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Church of the Holy Apostles 
Usher Customary 

 
Ushering is a ministry of welcome and hospitality. It represents the critical link in our “Invite – Welcome – 
Connect” outreach program for all who come to Holy Apostles to join us in worship.   
 
Ushers greet people at the door, offer the service bulletin and answer any questions visitors may have. They 
help people find seats when the church is crowded, oversee the collection and presentation of the 
congregation’s offering and move people forward in an efficient manner at the time of Holy Communion. 
After the service, they greet people, collect service bulletins, and clean and straighten the pews so the church 
is ready for the next service or event.  

When ushers carry out their tasks with love, people meet Christ here. 
 

PARTICIPATION 

• The Usher Ministry is open to all parishioners of Holy Apostles of high school age or older, male or 
female. 

• Anyone interested in joining the ministry may contact the Lay Ministry Coordinator through the 
church office or speak directly to the Usher Ministry Chair. 

• On average, ushers should expect to be scheduled once each month.   

• When scheduled, your service begins 20 minutes before the service, and typically concludes 10 
minutes after the service. 

o At the 9:00am service, four ushers are scheduled 
o At the 11:15am service, two ushers are scheduled 

o No ushers are scheduled for the 5:15pm Bluegrass service, as these are filled onsite 

o During the summer schedule, four ushers are scheduled for the 10:00am service 

• All ministry schedules are published for the current month on the church website, and service 
assignments for the upcoming week are included in the weekly parish emails. 

• As with all successful volunteer programs, two-way communication is key.  Ushers are asked to 
respond promptly to all ministry-related communications, especially the monthly scheduling requests 
from the Ministry Chair. 

• When you are scheduled but unable to serve, it is your responsibility to find a replacement by 
contacting the ushers via the email distribution list.   

o Please notify both the Usher Chair and the Lay Ministry Coordinator of any changes so the 
service bulletin and records can be properly updated. 

o If (in spite of your best efforts) you are unable to locate a replacement, you should notify one 
of the scheduled ushers for that service date and time so they can be prepared to “recruit” a 
volunteer onsite. 

• A “Lead Usher” will be designated for each service.  Please see the section for Lead Usher duties. 

• Even when not scheduled to serve, ushers are encouraged to check in with the usher team on duty to 
see if additional help is needed, and be willing to fill in as directed.  
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ATTIRE 

• As part of the Welcome Team and the Service Ministry, ushers are asked to dress in business attire 
when serving.  For men, this means a suit and tie (preferably darker colors such as navy or gray), and 
for women, a dress or suit. 

• During the summer service schedule, ushers may wear business casual attire.  For men, this means a 
dress shirt and jacket (tie optional).  For women, slacks and a dress blouse, or a lightweight dress are 
suggested.  A jacket is preferred. 

 

LEAD USHER 
 

• Each service, one usher is designated as the Lead Usher (marked by an asterisk in the schedule).  If 
none is identified, or the designated person is absent, one should be selected from those present. 

• In addition to normal usher duties, the Lead Usher is responsible for the following: 

o LOCATION:  Lead Usher should always serve from a position at the front of the church (main 
entrance) – not the side hallway. 

o VERGER:  Connect with the Verger prior to the service for any special instructions affecting the 
service.  And remember, you can always ask the Verger for help! 

o USHERS:  Ensure that all scheduled ushers are present, according to the service bulletin.  If any 
are missing, recruit help as needed. 

o OBLATIONERS:  Verify that the oblationers are present.  If they are not present (or none are 
scheduled), enlist a family to serve as the oblationers. 

o OFFERING:  Designate the 2 ushers who will carry forward the offering.  (We prefer to always 
have 2 ushers perform this duty) 

o COMMUNION:  During the communion service, the Lead Usher should take a position in the 
nave (not at the top of the steps) releasing pews to receive communion.  This is important 
because of the following new responsibility:  

o During the communion service, observe and identify members of the congregation who 
need/prefer to receive communion in their seat.  Verify the count with the other usher(s). 

o As you come forward to the communion rail (behind the last parishioners in line to receive 
communion), gesture to the celebrant the number of individuals needing to receive 
communion in the nave.  (Hold up the number of fingers; ensure that the celebrant 
nods/acknowledges you to confirm understanding.) 

o CHILDREN’S CHAPEL:  During the Prayers of the People (about the time when the names of 
those on our Parish Prayer List are read), be sure that one of the ushers notifies the Children’s 
Chapel leaders to prepare to return to the sanctuary (which they do at the Passing of the 
Peace).  Typically this is done by the usher(s) covering the back of the church (side hall 
entrance). 
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BEFORE THE SERVICE 

• Please arrive at the Church 20 minutes (or more) before the service begins. 

