December 5, 2019
USHERS
Thank you for sharing of yourself as an usher! Here’s all you need to succeed …
Arrive 15 minutes early - check bulletin for special worship needs.

BEFORE worship
· If there is a Baptism, put baptismal font in center/front of church. Reserve front rows for baptismal family if need (ask Pastor)
· Bulletins - distribute them with a cheerful greeting to worshipers as they arrive.  
· Seating - help worshipers finding seating if pews are full.

· Light Candles - use candle lighter to light candles on altar during the Prelude music before service starts.  
TIP:  to extinguish candle lighter, slide wick down into tube and then back out immediately so hot wax does not fuse in tube.
DURING worship
· Offering - Ushers will come up the middle aisle & pass the plate down the pew and the last person sitting in the pew will hand it to the person behind them. Face forward when passing plates from row to row. When directed by pastor, two ushers take plates forward, place them on the altar, step back away from the altar and turn in toward one another as you turn to leave. If there are Prayer Requests in the offering plate, hand them to the Pastor. 

· Head count - count all worshipers including choir/musicians and record number on “Attendance” slip (you will find an “Attendance” slip attached to bulletins). 
TIP:  count from the balcony during the reading of the lesson 

· Communion – 1st & 3rd Sundays
Altar/Kneeling - 1st Sunday both services
2 ushers to direct communicants forward from the front to the back of the church, then the balcony.
Intinction - 3rd Sunday both services 

2 ushers direct communicants forward from the front to the back of the church, then the balcony.
· Extinguish candles – as soon as the closing hymn starts.  

TIP:  Do not apply pressure on candle wick, just eliminate the air getting to it.

AFTER worship

· Tidy up - pick up anything left in pews.  

· Pew notebooks - remove filled-in sheets. Take them and “Attendance” slip to the office.
· PA Amplification device - make sure switch is completely in the off position after use.

· Offering - requires 2 non-related ushers – together, empty collection plates into zippered money bags (these are in cupboard on back side of altar).  Place zippered money bags in gold mail box slot next to drinking fountain outside the office door. 
WHO ARE THE KEY ORGANIZERS / LEADERSHIP / CONTACT PERSON:  

· Fern Brown, Judy Fewson, Gail Colby, Cheri Haderly

