ST. RITA IN THE DESERT
Roman Catholic Community
Diocese of Tucson

ALTAR SERVER COORDINATOR PROTOCOL
A Collaborative Framework for Building a Successful & Joyful Altar Server Ministry
Term of Service: Three (3) Years
Effective Date: August 29, 2026
1. Purpose & Invitation
This Protocol establishes a clear, collaborative, and Diocese of Tucson–compliant framework for the Altar Server Coordinator role at St. Rita in the Desert Roman Catholic Community. Its goal is to form young people in reverence, service, and love for the Holy Mass while creating a joyful, supportive community of servers and families.
This document is an open invitation to parishioners who feel called to share in this important ministry. The Coordinator role is designed to be shared and supported by a team of volunteers so that no one carries the responsibility alone. Together we will make the Altar Server program both successful and enjoyable.
2. Role Description & Term of Service
2.1 Primary Role
The Altar Server Coordinator works under the authority of the Pastor and in close collaboration with parish staff. The Coordinator recruits, trains, schedules, and supports altar servers, and fosters a spirit of Christian fellowship through both liturgical formation and fun community activities.
2.2 Term of Service
The standard term of service is three (3) consecutive years. This length allows for continuity, relationship-building with servers and families, and the development of a strong program. At the conclusion of the term, the Coordinator will assist in identifying and mentoring a successor to ensure a smooth transition. Renewal for an additional term is possible with the Pastor’s approval.
3. Qualifications & Diocese of Tucson Compliance
All adults who serve in any capacity with the Altar Server ministry (Coordinator, assistants, trainers, drivers, or chaperones) must be fully cleared under the Diocese of Tucson Safe Environment Program before beginning service. Clearance is not optional.
3.1 Required Clearance Steps (Diocese of Tucson)
Submit an online volunteer application through the Diocese of Tucson Applicant Tracking system.
Complete the Safe Environment Training (CMG Connect / 3-in-1 Program), approximately one hour.
Complete the electronic background check and Arizona Department of Public Safety digital fingerprinting (FieldPrint).
Receive a formal Safe Environment Clearance Memorandum issued by the Diocese of Tucson Human Resources Department for service at St. Rita in the Desert.
Maintain current clearance. Clearances are valid for three years and must be renewed prior to expiration. An expired clearance requires the full process to be repeated.
No adult may work with altar servers in any capacity—training, events, transportation, or supervision—until the Clearance Memorandum has been issued. The Coordinator is responsible for verifying that all adult helpers remain in good standing.
3.2 Personal Qualifications
Registered parishioner of St. Rita in the Desert (or another parish in the Diocese of Tucson with Pastor’s permission).
Fully initiated Catholic in good standing with the Church.
Demonstrated reverence for the Sacred Liturgy and a desire to form young people in faith and service.
Strong organizational and communication skills; ability to work collaboratively with the Pastor, staff, parents, and servers.
Willingness to maintain appropriate boundaries and model Christian conduct at all times.
4. Core Responsibilities
4.1 Coordination with the Pastor
The Coordinator will meet regularly with the Pastor (or his designated representative) to:
Propose and confirm training dates, times, and locations.
Align server formation with the liturgical calendar and parish needs.
Review program goals, challenges, and opportunities for improvement.
Obtain prior approval for all off-site activities and special events.
Ensure the program remains fully consistent with parish and diocesan priorities.
4.2 Recruitment, Training & Scheduling
Recruit new altar servers in collaboration with the Pastor, Religious Education, and families (typically beginning in 1st grade or after First Holy Communion, subject to Pastor’s determination).
Organize and conduct initial and ongoing formation that includes the meaning of the Mass, names and use of liturgical objects, server duties, and proper decorum and attire.
Create and maintain a fair, transparent schedule so that servers have regular opportunities to serve while avoiding burnout.
Communicate schedules and reminders to servers and parents in a timely manner.
Maintain accurate records of active servers, training completion, and contact information.
4.3 Building Community – Fun & Fellowship Events
A successful altar server program is not only about liturgical competence; it is also about joy, belonging, and friendship in Christ. The Coordinator will plan regular fellowship activities that make the ministry enjoyable and strengthen bonds among servers and families. Examples include (but are not limited to):
Bowling nights
Movie nights (parish hall or approved venue)
Pizza or ice-cream socials after training sessions
Service projects or simple outreach activities
Seasonal celebrations (Advent, Lent, end-of-year recognition)
Occasional outings approved by the Pastor
All off-parish-property activities require prior Pastor approval, written parental permission, and full compliance with Diocese of Tucson guidelines for outings with children and youth (including adult-to-youth ratios, permission forms, transportation rules, and the official checklist for trips off parish property).
5. Safe Environment & Best Practices
The safety and dignity of every child are non-negotiable. The Coordinator and all adult helpers will:
Never be alone with an unrelated minor. Always maintain a minimum of two cleared adults when working with servers.
Follow the Diocese of Tucson Guidelines for organizing outings and the Checklist for a trip off parish property for every off-site event.
Obtain signed parental permission and release forms for every activity that leaves parish grounds.
Ensure all drivers for youth events complete the required Driver Information Form and meet diocesan insurance and licensing standards.
Report any suspicion of abuse or neglect immediately according to Arizona mandatory reporting laws and Diocese of Tucson protocols.
Model and teach appropriate boundaries, reverence, and respect at every gathering.
6. Building a Support Team
This ministry thrives when it is shared. The Coordinator is encouraged to invite other cleared adults to serve as Assistant Coordinators, trainers, schedule helpers, event organizers, and chaperones. A team approach reduces the burden on any one person, multiplies gifts, and models Christian collaboration for the young servers.
Anyone interested in joining the Altar Server support team is warmly invited to speak with the Coordinator or the Pastor. Training and mentoring will be provided.
7. Record Keeping
The Coordinator will maintain (in a secure, confidential manner consistent with parish policy):
List of active altar servers with contact information and training status
Copies of training attendance and formation materials used
Event permission forms and sign-in sheets
Documentation of adult helpers’ current Safe Environment clearance status
A simple annual summary of activities and recommendations for the Pastor
8. End-of-Term Transition
In the final six months of the three-year term, the Coordinator will work with the Pastor to identify and begin mentoring a successor. A complete handover of schedules, contact lists, training materials, and best practices will be provided so that the program continues without interruption.
9. Compliance Statement
This Protocol is intended to be fully consistent with the policies, guidelines, and Safe Environment requirements of the Roman Catholic Diocese of Tucson and with the pastoral direction of the Pastor of St. Rita in the Desert. In the event of any conflict, the official policies of the Diocese of Tucson and the decisions of the Pastor shall prevail. The Coordinator will stay informed of updates to diocesan Safe Environment procedures and will implement them promptly.
Invitation to Serve
If you feel called to help build a vibrant, reverent, and joyful Altar Server ministry at St. Rita in the Desert, please contact the Pastor or the current Altar Server Coordinator. Your gifts of time, organization, faith, and friendship are needed and gratefully welcomed.
“Serve the Lord with gladness.” — Psalm 100:2
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