The Unitarian Church in Summit                Usher Instructions (rev.10/06)
What to do:


- Arrive early* (1st service ushers: 40 minutes before the service, which starts at 9:00; 2nd service ushers: 30 minutes before the service, which starts at 10:30).                 

- Put on your nametag.
- Note the emergency exits in case of an emergency.
- Turn on the lights in sanctuary, including switches on either side of the door in the robing room.  The pulpit light is operated via a knob on the pulpit.  Note: Turn on the sconces along sanctuary walls & in front of the balconies ONLY ON DARK DAYS.
- Light the candles on the altar.

- Insert the hymnal numbers into the display board to the left of the fireplace.

- Make sure the chalice is at the front of the room for Vanessa to light.
- Put a glass of water in the pulpit for the minister/speaker (or refill for 2nd service).
- Make sure sound system is on - otherwise, see “What you will need” to find out how to turn it on. Test the pulpit microphone and make sure the hand mike is available in the pulpit, should it be needed during the service.

- Turn on the wall-mounted TV in the lobby-level lounge once the sound system is on.
- Make sure the hymnals are distributed throughout the sanctuary and balconies, one every two or so seats.  

- Make sure back pillows are available on some of the seats.
- Put inserts into Orders of Service, which are usually in the left-hand cabinet in foyer.
- Standing outside the double doors, two ushers should greet people and hand out Orders of Service/Announcements.  Additional Orders of Service should be placed upstairs in the plastic holders next to the balcony seating doors.  Large print orders of service and hymnals and hearing aid devices are available in the cabinet.

- Encourage visitors to sign the guest book and use nametags available at the welcome table.  Inform them of coffee hour after the service.
- First time visitors often need special help. If they need information or directions, please make a special effort to assist them. The Religious Education committee has a Sunday Supervisor on hand to assist with RE questions. 

-Guest speakers – the ushers should introduce themselves to the guest speaker.  If the speaker is not projecting properly, the ushers should alert him/her that he or she is not audible and to move closer to the microphone.   

During the service:

The ‘Silence during the service’ sign should be displayed during the service on the shelf to the left inside the main entrance in the lobby.  In order to lessen disruption to our worship (i.e. during meditation, the readings and the sermon), ushers are asked to direct any latecomers to the balcony seating.  The Orders of Service have a * marked next to the point in the service when latecomers may be seated in the sanctuary main level.

During the offertory, the downstairs ushers each take an offertory plate down the center aisle to the front row.  Give the plate to the first person in the row who then hands it on down that row. It returns to the center aisle and is passed to those sitting in the next row, and so forth.  Ask two attendees who are heading to the balcony to pass the smaller plates and count attendance there.
Count the number of people in attendance as the offertory plate is being passed. Children present at the time of offertory should be included in the count.

Separate checks and cash. Count the cash. Fill out two cash tally sheets and mark down the attendance figures on the attendance sheet.

Place the cash and checks in the plastic cash holder along with one cash tally sheet. The other cash tally sheet goes in Carolyn’s bin (in the Office, among the stacked bins next to the fax machine). 

1st service:
Use the key (marked “S”) inside the cabinet to open the safe.  Lock the pouch containing the cash, checks and tally sheet inside the safe; then lock the cabinet door.  Hand over keys to second service ushers (printed in Order of Service) or if second service ushers haven't arrived, put keys in Carolyn Lockwood's top left desk drawer.

2nd service: 
Get keys from 1st service ushers or Carolyn Lockwood's top desk drawer.  Lock pouch inside the safe; then lock the cabinet door.  Put keys in Carolyn's top left desk drawer.


After the service:


1st & 2nd Service If the hearing aid devices were used, make sure they are turned off and returned to the willow basket in the cabinet.  If any are returned because they did not work, put them aside and contact the usher committee chairperson. 
2nd Service only After the sanctuary is empty, check the sanctuary and balcony for any hymnals not returned to the cart or the upstairs hymnal storage room.  Collect any leftover orders of service/announcements and put them in the office for recycling. Close the windows.  Make sure all candles are extinguished.


