
 

 

 

Usher  
Procedures 

 
Ushers serve an important role in worship. People attending the service will look to the ushers for direction 
or assistance, especially any guests. Ushers should be welcoming and helpful to everyone attending, 
allowing for the Pastor to focus on the service and the congregation to focus on worship and feel welcome. 
 
- Arrive at least 30 minutes before the service begins. Check in with Kathy Siebenahler.  
- There should be 5 ushers; 4 people plus a youth usher 
- Upon arrival, review with each other your plan and position for assisting people as they are arriving, 
offering collection, and communion direction.  Also review the order of service for any special parts of the 
service that may require usher assistance. Feel free to ask Kathy and/or Pastor for clarification. 
- Review all exits and locations of AED in case of emergencies. Ushers should be aware of the church 
surroundings as people are entering, during the service, and following the service as people leave.  
  
Before the Service: 
- Have 4 ushers take a handful of bulletins and position one on each outer aisle and two in the middle aisle. 
Welcome people as they arrive and offer a bulletin to those that would like one. 
- The other usher can move around watching for anyone arriving that may have a question or need 
additional assistance of any kind.  
- As the seating fills, be aware of any open areas for people to sit including the transepts and balcony. One 
or two ushers may walk towards the front or transepts to help direct people to open seating. 
- Adding additional chairs should be a last resort and only needed during large holiday services. 
- At 8:55, an usher needs to be ready to ring the bell. Open the bell tower door and familiarize yourself with 
the ropes and instructions on the wall. The bell should be rung when any prelude music has completed but 
before the Pastor begins speaking. Have one usher ready to ring the bell and another usher within sight to 
give a signal when the bell should ring. From a time perspective, the bell should ring at 9:00 am. 
- Once the service begins, one usher should have a few bulletins and stand near the east entrance to 
accommodate anyone arriving late. Assist any late arrivers by offering a bulletin and directing them toward 
an open seat. Try to have them wait for a song to proceed to their seat so as to not disrupt a prayer or 
responsive reading. 
- Return the bulletins to the usher table and take a seat in the Narthex. Be aware of what’s happening 
during the service and watch for any needs that may come up in the congregation.  
 
Counting Attendance: 
- Two ushers should be responsible for counting attendance.  
- During the first reading, two ushers should go up to the balcony and quietly proceed to the front of the 
balcony to count the people attending the service, including those in the balcony, transepts, and choir.  
- Ushers may also go up the side aisles to the transepts in order to get a full and accurate count of everyone 
in the transepts.  
- Count everyone, including everyone assisting with the service, including worship leaders, all musicians, 
media booth, and ushers.  
- Record the attendance in the binder located on the shelf in the usher room in the Narthex. 
 



Offering 
- Each usher should have an offering plate with one each on the outside aisles, one each on each side of 
the middle aisle, and one to go to the balcony 
- Be ready to begin collecting offering so when the Pastor says “we will collect offering”, the ushers are 
ready to begin when the music during offering begins. All four usher walk forward at the same time.  
- Each of the outside aisle ushers will go to their respective transept first, and pass the plate from the first 
pew back. During this time, the main aisle ushers wait at the front of the church and the balcony usher can 
pass the plate in the balcony proceeding from front to back. 
- When the transepts are complete, the outside aisle ushers will progress to the front pew in the outside 
aisle and then each usher (middle and outside aisle) will pass their offering plate down every other pew. If 
the pew’s are not full, you can use your best judgement to accommodate collecting offering from your 
respective side. 
- When completed in the back, all the offering is collected in two plates and two ushers will wait in the back 
of the church for the offertory song to begin. When the singing begins, walk the offering plates forward and 
hand them to the acolytes in front of the church, and then return to the back. 
 
Communion 
- Communion will follow a similar pattern to offering. There should be an usher in each of the outside aisles, 
two ushers on each side of the middle aisle, and one for the balcony.  
- After the Pastor announces all is ready and the congregation is seated, the ushers should walk forward. 
The outside aisle ushers will direct the transepts to commune first starting in the front pew and progressing 
back. During this time, the main aisle ushers will remain standing by the front pew in the main aisle. 
- Dismiss people for communion timely enough to keep a steady flow without having people standing in line 
for long periods of time. 
- When the transepts are complete, the outside aisle ushers can go to the back of the church and commune. 
At that time, the communion servers will move to the center aisle. The ushers in the main aisle can then 
begin directing people forward for communion. 
- The balcony usher can dismiss people from the balcony for communion at the same time the transepts 
begin taking Communion. After the balcony is complete, the usher can then direct the back 3 or 4 rows to 
the back communion station (if it is set up).  If no back station is being used that day, the usher can 
commune after the balcony is complete. 
- During communion, take note of any person that would rather be served communion in the pew instead of 
walking forward. When a Communion station has completed with their line, direct them to the persons in 
their seats that would like Communion.  
- When all are communed, ushers can return to the back of the church. 
 
Closing 
- When the service is ending, make sure the aisles and exits are free of any clutter  
- One usher should go to the bell room and be ready to ring the closing bell by reviewing the instructions on 
the wall 
- The closing bell should ring after the Pastor proceeds to the back of the church and the congregation 
responds “Thanks be to God” or something similar.  
- After most people have left the pews, the ushers should walk through the Sanctuary and pick up any 
bulletins, garbage or other items left behind in the pews or on the floor. Check the hymnal racks and card 
holders and reset if needed. Any found items can be placed on the table under the TV by the east entry 
- After the walk through, the usher’s job is complete. 
 
 


