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Dear server,

Thank you for choosing to become an altar server at the Cathedral of the Holy Spirit. By serving
at the cathedral, you are representing yourself and your family before, first and foremost, Almighty God,
our bishop, our rector, priests and deacons, as well as the entire cathedral family as a faith-filled man or
woman, young lady or gentleman, in taking on this heightened role among the lay faithful.

In his book Ceremonies Explained for Servers, the Auxiliary Bishop Emeritus of Melbourne, Peter J.
Elliot says: “You are a server. As you assist the priest, who leads the worship of the Church, so you make
Catholic worship more reverent, efficient, and beautiful.” Ceremonies Explained for Servers is an
excellent resource in learning about the history of serving and for a more in depth analysis about all a
server does.

How does an altar server make Catholic worship more reverent, efficient, and beautiful? Despite what
may look and seem physically easy to do, the role of an altar server requires concentration— thinking
ahead— discipline— controlling your movements, how fast you walk, never hurried, etc.,— as well as a
spirit of brotherhood— knowing you are part of a team, working to successfully execute a beautiful and
properly celebrated Mass. Though you do take on a very important role, you are there to assist the
Church’s ordained ministers and not “run the show” or make yourself look good, standing there with a
very serious demeanor. By serving at the altar of the Lord, you are handling and caring for the items
which constitute the elements used in the Holy Sacrifice of the Mass, underscoring their necessity and the
importance of the server’s role.

What can you expect by reading and studying this manual? This will cover “the basics,” meaning, you
will have at your disposal a guide on how to serve at a typical Sunday Mass at the cathedral. There will be
certain variations when serving at Mass, for example, when celebrated by the bishop, or at a wedding or
funeral and you will be instructed on those when that day comes.

As you read this, you may ask: “Why are there so many details and formalities?” Quoted in Benedictus:
Day by Day with Pope Benedict XVI, Pope Emeritus Benedict XVI explains that “We should learn anew
that the Eucharist is never merely what a congregation does, but that we receive from the Lord what he
has granted to the entirety of the Church.” In other words, we are not merely a social club, we are God’s
people and when we celebrate the sacraments, we ought to do so with great love and an increased
awareness of our actions and general disposition. Additionally, the cathedral is our good bishop’s church.
As a successor of the Holy Apostles, he, as he promises on the day of his episcopal ordination, is to teach,
to govern and to sanctify the people of the Diocese of Bismarck. By doing so, he works to ensure that we
are able to participate in a liturgy celebrated worthily, with humble and contrite hearts, with dignity,
beauty, according to the liturgical norms. Please keep in mind that this manual is being revised amid the
COVID-19 pandemic.

As the situation continues to evolve, you will be given instructions on any changes. Again, on behalf of
the entire cathedral parish, thank you for serving. May God bless you!

--Nicholas Quallich, Cathedral of the Holy Spirit, Head Altar Server
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PART I

WHILE AT HOME



The first part of this manual serves as a guide to help you prepare for Mass. It may seem obvious, but it is
worthwhile to note how important it is to have eaten before serving. Catholics are required to fast one
hour prior to receiving Holy Communion, so it may be necessary to provide more time to yourself in
getting ready to serve at Mass. Serving, though not physically challenging, does demand concentration
and calm. You will also wear an additional layer or two of vestments (alb and cincture or cassock and
surplice) over the clothing you wear to Mass, causing your body temperature to rise. Therefore, it’s
important that you are not dehydrated or feel like you are starving because you had to rush out the door.

Speaking of clothing, much has been said on why it is important to not dress casually as a lay minister of
the church, i.e., server, reader, Extraordinary Minister of Holy Communion, etc. The reason is simple: you
come to Mass to adore God and serve at the re-presentation of the sacrifice of Calvary, which has nothing
to do with being casual. You are participating in the public worship of the one, holy, catholic and
apostolic Church. To put it simply, if you were to attend a wedding or funeral of someone you loved, one
would hope you wouldn’t wear the same t-shirt and shoes in which you’ve just mowed the lawn.

Therefore: the following is the appropriate attire for altar servers.

