 Ushers 

1. Be at church 30 minutes early to help get organized.

2. Shovel the snow off the sidewalk in front of the entrance (or ask someone to do this).

3. Light the altar candles before the start of worship services.

· Matches and candle lighters are in the sound booth (book of matches at pulpit as well)
4. Hand out bulletins. Smile and greet people as you see them, if you don’t know them, introduce yourself, be friendly!  If coffee and refreshments are being served, invite people to join in the fellowship – direct them to the basement.
5. Point out or usher people to open seats in sanctuary – fill this area first.  Assist the elderly as needed and store walkers and wheel chairs in the narthex. Help people with operating the elevator. The back pews/chairs are reserved for families with small children.
6. Set up extra chairs if needed – May have to bring them up from the basement.

7. If it looks like people will need to be seated in the basement, please work with the sound booth volunteer to have the worship service displayed on the TV in the basement.

8. Collect any Prayer Requests that have been turned in and get to the Service Leader before service starts.

9. Make sure the fans are turned on, if needed.  In summer, check that air conditioning units are on.  After the service, turn off the fans and check the temperature on the air conditioning.
10. Ring the bell at the start of service.  There may be a Sunday School student who wants to do to do this – help them as needed.

11. Take the offering – may need an extra person if we have a full building

· Bring offering to Pastor when indicated to do so.

12. Count the number of people attending – put a note in the offering plate with the amount. The form for this is in the basket where the bulletins are kept (under the Narthex tv).
13. Communion service: usher people forward row by row – if someone is unable to come forward, let the communion servers know – they will bring it to them.

14. Bring walkers and wheel chairs to those seated in the pews if necessary. Worshippers will not be formally ushered out by rows to increase the opportunity for fellowship and create a friendlier atmosphere.

15. Place hymnals and Bibles back in the racks and pick up any trash after everyone has exited.
16. Turn off fans, lights and secure the doors before leaving.  
