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Usher Guidelines — Fall 2025

Preparation
On Day of ushering
Plan to arrive at the church by 9:30 am for the 10 am service.

- Open the doors to Highland Avenue using the hex key on the Nail up on the right-hand side of the
door jamb.

- Set out the orange barrel in the middle of Highland Avenue and dodge the occasional bus or car
zooming down the road.

- Open windows if it is hot. Turn on the fans at the corners of the Nave.

- Bring the nametag cart into the Narthex; put on your nametag and pin one of the carnations on the
table in the narthex if available.

- Set up the brass alms basin on a table in the middle of the center aisle and seed it with a bill or
two. (I think this we only do this in the Summer in the Chapel)

- Two ushers hand out service bulletins — one usher stands near the front door at the Highland
Avenue entrance. The second usher stands near the inner door connecting the nave and parish
hall.

- Ask two members of the congregation if they would help bring up the elements for communion.

Say this prayer together: “Lord, help us to greet everyone this morning with a smile and a kind word of
welcome. May we be the Good News that people need to see and hear.”

Welcome and Count
Hand out service bulletins near the front doors and the inner door with a smile and a greeting. Indicate
that nametags are available.

Fifteen minutes after the start of the service, count the people in the church. Fill out the slip on the
sideboard in the Narthex (bring it to the office after the service and leave on Ali’s desk)

Presenting the Gifts

At the end of the announcements, listen for this phrase called the offertory sentence. It changes with the
season of the Church year. Right now, it is, “Let us with gladness present the offerings and oblations of
our life and labor to the Lord.” The bulletin will contain the words, “The People’s Offerings.”
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Two members bring the two glass cruets (one with wine, one with water) and the bread box down the
center aisle to the altar, handing them to the priest. The two ushers follow behind and stop at the first pew.
After handing the elements to the priest, bow your head slightly, turn and walk back down the center aisle.
The two ushers start passing the collection plates (one on either side of the center aisle). In the narthex,
the collection is placed in the bag and the collection plate is brought back to the altar during the singing
of the Doxology. On a MANNA Sunday, baskets of food are also brought back to the altar at the same
time. Stop at the top of the steps, bow your head to the altar, then bring the cruets and alms basin to the
altar into the waiting hands of the Celebrant. Remain at the altar until the doxology is finished. Bow your
head to the altar before turning and walking back to the Narthex at the end of the doxology.

Prior to Communion: In addition to counting the kids in the various church school locations (Chapel
and Lower Parish Hall), ushers need to notify church schoolteachers when it is time to bring the kids to
the Main Church for Communion. The ushers should go to the church school rooms when the Intercessor
begins the prayers of the people.

Communion

After the Lord’s Prayer, the breaking of the bread, and the fraction anthem, the celebrant invites all to
communion saying, “The Gifts of God for the People of God,” and the ushers walk down the center aisle
to the first pew as communion is given to the choir. When the celebrant comes to the foot of the steps, the
ushers turn and “release” the rows for communion. Follow the last folks up, so you can have some
Communion, too. Be on the lookout for people who may need to have communion brought to them.

After the Service

Collect loose service bulletins and put them in the basket in the Narthex to be reused next week. Replace
hymnals.

Put up the kneelers.

Come get some cookies and lemonade in the Upper Parish Hall.

Thank You.
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