
 
 

Altar Server Ministry Handbook for Altar Servers & Parents 

Page 1 of 26       
©2023 Good Shepherd Catholic Community              V2.0-20230801 

 
 
 

     
     
Altar Server Ministry Handbook 

Angels in the Sanctuary  

Handbook for Altar Servers & Parents 
 
Good Shepherd Catholic Community.  Colleyville, Texas. 

 
All material in this document is subject to change without notice. It is the responsibility of the altar server and the 
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Dear Altar Servers, 
 

Allow me to commend you for your interest in joining the Ministry of Altar Servers at Good Shepherd Catholic Community (GSCC). You 
are committing to one of the most important ministries in our parish. Everyone who comes to Mass to celebrate the Eucharist will benefit 
from your ministry as altar server. 
 

You light candles, hold the books, handle the vessels, and assist the priest so that he can focus on leading the people in worship 
through word, prayer, and the Sacrifice of the Mass.  Your humble service helps all the other ministers to simplify their motions and to 
eliminate distractions during Mass.   
 

Your actions and movements at Mass may seem routine, but when you do them well and without fanfare, people attending Mass 
appreciate you because they are able to concentrate on Jesus.  People only notice the ministers at Mass when interruptions occur.  A well-
trained altar server is like a waiter at a fine restaurant who does not keep interrupting the people he is serving at table so that his guests can 
enjoy their meal. 
 

Please familiarize yourself with this handbook and all Altar Server Training and Practice requirements, so that you are the best 
prepared altar server that you can be.  I stand with you in prayer as together we do our best to serve God well at Mass.   
 
Thank you for volunteering and I look forward to serving with you.   
 
In Christ Jesus our Savior, 
 
(Rev.) Michael Ciski, T.O.R. 
Pastor 
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Altar Server & Parent Covenant 
 

Please read and discuss this handbook. If you agree to, and is able to, fulfill all the requirements in this handbook, please sign below, and 

return a copy to the Altar Server Ministry Lead. 
 

Altar Server 

• I freely on my own accord, choose to participate actively in this ministry. 

• I promise to demonstrate commitment at all times through devotion, dedication and discipline towards achieving excellence in 

serving the Lord throught my ministry.  

• I promise to: a) grow in my understanding of the Mass and my catholic Faith, b) receive communion and reconciliation regularly, c) 

participate in Faith Formation, either through the Parish, or attendance at a catholic school, or structured home study.  

• I promise to come to Mass prepared, having prayed beforehand and having gotten necessary rest.  

• I will review my assigned role and responsibilities regularly, correcting any mistakes or sloppiness per the feedback from the Head 

Server, the Altar Server Ministry Lead, and trainers.  

• I will be prompt, arriving at least 20 minutes before Mass for all roles, and 30 minutes before Mass if I am in the Head Server role. 

• If I will be absent, I will find a substitute, and communicate with the Altar Server Ministry Lead early. 
 

Parent(s) 

• I promise to assist my child in this ministry.  

• I promise to help and support my child demonstrate commitment at all times through devotion, dedication and discipline towards 

achieving excellence in serving the Lord.  

• I will speak with my child about the graces received in carrying out this ministry.  

• I will review my child’s responsibilities for this ministry, helping them to become familiar with the protocols.  

• I will ensure that my child has properly prepared for Mass, by being properly prepared and recollected myself.  

• I will ensure that my child arrives at least 20 minutes before Mass or 30 minutes before Mass for a Head Server.  

• I will assist my child in finding a substitute, when necessary. 

• I will volunteer to wash altar server robes every six (6) weeks (1-2 hours). 

 

__________________                         ___________________               ___________    

Altar Server     Parent                  Date 
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1.0 About the Altar Server Ministry 
An altar server must be willing, interested and committed to participate in this Ministry on his or her own accord and not by parental or peer pressure. A 
reluctant or disinterested server is a distraction to the celebrant, other servers, and the entire community. Similarly, parents must undertake an active 
role in supporting the server in this Ministry by ensuring that their altar server arrives to their assigned Mass on time. 
 

"When you take part in the Liturgy by carrying out your altar service, you offer a witness to all. Your absorption, the devotion that wells up from 
your heart and is expressed in gestures, in song, in the responses: if you do it correctly and not absent-mindedly, then in a certain way your witness 
is one that moves people."   -Pope Benedict XVI addressing altar servers on August 2, 2006  
 
“You do not encounter Jesus placed on an inaccessibly high throne, but in the bread and wine of the Eucharist. His word does not shake the 
doorposts, but rather caresses the strings of the heart . . . If we do not resist him, Jesus will touch our lips with the flame of his merciful love, as he 
did to the prophet Isaiah. This will make us worthy to receive him and to bring him to our brothers and sisters.”  - Pope Francis addressing Altar 
Servers on August 4, 2015 

 
Just like Martha in Luke 10:38-42, where she prepared the food and served it to Our Lord, an altar server performs all assigned duties with attention, 
dignity and reverence because they are serving in the presence of Our Lord. The Sanctuary is holy, and access to it is restricted to a very few people. Do 
not abuse the privilege you have been given to enter the sanctuary by being disrespectful or irreverent. Remember we are in God’s house.   
 