Boys/Girls/Ladies: With the exception of school uniforms, it is preferred that you wear a white dress-
shirt/blouse or polo shirt if you are wearing an alb (the white vestment) and the cincture (the white waist
rope). By doing so, people will only see your face and alb and not be distracted by any bright color or
design underneath. Again, with the exception of school uniforms, wear black pants, socks & shoes. Ladies
are asked to wear a black or dark colored flat, close-toed dress shoe. High heels are not recommended,
since they are prone to get caught on the alb.

Men: It is preferred that black pants be worn with black dress socks and black dress shoes. Our dress
while serving or sitting in the congregation  should not involve drawing attention to ourselves but rather
to Our Lord. To summarize, DO NOT wear t-shirts, shorts, jeans, pajama pants, flip-flops, sandals, tennis
shoes or any casual or immodest clothing while serving. Regarding hair, please have it neatly groomed
and not dyed with any irregular colors (red, purple, pink, etc.)

A DEACON OR PRIEST RESERVES THE RIGHT TO DISMISS YOU FROM SERVING IF YOU
ARE NOT APPROPRIATELY DRESSED OR ARE TARDY.

Please leave your cell phone off or on silent in the sacristy or with a family member. The sacristy
door is closed during Mass so that no one can enter from the side entrance of the church. There are
security cameras throughout the cathedral, including in the sacristy. If you have any questions regarding
these guidelines, please ask before or after Mass.



PART II

ARRIVING AT THE CATHEDRAL/PREPARING FOR MASS



*PLEASE BE IN THE SACRISTY AT LEAST 20 MINUTES BEFORE
MASS*

Upon arrival at the cathedral, you or you and your family are encouraged to park in the lot near the
golden colored door with the Holy Spirit emblem on it. It will allow you quick access to the sacristy.

Please wash/sanitize your hands before Mass in preparation of handling any items used during Mass.
There is a sink located in the sacristy. You may also use the restroom near the adoration chapel or the
restrooms in the lobby. You may also use sanitizer in the sacristy or your own personal bottle of hand
sanitizer.

The sacristy door is almost always open when entering from the outside. If for whatever reason it is
locked, enter in the main body of the cathedral, genuflect facing the tabernacle, walk up the steps into
the sanctuary and quietly enter the sacristy.

Next, check in with either the head server or deacon and put a check mark next to your name in the
ministry assignment book, indicating that you have arrived. Because we are the cathedral family,
introduce yourself to those whom you have never met and say ‘Hello’ to those you have.

From there, retrieve either the alb and cincture (for boys, girls and ladies) or the cassock and surplice
(for men) and put it on.

When wearing either the alb or cassock, the bottom of the garment should cover the bottom of your
pant-leg. The surplice (worn over a cassock) should be long enough to hit your belt or waistband
(though not seen through the cassock) but should not pass the kneecaps when standing.

Once dressed, you will wait in the sacristy for any instructions from the head server, deacon or priest.
Then, at about 15 minutes before Mass, all ministers will pray together.

10 minutes before Mass, one of the servers (typically there are three) needs to light the candles on the
altar with the candle lighter/snuffer. Do not use the lighter gun by itself. These items are located on the
glass-top table next to the server’s vestment cabinet.

Care must be taken to not expose too much wick on the lighter, which, when melting, can cause wax to
drip on either the floor, altar cloth or your cassock or alb. Too much wick can also cause a large flame,
which is unnecessary and unsafe.

When lighting the candles, do so from right to left, standing facing the tabernacle.
Never light or extinguish the candles from the position of the priest (facing the people).



When moving to the middle of the altar, make a small head bow to the crucifix on the altar.

When finished lighting the candles, pull the wick down to extinguish the flame.  Then, quickly push the
tab up for more wick, so that the hot wick does not melt and cool inside.

Never blow out the flame as, once again, this can cause wax to be spread, which can cause, among other
things, a tripping hazard.

Seeing that all candles are lit, walk directly behind the altar, genuflect facing the tabernacle and then
return to the sacristy and return the candle lighter to the glass-top table next to the server’s vestment
cabinet.

After lighting the altar candles, a server will need to light the two torches used during the Book of the
Gospels procession. The torches can be found next to the door, leading into the sanctuary from the
sacristy.

At approximately 5 minutes before Mass, the priest may pray another prayer before heading to the back
of the church.

