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Guidelines for Altar Servers 

Altar Server’s Prayer   

 

 O God, You have graciously called me to serve you at your altar. Grant me the graces that I 

need to serve you faithfully. We ask this through Christ, Our Lord ….  Amen.  

Altar Server Requirements and Responsibilities  

 

• Dress code for adult servers: business attire 

• Dress code for youth servers: pants and an appropriate top   

• Serve at every Mass scheduled. (If for some reason you cannot serve at the assigned Mass, it is 

your responsibility to find a replacement.)  

• Arrive at least 15 minutes before Mass and: 

 

o Go to the sacristy and sign in 

b. Go to the Vesting Room in Portico 3 and listen to and/or ask if there are any special 

instructions  

c. Make sure hymnals are on the altar servers’ bench so that you can join the community 

present reciting all prayers/responses and singing all hymns  

d. Check the credence table for altar preparation:  

 

   corporal         chalice 

   4 communion cups     4 communion plates (unless told otherwise) 

   4 purificators (small cloths)     small cruet with water 

   large pitcher with water, basin and cloth for hand washing (unless told otherwise) 

   Missal stand (if Celebrant uses it)  

 

If anything appears to be missing, check with a sacristan or deacon before Mass begins 

 

e. Also check the credence table (gold tray) for any gluten free hosts or pyx with hosts for 

extraordinary ministers.  If found, bring these to the altar with the other altar items at the 

Preparation of Gifts.  

 

Altar Server Role at Mass  

 

• Cross Bearer (entrance and recessional) 

• Hold the Roman Missal and/or other texts for the Celebrant /Deacon for the Collect (Opening 

Prayer), the Penitential Act, Universal Prayer (Petitions), and Prayer after Communion.   

• Join the Celebrant /Deacon at the foot of the altar to receive the gifts. 

• Bring the Roman Missal, the corporal, chalice, communion cups, and purificators to the  

            altar at the Preparation of the Gifts. 

• Assist with the Celebrant’s washing of hands. 

• Bring Communion plates to the altar as the Lamb of God is sung (after the kiss of peace is 

exchanged). 

• After communion, remove chalice, Missal and Missal stand from the altar and return them to their 

proper places. 
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Guidelines for Altar Servers (cont’d) 

Order of the Mass 

 

Entrance Procession 

 

• Cross Bearer, Lector/Deacon who carries the Book of the Gospels, Celebrant 

• Wait for one verse of the opening hymn to be sung, then walk slowly and reverently with the 

Cross down the center aisle. 

• When you, as Cross Bearer, reach the foot of the altar go to the left, place the cross in the holder, 

and go to your chair. 

• When signaled, bring the Roman Missal to the Celebrant holding it for him or come to the 

Celebrant who will give you the Roman Missal to hold. The Celebrant will greet the congregation, 

lead the penitential rite when the Deacon is not present, and pray the Collect. 

• Following the Collect, return to your chair with the Roman Missal.  

• When the Celebrant and Deacon (when present) stand and prepare to proclaim the Gospel, stand at 

your chair. 

• Following the Gospel, sit and listen to the homily. 

• When the Celebrant, Deacon, and congregation stand to begin the Profession of Faith (Creed), 

come to the Celebrant to hold the folder containing the Profession of Faith and Universal Prayer 

(Petitions). 

 

Preparation of Gifts/Offertory 

 

• Take items that follow to Celebrant or Deacon to prepare the altar:  

Start with the corporal.  Then take the chalice, communion cups, purificators, Missal and stand (if 

used).  Check again for any pyx with hosts (gluten free host or for extraordinary ministers) and 

bring them to the altar.  

• After the Celebrant and/or Deacon (when present) prepares the altar and proceeds to the foot of the 

altar, join them to receive the gifts.  When all gifts are received, return to the sanctuary presenting 

the gifts to the Celebrant as needed.   

Note:  If 2 Deacons are present, you do not need to go forward to receive gifts.  Instead, wait for 

the Deacon to arrive at the altar with the wine and take him the small cruet of water, as described 

below.    

• Bring the small cruet of water to the altar giving it to the Celebrant or Deacon (when present). 

After he hands back both the empty wine pitcher and the small cruet, take both back to the 

Credence Table.   

• Next assist the Celebrant with washing his hands bringing the large water cruet, bowl, and hand 

towel to him. 

