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Chancel Chimes
· The Chimes controls are located in the usher closet and operate off a computer program which is pre-set; the chimes are programmed to come on automatically 15 minutes prior to the start of the service.

· Ushers do not normally need to do anything for the pre-service chimes to play, however, since the length of the services vary, ushers are requested to manually key the chimes to play upon the completion of services:
· Upon completion of the service, ushers are requested to push the “4” then the “PLAY” buttons on the chimes remote control in the usher closet; this will key the chimes to play for 15 minutes signaling the end of the service.
· If the chimes fail to turn off during the service, do not adjust any knobs or any controls on the computer; use the remote control to turn the volume all the way down and notify the Usher Coordinator after the service is over or later in the day.
Usher service duties

· Prior to service start
· Arrive 30 minutes before the start of the scheduled service
· For 8:30 Ushers:  please ensure the flags are out and the flag poles are fully extended. Remember that the American flag is always placed on the right as you face Franconia Road.
· Head usher items to review prior to service start
· Ensure all scheduled ushers are present; if not, “recruit” an usher from the worshippers
· Ensure all scheduled ushers understand their duties, especially those new to usher duties
· Please double check the bulletin for any special events that require unusual preparations -- baptism, communion, etc.
· All Ushers:
· Put on FUMC “Usher” name tag
· Turn on the lights in Narthex and Sanctuary
· Sanctuary light switches are in cabinets in the hallway which leads to Cokesbury Hall; light switches are designated in the diagrams above the switches
· Check thermostat and set if necessary (see seasonal instructions, below)
Summertime thermostat instructions:

· Double check that Circuit Breaker #13 is in the “On” position in the panel in the hallway to Cokesbury Hall

· The Air Conditioning thermostat is located at the back of the Sanctuary

· Set the thermostat at 70 degrees 

Wintertime thermostat instructions:

· The Heat thermostat is located at the front of the Sanctuary

· Set the thermostat at 66 degrees

· Ensure the Sanctuary is in orderly condition, and ready for the service start
· Ensure bulletins and visitor “guest bags” are available
· Pick up any left-over bulletins and papers
· Replace in the holders any hymnals and Bibles left in the pews
· Assure each pew row has an attendance register
· Ensure the cross and offering plates are positioned on the small table next to the preacher’s pulpit (close to the altar; on the left side facing the altar)
· If missing, please find them and position them
· Ensure there is a minimum of one offering plate per scheduled usher
· Ensure all the pew pockets have the appropriate cards
· Especially Prayer Request cards (green in color) AND

· Offering Envelopes (white in color)
· If missing, supplies are in the Ushers Closet
· Ensure the candles (altar and any special event) have sufficient wick and oil remaining
· The top two inches of the candles unscrew, to open up the candle oil chambers
· If the candles require filling with oil, the oil is stored in plastic bottles sitting in the “Candle Oil” plastic box in the Usher Closet; do not fill the candles past the threads in the candle to avoid overfilling
· Please be careful of talking in the church during services; acoustics in the church are very good, and even whispers can be easily heard
· Several minutes prior to service start, please preposition a glass of water for the Minister on the middle shelf of the Minister’s lectern

· Starting the service
· Greet incoming worshippers on the front porch, if weather permits, or as  they enter the Narthex
· Welcome all incoming worshippers with a warm handshake, eye contact, a verbal welcome, and hand them a bulletin
· Children’s bulletins are available, too
· Please be alert for those physically challenged
· Instructions on the elevator/chair lift at the end (below)
· Audio devices available for those with hearing difficulties, located in the basket in the entry way
· Please be alert to new persons, or visitors
· If unsure, please ask them if they’ve visited with us before
· If new, please ask them for a preference for their seating, usher them in, and assure they have a bulletin; if seated near a church member, please introduce the new person to the church member
· Ask new persons or visitors to please sign the attendance register in the pew
· During the minister’s opening comments, visitors may be recognized; ushers should take any identified visitors a church “visitor guest bag”
· At the start of the invocation, please close the rear center and Cokesbury Hall doors to the Sanctuary
· Try to hold any late arrivals until opening prayer is complete; possibly enter during the greeting or first hymn
· Ushers should walk up and down the aisles during the first hymn to pick up any Prayer Request cards
· It is suggested that a blank Prayer Request card be held up while walking, demonstrating that the Prayer Request cards may be collected by the ushers
· The Head Usher should take these cards to the Minister once all are collected (preferably before the end of the first hymn)
· Collecting the offering
· Ushers should be ready at the finish of the offertory prayer to start forward
· If more than two users, the third and successive ushers will pair up to walk forward behind the first two ushers; the third and successive ushers will step to the outside once reaching the alter rail
· The ushers will service the wing areas first; once done, ushers will rejoin in the middle aisle to service the main Sanctuary seating together
· Ushers should attempt to remain abreast of each other progressing down the center aisle in servicing the main Sanctuary seating area
· Once all worshippers have been serviced, stand at the rear of the Sanctuary in the center, awaiting the completion of the Offering music
· At the beginning of the Doxology, the ushers will start towards the altar, with the third or successive ushers behind the first two ushers; stop at the altar railing
· Once invited by the minister, all ushers proceed to the altar for the acknowledgement of the offerings at the altar
· Once the offerings are acknowledged, hand over the collection plates to the minister, the usher closest to the minister first

