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We would like to Thank you and your 

family for your ministry as an altar 

server at St. Basil the Great.  Your 

assistance in the sanctuary is of great 

importance to the prayerful celebration 

of the Mass.  It is important that you 

take this responsibility seriously and 

learn the appropriate duties to be a 

responsible altar server.  You also serve 

as an example to the congregation in your 

posture and attentiveness during Mass.   

 

Thanks again for your willingness to be 

an integral part of the celebration of 

Mass here at St. Basil the Great.  If you 

have any questions or need any 

assistance, please contact Deacon Lou at 

216-533-0541 or lmprimozic@gmail.com,  

mailto:lmprimozic@gmail.com
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REQUIREMENTS FOR BEING AN 

ALTAR SERVER: 

 

1.  You must be in, at least, Fifth 

Grade for school year beginning in 

September. 

 

2.  You must regularly attend Sunday 

Mass.   

 

3.  You must check the schedule for 

each three-month serving period and 

be available to serve different 

Masses. 

 

4.  You will be added to the 

scheduling program which is used 

for sign-ups for special Masses and 

to find a substitute. 
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THINGS TO DO BEFORE  

THE MASS STARTS: 
 

• Arrive at least 20 minutes prior to the beginning 

of Mass. 

• Sign in the book and mark if you are substituting 

for another.   

• Put on alb.  The alb should almost touch your 

ankles but it should not touch the ground.   

• Check to see if Book of Prayers is on servers 

chair on the B side. 

• Check to make sure the  cruet of wine and bowl 

of hosts are on the gift table. 

• Check to make sure the Roman Missal is on the 

sanctuary table. 

• Check to make sure the  a towel, small bowl and 

2 cruets of water are on the sanctuary table. 

• Check to make sure the   chalice and purificator 

are on the  sanctuary table. 

• Check to make sure the tray of cups and 

purifcators are on table in sanctuary. 

• Check to make sure the  communion plates are 

on the sanctuary table. 

• Light candles. 

• Discuss and Decide with the other servers who 

will sit on side – A or B or priests/deacon will 

make assignment. 
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RESPONSIBILITIES OF  

“A” AND “B” SERVERS 
 
A Side 

• Process from the back of 

the church following the 

cross and recess out of the 

church at the conclusion of 

Mass. 

• Assist in setting up the 

altar after the Prayers of 

the Faithful.  Bring forward 

to the altar the Roman 

Missal and the Priest’s 

chalice and purificator. 

• While servers from A side 

are setting the altar, one 

server from A side brings 

the cups from the 

sancutuary table in the  and 

lines the cups straight 

across on the altar. Carry 

cups by hand, do not try to 

lift the tray off the 

sanctuary table. 

• Bring the  Pyx tray for 

homebound and low-gluten 

host from the sanctuary 

table and place them on the 

center of the altar. 

• Go to front of sanctuary to 

receive all gifts of bread 

and wine Bring them to the 

altar and give them to the 

Priest or Deacon. The 

server holding the wine 

cruet goes to bring the 

small water cruet to the 

priest/deacon. 

• Get small bowl, towel, and 

cruet of water for washing 

of hands. 

• During the sign of peace, 

one server from A side goes 

to the sanctuary table and 

brings the tray of 

communion plates to the 

altar. The communion plates 

should be place on the left 

side of the altar. 

• As parishioners are 

receiving communion 

servers are to remove the 

chalice and roman missal 

and return these two items 

to the sanctuary table 

• Processional candles may be 

used for some Masses.  Ask 

the Priest or Deacon.  One 

server from A side and one 

server from B side will hold 

the candles. 

 

B Side 

• One server carries cross 

and leads the procession 

into the sanctuary and the 

recession out of the church. 

• One server brings up the 

book to the priest when he 

says “Let us pray” at the 

beginning and end of Mass. 
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APPROPRIATE BEHAVIOR FOR 

ALTAR SERVERS 
 

From the moment you put on your alb, people 

begin to look at you differently.  As you move 

about the sanctuary, all that you do is noticed 

by those in attendance at Mass.  This is not to 

create anxiety in you or cause you to worry.  

However, it is important to realize that your 

actions are seen by many.   
 

• Greet the priest/deacon and tell them your 

name. 

• Always be respectful when talking with the 

priest/deacon. 

• Do not engage in unnecessary conversation with 

other servers. 

• Do not constantly look around the church 

during Mass. 

• Do not slump in your chair or cross your legs. 

• When you are seated in your chair, your hands 

should be folded in your lap or resting on your 

legs.   