• After the Celebrant washes his hands, return cruet, bowl, and hand towel to the Credence Table 

and return to the altar server’s chair.   

 

During/After Communion 

 

• During Communion remove the Roman Missal from the altar and place it on the altar servers’ 

bench; keep the corporal, and any pyx (with hosts) on the altar. 

• Check the Credence Table and make sure there is space around the tray at one end for the Deacon 

to purify the vessels after communion.  Adjust the location of the tray as needed. 
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• Guidelines for Altar Servers (cont’d) 

 

• After Communion, when the Celebrant has returned all hosts and closed the tabernacle, take note 

if the Celebrant or Deacon is removing the corporal from the altar.  If not, remove the corporal 

unless there is still a pyx (with host) on the altar.  If there are any pyx on the altar, leave the 

corporal on the altar until Mass concludes.  Then remove the corporal after Mass and take it to 

the sacristy. 

• After Communion, remain seated until the Celebrant stands and says “Let us pray…” then bring 

the Roman Missal to the Celebrant or Deacon (when present) who will open it to the appropriate 

page  

• Hold the Roman Missal for the celebrant as he prays the Prayer after Communion, then close the 

Roman Missal and return to the altar server’s chair 

 

Recessional  

 

• Following the final blessing get the cross, reverently move to the third pew of the main aisle, and 

face the Sanctuary.  

• The Celebrant/Deacon will reverence the altar and proceed down the steps to the foot of the altar.  

• As Cross Bearer, wait until Celebrant /Deacon bows or genuflects and then turn around to slowly 

proceed down the aisle to Portico Three.  

 

Terms and Their Definitions 

 

1. Altar - The table in the sanctuary where the Eucharistic Sacrifice takes place.   

2. Ambo - The lectern where the Scripture readings and homily are proclaimed.   

3. Book of Gospels - The book which contains the Gospel readings. It is usually carried in 

procession by the Deacon (when present) or the Lector and placed on the altar. 

4. Celebrant’s Chair - The chair in which the Celebrant sits. 

5. Chalice - The cup used by the Celebrant that holds the wine which becomes the Precious Blood at 

the consecration.   

6. Ciborium - The bowl which holds the consecrated hosts, the Body of Jesus.   

7. Communion Cups - Cups used for the distribution of the Precious Blood.  

8. Corporal - The large, square white linen cloth placed on the altar used to protect any particles of 

the Precious Body and Blood of Jesus from falling on the altar cloth.  It is always folded and 

unfolded to protect any particles from being lost.   

9. Credence Table - The table in the sanctuary where the cruets, chalice, cups, and bowls are kept.  

10. Cruets - The glass containers which hold wine and water. At Sunday liturgies a large glass pitcher 

or flagon is used for the wine. A large glass cruet holds the water for the washing of the 

Celebrant’s hands. A small glass cruet holds the water used at the Preparation of the gifts.   

11. Incense Boat - The small brass bowl that holds the incense. 

12. Lavabo Bowl - The dish or bowl in which the Celebrant washes his hands during Mass. 
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Guidelines for Altar Servers (cont’d) 

13. Lectionary - The Book of Readings used for the Liturgy of the Word at Mass.   

14. Purificator - The folded, narrow cloth that is used to wipe the rim of the Communion Cups as 

people drink from it. 

15. Pyx - A case that contains the Body of Christ brought to the homebound or those in 

hospitals/nursing homes.  

16. Processional Cross - The cross carried in processions. 

17. Roman Missal - The book that contains the various prayers of the Mass.  

18. Sanctuary - The area of church where the altar, ambo, and presider's chair reside. 

19. Thurible - The special vessel which holds burning charcoal and where incense is placed.   

20. Tabernacle - The vessel which holds the consecrated hosts. A candle Sanctuary Lamp is left 

burning at all times by the tabernacle to identify the presence of the Body of Christ. 

21. Thurifer - The person who carries the thurible and incense boat. 
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Guidelines for Extraordinary Minister of Holy Communion 

Pope John Paul II said: “The Eucharist is the outstanding moment of encounter with the Living Christ.” 
Yours is Service at the Lord’s Table. 