Just like Mary in Luke 10:38-42, where she listened and observed Our Lord at His feet, an altar server knows the entire Order of the Mass, all the 
responses, and all the principal prayers of the Mass. Each server must take the time to memorize these prayers if they do not already know them. Each 
server must identify, know the purpose of, and properly use each liturgical item used at Mass.  
 
Just as Martha and Mary were a team, each playing their role, in serving Our Lord, the altar servers, at each Mass, are a team, each playing their assigned 
role, in serving Our Lord and His community.  Every role is important to the celebration of the Eucharist. By ministering at the Lord’s altar, each altar 
server may also be actively discerning the possibility of serving the church in the future as a priest, deacon, or religious sister or brother. 
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1.1 Patron Saints of Altar Servers 

1.1.1 Saint Tarcisius 

Feast day:  August 15 
Saint Tarcisius (263 - 275) is a Co-Patron Saint of our Good Shepherd Altar Servers 
 
Tarcisius was a twelve-year-old Altar Server/Acolyte during the period of the Valerian’s Persecution in the third century. During this 
time, a deacon was sent to carry the Eucharist to those Christians in the prison. At one point, there was no deacon available, so Tarcisius 
was sent to carry the "Holy Mysteries" to those in prison. 
 
On the way, he was stopped by his playmates, who were not Christians. He was asked to join their games, but this time he refused. The 

crowd of boys knew that he was a Christian and also noticed that he was carrying something. They turned into a mob and beat Tarcisius, to find out what 
he was carrying. It is believed that a fellow Christian rescued Tarcisius from the mob. Tarcisius died on his way back to the catacombs. He was buried in 
the cemetery of Saint Callistus, and his relics are kept at the the church of San Silvestro in Capite. He is an example courage and devotion. Saint Tarcisius, 
pray for us! 
 

1.1.2 Saint Clitherow 

Feast day:  March 25 
Saint Margaret Clitherow (1556 -1586) is a Co-Patron Saint of our Good Shepherd Altar Servers.  
 
Margaret was one of the Forty Martyrs of England and Wales. She was raised as a Protestant in the Church of England. After she was 
married to John Clitherow for three years,  she made the decision to become Catholic. It was a brave decision because she lived during 
the reign of Queen Elizabeth I, who wanted to rid England of all Catholics and the practice of the Catholic faith. 
 
She had two hiding places built in their home. One was a small room for priests to hide from the persecution. The other was a small 

cupboard where she kept the sacred vessels for celebrating Mass. Catholics came secretly to her house for celebrations of the Mass and for the reception 
of the other Sacraments.  At the age of 30, she was arrested and executed for harboring Roman Catholic priests. Saint Margaret Clitherow, pray for us! 

  

https://www.britannica.com/topic/Forty-Martyrs-of-England-and-Wales
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1.2 Altar Server Prayers 

Prayer before Mass 
Open my mouth, O Lord, to bless your holy name. 

Cleanse my heart from all evil and distracting thoughts. 
Enlighten my understanding, inflame my will, 
That I may serve worthily at your holy altar. 
O Mary, mother of Christ, the high priest, 

obtain for me the most important grace of knowing my vocation in life. 
Grant me a true spirit of faith and humble obedience, 

so that I may ever behold the priest as a representative of God 
and willingly follow Him in the Way, the Truth and the Life of Christ.   

Amen 

Prayer after Mass 
O Lord, Jesus Christ, eternal High Priest, I thank you for the privilege of 

having served at the holy altar of your sacrifice. 
Now, as I put aside the garment of that service, I ask that I may at all times 

think of you. May I ever seek you and find you;  
May I always follow you; May your priestly spirit be in my heart and your 

holy name on my lips; And to your praise and glory may every work of 
mine be done. 

Ever ready in your service, may I always know and do your will in all things 
and, by your grace, persevere unto the end. 

Amen. 

 

1.3 USCCB Guidelines for Altar Server Ministry 

The following guidelines were prepared by the Bishops' Committee of the United States Conference of Catholic Bishops (USCCB) on the Liturgy and 
presented to the National Conference of Catholic Bishops for discussion at the June 1994 Special Assembly on Thursday, June 16, 1994. The suggested 
guidelines may be used as a basis for developing diocesan guidelines. 
 

1. Although institution into the Ministry of acolyte is reserved to lay men, the diocesan bishop may permit the liturgical functions of the instituted 
acolyte to be carried out by altar servers, men and women, boys and girls. Such persons may carry out all the functions listed in no. 100 and nos. 
189-193 of the General Instruction of the Roman Missal.  

2. The determination that women and girls may function as servers in the liturgy should be made by the bishop on the diocesan level so that there 
might be a uniform diocesan policy. 

3. No distinction should be made between the functions carried out in the sanctuary by men and boys and those carried out by women and girls. The 
term "altar boys" should be replaced by "servers". The term "server" should be used for those who carry out the functions of the instituted 
acolyte. 

4. Servers should be mature enough to understand their responsibilities and to carry them out well and with appropriate reverence. They should 
have already received holy communion for the first time and normally receive the eucharist whenever they participate in the liturgy. 

5. Servers should receive proper formation before they begin to function. The formation should include instruction on the Mass and its parts and 
their meaning, the various objects used in the liturgy (their names and use), and the various functions of the server during the Mass and other 
liturgical celebrations. Servers should also receive appropriate guidance on maintaining proper decorum and attire when serving Mass and other 
functions. 



