
 
 
 

OUR LADY OF THE VISITATION PARISH 
 

GUIDELINES FOR ALTAR SERVERS 2022-23 

              
 
“The summit and source of the Church’s life is the Eucharist, which builds up the Christian community 
and makes it grow.  It is your responsibility to assist the (presiding) Priest and the (assisting) Deacon in 
carrying out their ministry” (II RCC.II). 
 
In short, your role is to assist the Priest and Deacon at the Altar of the Lord. 
 
GENERAL NOTES 
 
1. “Worship the Lord in holy attire” (1 Chronicles 16:29).  As ministers assisting in our sacred liturgy 
and being visible to those in the congregation, you should lead the way.  They will imitate what they see 
and follow your leads.  Wear your Sunday best! 
 
2. Be prayerful and reverent in your posture, gestures, and demeanor.  As stated above, people will imitate 
what they see and follow your leads. 
 
3. If you cannot serve, it is your responsibility to find a substitute who is both qualified and aware of 
your assigned duties. If you cannot find a substitute, call the parish office as soon as possible. 
 
4.  Individuals in the fourth grade and older may serve as Altar Servers.  Those new to this ministry shall 
meet with the Pastor for training. 
 
5. Reverence is to be observed at all times. Before and after Mass, anyone entering or leaving the 
sanctuary is to genuflect to the Tabernacle.  During Mass, when crossing the altar, bow to the altar. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 



 
A. CHECK-IN PROCEDURE 

 
1. Arrive at least 15 minutes before the scheduled liturgy is to begin. 

 
2. Check in at the kiosk by clicking on your name. 

   
 
 

B. SETTING UP PROCEDURE: 

 
You might be asked by the deacon or presider to assist in setting up the sanctuary. If all is ready 
for liturgy: 
 
1. Get vested. 
 
2. Stand against the long wall closest to the elevator. Discuss and decide with the other altar 

server(s) who is to be responsible for the Cross, book, and bells.  If there is only one server, 
the server performs the function of Cross, book, and bells. 

 
3.   Be prepared to pray with the presider and other ministers prior to entrance procession. 
 

 
C. DURING THE LITURGY 

 
1. Introductory Rites: 

 
 

a. Entrance procession: 
Cross bearer – begins processing when the words of the hymn begin and stops at base of altar 
step to bow head, then places Cross in stand and goes to seat 
 
Other server(s) – processes behind Cross bearer with hands folded, genuflects at base of steps to 
Tabernacle and goes to seat 

 
b. At the “Let us pray”, book bearer brings the Sacramentary to the presider and holds the 

Sacramentary for the presider to read.  After the prayer, Sacramentary is returned to the 
table and book bearer to his / her seat. 

 
 

 
2. Liturgy of the Word: 

 
Listen carefully to the words being spoken.  God is speaking to you. 

 
 
3. Offertory 

When the Petitions have ended, servers assist the presider or deacon with setting the Sacramentary and 
chalice on the altar. 
 
  The servers walk with the presider to the base of the altar steps to receive 



  the gifts. Presider will hand server(s) wine cruet and/or ciborium which server(s) 
  will carefully take to the altar and hand to presider or deacon.   
 
  Then, servers bring the water cruet from the side table to the presider or    
  deacon for him to pour into the chalice. Return the cruet to the side altar and take 
   the bowl and towel to the altar with the water cruet for the washing of hands. 
   Then, return the water cruet, bowl, and towel to the side table and return to your 
   seat. 
  
 
 

4. Liturgy of the Eucharist 
 

a. At the end of the “Holy, Holy”, both servers kneel on the bottom step in front of the bells. 
 

• Bell server rings the bells when the presider extends his hands over the bread and wine 
(very short ring) 

 

• Bell server rings the bells when the presider elevates the Paten (Host).  (ring until the 
Host is fully raised) 

 

• Bell server rings the bells when the presider elevates the cup (chalice). (ring until the 
Chalice is fully raised) 

 
b. All servers stand for the Lord’s Prayer and stay in place.  Offer the sign of peace to those 

around you.  At the end of the Lamb of God kneel. 
 

• The bell server rings the bells when the presider drinks from the cup (very short ring)  
 

• All servers then stand and move to their seats. 
 

c. A minister of Holy Communion will distribute to the servers first. 
 

d. When the presider rises from his chair for the closing prayer and says “Let us pray”, book 
bearer brings the Sacramentary to the presider and holds the Sacramentary for the presider 
to read.  After the prayer, Sacramentary is returned to the table and book bearer to his / 
her seat. 

 
 

 
5. Concluding Rite 

 
a. When the presider moves to the altar, Cross bearer gets Cross from its stand and takes 

place around the first or second pew facing the altar.  Other server(s) lines up between the 
Cross bearer and presider facing the altar.  When the presider genuflects, Cross bearer 
bows head and server(s) genuflects.  Cross bearer leads procession, and ends procession 
in the rear of the vestibule by turning the Cross to the presider.  Presider whispers prayer.   

 
 

D. AFTER THE LITURGY 



 

1. Return the Cross to its stand.   
 

2. Hang up your alb on a hanger. 
 
 
Thank you for your help! 