• Ushers should wear their Holy Apostles name tags as well as the “USHER” name plates that are in 
the right-hand drawer of the counter in the narthex. 

• Ask the Rector or Deacon, as well as the Verger, if there are any special instructions for the service.  
Also check with the organist/choir master to identify any changes to the normal liturgy of music 
(such as the absence of a Presentation Hymn during Lent). 

• The usher team (whether two or four total) should be divided evenly between the narthex (“the 
front”) and the side entrance leading to the parish offices (the “back” or “rear” of the church).    

• The Lead Usher should prepare the attendance sheet for the service, and be responsible for 
completing this as indicated after counts have been taken.  (Blank sheets are in the middle drawer in 
the narthex) 

• If bread has been baked for the service, note which newcomer bags have loaves of bread in them, and 
distribute those bags first.  (If a Greeter is present, he/she will handle the newcomer bags.) 

• Confirm that the supply of service bulletins has been appropriately distributed between the two 
entrances.  Ensure that all materials and handouts are neatly organized on the tables.  Restock as 
needed. 

• The ushers tending to the back of the church (closest to the altar) should place service bulletins on 
the seats of the Acolytes (3) and the Crucifer (1).  The Crucifer typically sits in the left-most seat of 
the three to the right of the Altar, with the Lay Eucharistic Ministers (LEMs).   

o Note: LEMs do not need hymnals or service bulletins at their seats, as they carry these in 
during the procession.  If present at their seats, remove hymnals and put in choir loft. 

• These same ushers (back of the church) should check to ensure that the doors entering the courtyard 
are unlocked.  The pushbar will be depressed if open; if the pushbar is extended, and depresses when 
you push on it, it is locked.  This needs to be unlocked (locked in the open position) to allow ushers 
to transition through the courtyard between the front and rear of the church.   

o If locked, the “key” (an Allen wrench, or hex key wrench) is typically located on top of the 
fire alarm box, immediately to the right of the double doors.   
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• The ushers tending to the front of the church (narthex) should check the service bulletin to confirm 
the identity and attendance of those scheduled to serve, with emphasis on the ushers and oblationers.  
(The Usher Ministry copy of the parish photo directory should be found in the left drawer in the 
narthex to aid in identification.) 

o If the oblationers are present, please remind them that they are scheduled to serve in that 
capacity so that they aren’t surprised at the Offertory.  Direct them to come to the front of the 
church during the Peace. 

o If they are not present, please identify a replacement family or persons who can serve.  

o NOTE: A minimum of two people are needed to serve as oblationers.  (One for the bread; the 
other for the wine.)  Ushers may serve as the oblationers if needed. 

• Please keep the doors to the nave closed until any pre-service rehearsal has been completed.  At that 
point, position both doors open at each entrance. 
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AS PEOPLE ARRIVE 

• Ushers at the front of the church (narthex) are encouraged to assist arriving guests by holding open 
the exterior entry door. 

• Greet everyone with a smile and a warm welcome.  You are here to put the “Welcome” in our 
“Invite-Welcome-Connect” outreach! 

• Provide each guest with a service bulletin. 

• CHILDREN’S RESOURCES 

o Children’s activity bags are available at both entrances for children ages 5 and under.  
Children’s activity sheets and colored pencils are available for older children.  Please offer 
these to families as appropriate.  

o When offered, please advise parents with infants or toddlers that we have nurseries available 
and let them know where they are located.   

o When offered (typically at the 9:00am service), please advise parents of pre-
school/kindergarten aged children that there is a Children’s Chapel with age-appropriate 
activities for their children. 

 Children will be dismissed to join the special children’s procession at the start of the 
sequence hymn (preceding the Gospel reading); children will return from Children’s 
Chapel in time to join their parents for Holy Communion. 

• NEWCOMERS 

o To the greatest extent possible, ushers should try to identify newcomers and visitors.   

o Not sure if someone is a newcomer?  One suggestion is to introduce yourself as you welcome 
them, and say that you don’t remember meeting them before.   

o If the person(s) identify themselves as newcomers, introduce yourself and others nearby. 

o If a Greeter is present, please make introductions (and he/she will ask them to complete a 
visitor card.)   

