
POLICIES &
PROCEDURES



USHERS
The ushers' ministry has the privilege of helping the flow
of the people and the service, as they help to usher in the
presence of God. They are responsible for helping to
provide a welcoming and orderly environment during the
worship services. Ushers assist with seating, receiving
offerings, serving communion, and responding to
emergencies.

POLICIES &
PROCEDURES

Arrival time for all servant leaders is 9:15 AM.
Please arrive focused and ready to serve. It’s important
that we all stay focused when we are serving and make
sure we are always on our best game.
Make sure your appearance (clothing, hair, breath, etc.)
is neat and clean. Men should wear long pants and no
open toed shoes or flip flops. Women should not wear
flip flops.
Attend team meeting to receive all instructions.

Doors need to be closed during this time. Someone is
positioned on both sides, both inside and outside, to
open and close the doors to make sure the doors do not
slam. 
Seat people as they come in for prayer to make sure no
one is sitting in the first two rows and at the ends of
center rows unless we seat them.
No casual talk should be going on inside the auditorium
during the prayer time, including those of us serving.

Open the outside doors closest to the cafe, and the
inside doors on opposite side of the auditorium for the
church members/future members entering.

Pre-Service

Pre-Service Prayer Instructions (9:30 AM)

Seating People Instructions (9:45 AM)



At 9:45 AM ushers are to encourage people in the atrium
to come into the auditorium, because church
announcements are being played.
Ushers serving at the atrium doors have envelopes in
hand in case there is a request for one. 

Once the service starts, close the inside doors at the
sound booth and leave open the outside doors at the
cafe.
Walk in front and lead those you are sitting. Never point
a person to where you want them to sit. 
Interact and speak to those you are seating, “good
morning, please follow me, etc.”
If you are directing those being seated to another usher,
extend your arm to the usher you are sending them to,
and show them how many seats are needed. The usher
you are sending them to should make eye contact, walk
toward them, extend out their arm to motion them in
their direction, greet them and lead them to their seat.
If a single mother is carrying a baby carrier, extend the
invitation to carry the baby carrier as you take them to
their seat. The first row/center section is for pastoral
staff and guests. 
The second row/center section is for senior saints,
people we know and have been coming for a long while.
In the inside center row, there should be no one tall on
ends, especially the outside seats closest to the center
aisle. We really do not want to miss doing this and then
put the late comers up front into the service.
The front rows across the sanctuary are reserved for
pastoral staff and their guests and the security team
only.
The center sections should be filled first from front to
back. 

Receiving the offering takes a total of seven ushers. One
usher will be positioned in the center row. Two ushers
are positioned on each outside row, and one will serve
the center section. The others will serve the outside
sections. And one usher will serve on each outside wall. 
The center usher will stand at the front row facing the
stage until dismissed to take up the offering. This
ensures that their head is not in the camera.
The outer ushers will go all the way down just in front of
the stage, turn and face the congregation.

In-Service 

Offering 



The ushers are spotters for those being prayed for. 
Men spot men, and women spot women.
Men can spot women as well, but need to be careful
where they touch them if they are slain in the Spirit.
Also, check on coverings for women if they are wearing
a dress.

All ushers tidy up their sections, (straighten up the
chairs and pick up any trash.)
Attend post service team meeting. 

Arrival for the team leader is 9:00 AM.
A total of four offering buckets should be put out. Place
two buckets, each on the corner, on the camera
platform on each side. Also place offering envelopes on
the platform. 
Check the chairs. Make sure aisles are straight and in
order. Also, make sure tissue boxes are on the floor at
end of the aisles.
The circle up meeting at 9:15am will include greeting
each one serving, assignments (area to serve,
attendance, take offering back, etc.) and any special
announcements and prayer.
Assign your team strategically, so that you can float to
ensure everything is flowing like it should. Lead, train
and give direction.
Team leads take attendance of the services. 
Conduct post service team meeting. Provide feedback
on observations of how team did during service. Thank
everyone for serving. 

Altar Call 

Post Service 

Special Instructions for the Team Leader


