PINEVILLE UMC USHER RESPONSIBILITIES AT 9:00
November 2008
1)
Please be on time.  Try to be in position 10 minutes prior to start of service.  Place the “tent” sign for “The Open Door” outside beside the driveway.  If weather permits, one usher should be outside the doors and the other near the table with bulletins.

2)
Greet everyone with a smile, bulletin, and handshake.  Be sure children get the Children’s Bulletins.

3)
The Lead Usher should check with the Pastor and see if there are any special instructions.

4)
If visitors have nursery-age children, offer to escort them to the nursery (CC1 & CC2).

5)
When the service starts, place the “Please Enter Quietly” sign outside.

6)
Help latecomers find a seat while folks are standing during the praise singing.  Try to fill up the chairs that are already set up, but if more chairs are needed, add them at the end of the rows, especially toward the kitchen.  Do not place chairs against the back wall.  Do not walk in front of the projector.

7)
Take an attendance count near the end of the praise singing.  Include the Praise Team, all children, and the children and adult workers in the nurseries.  Add latecomers to the total.  Enter these numbers on the weekly attendance slip and place it in the offering basket.  

8)
Receive the offering during the special music and place the baskets back on the altar table while the Praise Team is still singing.

9)
On Communion Sundays, the ushers will lead the congregation in forming a line to come forward to receive the elements.  

10)
If there should be a medical emergency:  offer assistance, call 911, if necessary, and take a note to the Pastor regarding what has happened.  There is a phone in the kitchen.  There is a couch in the Senior High room (CC9).  There is a blood pressure cuff in Room 105 and a first aid kit in the kitchen.
11)
In case of a fire, extinguishers are on the wall by the main Fellowship Building doors and in the kitchen.  Call 911 if that is necessary.

12)
At the end of the service, take 5 minutes to greet visitors and chat with them.  Urge them to sign a pew pad if they haven’t.  Then, bring in the signs from outside the door.