Jesus revealed His ministry very often to those who most needed it. The wonder of Jesus is that 
there is always room for others at the table with Him. Bread is a symbol of all that nourishes our human 
life. Wine is a symbol of all that gladdens our human life. We believe that the Eucharist permeates our 
whole being so that we are in the process of becoming the spiritual food we eat, Christ Himself.  
 
What is the Role of an Extraordinary Minister of Holy Communion? 
 
 The roots of this ministry are in the fact that they are Christian men and women. Baptism is their 
title to ministry. Appointment as an Extraordinary Minister is not given as a reward to recognize past 
contribution or because someone is better than another. Extraordinary Ministers are called from the 
community to be the presence of Christ, to become servants to other members of the Body of Christ.  The 
primary role of an Extraordinary Minster is to assist the celebrant in distributing the true presence of 
Christ to other members during the celebration of the Mass. A secondary role is to take the Eucharist to 
the sick & homebound.   

Extraordinary Minister Responsibilities 

Before Mass 

• Attendance at assigned Masses is required. IF A MINISTER CANNOT FULFILL THE 
ASSIGNED TIME, SHE/HE MUST FIND A SUBSTITUTE.  If a minister misses three (3) 
scheduled assignments without attempting to find a substitute, she/he will be removed from this 
ministry at the Pastor’s discretion. 

• Arrive 15 minutes before Mass  and  sign-in (sign-in book is in Sacristy) 

• Dress code: Business Attire, No Sneakers.  All ministers of Holy Communion should show the 
greatest reverence for the Most Holy Eucharist by their demeanor, their attire, and the manner in 
which they handle the consecrated bread and wine. (Excerpt from "The Liturgy Documents - 
Volume One, pg. 196, par. 29). 

During Mass   

• At the "Lamb of God" leave your pew, move to the Sanctuary step; use hand sanitizer (Walk 
slowly and with dignity as you approach the Sanctuary) 

• After the Celebrant receives the Body of Christ, walk into the Sanctuary and form a line in front of 
the Tabernacle 

• Handle all vessels (cups/bowls) with reverence: (1) hold the bowl of consecrated hosts with one 
hand while ministering with the other; (2) hold the cup of Precious Blood with one hand using the 
other hand to hold the purificator; wipe the cup’s rim after each communicant has received the 
precious Blood rotating the cup as it is offered to the next person 

• Once all ministers have received the plate or Cup, move to your position, minister at the Blessed 
Mother side has not changed due to the cut-out of the pews 
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Guidelines for Extraordinary Minister of Holy Communion (cont’d) 

• DO NOT RUSH. Focus on the person before you with undivided attention. The look should be 

one of warmth and friendliness. Speak to the person and not to the air or to the bread or to the cup.   

Hold up the consecrated host or the cup saying “The Body of Christ” or “The Blood of Christ". Wait 

for his or her response: “Amen”.  Stand at your communion station using good posture.  Make sure 

the Euchrist is consumed by the person. 

• If a host drops to the floor calmly stop distributing and reverently pick it up and consume it. If 

some of the Precious Blood should spill stop distributing and reverently place a purificator over 

the spill to prevent people from stepping on it. Use another purificator and continue your ministry. 

When Mass is over, clean the rug with a damp purificator 

• Should a minister need additional Hosts, (check the line for quantity) she/he should reverently 

approach the tabernacle, take additional Hosts from the Ciborium, and leave the Ciborium in the 

Tabernacle and the door open 

• When finished distributing the Precious Body at the side stations and the congregation is still in 

the center aisle, proceed to the center of the first pew on either side of center aisle to assist  

• When the Cup is finished, there will be no more Precious Blood for that station.  Minister of the 

Cup will not rotate back and forth to service both lines 

• The bowls of consecrated host should not be left unattended on the Altar; one minister should 

remain until the celebrant or Deacon returns to the sanctuary 

• Ushers may request that the Precious Body be brought to members in the congregation 

• When distribution of Euchrist and Precious Blood is complete, place the Cup on the Credence 

Table and the Euchrist is placed on the Altar. Do not put the purificator inside of the unpurified 

cup. 

