Serving Procedures at Sunday Eucharist

Please arrive at least 15 minutes before Mass!

Server Training Review Updated 11/15/07 (new items are underlined)
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Assist Sacristan - Mass setup - offer to help.

Greet servers - alb & cincture go on, sign in - go over responsibilities - be as fair as possible.
Five minutes before Mass, ring tower bell (or assign a server to do it) 8-10 rings.

Find 2 servers to stand during communion on sides of the Celebrant, Deacon or Eucharistic
Minister - other 2 will kneel.

If servers don't show, recruit substitutes from congregation to fill in at last minute. Share duties
among the servers that are there if no one else available. 2 - just candles; 3 - cross too.

Walk hands folded behind candle bearers in procession - make sure servers are ready if team of
four. Go to right and wait to bow with Father before going up ramp.

Hold Red Sacramentary for Father (or Deacon) for the Penitential Rite , Opening Prayer and
Closing Prayer.

After intercessions, chalice, paten, wine glasses (in diagonal row) and big Sacramentary - left
side. Help with gifts with the other server.

Stand near credence table to assist server. Have server stand by Father’s chair with bowl and
towel while you clear empty wine decanter. Then help server wash Father’s hands. All walk
behind backdrop. Make sure bells are in place.

Make sure Father's chalice is left on the altar until he (or the Deacon) purifies it after communion.
Have somebody ready to bring the water to Father (or the Deacon) after communion. Then clear
altar of items.

Smoothly lead servers during Mass, all acting reverent. Non-verbal signals, positive help for new
servers.

Assist Father before, during or after Mass and be a positive leader for the "team" of servers.

Server Duties to be Shared (Ask Captain if you want to try something new-they can help you):

4.

Carry lit candles for procession, gospel, gifts (walking together) and recessional behind cross if
more than two servers. Try not to carry gifts, ask people to carry gifts and follow you. Candles
follow the cross right up in processional now and go to bench after candles are placed in front of
the ambo.

After gifts come forward: candle bearers return candles to back of altar, other server assists
Captain in helping Father (or the Deacon) put gifts on altar and holds bowl and towel by Father’s
chair as the Captain puts the empty wine decanter on credence table, then help Captain wash
Father’s hands. All kneel during the Eucharistic prayer on carpet in front of your seat-hands

folded and up.

Either stand with hands folded on sides of Father, Deacon or Eucharistic Minister during
communion or kneel (2 stand, 0-2 kneel). To make things smoother-two candle bearers move
down ramp next to ambo before Father steps up to ambo, as soon as Father steps up to ambo,
the shorter server steps forward and takes the lower candle and stands on the altar facing the
ambo and choir area and the taller server takes the upper candle and stands back on the ramp
facing the ambo.

Lead opening procession and closing recessional with cross. Cross goes right up in the
processional now.

While kneeling, ring the bells three times: (a) after Holy, Holy, Holy, when Father extends hands
over bread and wine (look to Captain for help on this one-listen also); (b) when Father elevates
bread and stops prayer; (c) when Father elevates cup and stops prayer.

Bring Father (or the Deacon) the water after communion so he can purify his chalice. Then help
Captain clear items from altar.

Sign in when you arrive.




What to do if no Captain shows up:
The server with the greatest number of years of service becomes the Captain for this Mass; if equal then
age (see experience/age chart).

1. Try to find server(s) from congregation to make up team of 4 if possible.
2. Follow the above info and the guidelines below; go over roles for all servers before Mass.
3. Make sure all duties are covered and that all are acting reverent.

New Serving Procedures in place July 21, 2007 and updated on November 15, 2007 are as follows:

Preparation:

1. Captain leads for sign-in on sheet, putting on alb (robe)/cincture (cord) and cross, finding subs,
choosing roles.

2. Make sure cross and candles are in server room in back of church. Light candles just before
Mass.

3. Ring tower bell 5 minutes before Mass begins (8-10 times).

Procession:

1. Line up: Cross bearer, then Candle-bearers side-by-side, followed by Captain with hands folded.

2. Lead procession slowly to altar. Take your time!

3. CHANGE: Cross bearer continues up on altar and places cross in the holder. Candle bearers
follow and place candles in front of ambo. Captain will move in front of ramp and bows when
Father reverences the altar.

4. All stand at the bench with hands folded and up. Captain has Sacramentary ready to go as soon
as Father or the Deacon is ready.

Penitential Rite / Opening Prayer:

1. Captain opens and holds the little red Sacramentary for Father or the Deacon. Open to the
page with the white tab.

2. Captain opens and holds little red Sacramentary for Father. Open to the page marked with
ribbon.

Presentation and Preparation of Gifts:

1. Candle bearers: Immediately after General Intercessions, when people sit, pick up candles and
process down center aisle to the Gifts Table in back of church. Lead procession back to
sanctuary. Place holders in back of sanctuary upon returning.

2. Cross bearer and Captain: Immediately after General Intercessions, when people sit, set up altar
with chalice (Father's cup) in the center of the corporal (small square white cloth), paten (Father's
plate) in front of chalice, and big Sacramentary on left. Place 4 communion cups on altar in a
diagonal row so it is easy for Father or the Deacon to fill them. Go to steps and wait with Father
or the Deacon to receive gifts.

3. Father or the Deacon will hand Bread and Wine to both of you. Set them on the altar. Cross
Bearer takes bowl and towel and stands near Father’s chair with Captain:

e Captain takes Wine decanter and stopper to credence table when Father or the
Deacon is finished pouring the wine.

e Both Captain and Cross Bearer move forward to wash Father’s hands just before he
is ready.

e The water is taken off the altar and the bowl is held on the right side.



e The server with the towel is on the left side. When Father hands server the towel,
both return to credence table, and then to the bench.

Eucharistic Prayer:

1. After the Holy, Holy, Holy, when Father extends his hands over the bread and wine, kneeling
server will ring the bells once. Captain helps.

When Father elevates the bread, the server will ring the bells once.

When Father elevates the chalice, the server will ring the bells once. Ring bells by turning the
wrist about 6 times-loud is okay.
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Our Father Prayer:

1. Move closer to Father to join hands; hold hands with the music ministers also.
2. Stay in place, share the Sign of Peace with Father and the Ministers of Communion.

Holy Communion:

1. When the Ministers of Communion line up at the back of the sanctuary, servers stand with them
to receive Communion.

2. Two servers will walk out after Father and stand reverently with hands folded on sides of Father,
the Deacon or other Minister.

3. Captain and other server will kneel in front of their seats until after communion and be ready to
bring water to Father.

After Communion:

1. When Father or the Deacon is ready, server brings Father or the Deacon the water to purify
chalice. Clear chalice after he consumes the water.

2. Captain takes Father little Sacramentary for Prayer after Communion and Final Blessing.

Going Forth:

1. When Father starts to go to the steps: The Cross-bearer gets the cross; the Candle bearers get
the candles.

2. Ready to process as cross, candles together, and Captain with hands folded.
3. Father bows, all servers turn and slowly lead procession to back of church.

After Mass:

1. Gointo server room and get changed - hang alb/cincture/cross neatly. See if anyone needs help.

2. Blow out candles and put them and the cross in the server room. 11am Mass-return cross and
candles to altar positions. Say “goodbye” to everyone.



