
DUTIES OF USHERS 

Before the service – at or before 9:30 am prepare the sanctuary
· Put on your name tag and “Usher” pin

· Open shutters – the key is in the cleaning closet on the left side

· Take out collection plates from closet * – put them on back table

· Prepare attendance pads* – put new inserts and pens if needed 
· Put the date on the top of each pad

· in each pad fill out all your information on the top line as an example

· Put 10 birthday candles* around the Christ candle – do not light these 

· At 9:50 light the altar, wall sconce, and Christ candles 

· Adult job only – do not delegate to a child

* Attendance pads and refills, offering plates, candles, matches, and hymnals are stored in the closets on the right side of the sanctuary.  

As people arrive

· Direct people into the sanctuary, filling the center first. As 10:00 approaches, encourage people in the hall to move into the sanctuary.

· Note that Bibles are available in the rear of the sanctuary; feel free to have a few in your hand to offer to people as they come in the sanctuary. 
· Show people the hymnals so they can take one. (If they have not been put on the seats)
· As the sanctuary fills be aware of congregation 
· Ask people to sit in the front 
· Show late arrivals to a seat 

· Ask already seated persons to make room for late arrivals

· If large attendance GET FOLDING CHAIRS OUT – Stored in closet at back of sanctuary – SE corner.

During service

· At Children’s Time, pass attendance pads – start one at the front of each section

· when done, put signed pads on back table

· Do a visual head count of adults during Children’s Time, note number of children who do not go to Sunday School, and write these totals on an attendance sheet.

· Offering – pass plates, starting one at front of each section

· collect plates from back rows

· Advance to the front during the singing of the Doxology

· Remain at the front until after the prayer, then put plates on altar and be seated.

Communion Sunday (ist Sunday of month)  – See the other side for instructions. 
After the service – help clean the sanctuary
· Help put hymnals away

· Extinguish all candles 

· Close and lock shutters and return key

· Put away folding chairs, if used

· Circle visitors’ names on attendance sheets and put sheets on pastor’s desk
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COMMUNION SUNDAYS


There is no Children’s Time on Communion Sundays. 

·
Communion Sunday – Pass attendance pads during Special Music or readings

·
Communion Sunday – After joys and concerns, go to classes and tell all teachers it is time for communion.


Communion – Direct traffic flow 

- Start at front row. Ask people to come forward from their rows via the 

   outside aisles and to return to their seats down the center aisle. 

- Release the side sections first. Then release the center sections after the side

  group is completely finished.


- Help anyone who appears to need assistance walking


- Alert pastor if there is someone who needs to be served at their seat

Thank you!
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