• The Celebrant or Deacon when present places remaining consecrated hosts in the tabernacle  

• The Celebrant and/or Deacon does the initial purifying of vessels before the Prayer after 

Communion 

After Mass 

• After the Closing Hymn, Extraordinary Ministers remove all vessels and linens from the Credence 

Table bringing them to the Sacristy 

• Corporal is saved to use for the next Mass 

• Maintain respectful quiet during washing of vessels 

• Rinse vessels and flagon with warm soapy water and dispose of water in the sacorium 

• Wash vessels with warm soapy water 

• Dry vessels with towels provided 

• Return vessels to the table in the sacristy for the next Mass 

• After the 5PM and Noon Masses, place all vessels in the cabinet covering them with soft covers 

provided 

 

Please note: When the deacon is present, all ministers are expected to proceed to the sanctuary to 

distribute both the Precious Body & Blood. 
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Guidelines for Extraordinary Minister of Holy Communion (cont’d) 
 

Who is an Extraordinary Minister to the Sick? 

 

If there are sick members of our community who are unable to attend weekend liturgies, an 

Extraordinary Minister of Holy Communion may be sent with Holy Communion to them.  For the liturgy 

of the Eucharist is never self-contained but in its deepest meaning reaches out to the entire world, to the 

feeding of the hungry and the healing of the afflicted.   Those who carry Holy Communion to the sick 

continue the community's act of worship, extending its embrace to include those unable to be physically 

present.  And, so it is most fitting that ministers go directly from the assembly to perform this ministry.  

 

When the minister arrives at the home bound’s location, she/he should pause and take time to allow the 

sick person to experience her/himself, not as objects of ministry, but as participants in a ministering 

community which honors the gifts of all. PLEASE DO NOT DO RUSH; RATHER TAKE THE 

NECESSARY TIME TO SHOW THE IMPORTANCE OF EACH PERSON YOU SEE. 

 

Please note: Ministers should place needed hosts in a pyx and place on the tray on the credence 

table prior to the start of Mass.  

Guidelines for Extraordinary Minister of Holy Communion (cont’d) 

Jesus said to His disciples: “Take this bread and eat it: this is my body…  

  Drink this cup… for this is my blood of the new covenant…” Matthew 26: 26-28  

 

Prayer for the Extraordinary Minister of Holy Communion 

 

Heavenly Father, I thank you for calling me to serve you and your people in this community as an 

Extraordinary Minister of the Eucharist. You know that I could never be worthy of such an exalted honor. 

Help me to be less unworthy by remaining free by sin. 

 Let me nourish your people with the witness of my life as I feed them with the Body and Blood of 

Christ.  

Grant your strength and holiness to all your Extraordinary Ministers and make them worthy to 

bring Christ to others. Amen.  
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Guidelines for Greeter 
 

1. Greeters service Porticos 1, 2, 4 and 5  
 

2. Please arrive 20 minutes before the start of Mass, wearing a greeter badge.  In your selected 

portico, the greeter opens the inside portico doors for people entering church, smiles, says words 

of hello and welcome……just as you would welcome friends and visitors to your home 
 

3. When the chimes/bells ring, enter church yourself for Mass 
 

4. After Mass, please hand out the bulletin to those exiting through your portico. Words of ‘thanks 

for coming, see you next week’…general friendliness…are nice.  Arrive at your portico before the 

final blessing….Don’t wait until the priest leaves the church 
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Guidelines for Lectors 
 

PROCLAIMING "THE WORD OF THE LORD" 

 

To understand the Lector Ministry, we must recall the Gospel according to John:  

 

"ln the beginning was the Word, And the Word was with God, And the Word was God.  

And the Word was made Flesh and dwelt amongst us.  

 

Jesus, as a young man, stood in the synagogue among the people, unrolled the scroll handed to him and 

read scripture passages from Isaiah: 'The Spirit of the Lord is upon me, for he has anointed me to bring 

glad tidings to the poor. He has sent me to proclaim liberty to the captives and recovery of sight to the 

blind, to let the oppressed go free, and to proclaim a year acceptable to the Lord. Today this scripture 

passage is fulfilled in your hearing." The people listening were held in rapt attention. They realized they 

were listening to the Word of the Lord.  

 

Jesus was the first Lector. The Spirit of the Lord that descended on the young Jesus was the same spirit 

sent by him after his death to open our minds and hearts to the truth of God's Word. It is the same spirit 

that guides us to proclaim the Word as Lector.  

 

The Eucharistic Celebration, also called the Mass, is comprised of the Table of the Word and  

the Table of the Eucharist. It is from the Table of the Word that the Lector proclaims God's word for it is 

through the scriptures our Lord speaks. "The spirit of the Lord is upon me" might as well be the Lector's 

silent invocation when he/she stands before the people to proclaim the Word of the Lord.  

