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Welcome to the Server Ministry at Our Lady Queen of Peace Church. The Server 
Ministry is one of the many Ministries offered at our Parish. It is a Ministry regarded 
with respect, pride and most of all proper reverence. 
 
This instruction booklet will cover the procedures Servers must know before serving 
Mass at Our Lady Queen of Peace Church. If you have any suggestions that you feel will 
make your part in the Mass more meaningful or smoother, please let me know. 
 
At the back of this manual is the Server Dictionary. This dictionary defines many of the 
terms and items that you should become familiar with as a server. Please familiarize 
yourself with this section. 
 
Yours in Christ, 
 
Mr. Andrews
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1. Attire - It is important that we dress for the job we are doing. Being a server is a 
very important job so we need to look our best. 

a. Dark colored dress slacks or skirt. 
b. Solid light colored or white dress shirt (no stripes or patterns as they show 

through the alb) 
c. It is important that servers wear clean and dressy shoes with socks. 

Sneakers, sandals, high heels, snow boots, jewelry, nail polish, strong 
perfumes, and excessive make-up are not appropriate for altar servers, 
because they may be a source of distraction to others. 

d. Neatly groomed hair. 
 

2. Setup – 
a. Arrive on time (20 minutes before Mass). 
b.  Wash your hands before vesting. 
c. Put on a server alb and cincture (ensure you use the proper color cincture 

for the Liturgical Season). Find an alb that goes down to the tops of your 
shoes. 

d. Light the altar candles. During Easter remember to light the Pascal candle. 
e. Make sure the Cups, Plates, Purificators (4), Corporal, filled water cruet; 

Lavabo and Lavabo Cloth are on the credence table. If they are not check 
with the Mass Coordinator. 

f. Make sure the key is in the tabernacle. If it is not inform the Mass 
Coordinator. 

g. Make sure the Sacramentary is in place. 
h. Take the offertory gifts (wine and hosts) to the gift table in the back of the 

church. The gift table is located on a shelf on the stone wall of the tower.  
i. Get the cross, which is located in a stanchion by the organ and proceed to 

the St. Joseph room off the gathering. 
 

3. Opening Procession - The procession will assemble in the Gathering Area. 
a. Process down the center aisle to the sanctuary after the congregation 

begins to sing. Stop at the bottom of the stairs. 
i. The server carrying the cross (known as the Cross Server) is to 

pause, do not bow, then proceed to the right side of the sanctuary 
and place the cross in the stanchion. Proceed to the front row of 
pews on the right side of the church by the choir. 

ii. The server not carrying the cross (known as the Book Server) is to 
stop and genuflect or bow at the bottom of the stairs, then go and 
be seated in the front row of pews on the right side of the church 
by the choir. Let the Cross Server enter the pew before you, so you 
can get out easily when you have to go to the Sanctuary for the 
prayers. 

b. Servers will be seated in the front row of pews on the right side of the 
church by the choir. 
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4. Opening Prayer (Collect)  
a. When the Gloria ends, immediately leave your pew and get the 

Sacramentary Book. Go up to Father and position yourself holding the 
Sacramentary in front of Father (We no longer wait for “Let us pray”). 
Father will open the Sacramentary and read the opening prayer (Collect). 
When Father has finished the prayer, return the book to its place and 
return to your pew. 

 
5. Preparing the Altar - After the Petitions it is time to prepare the altar. Do not sit 

down and wait for the music to start. Proceed immediately after Father offers up 
our petitions to God. 

a. Proceed up the ramp to the credence table. Book Server; remember to take 
the Sacramentary with you and place on the altar. 

b. Server who brings up the cup tray. 
i. Place the cup tray on the right side of the altar. 

c. Server who brings up the plate tray 
i. Place the plate tray on the left side of the altar.  

ii. Unfold the corporal, do not pick it up and shake it, just unfold it.  
d. Both Servers return to the left side of credence table and remain there until 

Father proceeds to receive the gifts.  
e. When Father proceeds to get the gifts, one server is to be on each side of 

him.  
i. Server who receives the basket, immediately go to the credence 

table and place the basket under it. Get the water cruet and proceed 
to the right side of the altar where the other server will be with the 
wine cruet. 

