PINEVILLE UMC USHER RESPONSIBILITIES AT 11:00
(Revised, November 2008)

1)
Please be on time.  Try to be in position 10 minutes prior to start of service.  For the 
11:00 service, some people come before Sunday School is over.  One usher should 
stand in the hall that runs beside the church office and help hold the door for those on 
a walker or in a wheelchair.
2)
Greet everyone with a smile, bulletin, and handshake.  Be sure children get the 
Children’s Bulletins.  If someone needs a hearing device, these are in a box above the 
acolyte robes in the SS Office.
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)
Make sure all sanctuary lights are on, including the rheostats for the stained glass 
window.  However, while something is being projected on the screen, turn 
the 
“Outside Choir” spotlights (marked “A”) off.
6)
Open all doors to the sanctuary (the front and back doors).  Shut the doors just before 
the service starts.

7)
Help latecomers find a seat while folks are standing during the first hymn or creed but 
not during a prayer, anthem, etc.

8)
Five to ten minutes into the service, take an attendance count of the sanctuary 
(including the choir) and in all operating 
nurseries.  Add latecomers to the total.  Enter 
these numbers in 
attendance log in the usher room.  Also, complete a weekly 
attendance slip (which is found in the usher room) and place in the “secretary” box 
outside the church office 
after the 11:00 service.
9)
Except on Communion Sundays, when the Lead Usher has gathered the full collection 
plates, he or she should place them on the altar table in two stacks, one on each side 
of the Bible.  At Communion, place them back where the empty plates are kept.

10)
One member of the usher team will come to the lectern and read the offering prayer (there are two different prayers taped to the lectern).  If no member of a team is willing to say the prayer, the Head Usher should inform the pastor before the service.

11)
On Communion Sundays, after the offering is taken, the ushers need to bring up the plate of bread along with the offering plates.  The bread is on the desk in the Sunday School office off the Narthex.  The usher(s) with the bread should lead the usher(s) with the offering plates and should place the bread and plate on the communion table.

Also on Communion Sunday, please let the Pastor know if there are people who need to be served in the pews and where they are located.

12) 
If there should be a medical emergency:  offer assistance, call 911, and take a note to 
the Pastor regarding what has happened.  There is a phone in the church office, which 
is usually unlocked.  There is also a phone in the Lounge (114) beside Stacy Hall.  
There is a couch in the Lounge and in the Pastor’s office.  There is a blood pressure 
cuff in Room 105 and a first aid kit hanging across from the choir room door.

13)
In case of fire, extinguishers are in the hall by the water fountain and in the Sunday 
School Office off the Narthex.  Call 911 if that is necessary.

14)
At the end of the service, open the rear doors to the Narthex.  If weather permits, open 
the outside glass doors, also.

15)
Take 5 minutes after worship to greet visitors and chat with them.  Urge them to 
sign a pew pad if they haven’t.

16)
Ushers should be at least 12 years old, except for a special worship service such as Children’s Sabbath.  Younger children can be allowed to hand out bulletins, hold doors, or to carry the bread and plate forward for communion.  

•  For Lead Usher After the 11:00 Service:
17)
As you lock up, turn off all lights that are not being used in all buildings.

18)
Lock all the doors after people leave.  This includes the doors to the education 
wing, the Crossroads Center, and the Fellowship Building.  

19)
In the winter, switch to “unoccupied” (down) the two switches in the education wing in 
Rooms103 and 105.  In the summer, make sure to switch off any room air conditioning 
units that are on.  