 Otherwise, take it upon yourself to encourage them to complete a visitor card (located 
in the pew racks) and place completed cards in the offering plates, or hand them to 
the clergy after the service.   

 You may offer them a visitor bag containing a loaf of bread, if available.  Alternately, 
this can be done at the end of the service (just be sure to remember!). 

o Identify visitors to the clergy so they may be appropriately acknowledged after the service. 

• GUESTS WITH DISABILITIES 

o Assist any guests according to their need.  Guests in wheelchairs may be directed to the last 
pew on the left side (Pulpit/Choir side) where the pew has been partially removed. 

o Holy Apostles does not currently offer assistive hearing resources (e.g., induction loop). 

o Determine whether any guests would prefer to receive Holy Communion in their seats, rather 
than at the Altar.  Identify this on the Attendance Slip and discretely communicate this to the 
Clergy when you (the ushers) receive Communion. 
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DURING THE SERVICE 

• Guests may enter the nave to be seated until the opening procession is about to begin.   

• Rear entry doors should be closed at the conclusion of the welcome and opening announcements.  
Typically, this is signaled by the statement “Let us prepare to worship the Lord.”   

• Front entry doors (narthex) should be closed after the procession has completely passed into the nave. 

• Please do not allow guests to enter the church during any procession, the Gospel reading, the Prayers of 
the People or the Confession.   

• Latecomers should be directed to find seats using the side aisles. 

• Ushers should remain in their stations (outside of the nave) until the time of the sermon.  After that time, 
at your discretion, you are welcome to join the worship service.  Ushers should occupy the seats closest 
to the narthex at the front of the church. 

• While outside of the nave, please maintain decorum, conversing quietly.  

• CHILDREN’S CHAPEL (at services where applicable): 

• At the sequence hymn (preceding the Gospel reading), doors at the rear of the church should be 
opened to allow children to exit in their procession to Children’s Chapel.   

• As soon as the children have left the nave, the rear doors should be closed once again. 

• ATTENDANCE COUNT: 

• During the Gospel sequence hymn, ushers at the front of the church (narthex) should count the 
congregation attendance on each side of the nave, all members of the service ministry (Altar Party 
including Acolytes; Ushers & Vergers), as well as the Choir, including the organist and other 
musicians, if present. 

• Ushers at the rear of the church should count number of children in the nurseries (children only, not 
the attendants), and the total number of children and teachers in the Children’s Chapel. 

• Ushers at the rear of the church should proceed to the narthex by walking around, not through, the 
nave (either via the courtyard or the Parish Life Center). 

• Record all attendance counts on the attendance sheet, and place the completed sheet on the table at 
the front of the church, just inside the nave, alongside the Oblations.  Blank attendance sheets are in 
the middle drawer in the narthex.  (The completed sheet will be added to the collection plates at the 
offertory.) 
 

• Notifying Children’s Chapel to Return (at services where applicable): 

• During the Prayers of the People, at the time that the congregation begins reading the parish prayer 
list, one usher from the back team should proceed to the Children’s Chapel to notify the teachers to 
prepare to return to the nave.  That usher should then take a position at the entry doors, maintaining a 
quiet hallway until the Peace. 

• At the Peace, the rear doors should be opened and the children should be invited to enter the nave 
and rejoin their families.   

• After the children have returned, the rear doors should be closed once again, and ushers in the rear of 
the church should proceed to the front of the church for the offertory. 



 
 
Usher Customary, Revised January 2019  7 

 

• THE OBLATIONS AND THE OFFERING: 

• During the Peace, oblationers should join all ushers at the front of the church, just inside the nave.  
(If they don’t remember, please locate them and invite them to join you.) 

• Please ask the oblationers if they have carried the Oblations to the sanctuary before; if they have not 
or are uncertain about how to proceed, please give them instructions on what to do. 

o One person should carry the host (bread) and the other the wine.  Any other family members 
should follow those carrying the Oblations as they process to the Altar. 

o TIP:  The person carrying the wine should position the handle of the vessel facing forward to 
make it easy for the Altar Party to securely grasp it. 

o Upon presentation of the Oblations, the oblationers should reverence (bow) to the Altar Party 
and leave the sanctuary through one of the side exits – not down the center aisle. 

• The ushers should guide the oblationers when to begin their procession down the aisle to the Altar.  
This is best done as soon as the offertory anthem begins, and/or when the Celebrant moves into 
position behind the Altar.   

