
                                                                      11/2019

9 a.m. Usher Tasks (two services)  
8:30 

  Put on your name tag & your Hospitality Team tag/identifier.
  Note:  The ushers’ box and the ushers’ white 3-ring binder (Attendance Book) are located near 

the audio cabinet in the back of the sanctuary. . 
   Keys to the audio cabinet, the music storage room, and the church office are clipped inside the 

Attendance Book. 
  2 plastic containers (one with supplies and one empty) are kept near the elevator door. They 

should be used to clean an area where an illness has occurred. Instructions are on the containers.
 Make sure the bulletins are in the wire baskets by the sanctuary doors. If not, retrieve them from

the church office. 
 Place offertory envelopes in the wire baskets near the Sanctuary doors. Envelopes are stored in 

the music storage room near the elevator. The church office key opens this closet. 
 Place 8 copies of the bulletins and check to see that 3 of each hymnal, a chalice & one offering 

plate w/ a few white envelopes are on the low table in the Hearth Room. The chalice & hymnals
are usually on the low table and the offering plate/envelopes are on a middle shelf to the the 
right of the fireplace.  

 Place 2 sound enhancement devices in wire basket at each door. The devices are stored in the 
audio cabinet. There are 3 Neckloop devices available from the audio tech which work with 
hearing aids that have a telephone coil (“T-coil”).  There is a switch on the hearing aids that 
needs to be switched to the “T” position to work with the Neckloop.

 Hymnals should already be on each seat in the Sanctuary & on the Chancel. Building Assistant, 
Darin Podulke-Smith is now taking care of this task. 

  Check with the Minister or the Worship Associate for any special needs or requests for the 
service.

  Fill 2 clean glasses with fresh water from lobby water fountain and place one at the pulpit for 
the minister/speaker and one on the small stand next to the minister/speaker’s chair.  

 Make sure there is at least one open spot for a wheelchair on the aisle on the elevator side of the
sanctuary.

8:45 
 Place the offering plates on the ledges at the front of the Sanctuary - two on one side and one on

the other. The plates are located on top of the audio cabinet. 
 Close the stage doors into the chancel. 
 There is no need to light the candles, as the worship associates will now do this task. 
 Stand near the entrance doors to welcome guests and distribute bulletins.  Offer the "Newcomer 

Handbook" (in wire baskets) to anyone you think might be a visitor in case they missed it at the 
Guest Table. Assist guests with disabilities with their seating, as well as large print bulletins, 
large print hymnals, and sound enhancement devices. Provide other directions, if necessary.  
Ask the person using a mobility device if they have a seating preference and be flexible in 
creating arrangements.  Only move their mobility equipment with their permission & return it 
as soon as possible.

 Ask office staff or other staff to make more copies of bulletin if needed. 
 Recruit 2 congregants to help collect the offering in the center aisles  (some experieenced ushers

prefer to handle the center aisles and have the volunteer do the sides). Each usher passes a plate 
from the sides & the third plate is given to one aisle volunteer to pass back and forth in center 
section,as they help with the side section plate passing.  Aisle volunteers return plate to side 
usher, as passed from row to row and receives/passes one plate in middle section.

                                                           

During the Service 



 Close the Sanctuary doors following the announcements. 
 Pass offering plates during the offertory music, working from front to back. Do not separate any

of the offering as it is collected. When finished, place the offering in the ushers’ box and place 
the box on the audio cabinet. Be sure all plates are emptied. 

 - After taking care of the offering, while at the back of the Sanctuary, one usher counts 
attendance in the sanctuary at the service, including choir, children who are still with parents 
(those who left for RE are counted in RE), and those on the chancel. The usher on the elevator 
side of the sanctuary needs to exit the sanctuary to collect offering in Hearth Room plate and 
count the number of those listening in the Hearth Room and Commons, and then return upstairs 
to record the total attending on the first page in the Attendance Book.  There is no need to rush 
the counting and it is OK if this takes the ushers longer than the offertory music,   We want to 
record as accurate a count as possible. 

At the Close of the Service 
 Open the Sanctuary doors when the postlude begins. 
 Direct guests to the Commons for refreshments. 
 Extinguishing candles – now handled by worship associates, not ushers. 
 Straighten chairs and hymnals. 
 Pick up bulletins and place in bulletin basket for the 11 am service. 
 Dispose of any waste paper left in the Sanctuary. 
 Leave empty collection plates on the audio cabinet. 
 Give any special instructions to an incoming 11 am usher or write a note in the Attendance 

Book. 
 Process the offering according to the instructions listed below and on the ushers’ box. 

Instructions for Counting Money 
  Both ushers must take the money to the office and close the door. If the ushers are a couple, 

then someone else should be asked to help. COUPLES MUST NOT COUNT MONEY 
TOGETHER. 

 Together, count cash and record the amount on the envelope. 
 Together, count amount of all checks and record amount and number of checks on the envelope.
 Record total of cash and checks. 
 Do not open envelopes that have been place in the offering. Include them unopened in the 

envelope with cash and checks. 
 Both ushers [or usher and volunteer] sign the envelope and deposit it in the wall safe (small 

black safe near the door out to the courtyard in the office hallway), making sure the envelope 
goes into the safe and doesn’t just sit in the slot. 