 
 

Altar Server Ministry Handbook for Altar Servers & Parents 

Page 8 of 26       
©2023 Good Shepherd Catholic Community              V2.0-20230801 

 
6. Since the role of server is integral to the normal celebration of the Mass, at least one server should assist the priest. On Sundays and other more 

important occasions, two or more servers should be employed to carry out the various functions normally entrusted to these ministers. 
7. Servers should normally be vested. This is within the tradition of the Church and prevents difficulties regarding appropriate dress for these 

ministers. All servers should wear the same liturgical vesture.1 
8. 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 the priest Celebrant and Deacon as necessary. When appropriate, a server may also ring a bell as a signal to the 
faithful. 

9. Servers respond to the prayers and dialogues of the priest along with the congregation. They also join in singing the hymns and other chants of 
the liturgy. 

10. Servers should be seated in a place from which they can easily assist the priest Celebrant and deacon. The place next to the priest is normally 
reserved for the deacon. 

11. Servers may not distribute holy communion unless they have been mandated for this function by the bishop. 
12. The Order for the Blessing of Altar Servers, Sacristans, Musicians, and Ushers (Book of Blessings, nos. 1847-1870) may be used before servers first 

begin to function in this Ministry. 

1"In the diocese of the United States of America, acolytes, altar servers, lectors, and other lay ministers may wear an alb or other suitable vesture or other appropriate and dignified 

clothing." (GIRM-General Instruction of the Roman Missal 337-341) 
Reference: https://www.usccb.org/prayer-and-worship/the-mass/frequently-asked-questions/guidelines-for-altar-servers 
 

1.3.1 Safe Environment 

The Charter for the Protection of Children and Young People is a comprehensive set of procedures originally established by the USCCB in June 2002 for 
addressing allegations of sexual abuse of minors by catholic clergy. All altar servers, trainers, and anyone working in any capacity at Good Shepherd must 
attend safe environment training. It is up to each individual to ensure that the safe environment training is active. 
 
Reference: https://www.usccb.org/offices/child-and-youth-protection/charter-protection-children-and-young-people 
Reference: https://www.usccb.org/resources/Charter-for-the-Protection-of-Children-and-Young-People-2018-final%281%29.pdf 
 

1.3.2 Transfering from Another Parish or Currently Serving at a Catholic School 

Anyone currently serving at their catholic school in the Dallas/Fort Worth area, must go through all of the GSCC requirements for altar servers without 
exception. 
o Anyone who has served before in another parish outside the Dallas/Fort Worth area and is joining GSCC, as new parishioners, will have an opportunity to have a 

discussion with the Altar Server Ministry lead, and be assessed by the coordinator, the training team and/or the priest responsible for the Altar Server Ministry, 
and a customized training program created based on past experience and competency.  

o The server will then be placed into the level most consistent with their age, grade, competency, and the frequency and duration of serving as evaluated by the 
Altar Server Ministry Lead and Trainers.  

https://www.usccb.org/prayer-and-worship/the-mass/frequently-asked-questions/guidelines-for-altar-servers
https://www.usccb.org/test/upload/Charter-for-the-Protection-of-Children-and-Young-People-2018-final(1).pdf
https://www.usccb.org/offices/child-and-youth-protection/charter-protection-children-and-young-people
https://www.usccb.org/resources/Charter-for-the-Protection-of-Children-and-Young-People-2018-final%281%29.pdf


 
 

Altar Server Ministry Handbook for Altar Servers & Parents 

Page 9 of 26       
©2023 Good Shepherd Catholic Community              V2.0-20230801 

 
o Once the server passes the competency assessment requirements for the level, s/he will be scheduled to serve. Until the server passes the assessment, s/he can 

however, be scheduled to be serve as an Apprentice Observer only. 

 

1.3.3 Appearance & Dress Code 

Dress code requirements that present undue hardship on servers or their family should be brought discreetly to the attention of the Altar Server Ministry 
Lead so that accommodations can be made. 
 

CLOTHING 
• Clean appearance and proper clothing should be worn while serving Mass.  
• Modesty should be preferred over fashion.  
• It is recommended that servers wear light, solid colors. 
• Jeans, shorts, and t-shirts are not appropriate to be worn at Mass.  
• White shirt (or blouse for girls), black or dark pants.  
• Shirts may be button-up or polo  
• Girls may wear skirts of a modest length, but not too long as to cause a tripping hazard 
 
SHOES 
• Dress shoes should be worn, preferable black, brown, or tan.  
• Athletic shoes, sneakers, flip flops, and sandals are not appropriate at the altar.  
• Shoes should have conservative heel and good traction. Worn soles and high heel present a real hazard for tripping and slipping 
  
HAIR 
• Hair should be neat and trimmed, appropriate for boys and girls. Girls should have their hair tied back so that it is not in their faces or be accidentally 

burned by candle flames.  
 
JEWELRY 
• Servers should refrain from wearing anything that will make noise or will be distracting while serving. Watch alarms must be silenced.  
 
MAKEUP 
• Wearing makeup should be modest. 
 

