Big Beaver UMC Usher Ministry

Guidelines and Responsibilities


Organization of Ushers
The ushers are responsible for encouraging silence and appropriate behavior as the people enter the sanctuary, participate in the services, and leave the sanctuary.  There are three distinct functions within the usher group:
1) Lead Usher.  Responsible for scheduling and providing resources to ushers.

2) Head Usher (9:00 or 11:15).  Responsible for leading ushers at one service.

3) Usher.  Perform the duties of ushering during a service.
Responsibilities of Lead Usher
The lead usher has overall responsibility for ensuring that every service has enough ushers scheduled, and for resolving issues that affect all ushers.  The lead usher is responsible for recruiting and training new ushers when required, and for ensuring that all ushers understand the usher guidelines.
The lead usher will: 

1) Maintain a schedule of ushers.  Make this information available to the church office for publication in the Banner, and in Sunday bulletins.  Ensure that this list is made available to all ushers, and is kept updated in the church office, as well as on the BBUMC web site.
2) Identify a head usher for every service, and include this information on the schedule
3) Recruit and train new ushers when required.

4) Maintain a supply of batteries for the hearing assistance devices in the sacristy.  When the supply runs low, inform the lead sound room person, or purchase and submit receipt for reimbursement.  Lead ushers and Head ushers will be issued a key that will open the sacristy door

5) Maintain a supply of alcohol swabs in the sacristy for cleaning the hearing assistance devices.

6) Know how to submit expense receipts for reimbursement.  Ask Worship Committee chairperson if unsure.

7) Know how to adjust the thermostat in the sanctuary, and train the head ushers, if necessary.  The head trustee is able to demonstrate the proper use of the thermostat.

8) Inform Worship Committee chairperson of problems and issues that affect ushers.

9) Attend Worship Committee meetings as scheduled.
Responsibilities of Head Ushers
There will be a designated head usher for every service.  Head ushers are designated in the bulletin with an asterisk (*).  Head ushers are responsible for ensuring that the following tasks are performed before, during, and after each service.  These tasks may be delegated, or other ushers may take the initiative to do them, but the head usher should be satisfied that they are completed.
The head usher will: 

General:

1) Have a working knowledge of the sound system, and advise the sound room person of any problems.

2) Control access to the sacristy (storage room by choir room).  Unlock and lock the door at the appropriate times.  Head Ushers and the Lead Usher will be issued a key that will unlock the sacristy door.
Before the First (9:00) Service:

1) Arrive at church at least 30 minutes before the service.
2) Ensure that the bulletins are obtained from the office, and are available at each sanctuary entrance.

3) Ensure that the collection plates and hearing assistance devices are obtained from the sacristy room.

a) Make sure that the collection plate inserts are the same color as the paraments on the altar. These are on a shelf in the closet in the sacristy room.
4) Be sure that the altar flowers are in proper containers and placed on the altar.

5) Ensure that a fresh cup of water is placed on the center front pew.  The cup should only be filled ½ to ¾ full, and should be placed in the corner so it doesn't spill.
6) Designate one usher to be the “acolyte” usher.  This usher should provide any assistance required by the acolyte coordinator, and even be prepared to fill in if the acolyte coordinator is not present.
7) Assign ushers to each sanctuary entrance door.

a) At least one at each side door.  Two if possible

b) At least two at center doors.  Four if possible.

8) Ensure that complete attendance is taken and recorded.  All rooms in the church should be checked for appropriate usage, and any persons included in the attendance figures.
9) Lead all ushers and hosts in prayer 25 minutes before the service.

10) Arrange to reserve any seats needed for special occasions (e.g., baptisms).

Responsibilities of Head-Ushers (continued)

Before the Second (11:15) Service:

1) Arrive at church at least 30 minutes before the service.

2) Double-check that the collection plates, hearing assistance devices, and bulletins are available.

3) Designate one usher to be the “acolyte” usher.  This usher should provide any assistance required by the acolyte coordinator, and even be prepared to fill in if the acolyte coordinator is not present.

4) Place a fresh cup of water in the pulpit for the minister.  The cup should be no more than ½ to ¾ full.

5) Assign ushers to each sanctuary entrance door.

a) At least one at each side door.  Two if possible

b) At least two at center doors.  Four if possible.

6) Ensure that complete attendance is taken and recorded.  All rooms in the church should be checked for appropriate usage, and any persons included in the attendance figures.
7) Lead all ushers and hosts in prayer 25 minutes before the service.
During Both Services:

1. Oversee activities of ushers in handing out bulletins and directing people to seats.  Participate in these tasks as necessary and as available.

2. Ensure that sanctuary doors are opened and closed at appropriate times.

a) This is a judgment call that involves making a tradeoff between the temperature in the sanctuary and the noise level in the narthex.
3. Adjust the thermostat in the sanctuary, as necessary.
4. Be prepared with information for first-time visitors.  Choose one other usher to help in handing these out when called for by the pastor.
5. Direct ushers in the handing out and collection of the attendance sheets (pew pads).  The pads are handed out at the beginning of the service during the announcements.  Ushers should make sure that all in attendance (e.g., congregation, choir, worship/praise team, sound/projection personnel, etc.) record their attendance on the pew pads.  The pads are normally collected during the service at the beginning of the children’s message.  After the pads are collected, remove the signed sheets, and have them taken to the office & placed in the wire frame in-box on the counter.  Leave the pads on the pew in the narthex, by the bulletin box.  The pads should remain there between services, and after the second service, so that they can be replenished during the week.
6. Direct ushers to their locations for the collection.  Lead the ushers into the sanctuary for the collection, at the appropriate time.
7. Designate one usher to collect the prayer cards and take them to the Pastor.

