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Welcome to a very special and important group of young 
parishioners: the Altar Servers of St. Catherine Labouré Parish. 
You are a valuable member of the team of young people who 
assist the priest at Mass. Always remember that it is an honor 
and a privilege to participate closely in our celebration of the 
Eucharist. Thank you for offering your help to our parish by 
becoming an Altar Server. 
 
This booklet will help you with the things you need to know to 
serve Mass at St. Catherine Labouré Parish. Please read this 
information carefully, study it, and keep it as a handy 
reference. You must know the steps of how to serve Mass to do 
a good job, so please learn these steps well. I am happy to have 
your help and I look forward to the chance to teach you to love 
the Mass. 
 
 

Thank you again, 
 
 
 
Father Daniel Maurer  

Pastor 
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Before Mass Begins 

 

 

 

 

 

 

 

 

 

 

 

 
 Dress in keeping with the Altar Server’s rules. (see pg. 16) 
 Arrive at least 15 minutes before the time Mass is to begin. 
 Sign in with the Sacristan in the Sacristy of the church. 
 Put on an alb and cincture. 
 The first Altar Server to arrive and dress will check with the 

Sacristan to make sure that Father’s chalice, the small 
chalices, water, bowl and towel and anything else needed 
for Mass are all placed on the credence table in the 
sanctuary; and that the wine and ciborium with hosts are 
on the gift table in the back of church. The Sacristan may 
also ask you to light the candles on the altar. 

 At 5 minutes before Mass be sure that everything is ready 
and wait quietly for the priest to join you. The Cross Bearer 
goes first and always walks down the center of the aisle. 
The other server stands directly behind the Cross Bearer. 

 

This is the time when we prepare ourselves to join our 
Catholic Community in Holy Mass. Our time at home is 
important to this preparation. We can be best prepared by 
giving ourselves enough time to get ready for Mass and avoid 
rushing. We can say a prayer asking God to open our hearts so 
that we may draw closer to Him in the Celebration of the Mass. 
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Serving at St. Joan of Arc 
 

The Entrance Procession 

 

 

 

 

• The Cross Bearer leads the procession down the center 
aisle, beginning when the first words of the opening 
hymn are sung. 

 The other server stands directly behind the Cross Bearer, 
with hands folded and held above the waist. 

 The servers will stop at the foot of the steps of the 
Sanctuary. The Cross will stand to the left of the center, 
with the other server to the right, being sure to leave room 
for the priest in the middle. Also be sure to leave room for 
the deacon if he is serving at Mass. 

 The priest will genuflect to the altar and Tabernacle.  The 
altar servers DO NOT GENUFLECT OR BOW unless you are 
NOT carrying the cross. 

 The Cross Bearer returns the cross to the rack on the wall 
behind the sanctuary.  

 Then they take their place, standing at their seats: one 
server near the priest’s chair (ready to hold the book) and 
the others near the piano.  

 
 
 
 
 
 
 
 

This is the gathering when we come together to 
worship God and prepare ourselves to receive Jesus in 
the Eucharist. The people stand and join the priest in 
singing a hymn as he walks up to the sanctuary. 

 



 

 
5 

 

  

Liturgy of the Word 
 
 
 
 
 
 
 
 
 

 
 The Book Bearer needs to be at his/her chair near the 

priest as soon as possible, ready to hold the Missal (the red 
book that has all of the prayers for the Mass) after the 
priest begins the Mass, saying, “In the Name of the Father, 
and of the Son, and of the Holy Spirit.” 

 When we sing the Gloria, the Book Bearer will return to 
his/her seat. 

 The Gloria comes to the end with the words, “For you 
alone are the Holy One, you alone are the Lord…” This is a 
good time for the Book Bearer to look at the priest so that 
he/she will know when the priest is ready for the Missal . 

 When the priest sings or says, “Let us pray,” the Book 
Bearer should already be in place with the Missal open. 

 During Lent and Advent, there is no Gloria so the Missal is 
brought immediately to the priest. 

 The priest will open the book to the correct page, and sing 
or say the opening prayer. 

 When the priest finishes the opening prayer, he will close 
the Missal; and the Book Bearer returns the missal to the 
credence table and then returns to his/her seat. 

Before we listen to the Word of God, we say a 
prayer to confess our sins and ask the Lord’s 
forgiveness. Then we sing a hymn to God called the 
Gloria (Glory to God in the highest… ). After an 
opening prayer we hear the readings from the 
Bible. We always stand to listen to the Gospel, then 
sit for the homily. During this time normally only 
the altar server sitting by the priest will need to 
assist him as the Book Bearer. 