 

When the Lector stands at the ambo, he/she PROCLAIMS not READS. Proclaim because it is the word of 

God that is being read to the people and it is God speaking. There is a wide difference between reading 

and proclaiming: in reading we merely go over the text before us; in proclaiming we announce and make 

public a positive fact proudly, insistently and with conviction. In proclaiming, the Lector has both the 

privilege and responsibility to make the scripture passages come ALIVE. Indeed "The word of the Lord 

is living and effective" as the Letter to the Hebrews says, “sharper than any two-edged sword, 

penetrating even between soul and spirit, joints and marrow, and able to discern reflections and 

thoughts of the heart”. 

 

The Ministry of Lectors is explained more succinctly:  

 

Yours is a share in the work of the Lord's Spirit who opens our hearts to God's holy word.  Yours is the 

task of telling our family story, the story of salvation. Yours is to proclaim the true and saving word of 

God. You are the messenger of God's love for us. You proclaim a word that heals, confronts, consoles, 

challenges, and captures our hearts. Yours is the ministry of the table of God's word. Yours is nothing less 

than the ministry of the Lord's voice calling out in the midst of God's people. Come to your work from 

your personal prayer, praying that the Spirit will open your heart to what you proclaim. Prepare the word, 

which is yours to speak. Come to your work in awesome reverence of the Lord's word you proclaim. 

Approach the ambo, the table of the Lord's word with reverence and awe. Handle the book of the Lord's 

word with great care: it is the tabernacle of the Lord's presence. (Excerpts from Preparing for Liturgy: A 

Theology and Spirituality - Revised Ed. Austin Fleming with Victoria M. Tufano; Liturgy Training 

Publications, Chicago, 11, 1997).  
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Guidelines for Lectors (cont’d) 
 

PREPARING TO BE AN EFFECTIVE LECTOR  

 

When we gather to celebrate the Mass, our Lord is present in the assembly, the ministers, and the 

Scriptures. The first part of the Mass, the Liturgy of the Word, focuses on the scriptures. The Lector is 

the minister who brings these to life for all to hear. To do this the Lector must first understand the 

scripture passages and then successfully communicate them to the assembly.  

 

The Lector PROCLAIMS and the assembly LISTENS. To do this the Lector must be prepared  

both spiritually and technically:  

 

Spiritually - by having knowledge of and clear understanding of the scripture for the day.  

Readings on Sundays are often taken from a larger text, that to be able to impart the meaning to the 

people the Lector must go over the entire text. Then there are the notes in the Workbook for Lectors and 

Gospel Readers which provide additional information and guide to the meaning of the particular reading, 

the relation to the Gospel and word pronunciation assistance.  

 

Technically - by developing a method of preparation: identifying the genre of the reading, whether it is a 

narrative, discourse, poetry or prayer; the theme, which is evident in the First Reading and the Gospel; the 

speaker, which will determine the voice or mode that the text conveys. This also covers basic knowledge 

of public speaking skills as breathing, pauses, modulation, articulation, eye contact, facial expression and 

use of the microphone. To proclaim a reading well, practicing aloud is essential. Get used to the sound of 

the readings and gain insights as you practice.  

 

Posture and Voice Considerations 

 

The Body: Stand upright at the ambo, do not slouch. Look like you want to communicate. Be natural. 

  

The Feet: Keep your feet firmly planted while you speak. 

  

The Face: Use it to convey meaning, be yourself.  

 

The Eyes: Have eye contact with people when you talk to them but DO NOT lose your place in the  

text. Remember that you are conveying God's Word to God's people in God's presence.  

 

The Voice: The lector must be heard to be effective. Project your voice toward the tip of the  

microphone. Position it so that you can comfortably see your listeners. Clear and concise articulation  

is essential. Avoid running words together. Don't let the ends of words or sentences fade softly away.  

Use inflection to convey meaning, to bring your words to life.  

 

Church of the Holy Child - Guidelines for Lectors 

 

• Minister at the scheduled Mass or find a substitute. Arrive 15 minutes before Mass and sign in.  

• Dress appropriately (Business attire preferred) so as not to call attention to oneself.  