ii. Server who receives the wine cruet, proceed to the right side of the 
altar with Father and wait for the server with the water cruet. 

f. After Father has filled the cups, return to the credence table to get the 
Water cruet, Lavabo (water dish) and Lavabo towel. Server with the wine 
cruet, do not forget to take the top of the cruet with you. NOTE: Proceed 
to the altar together and return to the credence table together, you are 
a team so work together as one.  

g. After Father washes his hands, return the water cruet, Lavabo and Lavabo 
towel to the credence table and return to your pew. You return to your pew 
by going to the back of the sanctuary behind the tabernacle and down the 
ramp on the right side of the sanctuary.  

 
6. Communion: 

a. You will receive communion with the congregation and return to your 
pew. 

b. When the Eucharistic Minister on your side has finished distributing 
communion: 

i. Proceed up the front steps of the sanctuary and stand on the 
Presiders side of the altar (the side you placed the plates on).  
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ii. When Father has place the ciborium in the tabernacle and pays 
reverence (Father steps back and bows or genuflects), you may 
then remove the trays from the altar.  

1. Server who is removing the cup tray, do not wait for the 
other server, take the cup tray immediately back to the 
credence table so Father can start purifying the cups. After 
you have brought the cup tray back to Father, go to the altar 
and get the Sacramentary. 

2. Server who is removing the plate tray, fold the corporal (do 
not shake it or pick it up while folding) and take it and the 
plates back to the credence table. Wait there until the other 
server returns with the Sacramentary. 

iii. Return to your pew together by going to the back of the sanctuary 
and down the ramp on the right side of the sanctuary. Place the 
Sacramentary on the ledge. Do not bring it with you to the pew. 

 
7. Closing Prayer: 

a. At the end of Mass, Father will stand and say “Let us Pray”. Book Server, 
get the Sacramentary Book and position yourself in front of Father holding 
the Sacramentary. Father will open the Sacramentary and read the closing 
prayer. When the prayer is over, allow Father to close the book. Make sure 
Father is done, sometimes Father will read additional blessings and you 
need to stay there with the book until he is finished. That is why you wait 
until Father starts to close the book to return it to its place and return to 
your pew. 

 
8. Closing Procession: 

a. When the processional song begins, the Cross Server goes and retrieves 
the cross from the stanchion and proceeds with the Book Server to the 
center aisle bottom steps of the sanctuary and face the altar. After Father 
has kissed the altar and starts to come down the steps, turn toward each 
other and proceed down the center aisle out of the church. Process out 
slowly, do not leave Father behind. 

 
9. Clean up: 

a. Take the cross with you and put it in the stanchion by the organ. 
b. Extinguish the candles. 
c. Carry the trays with vessels and other items from the credence table to the 

sacristy. 
d. Remove and hang up your alb neatly. 
e. Check with the Mass Coordinator to see if they need anything else before 

you leave. 
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Tenebrae 
 

1. Setup: 
a. Be at the chapel/church by 7:30. 
b. Before Tenebrae service, rope off the first two rows of pews on St. 

Joseph’s side. These rows are for the server (pew row 1) and Father (pew 
row 2). Rope off the first row of pews on the Virgin Mary’s side. This is 
for the other server. 

c. Light all the candles on the candelabra. 
d. Make sure the vestibule and down light are all turned off and every other 

light in the main church is on. No Altar lights. The Choir will handle 
theirs. (check with choir director to coordinate) 

e. Each server is to have a candle snuffer.  
f. White cinctures. 
 

2. Service: 
a. Five (5) minutes before the service you will just go out to your assigned 

seat in the church with your snuffer and be seated. Father will follow and 
he will also sit down. 

b.  As the service progresses the servers will alternate putting out the 
candles. There is a special Tenebrae worship aid for the servers instructing 
you on how many candles you are to put out. If you are putting out two 
candles, just put out two on your side. Start with the candelabra on St. 
Mary’s side. The server on the St. Joseph’s side will put out the last two 
candles on their side 
 

3. Turning Lights off: 
a. The server who puts out the last candle proceeds to the sacristy and 

prepares to turn off the lights in the church. Remember choir lights and 
who is turning them off and on. 

b. When Father lifts the Paschal candle out of the base turn off all the lights. 
c. Father will process to the back of the Chapel. 
d. Father will return to the Sanctuary. When Father starts the “Our Father” 

turn the lights back on. 
 