• Anytime you are standing and you are not 

carrying something, your hands should be 

clasped in a prayer position with both hands 
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folded and held up close to your chest.  Your 

hands should not be down by your waist.   
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HOW TO SERVE MASS 

 
• The entrance procession is led by the servers with 

the cross going first, unless there is incense used at 

the Mass.  If processional candles are used, they 

follow the cross.  The other servers follow two by 

two unless there is an odd number.  Your hands 

should be clasped in the prayer position and up by 

your chest.   

• As you approach the sanctuary, stop at the entrance 

of the sanctuary and bow (like the priest does) to 

the tabernacle, UNLESS YOU ARE CARRYING 

SOMETHING. 

• The cross bearer puts the cross in the stand while 

the other servers stand at their chairs.  Your hands 

should be clasped in the prayer position and up by 

your chest.   

• Next follows the penitential rite and the Gloria.  You 

remain standing. 

• When the priest says “Let us pray,” the server on 

the B side who is holding the book goes into the 

sanctuary and stands by the priest, holding the book 

out to him to open.  He will open the book to the 

prayer of the day and then place the book on your 

hands so you hold it open for him.  You remain there 

until he ends the prayer or shuts the book.   

• Next follows the first reading, the responsorial 

psalm (usually sung) and the second reading.  You are 

seated.  
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• Option (Priest or Deacon will decide.) The priest or 

deacon reads the Gospel next. When the “Alleluia” 

starts one server from A and one server from B will 

take a processional candle, and stand behind the 

altar, lining themselves up with the end of the altar.  

When the priest or deacon begins to walk toward the 

ambo, one server leads him and another follows him.  

The two servers stand on each side of the ambo until 

the Gospel has been proclaimed.  They then return 

the candles to the stands. 

• The priest or deacon will offer the homily.   

• After the homily is the Creed.  Stand for the Creed. 

• After the Creed are the Prayers of the Faithful or 

the Intercessions.  Remain standing. 

• After the Prayers of the Faithful, two altar servers 

on the A side will go to the sanctuary table.  From 

there the servers will bring the Roman Missal and 

the priest chalice with purificator to the altar.   

• Pick up the cups filled with wine.  Place the cups on 

the corner of the altar closest to the ambo and to 

the A side.  The cups should be placed in a straight 

line (horizontal) with the purificators placed by 

them.  Do not attempt to lift the entire tray of cups.  

Also, if there is a  pyx on the pyx tray or low gluten 

hosts on the sanctuary table for consecration place 

them on the center of the altar  

• Next, two servers from the A side will go to the 

front of the sanctuary and wait for the priest to 

come down between them.  The two servers should 

be standing approximately 4-5 feet apart from each 

other. Do not look back to see if the priest is coming.  

Be patient. 
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• The gifts of bread and wine will be brought forward 

by members of the congregation and the priest/or 

deacon will receive them.  He will give them to each 

altar server.  Then the altar servers will carry the 

gifts to the altar. 

• Hand the bread to the priest or deacon. 

• The server carrying the wine goes to the sanctuary 

table to get the smaller water cruet, and brings both 

water and wine the priest/deacon at the altar.   

• After presenting the gifts, the A servers 

immediately return to the sanctuary table.  There 

they pick up the large cruet of water, the towel and 

the small bowl.  Return to the altar and stand to the 

side, near the altar.   

• When the priest is ready, he will take the cruets of 

wine and water.  If there is a deacon, he will take 

the cruets of wine and water.  He will pour the  wine 

and water into the chalice.  He will then hand the 

cruets back to the server.   

• After the priest has elevated the chalice, he returns 

to the altar servers and places his hands over the 

bowl.  The server who is holding the large cruet and 

bowl pours water over the fingers of the priest.  The 

server holding the towel offers it to the priest. The 

priest dries his hands with the towel and returns it 

to the server.    The servers then return the bowl, 

towel, and water cruet to the sanctuary table.  The 

servers return to their seats, but remain standing. 

• At the beginning of the Eucharistic prayer, the 

servers kneel on the first step of the altar.   

• After the Eucharistic Prayer, the servers stand for 

the Our Father. 
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• After the Our Father is the Sign of Peace.  The 

servers will stand with the Extraordinary Ministers 

of Holy Communion in a line in front of the altar.   

• One server from the A side should go to the 

sanctuary table, pick up the tray with the communion 

plates on it and bring it to the altar placing it in the 

corner closest to the left side of the altar.    Return 

the tray to the sanctuary table and then return to 

your spot with the other servers. 

• Once the priest has received from the chalice, the 

servers lead the Extraordinary Ministers of Holy 

Communion to stand behind the priest.   