• Prepare for the readings ahead of time using the Workbook for Lectors and Gospel Readers.  

• Review both the announcements found at the Cantor's stand and the Universal Prayer found in 
the binder on the Ambo shelf. When the Deacon is present, he will read the Universal 
Prayer.  
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Guidelines for Lectors (cont’d) 

• Check that the Lectionary is set for the day's readings. Adjust the ambo microphone so that it is 
level  
with your lips.  

• After the bells finish ringing to announce the beginning of Mass, go the Cantor's stand and 
read the  
announcements as written.  

• The lector will process with the Book of the Gospels only when the Deacon is not 
present for Mass. Carry the Book of the Gospels at eye height, front cover outwards in the 
procession behind the Cross and before the celebrant. Place the Book of the Gospels on the front 
side of the altar with the front cover facing down and return to your pew.  

➢ First Reading follows the Collect/Opening Prayer. At the end of the Collect, when the 

congregation  

is seated, count ten (10) and then go to the Ambo to proclaim the first reading. No greeting, e.g. 

 

"Good Morning" is used and no hand gestures are permitted. When finished, go to the 

chair in the sanctuary while the Cantor comes to the ambo to sing the Psalm response.  

➢ Second Reading follows the Psalm. After the cantor returns to his/her seat count ten (10) and 

then go to the Ambo to proclaim the Second Reading. When finished, close the Lectionary and 

place it on the ambo shelf.  

➢ Following the homily and recitation of the Creed, when appropriate, return to the Ambo when the  

Celebrant begins the introduction to the Universal Prayer. Remain at the Ambo until the 

Celebrant's closing prayer is completed then return to your seat. When the Deacon is present, 

he will read the Universal Prayer.  

➢ At the end of Mass, Lectors remain in their pews. Lector may reset the Lectionary for the next 

Mass.  

 

LECTORS PRAYER  

 

Invoking the Spirit of the Lord, the Prayer of Preparation: “St. Patrick's Breastplate” should spiritually 

inform the Lector's Ministry:  

 

Christ with me, Christ before me, Christ behind me,  

Christ in me, Christ beneath me, Christ above me,  

Christ on my right, Christ on my left,  

Christ when I lie down, Christ when I sit down, Christ when I arise,  

Christ in the heart of every man who thinks of me,  

Christ in the mouth of every one who speaks of me,  

Christ in every eye that sees me,  

Christ in every ear that hears me.  
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Guidelines for Sacristan 

 

 

The role of the Sacristan is very important because the Sacristan prepares the liturgical space for 

celebration and ensures all assigned ministers are present. 

Sacristans Responsibilities:  

 

• Arrive at least 20 minutes before Mass 

• Dress Code: Business Attire, No sneakers 

• Upon entering the Sacristy, the key to the tabernacle is located on the hook to your right as you go 

down the stairs.  Take the key to the Tabernacle and check the ciboria for hosts. This will help 

determine how many hosts will be needed for the Mass 

• There is a sign-in book on the counter where Altar Servers, all EMOHC and Lectors sign in.  

Instructions for setting up the tray are in the front of the book.  Please use these instructions to 

ensure nothing is left undone and the correct amount of wine and hosts are used 

• Preparing the tray for the credence table: five (5) cups, four (4) plates, four (4) purificators, large 

Altar cloth (Corporal), one finger towel, and small glass pitcher filled ½ with cold water and one 

extra linen cloth for the large ciborium.  The large glass bowl and pitcher is set to the side of the 

tray and filled about ½ with warm water 

• Fill the wine decanter with wine from the refrigerator.  See instructions in the book for quantity 

needed 

• Fill the large plate (Ciborium) with hosts from the plastic container on the counter and place the 

large host on top. Refer to the book for instructions on quantity of hosts necessary for each Mass 

• Carry the tray, pitcher, and bowl to the credence table; the wine decanter and large ciborium go to 

portico 3 and set on the table along the wall 

• Light the candles approximately ten to fifteen minutes prior to the start of Mass 

• Make a final check of the sign-in book to see who is missing, if you are in need of an EMOHC, 

stand in the back of the church and scan the church for individuals you can ask 

Following Mass, the Sacristan should extinguish the candles and take the collection basket to the safe.   
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Ministry of the Usher 
 

History 
 

The ministry of ushers is the oldest lay ministry in the Catholic Church.  “Keepers of the Threshold” 

manned the entrance to the area of worship and collected money offerings from the people (2 Kings 22:4).  