• The ushers will start down the aisle when the oblationers are at least half-way to the Altar.  Ushers 
process two-by-two, continuing up the chancel steps to the Altar rail. 

• The first two ushers to arrive at the Altar rail should occupy the center positions.  The second pair of 
ushers (if applicable) will take a position on either side of the first two ushers. 

• An acolyte will hand the offering plates to the ushers.  When four ushers are present, the center 
ushers each take two plates, passing one to the usher on their outside.   

• After all ushers have their offering plates, the ushers should simultaneously reverence to the acolyte, 
then turn and walk back down the chancel steps toward the center aisle. 

o The center ushers should proceed down the chancel steps first, followed by the outside 
ushers. 

o The center ushers should proceed down the center aisle and begin passing their plate in the 
first occupied pew. 

o The ushers on the outside should proceed to the outside aisles.  They will begin passing their 
plate on the second occupied pew. 

o Ushers must remain vigilant to collect the offering plate at the end of each row and determine 
the next appropriate pew in which to pass the plate. 

o Ushers on the left side of the nave (Pulpit/Choir side) should collect offerings from the 
basked labeled “choir offering”. 

• After the offering has been collected, it should be consolidated securely into two plates.  The 
attendance sheet should be placed on the top of one of the plates. 

• Two ushers will bring the offering forward together, walking side-by-side.  They should begin 
processing toward the Altar as soon as the Presentation Hymn (usually the Doxology) begins playing.  
(In the absence of a Presentation Hymn, the ushers may proceed at their discretion following the 
conclusion of the offertory anthem.) 

• Upon arriving at the Communion Rail, the offering plates are presented to the acolyte.  The plate 
containing the attendance sheet is presented last so it is on top when delivered to the Celebrant. 
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• After the offering plates have been received by the acolyte, the ushers should simultaneously 
reverence to the acolyte, then depart the sanctuary using the aisles on either side (one to each side). 

• At this time, ushers may rejoin the service for the service of Holy Communion, occupying the last 
pews at the front of the church. 

• Please note… wagering on the outcome of the offertory is discouraged. 

 
 

• THE HOLY EUCHARIST: 

• When the Celebrant presents the Communion (“The Gifts of God, for the People of God…”), the 
ushers should be in position at the front of the church. 

• The Altar Party will receive Communion first.  The acolytes will assemble at the communion rail, 
and the choir will process to the Altar, two by two. 

• The choir will process to the Altar next.   

• The ushers process behind the choir, two by two, to the first pew.   

o If four ushers are present, the first two ushers continue up the chancel steps and assume 
positions on either side of the stairway railings.  The duty of these ushers is to help anyone 
needing assistance on the steps and to direct people to the next available position at the Altar 
rail (starting at the center, and filling adjacent openings to the outside.)   

o TIP: Hold people from moving to the Altar rail until there is an opening, and the person 
adjacent to that opening has finished receiving communion. 

 
• The two ushers who remain in the nave are responsible for inviting people to come forward from the 

pews to receive Communion.  

o Your responsibility is to assess the number of people in the pew and the time it will take for 
them to navigate to the Altar.  Approximately eight people will fill one side of the Altar rail. 

o Step behind the pew to indicate when that pew is invited to proceed to the Altar.  Please stand 
far enough behind the pew to allow room for those who may wish to reverence to the Altar 
upon exiting the pew. 
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o Remember: It is much better to have a short line of people waiting to approach the rail than to 
have an empty Altar rail waiting for people to come forward from the pews. 

o When the congregation on the left (Pulpit/Choir) side of the nave has been served, that usher 
may begin releasing people on the right side, starting at the last row (at the front of the 
church) and moving forward.  Ask these guests to use the left side of the center aisle. 

o After the entire congregation has been invited to take Communion, the ushers process up the 
center aisle to receive Communion, then return to the narthex via the side aisles. 

o Ushers serving the side entry (at the back of the church) should resume their posts. 

 
• THE DISMISSAL 

• Immediately following the Blessing, at the start of the recessional hymn (or the closing procession, if 
no hymn), all entry doors should be positioned open. 

• Ushers should stand on either side of the entry to greet guests and collect service bulletins.   

o For ushers at the 9:00am service, take note whether the service bulletin is for two services 
(9:00 and 11:15), or just one.  If for two services, take care to reorient and smooth the 
bulletins so that the booklet covers are facing front.   

o Dispose of any bulletins that are damaged, written upon or otherwise unusable.   

o After collecting and organizing the bulletins, return them to the tables in preparation for the 
next service. 

o If the bulletin was only for one service, please place them in the recycling bins. 