8. Designate one usher to take the collected offering to the finance committee representative in the office.  This same usher should take any one-stop sheets, or other sheets from the bulletin that have been filled out by the congregation, to the office and place them in the wire frame box on the counter.
Responsibilities of Head-Ushers (continued)
9. After the service begins, remain in the Narthex and help maintain order and control the noise level.  Choose one other usher to assist in this important effort.

10. Twice during the service, check the building and encourage any unattended children to go to the sanctuary.  Notify their parents if they do not cooperate.  However, at least one usher should remain in the narthex at all times.
11. On communion Sundays, direct the other ushers in controlling the flow of people as they approach the communion table, and return to their pews.
After the Service:
1) Oversee and participate in cleanup of sanctuary.

a) Pick up leftover bulletins, trash, or personal items left behind.

b) Straighten up the pew bibles and hymnals.

c) Leave the attendance books on the pew in the narthex so that they can be replenished during the week.

d) Assist as appropriate with the storage of equipment (e.g., projection & sound) used during the service.

2) Return collection plates, tapers, hearing assistance devices, and other appropriate items to the sacristy.  Clean the hearing assistance devices with alcohol swabs, if used.

Responsibilities of Ushers
Ushers are responsible for encouraging silence and appropriate behavior as the people enter the sanctuary, participate in services, and leave the sanctuary.  Ushers provide for the ordinary needs of attendees by providing bulletins, helping people find seats, and maintaining quiet.  Ushers also provide for special needs, such as hearing assistance devices, materials for children, etc.
Before the Service:

1) Arrive at church at least 30 minutes early and check in with the head usher.
2) Help to get things organized by following the lead usher’s requests to obtain items from the sacristy and/or office as required.

3) Participate in prayer 25 minutes before service.

4) At the doors to the sanctuary, greet the worshippers, hand out bulletins, and direct people to seats as necessary.

5) Offer large-print bibles and hymnals, hearing-assist devices, children’s materials, etc. to those who may need or request them.
6) Politely discourage small “discussion groups” from blocking the entrance doors to the sanctuary.

7) At approximately five minutes before the start of services, politely request everyone in the Narthex to begin entering the sanctuary, so that everyone is seated before the beginning of the service.

During the Service:

1) Seat latecomers only when it does not interfere with the worship service.  If people leave the sanctuary during the worship service, allow them to reenter the sanctuary only at an appropriate time that will not interfere with the worship service.  Use good judgment.

2) Politely request that people be as quiet as possible on the stairs when they are being seated in the balcony, to minimize noise.
3) Open and close sanctuary doors at appropriate times.

a) This is a judgment call that involves making a tradeoff between the temperature in the sanctuary and the noise level in the narthex.

4) Special instructions for the “acolyte” usher.

a) Identify yourself to the acolyte coordinator and make sure that he/she knows that you will be available to support them, if necessary.

b) It is the responsibility of the acolyte coordinator to obtain a working lighter from the sacristy and keep it secure until it is needed.  It is also the acolyte coordinator's responsibility to have the acolytes ready, and to light the tapers at the appropriate time.  Be prepared to handle this if the acolyte coordinator is absent.

c) At 9:00, obtain a copy of the announcements sheet to assist in timing.  This can be found in the bulletin box.  If the acolyte coordinator is absent, get the acolytes ready during the last announcement or two, so that they are ready to process when the Pastor begins reading the “Celebration of the Light”.
d) At 11:15, if the acolyte coordinator is absent, get the acolytes ready at the appropriate time so that the procession can take place during the playing of the prelude.

Responsibilities for Ushers (continued

e) Be prepared to process and light the candles if the acolytes themselves are not present.
5) Participate in the collection of the offering as directed by the head usher.  Follow the lead usher into the sanctuary for the collection.

6) If designated by the head usher, collect the prayer cards from all of the collection plates and take them to the Pastor.

7) If designated by the head usher, take the collected offering to the finance committee representative in the office, and place any other items (one-stop sheets, surveys, etc.) in the wire frame box on the counter.

8) On communion Sundays, follow the directions of the head usher in directing the flow of people as they approach the communion table, and return to their seats.

a) Assist those who require help in receiving the sacraments.

b) Inform communion servers if there is anyone that needs to be served at their seat.
9) On Sundays when special presentations (e.g., praise band) occur during the service, assist as needed in removing chairs, music stands, etc. after the presentation.

After the Service:
1) Assist in cleanup of sanctuary.

a) Pick up leftover bulletins, trash, or personal items left behind.

b) Straighten up the pew bibles and hymnals.
c) Assist as appropriate with the storage of equipment (e.g., projection & sound) used during the service.
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