“Guardians of the Threshold” (1 Chron 9:22) and “gatekeepers of the camp” (1 Chron 9:18) undertook 

service of welcome and security and numbered in the hundreds. 
 

The more immediate predecessor of today’s usher can be found in the clerical order of porter, instituted in 

the 3rd century A.D.  During those times, it was the duty of the porters or ushers to guard the door of the 

church against any intruders who might disturb the service.  The porter duties were so important that they 

came to be one of four minor orders, which St. Thomas Aquinas described as carrying out some of the 

original roles of deacons in the church.  The minor order of porter was conferred on all those seeking 

ordination to the priesthood until Pope Pius VI suppressed all minor orders in 1972. 
 

Even though seminarians were ordained as porters, the actual ministry was usually carried out in parishes 

by laymen who served as ushers.  For generations, ushers have assisted parish worship by welcoming 

people, helping them find seats in the church, taking up the offertory and passing out the parish bulletin.  

Many ushers had been serving in their role for decades before Vatican II and continued as ushers as the 

liturgical reforms were implemented. 

 
General Information 
 

Unlike the Ministry of Extraordinary Minister or the Ministry of the Lector, where one must first be 

invited by the pastor to serve, the Ministry of the Usher is open to all who are interested and qualified to 

serve (of high school age or older and physically able to complete the responsibilities of being an usher). 
 

Ushers serve as representatives of the church before, during and after the Mass.  Because of this, it is 

important that all who serve as ushers are aware of the responsibilities and expectations of being an usher. 

 
General Responsibilities 
 

• Be familiar with the closet where the bulletins, bulletin holders & extra collection bags are stored.  

Any notices or handouts for ushers will be stored in this closet 

• Be prepared for emergencies: know the location of the emergency cabinet and its contents (first aid 

kit, defibrillator, oxygen tank, etc.), fire extinguishers, telephone to contact 911 in the event of a 

medical emergency, etc.  Latex gloves will also be stored in the closet for use in emergencies or if 

needed to safely clean up tissues or other messes 

• Help to keep the Mass flowing in a smooth and timely manner by ensuring that the collections are 

completed as quickly as possible 

• If you will not be attending your usual Mass, contact a Lead Usher so that he/she can find someone to 

replace you for that Mass 

• Make certain to wear your usher badge to identify yourself as an usher to parishioners & visitors 
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Ministry of the Usher (cont’d) 

 

Lead Ushers 
 

• Each Mass shall have one or more designated Lead Ushers who are regulars at that Mass 

• Lead Ushers will serve as contact persons for their assigned Mass.  If an usher knows in advance that 

he/she will not be at their usual Mass, contact a Lead Usher so that they can find someone to replace 

you for that Mass 

• Lead Ushers will help to train new ushers, as well as help to identify and recruit parishioners  to serve 

as ushers on a regular basis 

• Lead Ushers will oversee the head count that occurs during the month of October at their assigned 

Mass 

 

Before the Mass 
 

• All ushers should be aware if a second collection is scheduled.  Make certain to pay attention to the 

announcements in case there is an unscheduled second collection.  A listing of all second collections 

may also be found in the closet 

• All ushers should check that collection baskets are out and in their proper locations (underneath the 

last pew of each section, next to the aisle for easy access) 

• All ushers should check that there are no bulletins or bulletin holders out in the porticos prior to the 

start of Mass.  If the bulletin holders are out from the previous Mass, take them to the closet, filling 

them as needed with additional bulletins 

• All ushers should look around and identify if there are any parishioners who may have difficulty 

going to the Altar to receive Communion.  Make the Lead Ushers assigned to the center aisle aware of 

these people (this is discussed further in the Communion section) 

• Lead Ushers will determine if there are enough ushers available to assist with Mass, and if not, will 

recruit as needed to ensure that Mass will proceed smoothly 

o When recruiting ushers during the Mass, make certain to recruit individuals who have an 

acceptable appearance 

• Lead Ushers will check that the large offertory basket is in Portico 3, and that there are enough 

collection bags 

• Lead Ushers will identify a family or group of individuals to bring the gifts forward at the Offertory 

o Ushers should not be bringing up the Offertory.  When possible, have three people bring up the 

