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9:00 AM Service Usher Instructions 

 The Elder of the Week arrives at 7:45 to unlock, turn on lights and check/adjust the 

thermostats. 

 All ushers should arrive at 8:30 

 The usher cabinet is located in the laundry room. Bulletins will be in a plastic crate in the 

laundry room. Review the bulletin, noting special events like baptisms, communion and 

offering format. 

 Check the classroom next to the kitchen (B017) for use with squirming children. Turn on 

speaker, turn on lights. 

 Place paraments on the communion table and on the podium. Paraments are stored in the 

closet on the stage. The closet key is in the piano bench. Please look at the hanging banners 

on the left and right outside of the stage.  This will tell you if you need Green, White, 

Purple/Blue, or Red parament cloths. 

 Place the candlesticks, cross, chalice and plate from the usher cabinet (or from the top of 

the counter) on the communion table.  On communion Sundays, no candles, cross, chalice 

or plate on the table.  

 Add oil to candles if they are less than ¾ full.  

 There is a master key for the CLC interior doors in a key storage mechanism beside the 

storage room door next to the elevator.  The code is the same as the address for the church. 

 Put a fresh bottle/cup of water on the pulpit and be sure there is a box of tissue on the 

pulpit. Note: if a bottle of water is used, loosen the top for easy access. 

 Light candles at 8:55. 

 Take the offering pouch from the usher closet to classroom B018 where the offering will be 

sorted. 

 Take the four offering plates out of the cabinet and place on the back chairs or bench where 

you will sit for the service. 

 Station at least 1 usher at each entrance to greet, hand out bulletins and to help folks find a 

seat. 

 If there is a baptism (check the bulletin for special events), retrieve the baptismal bowl from 

the usher cupboard (ceramic with cover), and exchange it with the silver one that is in the 

baptismal stand. Fill it with warm water. Put kneeling bench out if there is an adult baptism. 

Reserve a front row (or two after consultation with the pastor) for family of the person 

being baptized. Laminated “reserved” signs are in the drawers in the Usher closet. 

 If a large crowd is expected, place the ropes found in the usher cabinet drawers to block the 

last 5 to 6 rows in the section of chairs nearest the parking lot entrance. This will enable you 

to easily seat late-comers.  Remove these ropes and return to the drawers at 9:00.  
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During the service: 

 At 9:00, place the sign at the top of the stairs near the breezeway indicating that the service 

has begun and latecomers should use the other entrance. 

 Usher latecomers to a seat during the initial praise songs.  Obtain additional chairs from the 

storage room near the elevator if needed. 

 Try to keep the doors from closing with a bang. It would be helpful for one usher to sit next 

to or near the doors throughout the service, but at least for the first 15 minutes of the 

service. During the first 15 minutes, it is best if 2 ushers are at the entrance closest to the 

parking lot so that one can usher and the other assure that the door does not slam. 

 During announcements, 2 Ushers are to pass out the friendship pads.  One per row per 

section. 

 Count those in attendance, using the attendance card provided. Counting should be done 

after the Time with Young Disciples and before the sermon. Waiting for the children to leave 

helps with counts in the CLC and in the children’s programming. 

 Stay near the doors to keep doors from slamming if people come and go. 

 Offering with 3 Ushers (see picture below): When the pastor calls for the offering, 3 ushers 

walk up the center aisle. One usher who will stay in the center aisle will have two plates. 

One usher with one plate will go to the left aisle and one with one plate will go to the right 

aisle. The side ushers pass their plates to the side sections. The center usher passes plates 

to right and left center sections and the ushers in the outside aisles move plates from row 

to row from the outside aisles.  The center usher passes to both sides. The ushers in the 

outside aisles pass to the center and the outside sections.  

 

 

 Following the offering, at least two ushers go to room B018 and sort the offering. The blue 

bank envelope is place into an 8x10 envelope and sealed.  Two Ushers are to sign across the 

seal and take the envelope upstairs and place it in the drop box vault in the office – one 

person is not to be left alone with money.  

 Then proceed to count the Nurseries and HIS Kids in the Sanctuary.  Record the totals on 

the card and the envelope and return to CLC with the cards and envelope.   
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 For Communion (3 Ushers needed): At least one usher and the servers will meet with the 

pastor in the front of the Christian Life Center at 8:40 to finalize instructions for serving. 

Generally, when the Pastor calls the servers forward to serve, three ushers walk up the 

center aisle. As the servers fan out to their positions, the outside ushers will also fan outer 

left and right, moving all the way to the far outside. As the outside ushers direct the rows to 

go up for communion, motion for them to come toward you, rather than toward the 

outside aisle. In this fashion, the flow will be that the inside left and inside right aisles will 

be used for all to return to their seats. Outside sections go to the far outside and return up 

the inside aisles. The center sections go up the center aisle and return up the inside right or 

left aisles respectively. Typically, the side serving stations finish before the center stations 

finish. If needed, a fourth usher goes to the front row in the center and motions people to 

go to the side stations to keep the serving going in a timely fashion. If anyone in the 

congregation prefers or needs to be served at their seat, let officers at one of the serving 

stations that is finishing first know of the need and direct people to the other stations as 

needed. Anticipate the timing. the services.  After everyone in the congregation has been 

served from your sections, this would be the time to fall in to the back of the line and 

participate in communion. 
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After the service 

 Collect the friendship pads, tear out the sheets with names on them, place them in the 

attendance envelope with the yellow attendance cards.  Take envelope back upstairs and 

put it in the hanging box next to the secretary’s office.  

 Move the sign from the top of the steps. 

 Dispose of bulletins left in the CLC by the congregation (recycle). Take unused bulletins to 

the Sanctuary (Put in white crate in Usher’s closet) for use at the 11:15am service. 

 Extinguish candles and return the cross, chalice, plate and candlesticks to the usher cabinet. 

Return the box of tissues to the Usher closet and discard any unused water. 

 Pick up discarded items from the seating area. 

 Return paraments to the closet on the left of the stage. 

 Replace the ceramic baptism bowl with the silver one, placing the ceramic set in the 

cupboard in the usher room. 

 Lead breakdown of the chairs. 

Other things to remember 

 Fire extinguishers are in the back corners of the multipurpose space and in the kitchen.  

 The fire alarm system is in the mechanical room off the narthex. Instructions are posted 

there and in the usher closet. It is intended that the EOW and DOW will know about the fire 

alarm. 

 There are first aid kits in the coffee stand and in the kitchen. There is a diabetic kit in the 

coffee stand. 

 There is a phone in the kitchen. 