Typically, after that prayer, the priest will recite the Latin phrase: “Procedamus in Pace” (PRO-chay
DOM-moos in PAH-chay) which translates: “Let us go forth in peace.” You will respond in Latin: “In
nomine Christi (in NOM-me-nay  CHRIS-tee, Amen).” That translates: “In the name of Christ. Amen.”

Those taking part in the procession, servers, deacons, priests, the bishop, will then quietly head to the
back of the cathedral and line up for the procession.



PART III

SERVING AT MASS



Mass begins
For a typical Sunday Mass, leading the procession is the crucifer (cross-bearer) followed by the two
lucifers (light/torch-bearers). The cross-bearer should start the procession when the singer begins singing
the opening hymn or when otherwise told. The crucifix pictured is to be only used for solemn occasions.
Use the smaller crucifix for most Masses.

If, for some reason, a server is either late or doesn’t show up,
leaving only two servers, do not process in with any torches.
Instead, one server should walk behind the cross-bearer with
hands folded in a praying position, demonstrated here by Fr.
Gardner.

How fast should I walk?
While we need to get to the sanctuary, it is not a race, but it is
also not necessary to walk at an uncomfortably slow pace. In
general, walk somewhat slower than you normally would.

I’m at the foot (bottom step) of the altar. Now
what?
You made it! As a cross or torch-bearer, DO
NOT stop, genuflect or bow. Head directly up the
steps, straight at the altar, and then turn to the
right.



Proceed to place the processional crucifix in its
stand next to the last row of server chairs in the
sanctuary or in the sacristy and the torches in
the torch stand. The torch stand is located in the
sacristy (not pictured). Then, move to your seats
and remain standing until the end of the opening
prayer, when the priest says or chants: “God,
forever and ever.” And the people respond:
Amen.

Take your seat and sit in the position pictured.
This posture will help you remain focused and
open to hear God’s Word. The server (typically)
has no responsibility until before the Gospel
procession.

Responsorial Psalm/Gospel Procession
After the first reading comes the responsorial
psalm. When the first reader leaves the ambo
(where the readings are proclaimed) the two
torch-bearers should rise together and quietly
move to the sacristy.

Never walk over the feet of a seated server. It looks sloppy and undignified. Instead, walk out from
behind the kneeler and go around and into the sacristy. Remove the torches from the torch stand and wait
quietly until the second reading is complete.

Once the second reader has left the ambo, the candle-bearers will
walk straight behind the altar, one on the left and the other on the
right.



Wait for the deacon to come to the altar and
pick up the Book of the Gospels.

Once the deacon turns, the server pictured on
the right moves first, having to walk on the
outside which then puts him or her on the left
of the deacon. Move with the deacon and the
other server to the ambo for the reading of the
Holy Gospel.



Once at the ambo, hold your torch so that the tip of the cross is at eye level or at the same height of the
other server. However, if one server is much taller than the other, hold as high as you are comfortable.

At the conclusion of the proclamation of the Gospel, turn toward the tabernacle and move side by side
behind the altar into the sacristy and replace the torches.

Take care when replacing the torches, as they can create a fair bit of noise. Then, walk back out to your
seats and sit together.  Your next movement comes after the Prayer of the Faithful.

*A word on sitting: servers that stand at a certain point should sit at the same time.



Credence Table Set-Up: (R-L) Roman Missal
& stand, chalice pall, paten, host, purificator
& chalice (covered with veil & burse, holding
a corporal), ciboria (each covered with a pall),
water & wine cruets, bowl & towel. A
corporal is placed on the glass top.

Before the altar is prepared, the lead server
will move to the credence table to unveil the
chalice. The burse with corporal(s) will be
removed first and set to the side.

The chalice veil is to be removed next. Be
careful to gently remove it, as the paten,
with the host, is covered by the chalice pall.



A lead server may remove the veil with one hand to
steady the chalice pall and paten with the other hand,
so they are not knocked off the chalice.

Once the veil is removed, the corporal is removed
from the burse and placed on top of the chalice pall,
folded side down.

The servers will then move to the credence table
and remove items from right to left.



When carrying the Roman Missal, stand and
chalice to the altar, bring them as shown.