· Service completion
· During the final hymn’s next to last verse, if there is no acolyte serving (typically during the 8:30 service), the Head Usher will proceed to the altar, and extinguish the altar candles once the last hymn is finished
· Light the taper from the first candle to be extinguished, and then extinguish both candles
· With lit taper, return down the aisle; extinguish flame once in Narthex
· Once the service is completed
· Check the pews to replace hymnals and Bibles in pew holders
· Pick up any church bulletins left behind by worshippers in the pews
· Church bulletins left over after the last service of the day should be placed in the “Church Bulletin Recycling” plastic box in the Usher Closet
· The Usher Coordinator will regularly empty this box to recycle the bulletins

· For the 11:00 Service Ushers
· Please bring in all the keys from the elevator after positioning the lift half-way (to ensure neither door can be opened)
· Please bring in the flags
· Please re-set the thermostat to 68 degrees during the winter and 76 during the summer, and fan to AUTO
· General comments
· Know where the telephones are located, in case of an emergency
· Telephones are in each kitchen and each office
· Know the location of fire extinguishers
· Usher closet and the altar closet in the hallway to Cokesbury Hall, and both kitchens
· Usher scheduling
· Ushers will be scheduled by the Usher Coordinator, generally for the minimum of a year period of time
· Schedules will be compiled by service (8:30, 11:00, and special services)
· Each service will have a Head Usher listed
· The Usher scheduling will attempt to pre-coordinate scheduled times before the schedule is finalized
· If changes are needed after the schedule is finalized, request ushers arrange their own replacements are/or changes
· Generally, there will two ushers scheduled for the 8:30 service, and four for the 11:00 service
· Special services may require additional ushers or only one usher, dependent on expect turnout
Special Services
· 8:30 Communion –  Traditional (kneeling at the altar rail)
· The ushers proceed up the center aisle, and stop at the first/front pew with worshippers
· Ushers invite 14 to 16 worshippers at a time from the pews on both sides of the aisle, working from front to the back of the Sanctuary
· Ideally, about 14 to 16 persons can be accommodated at the altar rail at a time
· After receiving the sacraments, the worshippers should return to their pews by the side aisles
· As the previous group receives its final blessing from communion, invite the next group of 14 to 16 worshippers to move to the altar rail
· Ushers may receive communion with the last worshippers from the pews

· 11:00 Communion – Traditional (kneeling at the altar rail)
· Four ushers are needed
· The ushers proceed up the center aisle, and stop at the first/front pew with worshippers and move to the wing(s) as needed
· Two ushers assist in the center and one for each wing
· If only one wing is occupied (which is usually the west wing), then two ushers may work that wing for communion
· The wing(s) are served first, and then the center next
· One usher will go at the beginning of the communion portion of the service to bring the Children’s Church up for communion
· Ushers invite 14 to 16 worshippers at a time from the pews on both sides of the aisle, working from front to the back of the Sanctuary
· Ideally, about 14 to 16 persons can be accommodated at the altar rail at a time
· After receiving the sacraments, the worshippers should return to their pews by the side aisles
· As the previous group receives its final blessing from communion, invite the next group of 14 to 16 worshippers to move to the altar rail
· Ushers may receive communion with the last worshippers from the pews
· 8:30 Communion – Intinction
· The ushers proceed up the center aisle, and stop at the first/front pew with worshippers
· Ushers invite 5 to 10 worshippers (or one pew of people, if the pew is fully occupied) at a time from the pews on both sides of the aisle, working from front to the back of the Sanctuary
· Try to avoid releasing too many worshippers at a time, so that there are not more than about 3 to 5 people waiting at a time
· After receiving the sacraments, the worshippers should return to their pews by the side aisles
· Ushers may receive communion with the last worshippers from the pews
· 11:00 Communion – Intinction
· Four ushers are needed
· The ushers proceed up the center aisle, and stop at the first/front pew with worshippers
· Two ushers assist in the center and one for each wing
· If only one wing is occupied (which is usually the west wing), then two ushers may work that wing for communion
· One usher will go at the beginning of the communion portion of the service to bring the Children’s Church up for communion
· The children should be brought up to the sanctuary through the Narthex to become part of the flow of the communion
· Ushers invite 5 to 10 worshippers (or one pew of people, if the pew is fully occupied) at a time from the pews on both sides of the aisle, working from front to the back of the Sanctuary
· Try to avoid releasing too many worshippers at a time, so that there are not more than about 3 to 5 people waiting at a time
· After receiving the sacraments, the worshippers should return to their pews by the side aisles
· Ushers may receive communion with the last worshippers from the pews

· Baptism
· Assure that the Baptismal basin is in place, on the inside of the altar rail (on the altar side of the altar rail), on the Minister’s lectern side of the center opening in the altar rail
· Pre-position a pitcher with water in it next to the Baptismal basin, placed on top of the altar rail post
· The pitcher is a large silver one from the kitchen 
Wheel Chair Lift:  Please check before Sunday services that the remote bell at the bottom of the wheel chair lift rings in the Narthex.  This requires one usher going to the base of the lift and having another usher in the Narthex listen for the ring.  When the bell rings, other than this test, it indicates that a handicapped person needs assistance in raising the lift.  If the bell does not ring, it sometimes means that the unit that plugs into the wall outlet in the Narthex has become loose or fallen out of the outlet.  If attending to this unit and the outlet does not fix the problem, please report the problem to the church office.