After the ‘Our Father” Father will bless us and then he and the other server leaves the 
chapel/church. The service is over. 
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Holy Thursday 
 

1. Setup: 
a. Servers be there 45 – 60 minutes before mass. 
b. Use white cinctures. 
c. Make sure the Censor is out and the Censor Boat if full of incense. 

i. Start charcoal 15 minutes prior to mass. 
d. Help set up the water basins for washing of feet. 
e. Bring the cross stand over to the Holy Family Sacristy side. 
f. Make sure the Sacramentary Book is on the Credence table. 
g. Proceed to the gathering area for the procession. 
h. Add incense just before processing out. 

 
2. Entrance: 

a. Procession order is; Incense, Cross, 2 servers side by side, Gospel, Father. 
b. Proceed to the chairs on the left side of the Sanctuary, take incense into 

sacristy. 
 

3. First Prayer: 
a. When the Gloria is finished immediately get the Sacramentary Book off 

the Credence table and take it to Father. After the prayer return the 
Sacramentary Book to the Credence table and return to your seat. 

 
4. Homily: 

a. During the Homily start the charcoal for the Censor (vessel we burn the 
incense in). 

 
5. Foot Washing: 

a. After the foot washing, clear the chairs, bowels, and towels and put them 
in the reconciliation room. 

 
6. Preparation of Gifts:  

a. Servers remain in their seats until the altar is dressed. 
b. Once the altar is dressed, two servers will set the altar, light the candles 

and then stand by the Credence table until the oils have been received by 
Father (Father may return to his seat to put his book down and then 
proceed back to receive the gifts just watch as he may just stay where he is 
at ready to receive the gifts), go to Father to receive the gifts like we do 
during Sunday mass. Father may hand the book to the server taking back 
the money. Put the book on the table next to Father’s chair. 

c. While this is going on the other two servers prepare the incense. 
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d. When Father and the other two servers return to the sanctuary, you are to 
step up onto the sanctuary and remain at the top steps. 

e. After Father fills the cups with wine, these servers head back to the 
Credence table and remain there until the servers with the incense leave 
the Sanctuary. 

f. The servers with the incense step forward and Father will put incense in 
the Censor, take the Censor from you, bless the altar and the congregation 
and then give it back to you. You now take the incense back to sacristy 
and return to your seats. 

g. Servers will now wash Father’s hands and return to their seats.  
h. Add another charcoal to the censor. 

 
7. Communion:  

a. Receive communion with the congregation. 
b. During communion, If the Ciborium is on the Credence table one server is 

to take the Ciborium from the Credence table and place it on the altar. 
c. Light the processional candles. 

 
8. Final Blessing: 

a. When Father says “Let us Pray” the book server will take the 
Sacramentary to Father for the prayer after communion.  

b. When the prayer is done, return the Sacramentary book to the table where 
the procession candles are. 

c. Father will now approach the altar. The designated server will take the veil 
to Father and place it over his shoulders. Make sure Father can grasp the 
clasps. The other servers will proceed to the front step of the Sanctuary 
just like we are leaving mass on Sunday’s. One processional candle on 
each side. The cross on the Ambo side. The other server after they have 
given Father the cape will get the incense and the incense boat and 
proceed to the opposite side of the cross bearer. 
 

9. Procession to altar of repose: 
a. Processing out  

i. Line up just like you are processing out from a regular mass 
1. Incense – inside (choir side) 
2. Cross – inside (ambo side) 
3. Candles – one on each side (outside) 

ii. Procession order 
1. Incense (with fresh incense) 
2. Cross 
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3. Procession Candles – side by side 
4. Father 

 
b. CHAPEL 

i. When we arrive at the Chapel stand off to the right side after 
entering the chapel to allow the congregation to take their seats. 

ii. Father will inform you when to proceed to the altar. Use the same 
procession order that you used to process from the Church. 