Offertory (two people and an usher is acceptable) 

o Parishioners who wish to volunteer to bring up the Offertory will be asked to inform an usher 10-

15 minutes prior to the start of Mass 

 
Seating 
 

• When there is a large attendance and seating is limited, assist parishioners who arrive late and are 

standing in the back to find available seating (mainly during the Christmas & Easter Masses) 

• Assist with the seating of parishioners with disabilities if needed.  If necessary, free up seating at the 

ends of a pew (to allow easy access) or towards the back of the church (for those who may need to 

have easy access to the restrooms) 
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Ministry of the Usher (cont’d) 

 

Bulletins & the Dialog 
 

• The bulletin holders should be set out in each portico only after Mass has started (to avoid people not 

paying attention during Mass).  These can be set out after the collection. 

• The Dialog should be kept out in porticos 1, 2, 4 & 5 (do not place copies of the Dialog in portico 3) 

 
Collection 
 

• All ushers should get into position prior to the conclusion of the petitions 

• Ideally, there are 10 ushers available for the collection (two for each main aisle and one for each 

partial aisle in the center sections), and one usher who remains in Portico 3 to oversee the bagging of 

the collection (especially when there is a second collection in order to ensure that no one tampers 

with/steals the first collection) 

• It is not necessary to wait for all ushers to be in position to begin the second collection - start the 

second collection as soon as possible in order to avoid delays. 

 
Communion 
 

• One or two Lead Ushers will be assigned to the center aisle.  If there are any parishioners who are 

unable to come up to receive Communion, these Lead Ushers will be the last to receive Communion 

down the center aisle.  After receiving Communion, inform the priest/extraordinary minister that there 

are parishioners who are unable to come up to receive Communion.  Lead the priest/extraordinary 

minister to these parishioners. 

 
After the Mass 
 

• If possible, one or more ushers stick around 5 minutes after Mass has concluded to gather up the 

bulletin holders and place them back in the closet, filling them as needed for the next Mass 

• As ushers leave, scan the pews and put away any hymnals that were left out, put kneelers back in 

place, etc. 

• If any items have been left in the pews, please take them to the lost and found in the back of the 

church 
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Terms and Their Definitions 
 

Altar - The table in the sanctuary where the Eucharistic Sacrifice takes place.   

Ambo - The lectern where the homily and Scripture readings are proclaimed.   

Book of Gospels - The book which contains the Gospel readings. It is usually carried in procession and 

placed on the Altar. 

Chalice - The cup used by the Celebrant that holds the wine which becomes the Precious Blood at the 

consecration.   

Ciborium - The bowl which holds the consecrated hosts, the Body of Jesus.   

Communion Cups - Cups used for the distribution of the Precious Blood.  

Corporal - The large, square white linen cloth placed on the Altar used to protect any particles of the 

Precious Body and Blood of Jesus from falling on the Altar cloth.  It is always folded and unfolded to 

protect any particles from being lost.   

Credence Table - The table in the sanctuary where the cruets, chalice, cups, and bowls are kept.  

Cruets - The glass containers which hold wine and water. At Sunday liturgies a large glass pitcher or 

decanter is used for the wine. A large pewter cruet holds the water for the washing of the Celebrant’s 

hands. A small pewter cruet holds the water used at the Preparation of the gifts.   

Incense Boat - The small brass bowl that holds the incense. 

Lavabo Bowl - The dish or bowl in which the Presider washes his hands during Mass. 

Lectionary - The Book of Readings used for the Liturgy of the Word at Mass.   

Celebrant’s Chair - The chair in which the Celebrant sits. 

Purificator - The folded, narrow cloth that is used to wipe the rim of the Communion Cups as people 

drink from it. 

Pyx - A case that contains the Body of Christ brought to those who are sick or unable to come to church. 

Processional Cross - The cross carried in processions. 

Roman Missal - The book that contains the various prayers of the Mass.  

Sanctuary - The area of church where the Altar, ambo, and presider's chair reside. 

Thurible - The special vessel which holds burning charcoal and where incense is placed.   

Tabernacle - The vessel which holds the consecrated hosts. A candle Sanctuary Lamp is left burning at 

all times by the tabernacle to identify the presence of the Body of Christ. 

Thurifer - The person who carries the thurible and incense boat. 

 

 