11 a.m. Usher Tasks (two services)
10:35 

 Put on your name tag & your Hospitality Team tag/identifier.
 Note:  The ushers’ box and the ushers’ white 3-ring binder (Attendance Book) are located in the 

southwest corner of the sanctuary near the audio cabinet. 
 Keys to the audio cabinet, the music storage room, and the church office are clipped inside the 

Attendance Book. 
 2 plastic containers (one with supplies and one empty) are kept near the elevator door. They 

should be used to clean an area where an illness has occurred. Instructions are on the containers.
 Check with early service ushers or in the Attendance Book for any messages. 
 Check with the Minister or the Worship Associate for any special needs or requests for the 

service. 
 Fill 2 clean glasses with fresh water and place one at the pulpit for the minister/speaker and one 

on the small stand next to the minister/speaker’s chair. 
 Make sure there is at least one open spot for a wheelchair on the aisle on the elevator side of the



sanctuary.

10:45 
 Place the offering plates on the ledges at the front of the Sanctuary - two on one side and one on

the other. The plates are located on top of the audio cabinet.
 Close the stage doors into the chancel. 
 There is no need to light the candles, as the worship associates will now do this task. 
 Stand near the entrance doors to welcome guests and distribute bulletins. Offer the "Newcomer 

Handbook" (in wire baskets) to anyone you think might be a visitor in case they missed it at the 
Guest Table. Assist guests with disabilities with seating, as well as large print bulletins, large 
print hymnals, and sound enhancement devices. Provide other directions, if necessary. Ask the 
person using a mobility device if they have a seating preference and be flexible in creating 
arrangements.  Only move their mobility equipment with their permission & return it as soon as
possible.

 There should be 2 sound enhancement devices in wire basket at each door. The devices are 
stored in the audio cabinet at the end of the service. There are 3 Neckloop devices available 
from the audio tech which work with hearing aids that have a telephone coil (“T-coil”).  There is
a switch on the hearing aids that needs to be switched to the “T” position to work with the 
Neckloop.

 Recruit 2 congregants to help collect the offering in the center aisles. (Some experienced ushers 
prefer to handle the middle aisles and let the volunteer recruit do the side aisle.) Each usher 
passes a plate from the sides & the third plate is given to one aisle volunteer to pass back and 
forth in center section.  Aisle volunteers return plate to side usher, as passed from row to row 
and receives/passes one plate in middle section.                                               

During the Service 
 Close Sanctuary doors following announcements. 
 Pass offering plates during the offertory music working from front to back. Do not separate any 

of the offering as it is collected. When finished, place the offering in the ushers’ box and place 
the box on the audio cabinet. Be sure all plates are emptied. 

 - After taking care of the offering, while at the back of the Sanctuary, one usher counts 
attendance in the sanctuary at the service, including choir, children who are still with parents 
(those who left for RE are counted in RE), and those on the chancel. The usher on the elevator 
side of the sanctuary needs to exit the sanctuary to collect offering in Hearth Room plate and 
count the number of those listening in the Hearth Room and Commons, and then return upstairs 
to record the total attending on the first page in the Attendance Book.  There is no need to rush 
the counting and it is OK if this takes the ushers longer than the offertory music,   We want to 
record as accurate a count as possible.

                                                                                           
At the close of the service: 

 Open the Sanctuary doors when the Postlude begins. 
 Direct guests to the Commons for refreshments. 
 Extinguishing candles – now will be handled by worship associates, not ushers. 
 Straighten chairs. 
 Leave hymnals on chairs. (Building Assistant, Darin Podulke-Smith will move hymnals for 

other events if needed.)
 Return audio enhancement devices to the audio cabinet. 
 Dispose of any waste paper left in the Sanctuary. 
 Leave empty collection plates on the audio cabinet. 

 Return Attendance Book (with audio cabinet key clipped inside) and any extra bulletins  in the 
ushers’ basket to the church office. 

 Process the offering according to the instructions listed below and on the ushers’ box.



Instructions for Counting Money 
 Both ushers should take the box with offering, check the Hearth Room plate again for any 

offering, return offering plate/envelopes to plate holder on middle shelf to right of fireplace 
(leave hymnals & chalice on low table) and then proceed to the office and close the door. If the 
ushers are a couple, then someone else should be asked to help. COUPLES MUST NOT 
COUNT MONEY TOGETHER. 

 Together, count cash and record the amount on the envelope. 
 Together, count amount of all checks and record amount and number of checks on the envelope.
 Record total of cash and checks. 
 Do not open envelopes that have been place in the offering. Include them unopened in the 

envelope with cash and checks. 
 Both ushers [or usher and volunteer] sign the envelope and deposit it in the wall safe (small 

black safe near the door out to the courtyard in the office hallway), making sure the envelope 
goes into the safe and doesn’t just sit in the slot. 

On One Service Sundays/Summer Services: ushers arrive by 9:30 am for 10am service; ushers 
follow the 9 am directions for opening the sanctuary and during the service; then follow the 11 
am directions for close of service and counting money. 


