
USHERING CHECKLIST 

 

1. Arrive at the sanctuary 20-30 minutes before the worship service is to begin. 

 

2. Check with the pastor for any special instructions (e.g., seats to be reserved, 

unique aspects of the service). 

 

3. Open all of the French doors leading into the sanctuary. 

 

4. (8:30 Services only)  Use the gold ropes (stored under the back pew) to rope off 

the back 5-6 pews. 

 

5. Candle lighting:  An usher should light the candles 15-20 minutes before the 

service. 

 

6. Verify offering plates are on the back pew, and check other materials (badges, 

“reserved” signs, printed bulletins for applicable service, attendance records).  If 

not on the back pew, offering plates are located in velvet bags on the counter top 

of the flower/communion preparation room.  “Reserved” signs and attendance 

records will normally be found in the closet located at the entrance to the 

flower/communion preparation room.   

 

7. Have bulletins and hymnals available on the table in the narthex (for people 

arriving late or wishing to remain in the narthex during the service). 

 

8. As people arrive, two ushers should be stationed either outside the French doors 

or at the archway between the coat room and the narthex.  (When the narthex is 

crowded, it is usually better to be positioned outside the French doors.)  These 

ushers should welcome attendees, hand out bulletins, and encourage everyone to 

wear name tags. 

 

9. The other two ushers should greet attendees and provide assistance in seating as 

needed. 

 

10. Remember the need for quiet meditation in the sanctuary before worship service.  

Please make a special effort to only whisper while still being friendly and 

personal in greeting people. 

 

11. Close all French doors following the Call to Worship (unless the congregation is 

being seated in the narthex).   

 

12. During the pastor’s greeting and subsequent period of silence, please discourage 

the congregation from using the center aisle.   

 

13. One or two ushers should remain outside the doors at all times (except during the 



offering) to direct latecomers into the sanctuary at an appropriate time during the 

service (not during quiet prayer).  This arrangement allows latecomers to be (i) 

greeted with a bulletin without disrupting those in the sanctuary, (ii) asked to 

refrain from entering the sanctuary during the confession and other times of 

prayer and meditation, and (iii) quietly invited into the sanctuary at an appropriate 

time in the service. 

 

14. Seat latecomers using the side aisles with least disturbance possible. 

 

15. Count “house” and record number in attendance folder (include everyone in the 

count - pastors, choir, musicians, ushers, etc.).  A good time to take the count is 

during the children’s meditation.  However, it is helpful to count the choirs when 

they process into the sanctuary. 

 

12. Four ushers take offering plates forward at the time noted in program and 

announced by the pastor (at the start of the offering anthem).  To collect offerings, 

the front two ushers proceed to the side aisles, while the remaining two ushers 

stay in the center aisle. 

 

13. After collection has been completed, two ushers take offering plates forward. 

 

(8:30 service)  Proceed forward while the offering anthem is still playing.  After 

briefly pausing at the front of the sanctuary, both ushers should proceed to the 

flower/communion room using the same door. 

 

(11:00 service)  If there is communion, proceed forward during the singing of the 

congregational response, briefly pause at the front of the sanctuary, and then 

proceed to the flower/communion room using the same door. 

                        If there is not communion, proceed forward during the singing of 

the congregational response, pause at the front of the sanctuary for the Prayer of 

Thanksgiving, and then proceed to the flow/communion room using the same 

door. 

 

14. Place the contents of the offering plates (such as offering envelopes, prayer cards, 

checks, bills and coins) into Ziploc bags.  Both ushers proceed downstairs, 

through Fellowship Hall, upstairs to St. Andrews Hall, and to the church office.  

Deposit the bags in the wall slot into the drop safe.  Return to the sanctuary. 

 

15. At services where communion is by intinction, two ushers should invite the 

congregation into the center aisle one pew at a time, starting at the back. (If 

present, let the choir go first.)  To minimize a delay in the service, invite the first 

pew right after the pastor says “The gifts of God for the people of God.  Alleluia, 

Amen.” 

 

16. Open all French doors during the processional hymn. 

 



17. After the musical postlude has ended, extinguish the candles, collect attendance 

sheets from the hand of greeting, and remove trash/used bulletins from the pews.  

(Please do not begin these tasks while the postlude is in progress.) 

 

18. (11:00 and Summer services only) Tear out filled-in attendance registration sheets 

(including the choir loft) and take them to the membership committee box in the 

volunteer room. 

 

19. Pick up discarded bulletins and other trash.  Place bulletins in the recycling bin 

located on the way out of the narthex.  Trash can be disposed in the waste basket 

near the sound system console. 

 

20. Look for offerings in the choir area. 

 

 

NOTE: The church sexton is available for assistance you may need with the church 

facilities (e.g., heating, air conditioning, lighting, folding chairs, candle 

holders). 
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