1. Mary’s Alter: 
a. Cross bearer go all the way to the side isle by the 

Blessed Mother’s altar and turn and face the altar. 
b. Incense stand by the ambo until the procession 

candles and Father passes then stand next to Father. 
c. Procession candles – one on each side of the 

tabernacle on the Blessed Mother’s altar facing the 
tabernacle. 

d. When Father kneels, all kneel except the cross 
bearer. 

e. Father will incense the Blessed Sacrament, say a 
prayer and then we will all leave in silence and 
return to church and clean up. 

2. Main Alter: 
a. Cross bearer go to the right side of the sanctuary by 

the door to the sacristy and face the altar. 
b. Incense stand by the ambo until the procession 

candles and Father passes then stand next to Father. 
c. Procession candles – place one candle on each side 

of the altar and then go down the stairs on either 
side of the altar and stand there 

d. When Father kneels, all kneel except the cross 
bearer. 

e. Father will incense the Blessed Sacrament, say a 
prayer and then we will all leave in silence and 
return to church and clean up. 

c. CHURCH 
i. When Father starts to come down process Incense, Cross, Candles 

toward the choir, down the side isle to the back of the church 
across to the baptismal font, out the door to the Gathering Area to 
the altar of repose. 

ii. Incense stand to the side. 
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iii. Cross also stand to the side  
iv. Candles place on small table, one on each side. Blessed Sacrament 

will go in the middle of them. Then move to the side. 
v. When Father kneels, all kneel except the cross bearer 

vi. Father will incense the Blessed Sacrament, say a prayer and then 
we will all leave in silence and return to the sacristy and clean up. 
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Good Friday 
 

1. Setup: 
a. Use red cinctures. 
b. Make sure the Censor is out and the Censor Boat if full of incense. 
c. Sacramentary Book is on the credence table. 
d. Severs sit up front in chairs on the left side of the sanctuary. 
e. Let Father know when it is 3pm. 

 
2. Father will prostate himself in front of the sanctuary. When he rises, server will 

take the Sacramentary Book to him for the reading. 
 

3. Start charcoal during readings. 
 

4. After Father’s homily, server goes to Father and holds his binder for the reading 
of the petitions. Other servers get the processional candles ready and make sure 
charcoal is ready in the Censor. 

 
5. Procession to bring up the cross: 

a. After the petitions process with Father; Incense Server (put incense in), 
Processional Candles, to the baptismal font to get the cross. 

i. If Father is standing at the stairs, he is waiting for you. Just process 
to the where the cross is. It may be in the Gathering Area or by the 
Baptismal Font. If he is still up by his chair line up like you are 
leaving church after mass. 

1. Processional Candle on either side 
2. Incense on Ambo side 
3. Extra Server on Music Ambo side 

a. Processional Order 
i. Incense 

ii. Processional Candles 
iii. Extra Server 

b. Father will get the cross and process back to the front of the church.  
c. On the procession back: 

i. Father will lead carrying the cross, follow him. Father will stop 
and sing three times.  

 
6. Veneration of the Cross: 

a. After the last stop and Father finishes singing, the server with the Censor 
is to take it into the Holy Family Sacristy, and return to help with the cross 
(Take it from Father). 
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b. The processional candles and the other server along with the cross proceed 
over to the choir side of the church. The candles are on either side of the 
cross. Two servers will hold the cross and allow the congregation to 
venerate the cross. Once everyone on the choir side is finished move to the 
middle aisle and finish up with the far side aisle of the church. 
 

7. Communion 
a. When all have venerated the cross, candle servers go stand on either side 

of the Holy Family Sacristy doors. Father will go into the sacristy and 
bring out the Blessed Sacrament. Candle servers will lead Father to the 
altar and place a candle on either side of the altar. The extra server will get 
the sacramentary from the credence table and place it on the altar. All 
servers will return to their seats 

b. Servers with the cross will set it up were designated and return to their 
seats. 

c. Servers will receive communion with the congregation. 
d. After communion candle servers will go to the altar get the candles and 

lead Father to the Holy Family Sacristy. Leave candles in Sacristy and 
return to their seats. Extra server remove Sacramentary from the altar and 
take with you to your seat. 