• Be vigilant once again for NEWCOMERS.  Follow the same procedures as in the pre-service notes to 
identify and welcome any visitors that you may not have noticed prior to the service. 

o Be helpful in directing them to Clergy and invite them to coffee and the Rector’s Forum (if 
applicable).   

o Assist their children in locating their appropriate Sunday School program. 

o Always invite them to return, and to visit our website or call the Office with any questions. 

• Remain in position at the entry doors until after the conclusion of the postlude. 
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AFTER THE SERVICE 

 Your job is not over when the service ends!  Ushers are responsible for preparing the nave and the 
welcome tables for the next service or event.  A clean and orderly nave creates a welcoming 
environment for worship.  Take pride in our church by giving the time and attention required to 
perform this duty well. 
 

 11:15 Service Only:  If any loaves of bread remain in the visitor bags, you may distribute them to 
interested families.   
 

 Walk through each pew and pick up any service bulletins, papers or trash that may have been left in 
the pew or the book racks. 
 

 Dress the pews.  Ensure that the service books are properly oriented and ordered.  In each rack, you 
should have a two red BCPs (Book of Common Prayer) and two blue Hymnals. 

o The order is:  BCP – Hymnal || Hymnal – BCP (As shown in the photo below) 
o Be sure that all books are facing forward, spines to the left 
o In the front pew of the nave, create four stacks of books (each stack with a BCP on top of 

Hymnal) at even intervals. 
o Missing books can be pulled from the choir loft as needed to fill the pews. 

 

 
 

 Remove visitor cards that have been written or drawn upon (other than completed visitor cards, 
which should be delivered to a member of the Clergy or the Vestry).  Restock visitor cards and 
pencils in the pew racks using supplies found in the Narthex. 

 
 Tissue boxes should be straightened, with one box at each end of every pew.  Remove empty boxes.  

Replacement tissue boxes are located in the kitchen pantry storage, at the bottom left. 
 

 Straighten materials on the welcome tables.  Be sure children’s activity bags are neatly organized. 
 

 Take a final look around, and if all is well, your service is complete. 
 

 Remember to RETURN YOUR USHER NAME PLATE to the Narthex right-hand drawer. 
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LOST & FOUND 

• Make every attempt to locate the owner of any items left in the nave.  (If there is a Rector’s Forum 
following the service, please bring the items to the Forum.) 
 

• If unsuccessful in locating the owner, items should be taken to the Parish Office.   
 

 
 
 

Thank you for your willingness to serve in this ministry of welcome and hospitality at Holy Apostles!! 
 

+++ 
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USHER MINISTRY – QUICK REFERENCE GUIDE 

BEFORE THE SERVICE • Complete preparations 
• Wear your name tag & Usher name plate 
• Greet and welcome guests 
• Distribute service bulletins 
 

AT THE OPENING PROCESSION • Close doors 
• Remain in place until the sequence hymn 

SEQUENCE HYMN (Gospel reading) • Open doors at rear for Children’s Chapel procession to 
pass; then close doors 

• Count attendance 
o Front ushers – nave, choir & Altar party 
o Rear ushers – nursery & Children’s Chapel 

PRAYERS of the PEOPLE • Rear ushers – alert Children’s Chapel 

The PEACE • Rear ushers – open doors to admit Children’s Chapel 
• All ushers & oblationers gather at front of nave 

PRESENTATION of OBLATIONS 

OFFERTORY 

• Oblationers process to Altar 
• Ushers process to Altar; receive collection plates 
• Conduct Offertory; Re-assemble at front of nave 
• Combine offering into two plates 
• Attendance sheet is placed on top 

DOXOLOGY 
(Presentation of Offering) 

• Two ushers process to Altar with offering 

COMMUNION • After choir advances, all ushers process 
o If four ushers present, first two ushers take position at 

top of chancel steps 
o Two ushers stop at first pew and invite people to 

proceed to Altar, one pew at a time 
• Ushers receive Communion last 
• Return to stations at doors (front and rear) 

CLOSING HYMN / PROCESSION • Doors propped open 
• Greet and welcome guests 
• Collect and organize service bulletins 

AFTER THE SERVICE • Collect all papers and trash from pews & racks 
• Organize all book racks 
• Return usher name plates to drawer 
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APPENDIX:  Parts of the Church 

Generic illustration used, notated with relevant locations for Holy Apostles. 

 


