	INSTRUCTIONS FOR USHERS

Updated April 2011


Two (2) people:
Arrive 45 minutes before worship


Clean up takes about 30 minutes after worship

Description: 

Prepare the church to receive people for the service, welcome and give bulletins to worshippers, answer questions and direct visitors to the guest book.  Collect offering, assist people going to communion, clean-up after service.

	Before Worship


1. Put on a name tag.

2. Unlock main doors.  On warm days, open the main doors as well as the windows in the sanctuary.

3. Fold the bulletins and add any inserts.  (This is usually done by a volunteer prior to Sunday.)  Place some bulletins outside the door by the organ.
4. Turn on the lights.  The stairway light switch is at the top of the stairs to the basement.  The Chancel and Sanctuary light switches are on the wall outside of the Sacristy.  (Turn all switches to a full ON position).

5. Open the guest book and make sure there is a pen.

6. Put out the parking sign near the parking lot.  

7. Hang the Peace Flag on the pole by the new front doors.  (Flag is stored in the tall kitchen closet by the refrigerator.)  The ropes for the flag need replacing..
8. About 10:15, light the candles on the altar and the Christ Candle.  Matches are in the sacristy on the counter or in the top drawer.  Plug in the light behind the cross.  (The outlet is behind the altar on the left.)

9. Ask two people to help with offering (total of four people needed).

10. Be sure five (5) of the seven (7) yellow instruction cards for serving communion have been picked up and that two are on the front pew for Mary and Dan.

11. Assist people with hearing devices as needed.  (The devices & instructions are in a basket in the “hidden cabinet” in the Narthex.)
12. Greet people as they enter and give them a bulletin.  Invite visitors to sign the guest book. 

13. Put out the children’s bulletins and children’s bags.  They are on or next to the table to the right of the doors.

14. Close the door by the pulpit.


	During Service


1. PLEASE NOTE!  At 10:45 or after, take a count of the people attending worship, including the balcony and people and children downstairs.  (TIP: it is easier to count from the balcony.)  Fill out the attendance notebook, which is found on the rack beneath the sanctuary windows.

2. Collect the offering.  (Plates are in the narthex on the small tables.)  Walk to the front of the pews when the music begins.  Pass the offering plates to the first row; collect the plate from the next row.

3. Separate the prayer request cards from the offering and give them to the pastor with the offering.

4. Two ushers take all the plates and cards to the pastor at the altar when the offertory music begins.  Wait for the pastor’s cue.  Remain facing the altar, until the pastor returns to the altar, and then return to the back.
5. Communion:  Invite people forward by row; each usher direct one side.

	After Worship


1. Straighten up the pews.  Pick up trash and collect extra bulletins.  Take out the church information inserts (may be colored) and leave out on table.  Put used bulletins in the recycle box in the narthex and put unused bulletins in the office.  Straighten hymnals and remove friendship forms from black pads and bring to the office. (We seldom have people sign but it is good to check just in case.)
2. Turn off lights, extinguish candles, close windows, and turn off fans.  If offering plates are still in the chancel area, bring to office.

.
Thank you for volunteering to usher this week!  Your service is greatly appreciated!
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