1.3.4 Scheduling 

The goal of the Altar Server Ministry is to maintain a roster of seventy-five (75) active altar servers. Beyond the seventy-five servers, more servers maybe 
trained and/or placed on a list to be trained (inactive status), until a place becomes available in the active roster. All scheduling is done through the 
planning center. All altar servers are expected to use the planning center and its communication features as explained in the Planning Center section.   
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The goals associated with scheduling are: 

• Scheduling servers on a rational basis ensures that all routine Masses have appropriate coverage and skill.  
• Scheduling for the majority of weekends (except holiday weekends) minimizes the burden on family life as it relates to travel and 

commitments on special occasions while providing an opportunity for server to volunteer to serve to our community if they are in town.  
• Scheduling ensures equal opportunity for all servers to gain the necessary experience to develop in this ministry. 
• Scheduling defines the minimum number of servers needed to assist the Celebrant and the Deacon at Mass.  

 
The number, level and role of servers: 

• There will be five servers scheduled for the majority of weekend masses with assigned roles regardless of the Level of knowledge attained. 
• The rotation to serve each of the weekend Masses is approximately every 2 to 4 weeks.  
• To minimize the burden on families, teams will not be scheduled on holiday weekends. Instead, all servers will have an opportunity to 

volunteer to serve on holiday weekends with a goal of having at least two servers present per holiday weekend Mass.  
• Special masses will not be scheduled using the rotating team concept. Instead, a special team will be selected based on the roles and the skill 

set needed. Special Masses include: Holy Thursday, Good Friday, Easter Vigil, Confirmation, First Communion, Funerals, Mass with the Bishop. 
• A server may request to be added to the schedule to serve Daily Mass.  
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2.0 Core Values 
Serving at the altar in the sanctuary for the Lord is a privilege.  Next to the Celebrant and the Deacon, the altar servers are involved in the holiest and most 
sacred event and play a part in the preparation of the Eucharist. Therefore, altar servers must demonstrate passion at all times through devotion, 
dedication and discipline. Parents must be willing and able to support their child in this journey towards spiritual excellence in serving our Lord and Savior 
in His Sanctuary with Confidence, Reverence and Respect at all times, just as angels serve Him in heaven. 
 
DEVOTION: A COMMITMENT TO WHAT WE BELIEVE.  

• A love of God and the catholic faith.  
• A strong desire to do God's work and serve His people with passion.  
• A willingness to conduct yourself in a manner that is pleasing to the Lord.    

 
DEDICATION: A COMMITMENT TO HOW WE ACT.  

• The commitment to fully meet the requirements of the service you have chosen.  
• The commitment to fulfill your duties when scheduled in any role with passion.  
• The commitment to help the entire altar server team to do well.  
• Dedication to service comes from our love and Devotion to the Lord.  
• Dedicated Altar Servers know that others are counting on them. Help other servers when 

needed, and never say "That's not my job."  
• Altar Servers wearing vestments are close to the preparation of the Eucharist.  
• Devoted Altar Servers know that their service is important to the whole faith community. 

Through their service at the Altar, others are able to grow in their love of the Lord.  
• Even if the server is not serving, the actions should be an example to the rest of the 

congregation and others who might be considering the Altar Server Ministry.  
 
DISCIPLINE: A COMMITMENT TO HOW WE SERVE.  

• The self-control that allows Altar Servers to carry out their duties with precision.  
• The determination to do what needs to be done, the right way every time with passion.  
• The desire to be prepared, to arrive early to help prepare for Mass, and to ensure that the rest of the Altar Server Team is prepared.  
• The initiative to pay attention and think about what the celebrant, the deacon and other altar servers will do next.  
• The desire to improve each time. Asking at the end of each Mass, "What could I have done better?"  
• The motivation to listen to coaching with an open mind and a willing heart.  

 

SPIRITUAL EXCELLENCE: the culmination of DEVOTION, DEDICATION, DISCIPLINE for doing things well, with passion, decent, in order, pleasing to God. 
Reference: https://www.usccb.org/prayer-and-worship/the-mass/frequently-asked-questions/guidelines-for-altar-servers 

 

https://www.usccb.org/prayer-and-worship/the-mass/frequently-asked-questions/guidelines-for-altar-servers
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3.0 Curriculum 

3.1 Approach 

Alter Server Levels are used for the purpose of instilling knowledge and attaining a set of skills through practice.  Altar Servers reach a level or nominated 
to a level based on age, grade, competency, and the frequency and duration of serving. All servers start at the Apprentice (A) level in an Observer role.  
Servers must first complete the training, workshops, practices as scheduled and observe other servers as assigned, and pass an assessment prior to being 
promoted into one of the three (3) server levels, Junior (J), Senior (S), and Lead (L), levels. Servers can then be promoted after meeting the requirements 
of the lower level and passing the assessment for the next level.  A server at a higher level is expected to know more and to be able to lead lower-level 
servers per the server values.  
 
The curriculum approach is to increase knowledge and skills of the server, by level, in order to strive for Spiritual Excellence, which is the culmination of 
DEVOTION, DEDICATION, DISCIPLINE for doing things well, with passion, decent, in order, pleasing to God.  The curriculum framework consist of:  
o Knowledge focuses on the what and why: the Word, the Scriptures, the Traditions of the Catholic faith brought together to serve the Lord at His altar. Knowledge 

focuses on prayers, responses during Mass and why activities/responsibilities are conducted at certain times of the Mass or a service. Combined, knowledge and 
practicum relate to the performance of the altar server during Mass or a special service. A server is assessed based on elements of the core values. 

o Practicum focuses on when and how. When responsibilities need to be done are mastered through observation and practice, of serving Mass and other services. 
The more observation and practice the better prepared the altar server is to serve.  

