UUSO Ushering Instructions
Revised: 2/9/17
Dear  ______________________________________,


Date:  ____/____/____                                       
Thank you for agreeing to usher Sunday ___/___/___   

Your scheduled ushering partner is  _________________________________________ 
Thank you very much for agreeing to be the usher this Sunday; it is an integral part of our Sunday Service. If you and/or your scheduled ushering partner are unable to perform this duty on this date, please – as soon as practicable – make arrangements with another person or couple to fill in for you.  You may be able to switch duty dates with others listed on the Usher List.  After you have found replacements, please promptly inform the UUSO Office of the changes:  (607) 432-3491 or e-mail: UUSO@uuso.org
Before the service...
1.  Please arrive by 9:45 am.  (If choir is rehearsing, please be quiet while in sanctuary until 10 a.m.)

2.  Turn on lights in foyer, sanctuary entrance area, sanctuary, loft and chancel as needed.

3.  Put on your Name Button and an Usher Button (Usher Buttons are located in the Usher Supplies box, a 
vinyl box stored in the bottom shelf of the mailboxes).

4.  During warm weather open the four (4) corner windows and turn on floor fans.   

5.  Put out handicapped reserved parking signs at edge of sidewalk in front of the church to reserve two 
parking spaces.  Signs are stored at the bottom of the front entrance to basement.


SIGNS ARE HEAVY!  IF MOVING THEM WOULD BE DIFFICULT, ASK FOR HELP!

In cold weather, check the walks, stairs, and ramp for snow, ice, or slick surfaces. Clear the path with shovel, broom or ice melt found in the entry or ask others to help or contact the Properties Committee.
6.  Turn on ceiling fans (if needed) and adjust speed according to weather – 


low speed in cold weather for heat circulation, higher speed during warm weather for cooling effect. 

7.  Put hymnals on every chair or one on every other chair in back rows if you are running out.  


Park the hymnal cart at rear of sanctuary near middle of sliding doors.

8.  Make sure there is a candle in the chalice and that chalice is on the chancel.  Please place a tea light and a 
taper candle on the chancel side of the pulpit.  Light the tea light 15 minutes before service starts.

9.  Check the Welcome Area under the clock.  If folders or name tags are needed, they are kept 
behind 
sliding door.  (If there are pages filled out in the guest book, please put them in Office mailbox.)
10.  Open and secure the left side door of the sanctuary entrance.  Turn the sign on right door to read  
“Service begins promptly at 10:30.”
11.  If someone has not started decorating the chancel table by 10:05 a.m., please set the chancel table.  



Materials and instructions are in a bag/box on the floor of the chancel closet.

12.  A hearing loop is available for those who are hearing impaired.  The Hearing Assist Equipment is stored 


in the A/V closet upstairs.  A/V tech will bring them to foyer.  (They are somewhat complicated, 


please see A/V tech for assistance if needed.)

13.  One usher should stand at entrance, greet people as they come into the sanctuary and pass out Orders of 
Service and kindly remind people to put on their name button if they don’t have it on.  The other usher 
should also greet 
people as they enter and be especially alert for newcomers and direct them to the 
Welcome area for info and making a stick-on nametag.  This usher should also handle incidental 
questions and requests (such as Hearing Assist Equipment).

14.  When directed by worship leader, let A/V person know service is starting, close the sanctuary doors, 
turn the sign on the right door to read: “Service in Progress,” and then sound the Chimes.
During the Service…
1.  Sit in a chair at the rear of the sanctuary; place it so that you can easily see entrance doors area.  

2.  If  phone rings, answer it promptly.  

3.  Admit people to the sanctuary up until just before the start of the Prelude.  Thereafter, admit
latecomers 
after the Prelude, during Announcements.   Doors may be open or closed for service at your discretion.
4.  Encourage latecomers to sit in available empty seating even if these seats are near the front.  If the service 
has started, escort them to the available seats.  If no chairs are available, direct people to the loft.


(NOTE:  If the loft is open, please suggest those seats before putting out extra chairs.)

5.  Assist people leaving/entering the sanctuary during the Service by quietly opening/closing the  door.

6.  Count EVERYONE (adults, children, choir, minister, ushers, etc.) who is present at the time of the 
sermon and record this information in the small notebook kept in the Usher Equipment Box.

7.  At end of sermon, get collection plates from cabinet in foyer (under mailboxes).  Wait at back of center 
aisle until after offering is introduced.  When music starts to play, come forward and start collection 
with the front row.  Give offering to a representative of the Finance Committee.
After the Service…
1.  Open and secure the sanctuary entrance doors.

2.  Help move chairs to side of sanctuary and especially away from path to sanctuary doors.
3.  Move hymnal cart to back part of center aisle to encourage people to place their hymnals on it.

4.  Return the reserved parking signs to front entrance basement. 

5.  If ushers decorated chancel table, return decorations to the box and stow in chancel closet.

6.  Be sure all windows are closed and all doors are securely closed and locked – or that someone else has 
accepted this responsibility (coffee hosts are often the last persons to leave the building).
Thank you very much for performing this important work!