We conclude this part of the Mass, the Liturgy of the Word, by standing 
together to recite the Nicene Creed, which begins, “I believe in one God 
…” Then we offer the General Intercessions, praying for the Church and 
for everyone in need. The Altar Servers begin to set up the altar once 
the priest says the prayer after the Intercessions. 

Serving at St. Joan of Arc Church 
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Liturgy of the Eucharist 
 

 

 

 

 

 

 

 After the General Intercessions, the Book Bearer will walk 
in front of the altar and around to the credence table. 
He/she will then bring the items from there to the altar, 
beginning with the Missal and its stand, the priest’s chalice 
covered with the veil (and always carried with both hands), 
and any additional ciboria or gold vessels there. 

 When the altar is set, these servers return to their seats and 
watch for when Father will need them next. 

 Additionally; after the General Intercessions, the Cross 
Bearer will retrieve the Processional Cross and proceed 
down the main isle. Once at the back of the church he/she 
will meet the people bringing up the offertory gifts. Then 
when Father is making his way to the altar, you will lead the 
people up the isle with the gifts. 

 The Book Bearer server will go with the priest to the 
bottom of the sanctuary steps to help him accept the 
offertory gifts. 

 The server will then go to the credence table to retrieve the 
cruet of wine, together with the Cross Bearer who carries 
the cruet of water to Father at the altar. Make sure to line up 
at the edge of the carpet. 

 Remember to remove the stopper from the cruets and hold 
the handle toward Father. Then bow together toward 
Father before returning to the credence table. 

 They return to the altar, one holding the bowl and cruet of 
water and the other with the hand towel to assist the priest 
in washing his hands. Be sure to hold the pitcher high 

Now begins the most important part of the Mass. 
We prepare the altar and bring our gifts of bread 
and wine which really become for us the Body and 
Blood of Jesus as the priest offers the Eucharistic 
Prayer. Together we stand and recite the Lord’s 
Prayer, exchange the sign of peace and we receive 
Jesus in Holy Communion. 

Serving at St. Joan of Arc Church 
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 Both Altar Servers take their places at the kneelers in front 
of the piano. 

 

 

 

 

 

 

 The priest begins the Eucharistic prayer. After we all sing 
the “Holy, Holy, Holy Lord,” the people and the Altar 
Servers kneel. 

 When the priest takes the Host in his hands, he says the 
words of Jesus, “THIS IS MY BODY,” and holds the host up 
high. The altar server near the bells rings them three (3) 
times. 

 Right after, the priest takes the Chalice, says the words of 
Jesus, “THIS IS THE CHALICE OF MY BLOOD,” and holds it 
up high. The altar server again rings the bells three (3) 
times. 

 We conclude the Eucharistic Prayer by singing the “Amen” 
and praying the Our Father; then we exchange the Sign of 
Peace: the Altar Servers shake hands with each other, then 
go toward the altar to offer Father the Sign of Peace. 

 The Altar Servers return to their kneeling pads as we 
prepare to receive Holy Communion. 

 As the Extraordinary Ministers of Holy Communion enter 
the sanctuary the Altar Servers stand up and join them in 
line in the sanctuary.  

 
 
 
 
 
 

Now we join with the angels and saints giving praise to God. 
(Holy, holy, holy Lord…) This is the center of the celebration 
of the Mass. We give thanks to God and ask Him to accept 
our gifts and sacrifices, so that the bread and wine will 
become Jesus’ Body and Blood. 

After we receive Jesus in Holy Communion, it’s important to 
spend a few moments thanking Him for the opportunity to be 
so close to Him and for all of the gifts we receive from God. It is 
important to keep this a quiet time for everyone. Sometimes 
we have special needs or people to pray for, and this is also the 
time we can use to offer our Communion and our service at the 
altar to God for these special intentions. 

Serving at St. Joan of Arc Church 
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 After distributing Holy Communion to the people, the 
priest places the Blessed Sacrament in the Tabernacle; 
then he comes back to the altar to begin purifying the 
chalices and ciboria. 

 An Altar Servers will be waiting by the credence table with 
the water cruet. Please do not sit down with the water 
cruet. 

 Once Father closes the Tabernacle door, bring the water 
cruet to Father to wash his fingers over the chalice; then 
return the water to the credence table. 

 All of the Altar Servers should be ready to help clear the 
altar. As the priest cleans and dries each vessel, he will put 
it on the side of the altar for the Servers to carry back to 
the credence table. Last of all, the Missal and its stand 
should be brought back to the credence table, so that the 
altar is cleared off (except for the candles and crucifix). 