 
The curriculum framework enables the server, strive for spiritual excellence, by helping:  
o the server use the acquired knowledge to perform the roles, responsibilities, and procedures assigned. 
o the server plan ahead with the ability to react to a situation and follow behaviors the altar server has found to succeed in the past. 
o the server to have a repertoire of possible actions to take and have been trained in them. 
o the server to gain experience through repeated training, practices and serving. 
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3.1.1 Altar Server Levels 

 
 
As the server reaches the next level or nominated to the next level, the server is expected not only to live the core values of Devotion, Dedication, 
Discipline but also to master the material. Servers who demonstrate, and live the core values and higher level of maturity, leadership, knowledge, skills, 
teamwork, competency, helping others, taking initiative, practice, experience, and achievement are:  

a) Given more responsibilities at Mass and other services through roles. 
b) Annually nominated and encouraged to attain the next level of knowledge and practicum for more responsibilities at Mass, based on age, grade, 

competency, and the frequency and duration of serving 

 
While each Mass has roles that are filled by altar servers who have attained different levels, all roles are necessary for the Liturgy and are equally 
important.  Therefore, no role is considered unimportant, irrelevant, or “small” for serving the Lord at His altar. Each Mass has the roles of one Head 
Server, two Servers @ Altar and two Candle Bearers with other servers as needed for special Masses and celebrations for specific roles.  A role is not a 
level, for example, while the Head Server is a role not a level, s/he is assigned from a list of altar servers who have attained either senior or lead level 
because a Head Server is expected to have attained a level of knowledge that is necessary to carry out the role.  All servers regardless of their level are 
expected to fill the roles necessary for Liturgy as described in the Mass roles and responsibilities.   
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3.1.2 Altar Server Roles  

  Altar Server Level 
Roles @ Mass Number Apprentice Junior Senior Lead 

Head Server (Cross Bearer) 1 No No Yes Yes 

Thurifer 1 No No Yes Yes 

Server @ Altar 2 No Yes Yes Yes 

Candle Bearer 2 Yes Yes Yes Yes 

Observer Open Yes No No No 

General Rules: 
1) Live the core values of Devotion, Dedication, Discipline to strive for Spiritual Excellence in serving our Lord and Savior in His 

Sanctuary with Confidence, Reverence and Respect at all times, just as angels serve Him in heaven. 
2) A lead, senior or a junior is able to, therefore, must be willing, to serve in any role as assigned by the Ministry Lead, that the server is trained in.  
3) Before and/or after mass i.e. at all times while in the church, if you cross in front of the altar and/or Tabernacle wthout anything in your hands, 

stop face the altar or the Tabernacle proufound bow and continue with the action.  
4) When not actively engaged in carrying something your hands should be together (as in praying). “Your Hands Belong to God” during the Mass. 
5) Anytime you hand or receive a Sacred Item from the Celebrant and/or the Deacon you bow to them.  
6) Do not hold hands during the “Our Father“ your hands should be together. 
7) Altar Servers do not wave to parents and/or friends in the congregation and do not leave the Sanctuary to give the Sign of the Peace to anyone. 
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3.2 General Qualifications & Requirements 

New servers will have the opportunity to answer the question, “Why do you want to be an altar server?”  Servers should feel a personal calling to service. 
If you feel your parents or others are pressuring you to serve, but you do not want to serve, quietly let the Altar Server Ministry Lead or your assigned 
trainer know. The Altar Server Ministry Lead will assist you in discerning if this is the right time for you to begin the altar server ministry. If this is not the 
right time, then you are welcome to start again when you are ready. 
 

Ref # Qualifications & Requirements 
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1.00 General 

1.01 All altar servers and their families must be registered members and are required to ensure you are in 
good standing, so the server can be scheduled for Mass or other services. 

o Servers must actively practice the catholic faith and receive Communion and Reconciliation 
regularly. 

o Servers should be currently participating in a program of Faith Formation, either through the Parish 
Faith Formation Program, or through attendance at a catholic school, or through structured home 
study.  

o Servers not meeting this requirement should discuss their situation the Altar Server Ministry Lead. 

     Yes Yes Yes Yes 

1.02 Safe Environment training/renewal 

The Office of Safe Environment of the Diocese of Fort Worth manages the Safe Environment training 
programs in accordance with the USCCB Charter for the Protection of Children and Youth.  

Reference: https://fwdioc.org/safe-environment 

     Yes Yes Yes Yes 

1.03 Complete the Altar Server application form 

There must be a completed application form and it is the responsibility of the individual server and the 
Altar Server Ministry Lead to have one. 

     Yes Yes Yes Yes 

1.04 Complete or renew altar server and parental agreement form (until driver’s license is obtained) 

There must be a completed altar server and parental agreement to ensure that altar servers 
understand their commitment, and that parents become a part of the server’s journey. 

     Yes Yes Yes Yes 

1.05 Minimum Age      9 10 12 14 

1.06 Must have made 1st Confession      Yes Yes Yes Yes 

1.07 Must have received 1st Holy Communion      Yes Yes Yes Yes 

http://www.usccb.org/issues-and-action/child-and-youth-protection/charter.cfm
https://fwdioc.org/safe-environment


 
 

Altar Server Ministry Handbook for Altar Servers & Parents 

Page 16 of 26       
©2023 Good Shepherd Catholic Community              V2.0-20230801 

 

Ref # Qualifications & Requirements 
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2.00 Knowledge & Practice 

2.01 Semi-Annual refresher training. Must attend one of the Training & Practice sessions annually to be 
eligible to server during the current year. 

