ST. ANN CHURCH AND NATIONAL SHRINE
ALTAR SERVER MANUAL
GENERAL INFORMATION
The primary role of the altar server is to assist the priest and deacon in the
celebration of the liturgy during Mass. This is done through specific actions and
by setting an example to the congregation by active participation in the liturgy
(hymns, responses, prayers, etc.), by looking alert and attentive and sitting or
standing at the appropriate times.
Servers carry the cross, the processional candles, hold the book for the priest
celebrant when he is not at the altar, carry the incense and censer, present the
bread, wine and water to the priest during the preparation of the gifts or assist
him when he receives the gifts from the people, wash the hands of the priest,
assist and assist the priest celebrant and deacon as necessary.
Altar servers are on duty from the time they enter the sanctuary at the start of
Mass until they finish cleanup after the end of Mass. During Mass their duty
station is the sanctuary and a server may not leave the sanctuary except as
directed by a priest, deacon or bodily necessity.

WHO MAY SERVE
A server can be any person deemed acceptable by the pastor. An altar server is
required to know the principle prayers of the Mass: The Gloria, Our Father,
Nicene Creed, Lamb of God, Lord I am not worthy and Holy, Holy, Holy.
PROPER DRESS
A server should dress in proper clothing and footwear for Mass. As white albs
are worn as the liturgical uniform at St. Ann, one should avoid bold stripes and
designs as they may be seen through the alb. Dress slacks or "Docker" type
slacks should be worn along with a collared shirt. Jeans, shorts or tee-

shirts are not acceptable attire.
Dress shoes should be worn. Sneakers, flip flops and Crocs are not

acceptable footwear.
Hair should be neat and combed. Girls should have their hair pulled back so that
it does not interfere with candles or in performing other duties.
Remember, you are attending a celebration and should dress accordingly.
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PREPARATION FOR MASS
When you are assigned to serve Mass, you should arrive at least 15 minutes
prior to the start time of Mass. This will allow ample time to dress properly and
neatly, perform any duties necessary before mass, discuss duties with the other
servers and prepare yourself in mind and spirit to serve.
Be sure to sign in to ensure you receive appropriate credit for your service.
When dressing in the alb and cincture, the alb should be no higher than the
ankle. Ensure that the cincture is properly tied so that it will not drag the ground
or come undone during the celebration.

POSTURE DURING SERVICE
As an altar server, you are a leader of the congregation. You need to uphold the
proper posture during Mass, whether standing, kneeling or sitting. In any of these
positions, you should maintain a straight formal posture. In the standing and
kneeling position your hands should be held in a praying position. While seated,
your hands should be on your lap or at your sides. Never play with your alb,
cincture or cross.
You should always be attentive to the celebrant and the altar. Not only are you
to be listening to the word of God and participating in the prayers and hymns, but
there are times when the celebrant or deacon requires you to perform a task that
it out of the norm.
DUTIES AFTER MASS
After mass you should proceed to replace the Processional Candles and
extinguish the altar candles. Ensure that the processional cross is in its
appropriate place. Put away any additional items.
When removing your liturgical uniform, hang the alb neatly and ensure it is
placed properly along with the cincture.

ADDITIONAL

RESPONSIBILITY

As an altar server, you have made a commitment to God, your pastor and your
parish community to serve all at Mass. It is important that you honor that
commitment.
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Should you be unable to serve at an assigned Mass, it is your responsibility to
find a substitute. Once a substitute is obtained, contact your team captain to let
him know that a substitute will be serving for you.
If you are asked to substitute for another server, it is important that you show up
ready to serve, as if it were your own appointed Mass. Be sure to sign in for the
appropriate server on the check in list.
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