Once done handing items to the deacon or priest,
either or both will bow slightly, thanking you for
your service and you will bow in return with the
other server. That’s the cue for both servers to
return to the credence table together and retrieve
the next item(s). Come close to the deacon or priest
so that he may easily retrieve items from you.

If there are an odd number of items, be sure to take
as many as possible. Regarding ciboria (the vessels containing the hosts) DO NOT STACK them on top
of each other.

When retrieving the cruets (the wine and water
vessels), one server should handle one cruet. The
way to hand them to the priest or deacon is to do
so with the handles facing out.
NOTE: Wait to extend your hand with any item
until the deacon or priest reaches for it.
Otherwise, you’ll look awkward standing there
with your arm outstretched.

After both cruets are handed back, both servers
will return to the credence table, where the server
with the wine will put down the cruet and pick up
the bowl and towel. Then, both servers will return
to wash the priest’s hands.



Once the priest extends his fingers over the bowl,
the server with the water cruet will pour water (a
generous amount) over his fingers until he
indicates to stop, generally lifting his fingers up.

The priest will then dry hands with the towel.
He’ll then bow and then you will bow as well.
Return the cruet, bowl and towel to the credence
table.

Preface/Consecration
Once you have replaced the water cruet, bowl and towel, return to your seats. You’ll stand if the priest has
already said: “Pray, brethren/my brothers and sisters…” Be seated if not. Your next movement comes
after the “Holy, Holy, Holy” is finished being said or chanted. At that point, all servers kneel.



The two servers to the left are to kneel with their hands folded, while the server on the right prepares to
ring the bells.

The first ringing of the bells comes when the priest extends his hands over the paten and chalice for
what’s known as the “Epiclesis” or calling on the Holy Spirit to sanctify the bread and wine, “so that they
may become for us the Body and Blood of our Lord Jesus Christ.”

As soon as you see this (above), firmly ring the bells once and then quietly replace them on the pillow.
The next ringing of the bells comes after the priest says: “...which will be given up for you.”
The priest then elevates the host.

When you see this, ring the bells three times, pausing for a second
(say in your head, “one-one thousand”) between each ring.
Quietly replace the bells.

The next ring will come after the priest says: “Do this in memory of me.” The priest then elevates the
chalice.



When you see this, ring the bells three times, pausing for a
second between each ring as before and replace the bells.

The servers remain kneeling until the “Great Amen” finishes.
All servers stand and pray the “Our Father” with the
congregation with hands folded. Remain standing with your
hands in a praying position until the “Lamb of God” is done
being said or chanted. Then kneel.

The final bell ring comes after the priest drinks from the
chalice and it leaves his lips.

Ring the bells once and then replace them.

Receiving Communion
All servers then rise and line up to receive Holy Communion.
The Extraordinary Minister(s) of Holy Communion will be
first in line, followed by the servers.

Once the ministers have gone to distribute Holy Communion,
the server who brought the Roman Missal and stand to the
altar retrieves them.

Lift them up; do not drag them off. This could cause a candle
or the crucifix to slide on the altar or fall off.



Return to your kneelers. Once Holy Communion has been distributed to the congregation, that’s the cue
for the two torchbearers to rise from their kneelers and one server will retrieve the water cruet. The two
servers will continue to move back and forth between the altar and credence table until the last item to be
cleared from the altar is the chalice.

If the chalice is the only item left on the altar, only
one server is needed to retrieve it. When handed the
chalice, accept it from the priest or deacon (as
shown in the following photos).

One hand goes on top, the other grabs under the
chalice node (round part of the stem).
When bowing, be careful to bow slightly, so nothing
slides off the chalice. The priest or deacon will
make sure you have a firm grasp before letting go.

Once the altar has been cleared, both servers return
to their seats. The lead server will then put the
corporal into the burse, place the chalice veil over
the chalice, paten and chalice pall, and finally place
the burse on top of the covered chalice. The lead

server will then return to his or her seat.

Then all stand when the priest says: “Let us pray.” Once the Prayer After Communion is finished and the
congregation replies “Amen,” that’s your cue to get ready for the recessional.

Recessional
At this point, you will retrieve what you brought in at the start of Mass. The cross-bearer will then line
slightly outside the sacristy, while the torch-bearers will line up inside the sacristy, along with the lead
server.