     Yes Yes Yes Yes 

2.02 Servers can reach the next level or nominated to the next level based on age, grade, maturity, 
leadership, teamwork, competency, helping others, taking initiative, frequency and experience through 
duration of serving, by attending the next level training and practice session and passing an assessment 
for that level. 

     Yes Yes Yes Yes 

2.03 Practices are mandatory when there is significant new information, or when there are liturgical 
changes. When a server misses a mandatory practice, they will be required to make up the practice 
before being scheduled again. Every effort will be made to give the server a choice of multiple sessions 
for mandatory practices 

     Yes Yes Yes Yes 

2.04 Special Masses & Celebrations: Each service may require additional training, practice and/or rehearsals, 
e.g. Bishop’s Mass, Triduum Masses, etc., When altar servers are selected for the special Mass they 
must be willing to attend the required sessions or a substitution will be made. 

     Yes Yes Yes Yes 

2.05 Additional self-study for each level: Read the Altar Server Manual available in the Planning Center or 
request from the Altar Server Ministry Lead. 

     Yes Yes Yes Yes 

2.06 Servers will be required to memorize the prayer responses of the Mass. In addition know the names, 
purpose and use, and significance of the Order of the Mass, Liturgical Colors & Seasons, Sacred Space & 
Items, Sacred Books, Vessels & Vestments, People & Ministries, Signs & Symbols, Gestures & Posture. 

     Yes Yes Yes Yes 

3.00 Living the Core Values 

3.01 DEVOTION: A COMMITMENT TO WHAT WE BELIEVE      Yes Yes Yes Yes 

3.02 DEDICATION: A COMMITMENT TO HOW WE ACT      Yes Yes Yes Yes 

3.03 DISCIPLINE: A COMMITMENT TO HOW WE SERVE      Yes Yes Yes Yes 

3.04 Attendance: Must serve scheduled Mass(es), or find a substitute through the Planning Center, and 
always inform the Altar Server Ministry Lead. Inability to serve as scheduled more than three (3) times 
in one (1) maybe grounds for removal or to be placed in an inactive status from the Altar Server 
Ministry to free a place for new  server to join the ministry. 

The Head Server is expected to arrive 30 minutes before the start of Mass. 

All other altar servers must arrive at least 20 minutes before the start of Mass. 

     Yes Yes Yes Yes 

  



 
 

Altar Server Ministry Handbook for Altar Servers & Parents 

Page 17 of 26       
©2023 Good Shepherd Catholic Community              V2.0-20230801 

 

3.3 Altar Server Levels & Requirements 

This section provides the requirements for each level that must be met before a server is considered an active server that is scheduled for a 
role at Mass. 

3.3.1 Apprentice Level 

Ref # APPRENTICE QUALIFICATIONS No Cross 
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3.01 APPRENTICE 
Candidates must meet the following requirements to be eligible to be an Apprentice Server: 

o At least 9 years of age. 
o Must have made 1st Confession. 
o Must have received 1st Holy Communion 
o Have a strong desire to serve the Altar of our Lord and Savior, Jesus Christ. 
o Be an active member of the parish. 
o Fulfill all of the knowledge expected of the server. 
o Fulfill all of the activities/responsibilities expected of the server. 
o A new Apprentice must have observed a minimum of four (4) Sunday Masses before the 

Apprentice is allowed to participate i.e. scheduled in the specific Mass role for the Apprentice 
level.  

o As soon as a new recruit signs up for an Apprentice Training & Practice session the new recruit 
may request that s/he be allowed to be an observer in writing to the Altar Server Ministry Lead 
who will then add the new recruit to the altar server group. 

o After completing the required Apprentice Training & Practice, if the Apprentice has fulfilled the 
observations requirement, then the Apprentice Server will be scheduled for a role to serve. After 
attending the Training and Practice session if the Apprentice has not fulfilled the observations 
requirement, then the Apprentice will be an Apprentice Observer 1st until the observations 
requirement is fulfilled. Once fulfilled, the new Apprentice will be designated an Apprentice 
Server and will be scheduled for a role to serve. 

 
When an Apprentice feels s/he is ready to qualify for the Junior level or nominated for the Junior level: 

o Must meet the basic eligibility requirements of the Junior level. 
o Attend one of the Junior level training and practice classes offered annually.  
o After attending the class pass the assessment for the Junior level. 

     Yes    
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Ref # APPRENTICE QUALIFICATIONS No Cross 
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o If the server does not pass the assessment the server remains at the current level until the next 
training and practice class is offered when s/he can try again! 

 

3.3.2 Junior Level 

Ref # JUNIOR QUALIFICATIONS 
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4.01 JUNIOR 

Candidates must meet the following requirements to be eligible for promotion to Junior Server: 

o At least 10 years of age. 
o Active as an altar server in good standing for at least 6 months.  
o Served as an apprentice at least 10 or more times in the 6 months 
o Fulfill all of the knowledge expected of the server. 
o Fulfill all of the activities/responsibilities expected of the server.  
o Must have the highest level of assessments for the times served.  
o Must attend one of the Training & Practice sessions annually to be eligible to server during the 

current year. 
 