Return the offertory plates, the attendance sheet, the cash tally sheets, and usher instructions to the cabinet and the ‘Silence in the sanctuary’ sign to the closet where it is stored. Close sanctuary windows.
 

What you will need:         
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Usher Instructions – Either in the cabinets with the offertory plates or on top of the cabinets.

Offertory plates, attendance tallies, cash slips, safe, Orders of Service & Announcements, blue cash pouch – All these are in the cabinets on the right side of the foyer (narthex) just outside the sanctuary.  There should be enough Orders of Service for each attendee (except young children) to have one, but if you are running short, ask couples/families if they can share one.

Hymnals – should be distributed throughout the sanctuary and the balcony.  The hymnals for the balcony seating are shelved in the small upstairs room to the right of the pulpit.

Chalice, candles, candlesnuffer and hymnal numbers – in the Robing Room closet on the shelves.

‘Silence during the service’ sign – if not in the foyer, look in the closet in the lobby.

Keys to cabinet and safe - On a hook inside the door of the left-hand cabinet (to the right of the safe) in the foyer.  Or check the top left-hand drawer of Carolyn's desk.  Office is directly through the doors opposite the sanctuary; her desk is on the left. The keys are labeled ‘Usher keys’.

Speakers drinking glass – Vanessa has a glass with her name on it.  Otherwise, get a glass from the copy room, which is through the doors to the office area; turn left; room is first left.  Or use a paper cup from the pantry in Fellowship Hall kitchen.

Sound system - In the cabinet in the Robing Room.  To turn the system on, switch on the red power switch on the bottom of the equipment rack with a huge white label next to it.  That's it - don't make any adjustments.

Hand microphone – The on/off switch is on the bottom. The mike should be in the pulpit. If not there, check in the black drawer at the bottom of the sound system. 

Hearing aid devices – In a woven willow basket in one of the cabinets on the right side of the foyer (narthex) just outside the sanctuary.

Seating supports/back cushions – Currently there are six of these. They should be on chairs in the sanctuary.
Questions?  Contact the Usher Committee: Sue Edmondson (Chairperson); Ted Brewer; Gary Buscemi; Julie Lawlor; Hyla Garlen; Grace Millspaugh; Glen Pritchard; Sue Walsh.

Usher Checklist
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(Detailed instructions are in the cupboard.)
Before the Service:

	
	Put on name tag 

	
	Note emergency exits

	
	Turn on lights in sanctuary (sconces on dark days only) & light candles on the altar 

	
	Insert hymnal numbers on the display board

	
	Place chalice & stand near altar

	
	Put glass of water in the pulpit   (2nd service - check for refill)

	
	Turn on sound system – Master switch – cupboard – robbing room

	
	Test the microphone at the pulpit & the hand microphone

	
	Turn on TV in lobby lounge

	
	Make sure hymnals are distributed (main & upper floors) 

	
	Put inserts into the Orders of Service 

	
	Greet attendees & hand out Orders of Service

	
	Place additional Orders of Service upstairs in the plastic holders next to the balcony doors


During the Service:

	
	Close sanctuary doors when Prelude begins

	
	Note: Latecomers should not enter the sanctuary during meditation, readings or sermon. They may enter during a sanctioned time for entry (marked by a * in the Order of Service) or be directed to balcony seating.

	
	Pass offertory plate & count attendees

	
	Count cash, fill out two tally sheets, mark attendance sheet

	
	Lock cash holder in safe

	
	Open doors at close of service


After the Service

	
	Collect leftover Orders of Service for recycling

	
	Confirm that any hearing devices are OFF when returned

	
	2nd service only:

	
	Extinguish candles

	
	Shelve hymnals & return hymnal cart and back cushions to the rear of the Sanctuary.  Close sanctuary windows.

	
	Return all equipment (drinking glass, hymnal numbers, offertory plates, ‘Silence’ sign, hearing devices etc) to original locations 
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