First Parish in Bedford Ushers’ Duties and Responsibilities
Before the service begins

If you are head usher, arrive 30 minutes before the service. All other ushers may arrive 20 minutes before.

· Get the Orders of Service from the office

· Find the “Service in progress” signs (which are usually in the hallway outside the two entrances to the Sanctuary), and hang them on the doors at both of the Chancel side entrances to the sanctuary
· All ushers should wear the “Usher” nametags, found in a basket in rear pew

· Locate the Offering bags and the black vinyl zippered offering pouch
· Provide some temporary nametags and pens in the vestibule

· Provide some water in the pulpit for ministers or speakers

· If a large crowd is expected, see that chairs are arrayed upstairs (horseshoe balcony area)

· DO NOT place folding chairs at any place in the Sanctuary where they block or narrow aisles.

As the congregation begins to arrive
Station two ushers at the front entrance and one at each Chancel side entrance

· Smile, greet people, and welcome everyone as they enter and give them an Order of Service

· Invite visitors to create a temporary nametag and let them know about the “Welcome Table” and blue cards
· Direct new families to speak with Lisa Maria Andreoli Steinberg or a Faith Development team member

· Escort people to seats, encourage them to fill the row if a large crowd is expected. If attendance approaches 300, guide people to seats up in the balcony area.
· Watch for accessibility needs: provide hearing assistance devices or large print Orders of Service and make sure to ask if there are any special accomodations we can assist with.
· As the service begins close the side entry doors and make sure “Service in Progress” signs are visible

During the Service

· Sit in the back to help latecomers and provide them with an Order of Service
· Take attendance - Count all attendees after teachers and children have left for RE classes (they will be counted in Sunday school attendance). Please be sure to count everyone – including choir and all those in the balcony areas
· Please take action to resolve distractions as they arise (noisy children and/or adults too!) 
The ministerial staff encourages you and thanks you!
· Take the offering at the appropriate time in the service, do not count or handle it during the service. Handling the money can be very audible. Please just hold it in the offering bags until after service.
· Fill out the service details in the Usher’s book (loose-leaf notebook)
After the Service

· The head usher and one additional usher will take the Offering to the Administrator’s Office for counting. Please follow the instructions on the front of the black vinyl offering pouch.
· Return Hymnals to the racks in the pews

· Gather Orders of Service left in pews or in the recycle baskets that may be used again for the 11:00AM service
· If there are stray belongings, take them to the Lost and Found box at the Elm Street door
On Leaving the Church
· Bring in the Rainbow Flag from the front of the church and store it in the vestibule

· Turn off the lights in the vestibule and sanctuary
· Lock the outer center door at the front of the church and make sure all exterior front doors are shut tightly
· Bring in the handicap and “More Church Parking” signs from Elm Street (they may be left in the entryway)
If you are the last to leave the building, turn off all lights and release the door bars so all of the doors are locked.
Thank you for ushering!