When a Junior feels s/he is ready to qualify for the Senior level or nominated for the Senior level: 

o Must meet the basic eligibility requirements of the Senior level. 
o Attend one of the Senior level training and practice classes offered annually.  
o After attending the class pass the assessment for the Senior level. 
o If the server does not pass the assessment the server remains at the current level until the next 

training and practice class is offered when s/he can try again! 
 

      Yes   
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3.3.3 Senior Level 

Ref # SENIOR QUALIFICATIONS 
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5.01 SENIOR 
Candidates must meet the following requirements to be eligible for promotion to Senior Server: 

o At least 12 years of age. 
o Active as an altar server in good standing for at least 24 months.  
o Served in any service (not only Mass) at least 36 times over past 24 months.  
o Fulfill all of the knowledge expected of the server. 
o Fulfill all of the activities/responsibilities expected of the server. 
o Must have the highest level of assessments for the times served.  
o Must attend one of the Training & Practice sessions annually to be eligible to server during the 

current year. 
 

When a Senior feels s/he is ready to qualify for the Lead level or nominated for the Lead level: 

o Must meet the basic eligibility requirements of the Lead level. 
o Must be interviewed by the Ministry Lead, Liturgy Coordinator, the Master of Ceremonies, and 

the Friar responsible for the Altar Servers. 
o Upon approval attend the Lead level training and practice classes offered annually.  
o After attending the class pass the assessment for the Lead level. 
o If the server does not pass the assessment the server remains at the current level until the next 

training and practice class is offered when s/he can try again! 
 

       Yes  

 

3.3.4 Lead Level 

Ref # LEAD QUALIFICATIONS 
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6.01 LEAD 
Candidates must meet the following requirements to be eligible for promotion to Lead Server: 

        Yes 
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Ref # LEAD QUALIFICATIONS 
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o At least 14 years of age (or by special assignment) 
o Not all servers will qualify or be approved as Lead Altar Servers. Those who aspire to higher 

dedication in their service should discuss their intentions with the Ministry lead and the Liturgy 
coordinator.  These servers are given responsibilities beyond what other servers are asked or 
permitted to do. 

o Willingness to serve through high-school. 
o Participate in special Masses as selected and assigned. 
o Willingness to train and/or conduct practices for altar servers assigned. 
o Active as an altar server in good standing for at least 24 months.  
o Served in any service (not only Mass) at least 72 times over past 36 months.  
o Must be in the process of going through religious education to be confirmed. 
o Fulfill all of the knowledge expected of the server. 
o Fulfill all of the activities/responsibilities expected of the server. 
o Must have the highest level of assessments for the times served.  
o Must attend one of the Training & Practice sessions annually to be eligible to server during the 

current year. 
 

 

3.4 Assessment & Recognition 

The assessment form is provided below to enable the parent to observe their server and provide feedback to the server to uphold the Altar Server & 
Parent Covenant. In addition, it is to enable the parent to support the server in the journey towards spiritual excellence in serving our Lord and Savior in 
His Sanctuary with Confidence, Reverence and Respect at all times, just as angels serve Him in heaven.  
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Altar Server Ministry Assessment Form                                                                                                      Page 1 of 2 

This form is filled by an assigned trainer, assigned clergy, Emcee, the Ministry Lead, or the Head Server for each service 

 Date:  Mass Time:  Assessor Name: 

 Assessment: ▪1-Unacceptable   ▪ 2-Needs Improvement   ▪ 3-Meets Expectations   ▪ 4-Exceeds Expectations    ▪ 5-Outstanding 

# Area of Focus Head Server Thurifer Candle 
Bearer 1 

Candle 
Bearer 2 

Server @ 
Altar 1 

Server @ 
Altar 2 

 Name of Altar Server       

 Name of Substitute for Scheduled Server       

 Overall Assessment (1 to 5)       

1 DEVOTION: A COMMITMENT TO WHAT WE BELIEVE 

2 Sign of the cross       

3 Reciting prayers       

4 Singing songs       

5 Paying attention       

6 Genuflecting       

7 Head bowing in Sanctuary & Altar       

8 Profound bowing in Sanctuary       

 
9 DEDICATION: A COMMITMENT TO HOW WE ACT 

10 Arrival 30/20 minutes before Mass       

11 Attitude       

12 Teamwork       

13 Appearance & dress code       

14 Standing hand gesture       

15 Sitting hand gesture       

16 Standing until clergy [team sits]       

17 Confidence       

18 Reverence       

19 Respect       
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Altar Server Ministry Assessment Form                                                                                                      Page 2 of 2 
 Date:  Mass Time:  Assessor Name: 

 Assessment: ▪1-Unacceptable   ▪ 2-Needs Improvement   ▪ 3-Meets Expectations   ▪ 4-Exceeds Expectations    ▪ 5-Outstanding 

# Area of Focus Head Server Thurifer Candle 
Bearer 1 

Candle 
Bearer 2 

Server @ 
Altar 1 

Server @ 
Altar 2 

 Name of Altar Server       

 Name of Substitute for Scheduled Server       

20 DISCIPLINE: A COMMITMENT TO HOW WE SERVE 

21 Processional       

22 Carrying the candles   x x   

23 Carrying the cross x      

24 Processional formation @ altar       

25 Holding the Roman Missal x      

26 Receiving the gifts @ front of altar     x x 

27 Ringing bells x      

28 Handling of sacred vessels x    x x 

29 Handling washing hands (Lavabo)     x x 

30 Handling washing hands with incense  x   x x 

31 Clearing the altar x    x x 

32 Handling the visitation tray & binder   x x   

33 Thurible handling & Incensing  x     

34 Boat handling  x     

35 Incense handling for Gospel Reading  x     

36 Leading Deacon with Thurible  x     

37 Incensing @ Consecration  x     

38 Recessional formation @ altar       

39 Comments: 
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4.0 Annual Events  
The following are selected annual events that the Altar Server is expected to attend. 
 