 The Altar Servers return to their seats as at the beginning 
of Mass, with the Book Bearer returning to sit near Father. 

 When the priest sings or says, “Let us pray,” the Book 
Bearer should come and stand by the priest with the 
Missal open. 

 Father will turn to the correct page, and sing or say the 
Prayer after Communion. 

 When the priest finishes the prayer, he will close the 
Missal. The Book Bearer returns the Missal to the credence 
table behind the crucifix. 

 After Father says: “The Mass is ended, Go in Peace,” the 
Cross Bearer will proceed to get the processional cross. 

 Father will kiss the altar, then walk around it and down 
the steps.  

 The servers will then make their way to stand at the 
bottom of the steps and turn to face the altar (where we 
paused at the beginning of Mass). Be sure to leave a space 
in the middle for Father. 

Serving at St. Joan of Arc Church 
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 Father will genuflect. Again, servers, remember that you 
DO NOT genuflect or bow if you are carrying anything. 

 The Cross Bearer leads the procession out of the church, 
with the other server walking behind the cross in single 
file. 

 All Altar Servers return to the sacristy by walking through 
the breezeway between the church and the Gathering 
Place, returning the cross to its place.  

 Ask the sacristan if any help is needed (i.e. extinguishing 
candles bringing vessels and items on the credence table 
to the sacristy, etc).  

 Now, you may take off your alb and cincture and hang 
them up carefully in the altar servers closet and cinctures 
on the hooks. Please check to make sure that no albs or 
cinctures have fallen on the floor. 

 Thank you for helping to make our Mass a special time of 
prayer for everyone! 

 
 
 

 
 
 
 
 
 

Serving at St. Joan of Arc Church 
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Serving at St. Louise de Marillac 
 

The Entrance Procession 

 

 

 

 

 
 The Cross Bearer leads the procession down the center 

aisle, beginning when the first words of the opening hymn 
are sung. 

 The other server stands directly behind the Cross Bearer, 
with hands folded and held above the waist. 

 The Cross Bearer and Book Bearer server will stop at the 
foot of the steps of the Sanctuary. The Cross will stand to 
the right of the center, with the other server to the left, 
being sure to leave room for the priest in the middle. Also 
be sure to leave room for the deacon if he is serving at 
Mass. 

 The priest will genuflect to the altar and Tabernacle.  The 
altar servers DO NOT GENUFLECT OR BOW unless you are 
NOT carrying the cross. 

 The Cross Bearer returns the cross to the rack on the wall 
behind the sanctuary.  

 Then they take their place, standing at their seats: one 
server near the priest’s chair (ready to hold the book) and 
the other near the St. Joseph Statue.  

 

 

 

 

 

This is the gathering when we come together to 
worship God and prepare ourselves to receive Jesus in 
the Eucharist. The people stand and join the priest in 
singing a hymn as he walks up to the sanctuary. 
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Liturgy of the Word 
 
 
 
 
 
 
 
 
 

 
 The Book Bearer needs to be at his/her chair near the 

priest as soon as possible, ready to hold the Missal (the red 
book that has all of the prayers for the Mass) after the 
priest begins the Mass, saying, “In the Name of the Father, 
and of the Son, and of the Holy Spirit.” 

 When we sing the Gloria, the Book Bearer will return to 
his/her seat. 

 The Gloria comes to the end with the words, “For you 
alone are the Holy One, you alone are the Lord…” This is a 
good time for the Book Bearer to look at the priest so that 
he/she will know when the priest is ready for the Missal . 

 When the priest sings or says, “Let us pray,” the Book 
Bearer should already be in place with the Missal open. 

 During Lent and Advent, there is no Gloria so the Missal is 
brought immediately to the priest. 

 The priest will open the book to the correct page, and sing 
or say the opening prayer. 

 When the priest finishes the opening prayer, he will close 
the Missal; and the Book Bearer returns to his/her seat 
with the Missal. 

Before we listen to the Word of God, we say a 
prayer to confess our sins and ask the Lord’s 
forgiveness. Then we sing a hymn to God called the 
Gloria (Glory to God in the highest… ). After an 
opening prayer we hear the readings from the 
Bible. We always stand to listen to the Gospel, then 
sit for the homily. During this time normally only 
the altar server sitting by the priest will need to 
assist him as the Book Bearer. 

