
Ushering Duties: 
 
This task requires two people. Greeting people as they enter the building is an important function for the fellowship. 
First impressions matter. Ushers distribute the Order of Service, and whenever possible, distinguish newcomers and 
recommend they visit the Welcome Table in the Lobby. One greeter is expected to enumerate people in the worship 
room after the service has begun.  Prepare the sanctuary with envelopes, Florence’s Table, Gender Neutral Washroom 
signs and Name tag Boxes before the service, take up the collection with a partner, and after the service help collect 
items in the pews.  
 
BEFORE THE SERVICE 
 
1. Arrive around 9:30 am. 

 
2. Put regular collection envelopes – yellow – in pews. (Blue envelopes for special collections will be needed 
occasionally. Check with the service leader – or in the Order of Service – if these are required.)  These are located in the 
Closet under the stairs.  Florence’s Table box is located here also, to be put out on the table closest to the stairs 
downstairs.  Gender Neutral Washroom signs should be placed on the washroom doors.  If the Name Tag Boxes are not 
already out, place then on the glass topped display case to the right of the entrance. 
 
3. Collection baskets are stored in the Closet below the stairs; obtain 3 (2 for distribution on the main floor and one for 
the mezzanine). Find a partner or two who will assist you in taking up the collection. Two people are needed to work the 
main floor of the Sanctuary (one at each end of the center pews) and one to do the balcony. Agree ahead of time who 
will do what side and who will do the balcony. 
 
4. Check that all the Sanctuary lights are on, including the fans. The balcony lights are switched at the top of the balcony 
stairs. They need to be on as well.   
 
5.  Each usher stands before either Sanctuary door to welcome congregants/visitors to the Service. Newcomers should 
be directed to visit the Welcome Table. Those without nametags should be directed to the Name Tag Boxes or to the 
Welcome table to get a replacement tag ordered and get a temporary sticker name tag.  (This allows others to see their 
name without feeling nervous/embarrassed about forgetting who they are.) 
 
DURING THE SERVICE 
 
6. One Usher should wait 5 – 10 minutes outside the Sanctuary after the Service starts to greet latecomers and count the 
number of adults and children attendees.  This number is written in the soft covered book found on a nail inside the 
Closet under the stairs.  Collection: At the time called by the service leader, prepare for taking up the collection. Wait 
about 30 seconds before beginning. Don't be in a rush. Some people need time to prepare their offering. Circulate the 
baskets beginning with the rear pew. At the end of each row the basket moves to the next pew forward. Do the flanking 
sections first, then move to the center section. Assist people with the circulation.  One person will have to tend to the 
balcony. The filled baskets are delivered to the bema/dais, on the front edge near to the chalice table. The Treasurer will 
collect the contents after the service. 
 
AFTER THE SERVICE 
 
7. After the service collect materials left behind in the pews. Support the Service Leader in 
stripping the room of its accoutrements.  Replace the contents of Florence’s Table into the box provided and put it away 
in the closet under the stairs.  Gender Neutral Washroom signs should be removed and put in the closet where they can 
be used and seen for other functions. 
 
8. Turn off the balcony lights and the Sanctuary lights if the room is vacant. 