 
 

  

Ref# Date(s) Event & Action(s) Room 
7.01 Twice a Year 

1st Sat. of Mar. 
1st Sat. after Labor 
Day. 
9:30am-3pm 
 
 
 
 
 
Liturgical Blessing 
2:45pm 

▪ Training Curriculum & Practice by Level 
□ Every server must attend either session to continue to be scheduled at the current level. 
□ Every server must pass the quiz for the current level to remain in that level. 
□ Parents invited to attend 9:30am-10:15am and stay. 
□  
□ Every server is encouraged to attend both sessions each year. 
□ To advance to the next level the altar server must attend one of the sessions, at the next level 

and pass the quiz for the new level. 

 

▪ Liturgical Blessing and commissioning of all trainers and altar servers. 

▪ Cross handing ceremony. 
 

Church 
Narthex 
Rooms 
Upper Room 

7.02 Last Sat. of April  
6pm – 8pm 

▪ Altar Server Ministry spiritual growth, recognition, and team building 
□ Dinner sponsored by Men’s Club/Knight of Columbus/Women’s Club 

Parish Hall or Upper Room 

7.03 2nd Sun. of Aug.  
6pm – 8pm 

▪ Altar Server Ministry spiritual growth, recognition, and team building 

▪ Pot luch dinner with theme agreed to by the parents 

Parish Hall or Upper Room 

7.04 1st Thurs. after 
Thanksgiving  
6pm – 8pm 

▪ Christmas Gathering (dinner, gift exchange, team building) 

▪ Give recognition awards based on attendance and assessment results to the top 10 servers. 
 

Parish Hall or Upper Room 
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5.0 Planning Center 
When you are unable to make it to a service that you are scheduled for, it is your responsibility to send an email to request a replacement. The planning 
center is used to reach all the servers via a notification. To use the planning center see the sections below. 

5.1 Planning Center Resources 

The following resources are available to the altar server and the parent to be downloaded and referenced prior to coming to the annual sessions and on 
an ongoing basis to refresh the mind of things to remember when serving and the reason for doing those sequence. 

• GSCC Altar Server Parent Handbook – Provides overview of altar server ministry and the question  “Why do you want to be an altar server?” 
• GSCC Altar Server Parent Covenant – To be signed by altar server and parent 
• GSCC Altar Server Ministry Training Practice Annual Agenda – Contains the agenda for the annual required session. Altar Server must attend one of 

the sessions 
• GSCC Altar Server Training Practice Manual – Provides all the details required to learn to be an altar server and the serving sequences for practicing. 

 

5.2 Planning Center from a Desktop 

Planning Center is located at https://services.planningcenteronline.com/dashboard/. Go into Planning Center and in the upper left click the Services 
dropdown and select Groups.  In Groups all Altar Servers should be members of the Altar Servers Group. Click on it.  Once in the group click on Email 
members: 
 

       
 
Fill out your message and send it. Be sure to say which Mass you are scheduled for and that you need a substitute. If you are the Head Server for that 
Mass mention that so a qualified altar server can be the Head Server replacement. 
 

https://services.planningcenteronline.com/dashboard/
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5.3 Planning Center from a Mobile Phone 

If you do not already have the Church app installed on your phone, go to the Apple store or Google Play and search for the Church Center app.  Once you 
install and open the app you will be asked to log in. Use the same email address you use for planning center. Once you are logged in click on groups at the 
bottom of the page. 
 

         
 

In groups you will see Altar servers. Click that. Click on messages and new. This will send a text message inside Groups to all Servers. Servers should all 
check the church app Friday and Saturday to see if someone needs a substitute. While this is a group chat, and we want the Altar servers to use it ne make 
sure your discussions have to do with the Altar Server Ministry. Questions, announcements, scheduling matters are all appropriate.  
 

5.4 Set Mass Preferences 

To set your mass preferences you will need to log in to Planning Center from a computer. I could not find a way to do this on a cell phone. 

 

• Log into Planning Center and on the upper right click the down arrow by your initials and click on My Profile. 

• Under Teams all the way to the right click on the small arrow. 
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Click on the dropdown that says, “All Times”  and select the Mass times you want to serve. This does not 
prevent you from signing up for other times it only tells me when I am scheduling the times you prefer. 
Having this set properly means I won’t put someone who normally attends 5pm Sat on the schedule for 
9am Sunday. Don’t worry about the weekdays as we are not scheduling servers for anything except the 
weekend masses.  

 

 

 

5.5 Set Blockout Dates 

Setting Blockout dates is the same on the phone or the computer. Log into Planning Center and click on My Schedule. There is a big button that says 
Blockout dates. 

 

 