8. Father will do the prayer after communion. Server, take the Sacramentary to 
Father when he says “Let us Pray”.  

9. After final blessing all exit to the Holy Family Sacristy. Servers first, Father last. 
10. Clean up & Leave. Be reverent as the Blessed Sacrament is in the Sacristy. 
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Server’s Dictionary 
 
ALB:    White vestment you wear as a server. 
 
CINCTURE: Rope you tie around your waist. Color of Cincture is dependent on 

the Liturgical Season. 
 
CHALICE:   Cup vessel into which the priest pours the wine. 
 
PATEN/PLATE: Plate with a slightly curved edge from which the Holy Eucharist  

(Communion) is distributed. 
 

CRUETS:  The two glass pitcher containers which hold the wine and water. 
 
LAVABO: Dish used to hold the water you will pour over the priest’s hands at 

the Offertory. 
 
LAVABO TOWEL: Towel used by the priest to dry hands after pouring of the water. 
 
TABERNACLE: Gold safe type depository that keeps already consecrated Hosts for 

storage. 
 
CIBORIUM: Cup type vessel with a lid that priest places consecrated Hosts into 

and locks in Tabernacle. 
 
MASS CANDLES: The two candles on the Mass Altar that you must light before 

Mass.  
 
PASCHAL 
CANDLE: The large tall candle you will have to light at Eater time, a funeral, 

or at a Baptism. 
 
PURIFICATOR: White cloth priest uses to wipe the chalice. 
 
CORPORAL: Large white square cloth placed on the center Altar where priest 

says Mass using Chalice and Paten. 
 
SACRAMENTARY: Large red book, priest uses to say Mass Prayers. 
(Roman Missal) 
 
LECTIONARY: The book containing the collection of Scriptural readings which 

are chanted by the deacon, sub deacon, or a lector during Mass. 
 
CENSOR: The vessel which holds incense and charcoal. 
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CENSER 
THURIBLE: A thurible is a metal censer suspended from chains, in which 

incense is burned during worship services.  
 
CENSER BOAT: A metal container holding the incense. 
 
CONSECRATION: The moment when the priest consecrates the bread and wine into 

Christ’s body and blood. 
 
STOLE: The symbolic garment of a priest. This is a long narrow scarf that 

rests around the neck and down the front. It can be green, white, 
purple, or red depending upon the Church Season. 

 
CHASUBLE: The outer flowing garment the priest wears covering all other 

vestments. 
 
MONSTRANCE: A vessel used to display the consecrated Eucharistic host, during 

Eucharistic adoration or Benediction of the Blessed Sacrament 
 
HOMILY: The sermon 
 
LECTOR: The person who reads the Scripture before the priest reads the 

Gospel and gives his homily. 
 
PETITIONS: Intentions mentioned that we pray for. 
 
EUCHARISTIC 
MINISTER: Persons who help the priest distribute the Body and Blood of 

Christ at Communion time. 
 
SANCTUARY: The space in the church for the high altar and the clergy. 
 
SACRISTY: A room in the church or attached thereto, where the vestments, 

church furnishings and the like, sacred vessels, and other treasures 
are kept, and where the clergy meet and vest for the various 
ecclesiastical functions. 

 
NAVE: That portion of a church reserved for worshippers 
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KNOW WHERE TO FIND: 
 
Towels 
Purificators 
Corporals 
Candle lighter and how to light it 
Key to the Tabernacle in case Priest needs it. 
 
 

PLEASE BE DRESSED AND IN THE ST. JOSEPH’S ROOM 15 MINUTES BEFORE 
MASS. 
 
AT CHRISTMAS, HOLY WEEK, EASTER AND SPECIAL OCCASIONS BE DRESSED 
AND IN THE ST. JOSEPH’S ROOM 30 MINUTES BEFORE MASS. 


