WPPC Ushers Duties List Guide for Sunday Worship Service (Before, During and After) 

Ushers are should arrive approx. 15 min. prior to doors being opened. 8:55a to 9:00a. This will allow for the BEFORE service review (below) to be performed.

BEFORE:
1. Confirm 4 Offertory plates are on the pedestal at the back of the sanctuary and 17 blue attendance pads on the shelf below. (You will need at lest 14 for the service 7 for each side).  Note: if there are missing offertory plates, check in the offertory count room by classroom 1. 
2. Confirm you have the worship aids. They are generally along side of the pedestal at the back of the sanctuary on a chair. 

3. The sanctuary thermostat is generally set at 68 degrees summer and winter.

4. Decide and discuss who will be walking forward with the offertory plates and the attendance pads.
DURING:

1. Sanctuary doors open at 9:10a. There should be at least two Ushers greeting worshipers & passing out worship aids, assisting with seating for those who need assistance.

2. Service starts at 9:30a and one set of doors are closed (closest to the Library).

3. Main Sanctuary doors remain open; one Usher should remain by the doors ready to assist any late, providing worship aids and assisting with seating. Note: This Usher should be in tune with the location of available seats.

4. Doors close at approx. 9:45a, ideally during a time of transition.
5. Ushers should make there way back during the Peace greeting.  
6. Two Ushers with the Offertory Plates position themselves in the center isle first, one on each side. Directly behind them two ushers with the attendance pads. 

7.  The usher with plates walks forward when the Offertory is announced by the Minister. There should be two ushers with the plates walking forward and followed by two ushers behind who are passing out the attendance pads. When the usher with plates arrives at the front two plates are passed for collection. The Usher should walk around to the outside isle of the sanctuary and retrieve the plates that were passed and pass them to the next row.  The usher who was passing worship aids should now assist with receiving and passing the offertory plates working there way to the back of the sanctuary. 
8. One Usher processes at the end of the procession of elements to the table with the offertory plates. The Offertory plates are handed to the minister who received the elements. Note: Other Ushers may be called upon to process elements to the table. 
9. All Sanctuary doors are opened during the “Song of Simeon”. 

AFTER:




1. Offertory (funds) are counted, recorded, signed by two Usher & receipts placed in plastic bag provided. The plastic bag is secured in the “Drop Shoot” located by the Administrative Assistants office. Offertory plates are returned to the Sanctuary and placed atop of the pedestal at the rear of the Sanctuary. 
2. Attendance pads are collected and sheets that are filled out pulled from the pad. The attendance pad sheets are placed in the “Reach-out Committee” box located under a Sanctuary chair along the wall by the pedestal where the offertory plates are located.  The sheets are filed in the appropriate file. Or, sheets given to those who will be conducting home bread visits who will need to sheets for review.  
3. The Sanctuaries is picked up and straighten. All papers (worship aids & Misc. debris) are discarded and all hymnals returned back under Sanctuary chairs book holders. Left over worship aids should be taken home and deposited in a recycle container. 
Peace and Grace 

Frank Lugo
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