Your cue to move is when the final hymn begins. This is
different from the beginning of Mass, when you would
wait until the singing begins.

Move as pictured until you arrive at the second row of
pews. Turn and face the altar.

Wait for the priest and deacon to get in position.



They will both genuflect and you will remain upright.
Then, they will turn and you will turn with them.

As before, begin to walk slower than you would
normally.

Process out and into the gathering space. When walking
through the doors, be sure to watch the top of the
processional crucifix and bottom. Be sure not to bang it
against the wall or floor. Stop and turn and face the
steps leading into the church.



The priest will then look at the crucifix, bow and say:
“Prosit.” (May the Mass be of benefit)
The deacon and servers respond: “Pro omnibus
(OHM-nee-boos) et singulis (SING-oo-lease) (For every
person and for each person) Amen.

Head back to the sacristy and replace the crucifix,
extinguish the torches and replace those as well. Your
final duties are to extinguish the altar candles and clear
the credence table.

When extinguishing the altar candles, do so as they were
lit, from right to left, walking in front of the altar, bowing
to the crucifix as you pass.



Unless you are carrying something like the Roman Missal or Chalice, when you pass in front of the
tabernacle AFTER Mass, always genuflect on your right knee to the tabernacle, for that is where Jesus
remains. A head bow will suffice if you are carrying a large object.

Once you are done clearing the credence table (as instructed by the deacon or head/lead server) and
nothing else is asked of you, then it is appropriate to remove your alb and cincture or cassock and surplice
and leave the cathedral.

Final Thoughts
If the lead/head server, deacon or priest has some correction to make with you after Mass, don’t take it
personally. He is just trying to help you become a better server. Young and older servers make mistakes. It
just happens. The best thing to do in that case is to not make it look obvious. Just keep moving. Speaking
of which, always be thinking ahead. Don’t make the priest wait, but don’t sprint either. If you have
any questions, ask before Mass or quietly during Mass. Review this manual; it’s here to help you. Lastly,
ask for God’s help as you serve. Trust in Him and He will calm your heart and guide you to serve at Mass
with confidence and piety.
Special thanks to Fr. John Paul Gardner, Deacon Tony Ternes, and our servers Ivy Mertz, Nick Wilson &
Max Ruggles for their participation and willingness to be photographed. Thanks as well to our rector, Fr.
Joshua Ehli and Deacon Tony Ternes for helping put this manual together.



PRAYERS FOR WEEKDAY MASS

THE ANGELUS
The angel of the Lord declared unto Mary.
R: And she conceived by the Holy Spirit.
Hail, Mary….
R: Holy Mary, Mother of God…
Behold the handmaid of the Lord.
R: Be it done unto me according to thy Word.
Hail Mary…
R: Holy Mary, Mother of God…
(all genuflect here)
And the Word was made flesh
R: And dwelt among us.
Hail Mary…
R:Holy Mary, Mother of God…

Pray for us, O holy Mother of God
R: That we may be made worthy of the
promises of Christ.
Let us pray.
Pour forth, we beseech thee, O Lord, thy
grace into our hearts, that we, to whom the
incarnation of Christ, thy Son, was made
known by the message of an angel, may by
His passion and cross be brought to the glory
of His resurrection, through the same Christ
our Lord.
Amen.

PRAYER TO THE HOLY SPIRIT
Come, Holy Spirit, fill the hearts of your faithful
R: And enkindle in them the fire of your love.
Send forth your Spirit and they shall be created
R: And you shall renew the face of the earth.
Let us pray.
O God, who by the light of the Holy Spirit, did instruct the hearts
of the faithful, grant that by the same Holy Spirit, we may be truly wise and ever rejoice
in His consolation, through Christ our Lord.
Amen.

MEMORARE
Remember, O most gracious Virgin Mary, that never was it known that anyone
who fled to thy protection, implored thy help or sought thy intercession was left unaided.
Inspired by this confidence, I fly unto thee, O Virgin of virgins, my Mother. To thee do I come,
before thee I stand, sinful and sorrowful. O Mother of the Word incarnate, despise not my petitions,
but in thy mercy hear and answer me.
Amen.




