First Presbyterian Church of Red Wing, MN
Guidelines for Ushering

When ushering, please arrive at church at least % hour before service begins.

BEFORE
1. Unlock Doors: - Drive-up (West Avenue) Door Key (usually done by staff)
- Front/Main (6" Avenue) Allen Key
- Do not unlock Side (East Avenue) door, for security purposes
2. Turn on Narthex & Sanctuary Lights
Narthex — switches next to restroom, turn on all
Sanctuary — Side Lights: (2 switches nearest sound closet), Overheads: Press —
Green light on. Master & Sanctuary Sliders up Full
3. 15 minutes before the service, light (4) Candles with butane lighter inside the Pulpit on the ledge.

Place glass of ice water on Pulpit ledge for pastor — glass in Sacristy, ice in kitchen.

5. Hearing Aids: Remove 2 aids, packaged in Ziploc bags marked “cleaned,” from inside of podium. Place
on table to right of sanctuary doors. After service starts, place unused bags of aids back inside podium.
Retrieve used aids after the service. Clean with alcohol wipes, package in new Ziploc bags marked
“cleaned,” and return to basket of cleaned aids inside podium.

E

DURING

1. Greet people as they enter the Sanctuary. Hand them a bulletin. If large-print is requested, ask them if
they would like a large-print hymnal (located on shelf of podium).

2. Ring Bell: (snow conditions permitting). Inform organist before that you will be ringing. Begin right
after prelude is finished. Hang onto rope continuously as ring 3-4 times. Be sure that the door is closed
and locked afterwards.

3. Offering: (Before the service, recruit two helpers). Plates are found on the shelf inside the podium.
Gather at the back of the Sanctuary and proceed to the front when the pastor invites you to take up
the offering, with the usher carrying two plates. Usher will remain in center aisle. One helper will walk
to the right side and one to the left side of the pews. Usher will pass a plate down the pew to left and
to the right sides, working from the front row to the back. Once plates are returned, gather at the back
of the Sanctuary. Proceed forward with the plates during the Doxology and back after the Prayer of
Dedication.

a. Secure offering: Return plates to the shelf inside the podium. Money counters will retrieve the
offering after the service. If not, take the offering in one plate to the Treasurer’s office and
place in the bottom drawer of the file cabinet. Shut the drawer firmly, ensuring that it is not
ajar, and confirm that the lock button at the top right of the cabinet is pushed in.

4. Take Attendance of ALL in Sanctuary (use attendance forms in podium). Put the completed form on
Office Manager’s desk after the service.

AFTER
1. Extinguish candles with extinguisher, found on shelf in pulpit.
2. Straighten hymnals, pick up bulletins, communion cups, and other trash from pews. Retrieve valuables
left behind by worshippers. If you don’t find the owner, place in the office with a note.
Return pastor’s glass to the Sacristy, wash and put away.
Straighten Pray Ground (children’s corner).
When all have left the sanctuary, turn off the lights.
Lock the front doors, check the courtyard door. Pull hard to make sure the doors are not left ajar.
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