:  a vessel that holds the holy Eucharist. 

cincture:  a belt made of rope.

corporal: a square linen cloth that is placed on the Altar under the bread and wine.

credence table:  the table that holds the vessels and linens used at liturgy.

Cross bearer:  the server who carries the cross in procession.

Deacon:  a minister ordained to serve the poor and to serve the assembly by reading the gospel, preaching and assisting at the Altar.

Eucharistic Ministers:  ministers who help share the Body and Blood of Christ by distributing to the assembly.

font:  a basin of holy water used for baptism.

genuflect:  a sign of love for God that we show when we go down on one knee.

lavabo bowl:  the bowl used when the Presider washes his hands.

lectionary:  the book of scripture readings.

lector:  a minister who reads from the lectionary.

liturgy:  a Greek word that means "work of the people."  It is what we call our celebrations of the Eucharist, baptism, confirmation, penance, anointing of the sick, marriage, ordination, and Morning and Evening Prayer.

offertory table:  the table that holds the bread and wine before it is presented at the Altar.

pall:  a large cloth draped over the coffin like an alb, to remind us that the person who has died is baptized.

Pastor:  the priest who takes care of a particular parish.

paten:  a plate that holds the bread that becomes the Body of Christ.
Presider:  the minister who leads the assembly at liturgy.  At Mass, it is a priest.  A deacon or lay leader of prayer may lead other liturgies.

purificator: a linen cloth used to wipe the cup that holds the blood of Christ.

pyx:  a small vessel to hold Eucharist when carried out of church to those who are homebound.

Missal:  the book of prayers used at the Mass.

Sacristan:  a minister who takes care of all the things in the Sacristy, and helps prepare all the things for liturgy.

Sacristy:  the room in which all the things used in the liturgy are stored and cared for and prepared.

Sanctuary:  the space that holds the Altar and the ambo. It comes from a Latin word meaning "holy place."

server:  a person who helps the priest and the Deacon at the chair and at the Altar.  Servers can be adults, teenagers or children.

Stole:  the long vestment worn around the neck by a priest or deacon.
Tabernacle:  the place where the ciborium and consecrated hosts are reserved.
usher:  a person, who helps welcome people, seats them, take up the collection, and pass out the bulletins.
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