We conclude this part of the Mass, the Liturgy of the Word, by standing 
together to recite the Nicene Creed, which begins, “I believe in one God 
…” Then we offer the General Intercessions, praying for the Church and 
for everyone in need. The Altar Servers begin to set up the altar once 
the priest says the prayer after the Intercessions. 

Serving at St. Louise de Marillac Church 
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Liturgy of the Eucharist 
 

 

 

 

 

 

 

 After the General Intercessions, the server sitting by the 
credence table bring the items from there to the altar, 
beginning with the Missal and its stand, the priest’s chalice 
covered with the veil (and always carried with both hands), 
and any additional ciboria or gold vessels there. 

 When the altar is set, these servers return to their seats and 
watch for when Father will need them next. 

 Additionally; after the General Intercessions, the Cross 
Bearer will retrieve the Processional Cross and proceed 
down the main isle. Once at the back of the church he/she 
will meet the people bringing up the offertory gifts. Then 
when Father is making his way to the altar, you will lead the 
people up the isle with the gifts. 

 The Book Bearer server will go with the priest to the 
bottom of the sanctuary steps to help him accept the 
offertory gifts. 

 The server will then go to the credence table to retrieve the 
cruet of wine, together with the Cross Bearer who carries 
the cruet of water to Father at the altar. Make sure to line up 
at the edge of the carpet. 

 Remember to remove the stopper from the cruets and hold 
the handle toward Father. Then bow together toward 
Father before returning to the credence table. 

 They return to the altar, one holding the bowl and cruet of 
water and the other with the hand towel to assist the priest 
in washing his hands. Be sure to hold the pitcher high 
enough over the bowl so that the priest’s hands will be 

Now begins the most important part of the Mass. 
We prepare the altar and bring our gifts of bread 
and wine which really become for us the Body 
and Blood of Jesus as the priest offers the 
Eucharistic Prayer. Together we stand and recite 
the Lord’s Prayer, exchange the sign of peace and 
we receive Jesus in Holy Communion. 

Serving at St. Louise de Marillac Church 
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under the water as it is poured and over the bowl. Take 
your time. You don’t have to hurry. 

 All Altar Servers return to take their places at the kneeling 
pads on the sanctuary steps.  

 

 

 

 

 

 

 The priest begins the Eucharistic prayer. After we all sing 
the “Holy, Holy, Holy Lord,” the people and the Altar 
Servers kneel. 

 When the priest takes the Host in his hands, he says the 
words of Jesus, “THIS IS MY BODY,” and holds the host up 
high. The altar server near the bells rings them three (3) 
times. 

 Right after, the priest takes the Chalice, says the words of 
Jesus, “THIS IS THE CHALICE OF MY BLOOD,” and holds it 
up high. The altar server again rings the bells three (3) 
times. 

 We conclude the Eucharistic Prayer by singing the “Amen” 
and praying the Our Father; then we exchange the Sign of 
Peace: the Altar Servers shake hands with each other, then 
go toward the altar to offer Father the Sign of Peace. 

 The Altar Servers return to their kneelers as we prepare to 
receive Holy Communion. 

 As the Extraordinary Ministers of Holy Communion enter 
the sanctuary the Altar Servers stand up and join them in 
line in the sanctuary.  

 
 
 
 
 

Now we join with the angels and saints giving praise to God. 
(Holy, holy, holy Lord…) This is the center of the celebration 
of the Mass. We give thanks to God and ask Him to accept 
our gifts and sacrifices, so that the bread and wine will 
become Jesus’ Body and Blood. 

After we receive Jesus in Holy Communion, it’s important to 
spend a few moments thanking Him for the opportunity to be 
so close to Him and for all of the gifts we receive from God. It is 
important to keep this a quiet time for everyone. Sometimes 
we have special needs or people to pray for, and this is also the 
time we can use to offer our Communion and our service at the 
altar to God for these special intentions. 

Serving at St. Louise de Marillac Church 



 

 
14 

 

  

 After distributing Holy Communion to the people, the 
priest places the Blessed Sacrament in the Tabernacle; 
then he comes back to the altar to begin purifying the 
chalices and ciboria. 

 The Cross Bearer will be waiting by the credence table 
with the water cruet. Please do not sit down with the 
water cruet. 

 Once Father closes the Tabernacle door, bring the water 
cruet to Father to wash his fingers over the chalice; then 
return the water to the credence table. 

 The Book Bearer should be ready to help clear the altar as 
well. As the priest cleans and dries each vessel, he will put 
it on the side of the altar for the Servers to carry back to 
the credence table. Last of all, the Missal and its stand 
should be brought back to the credence table, so that the 
altar is cleared off (except for the candles and crucifix). 