• The priest will begin to distribute communion.  You 

will receive communion.  The Extraordinary Minister 

of Holy Communion will next offer the Precious 

Blood.  If you do not wish to receive the Precious 

Blood, place a finger to your lips.   

• After the priest and Extraordinary Ministers of 

Holy Communion have left, begin to clean off the 

altar.  Everything should be cleared off of the altar 

except the tray containing pyxes and the gold 

ciboria.  The gold ciboria should be placed on the 

center of the altar. Everything else is brought to the 

sanctuary table.   

• After communion, the priest will say, “Let us pray.”  

The book server on the B side will bring the book to 

the priest. The final prayer is offered. 

• The priest will offer the blessing for the people.   

• The final hymn will begin.  The B server who is cross 

bearer retrieves the cross and goes to stand in the 

center of the middle aisle, about as far back as the 

4th or 5th pew. 
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• The priest/deacon kisses the altar and will come 

down out of the sanctuary.  They will stand in the 

middle, before the altar.  The servers should be 

lined up, two by two behind him in the center aisle.   

• When the priest/deacon genuflects or bows, the 

cross bearer should lead the servers and the priest 

out of the church.  Go toward the door closest to 

the organ.  Enter the sacristy through that door.   
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THINGS TO DO AFTER  

THE MASS ENDS: 
 

• Help bring everything back to the 

sacristy including the priest’s chalice, the 

communion cups, the communion plates, all 

used altar linen, the large bowl for 

communion hosts, both cruets of water 

and wine, the small bowl and the towel. 

• Extinguish the candles carefully to 

ensure that no wax drips onto the 

carpeting.   

• Hang up your alb neatly on the same 

hanger from which it came.   
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IMPORTANT REMINDERS ABOUT 

YOUR DRESS AND SERVING MASS! 
 

• Arrive at least 20 minutes before your 

scheduled Mass. This is important 

• Your appearance should always be neat.   

• Know that sometimes your clothing, if it is 

especially bright, may be seen through your alb.  

Choose your clothing carefully for Mass staying 

away from bright patterned shirts.   

• Shoes should be black or dark brown with dark 

socks, please do not wear tennis shoes,or Flip-

flopsopen-toe shoes may be worn if appropriate. 

• Jeans are permitted if they are neat and do not 

drag on the ground.   

• Whenever walking during Mass, move reverently, 

do not rush nor run around the church! “Nice and 

easy”! 

• You are responsible for finding your own 

substitute.  Use the scheduler program for 

assistance.   

• Those servers who do not serve, nor get subs 

for their scheduled Masses, during a three-

month period will receive a letter asking if they 

are still interested in serving.  It is important to 

respond to this letter to remain on the serving 

schedule.   
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HOW TO USE THE ALTAR SERVER 

MINISTRY SCHEDULER PROGRAM: 
 
Note:  Please check with your parents first before signing up on 

this list especially if you are using a family email address. 

 

The Altar Server schedule is generated by Ministry 

Scheduler Pro.  Your/your families email address has 

been entered as part of your Profile. You will receive 

login information in order to access your profile. To 

login go to basilthegreat.org. Go to the ‘ministries’ tab 

and click ‘liturgical’. Then click on ‘St. Basil Web 

Terminal’ on the left hand side of the screen. Enter 

username and password and then login.  At any time, 

you can check your profile, make changes, and request 

a sub online or in the mobile app.  

 

To download the mobile app, go to the app store and 

search for Ministry Scheduler Pro. Download the app 

and enter the organization ID: stbasil. Then login with 

your username and password. 

 

Please note that servers cannot enter “Mass 

Preferences”.  You can only enter “Can’t Serve” dates. 

 

If you are scheduled, but later cannot serve (due to 

illness or family emergency), please request a sub as 

soon as possible … do not wait until the last minute. To 

request a sub, go to your profile, click on “My 

Schedule” and click on the link to request a sub.  An 

email will be sent out to all the other servers.  You will 
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also receive requests as well.  You can respond to the 

request and offer to sub if available. 

 

Also, a hard copy of the server schedule is available in 

the Sacristy along with phone numbers if you prefer to 

call a friend to switch with you. A link to a short video 

explaining the scheduling process is available on the 

St. Basil website—www.basilthegreat.org. 

 

 



 19 

AN ALTAR SERVERS PRAYER  

 
Almighty God, 

you call us to the Holy Sacrifice 

of the Mass. 

I thank you for having called me 

to serve and assist the priest  

in this celebration.   

May I be worthy of the trust placed 

in me 

and through my example  

and service 

bring others closer to you. 

I ask this  

in the name of Jesus Christ, 

who is Lord forever and ever. Amen. 

 

 

 


