
March 21, 2017
The Evangelical Lutheran Church of the Holy Trinity

Lancaster, Pennsylvania
Instructions for Ushers and Greeters

Preparation


1. 
Arrive on Time – 8:00 for the 8:30 service; 10:30 for the 11:00 service.

2.
Report to the Duke Street side of the narthex in order to get assignments from the chief usher.


3.
Pick up an usher’s or greeter’s badge from the chief usher.


4.
Any inserts should be placed in the bulletins prior to distribution. 

Greeter Assignments

1. Greet worshipers with a friendly handshake. 

2. Greeters encourage parishioners to use a name tag on Communion Sundays

3.
Be especially attentive to visitors.  Make them feel welcome. 

4.
Open doors to sanctuary when weather is nice

5.
At the beginning of the service the outside doors should be closed. 


6. 
Two greeters may be assigned to take the altar flowers to the kitchen in the parish house at the conclusion of the 11:00 service. Remove the vase liners with the flowers. Do not remove the vases.
Usher Assignments

1. Greet worshippers with a friendly handshake.  Ask if there is a seating preference and how many will be seated together.
2. Escort them to the pews, cautioning them to be alert to the slight step into the pew (main floor) and steps (galleries). 

3.
Fill in the pews towards the front of the church first, if possible.

4.
Hand a bulletin to each worshipper and a children’s bulletin (if available) to younger children.

5. If a “large print” bulletin is requested, get one from the chief usher and take it to the worshipper. 

6. Remind parishioners to sign attendance pads.
6. Seat latecomers during hymns, before scripture.

7. Do not seat persons in the choir lofts.  Ushers should not sit in the choir loft. 

8. Gallery ushers should seat families with young children in areas other than the front gallery pews.

9. Gallery ushers should not close the pew doors.   

10.  If a wireless hearing aid is requested, obtain one from the chief usher. 

11. After all worshippers have been seated, take your place in the back pews reserved for ushers.  Be alert for latecomers and seat them near the back of the church. Do not seat anyone during the Confession and Forgiveness portion of the service.
Receiving the Offering – Main Floor

1. At the direction of the chief usher, assemble at the rear of the center aisle in the order of the assigned positions (the two center aisle ushers in the front, followed by the side aisle ushers).  

2. Proceed to the chancel rail, at the direction of the chief usher, the two lead ushers stopping at the center of the rail, those following taking their places at their respective sides.

3. Split from the chancel rail when all have received plates and collect offering.  

4. Count the persons present while collecting the offering and report the total to the chief usher.  Count children and infants. Count yourself.  
5. Reassemble with the plates at the rear of the center aisle.  Proceed to the chancel rail at the direction of the chief usher.  Immediately after the pastors have received all of the plates, file back the side aisles to your pews for the prayers.  (During communion services you will give the offering plates to the assigned vestry members and they will take it to the altar.)
Receiving the Offering – Galleries

1. Make sure that offering plates are on the stands inside the gallery doors. 

2. When the main floor ushers proceed to the chancel rail, proceed to the top of the gallery steps at the front of the church.

3. When the main floor ushers split from the chancel, proceed to the lower gallery pews and receive the offering in ascending order.
4. Count the persons present while collecting the offering.  Count children and infants. Count yourself.  Do not count choir members or musicians.
5. When the entire offering has been received, take the plates downstairs and report the attendance totals to the chief usher.  Transfer offering to the main floor ushers’ plates and take your offering plate back to the gallery. 

At the Conclusion of the Service

1. Check pews for orderliness.  Replace and put in order: hymnals, kneeling benches, and pew rack envelopes.  Collect bulletins and forgotten personal items.  Close the main-floor pew doors.  Gallery pew doors should remain open, except the doors at the front of the church.

2. Following the 11:00 service the assigned greeters should take the altar flowers to the kitchen in the Parish House. Do not take the vases.

Important Miscellaneous Instructions

1. If you must be absent on an assigned Sunday, please obtain a substitute and report this to the chief usher. 

2. Dress in a manner appropriate to the importance of your leadership role in the worship service of our Lord.

3. Endeavor to maintain a quiet atmosphere in the narthex and sanctuary conducive to preparation for worship, especially after the music prelude has begun.

4. Do not chew gum during your time of service.