 The Altar Servers return to their seats as at the beginning 
of Mass, with the Book Bearer returning to sit near Father. 

 When the priest sings or says, “Let us pray,” the Book 
Bearer should come and stand by the priest with the 
Missal open. 

 Father will turn to the correct page, and sing or say the 
Prayer after Communion. 

 When the priest finishes the prayer, he will close the 
Missal. The Book Bearer returns the Missal to the small 
table near his/her seat 

 After Father says: “The Mass is ended, Go in Peace,” the 
Cross Bearer will proceed to get the processional cross. 

 Father will kiss the altar, then walk around it and down 
the steps.  

 The servers will then make their way to stand at the 
bottom of the steps and turn to face the altar (where we 
paused at the beginning of Mass). Be sure to leave a space 
in the middle for Father. 

Serving at St. Louise de Marillac Church 
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 Father will genuflect. Again, servers, remember that you 
DO NOT genuflect or bow if you are carrying anything. 

 The Cross Bearer leads the procession out of the church, 
with the other server walking behind the cross in single 
file. 

 All Altar Servers return to the sacristy by walking up the 
side aisle, returning the cross to its place. 

 Ask the sacristan if any help is needed (i.e. extinguishing 
candles bringing vessels and items on the credence table 
to the sacristy, etc).  

 Now, you may take off your alb and cincture and hang 
them up carefully in the altar servers closet and cinctures 
on the wall hooks. Please check to make sure that no albs 
or cinctures have fallen on the floor. 

 Thank you for helping to make our Mass a special time of 
prayer for everyone! 

 

 

 

 

 

 

 

 

 

 

Serving at St. Louise de Marillac Church 
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Rules to Remember 

St. Joan of Arc and St. Louise de Marillac 

 
 Hands are folded, or held together, above the waist at 

all times except when the Altar Server is carrying 
something or singing from a hymn book. 

 Please be sure to participate in the Mass by praying and 
singing.  

 Always pay attention to what is going on. 

 Altar Servers should wear dress shoes or dressy boots that 
are neat and clean, or dressy sandals. NO flip-flops. 

 Altar Servers must wear long pants such as khakis or jeans 
that do not have frayed edges. Girls may wear dresses of a 
modest length. No short skirts. No shorts are allowed. 

 Please avoid wearing brightly colored / neon colored 
shirts as they often show through the alb. 

 Hairstyles must be normal cuts and colors. No Mohawks, 
man buns, bald side cuts for women, etc. Girls with long 
hair should pull their hair back with a ponytail or 
headband. 

 Altar Servers must sign in at the sacristy at least fifteen 
minutes before Mass begins. Anyone who is not present at 
least ten minutes before Mass begins may be replaced for 
service at that Mass. 

 Altar Servers must request a substitute when he or she 
cannot serve at Mass as assigned on the schedule. Please 
use the Ministry Scheduler Pro Software to communicate 
that to us! 
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Vessels and Linens Used at Mass 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Chalice - This is a cup made of gold or silver. It holds 

the wine for the Holy Sacrifice, and is a striking figure 

of the Sacred Heart of Jesus. 

Purificator - This is a linen cloth used for wiping the 

chalice and the fingers of the celebrant after 

Communion.  It is spread over the cup of the chalice at 

the beginning and end of Mass. 

 

Paten - This is a plate of gold or silver upon which the 

large bread for consecration rests until the Offertory.  

 

Pall - This is a square pocket-shaped piece of linen with 

a piece of cardboard inserted inside, in order to stiffen 

it.  It is placed over the chalice to prevent dust or other 

matter from falling into it. 
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Ciborium – This is a chalice-shaped vessel or flat 

bowl with a lid used to hold consecrated Hosts for 

distribution to the faithful or to be reserved in the 

tabernacle. 

Cruets – These vessels hold the water and 

wine before Consecration. 

Chalice Veil - This is the cloth which 

covers the chalice until the Offertory, and 

again after Communion.  It also is made of 

the same material and color as the 

vestments. 

Censor or Thurible - This is used at solemn 

(holy) occasions and funerals to incense people 

and sacred things. This is also used at 

Benediction of the Blessed Sacrament. 

 

Boat - This is a metal container that holds the 

incense until it is placed in the censor by the 

priest or deacon. 

Credence Table - the wooden table near the sanctuary where all of 

the liturgical vessels are placed when not being used during the 

Mass. (not pictured) 



 

 
19 

 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
20 

 

  

 
 
 

Published  

May 2022 

 


