Holy Cross Lutheran Church
Instructions for Ushers

Before Service:

1. Plan to arrive 30 minutes before service begins.

2. Turn on lights. Controls are in the back of the sanctuary. There are two raised
boxes and one switch plate. On the lower box — push the buttons marked rear,
front, and spot. On the switch plate — turn on the cross light.

3. Turn on lights for the stained-glass windows above the door to the sanctuary.
This switch is on the wall near the bookcase with info. It is marked.

4. Turn on the fans. It is the bottom switch behind the north door to the sanctuary. It
is marked.

5. Sunday and Special Services - Put two bulletins in the second pew for the
acolytes. Please make sure there are a couple of pens available for the acolytes.
If pens are needed, they can be found in the desk area below the guest book in
the narthex.

6. Communion - Check the bulletin. During the Communion portion of worship, it
will indicate if we are kneeling for communion or having continuous communion.

7. Check with pastor for special instructions for special services or events.

8. Distribute bulletins and help seat people. Ushers should seat people when the
church is getting full.

9. Use counter to count attendance and record the number on the Worship
Attendance Slip.

10.Assist worshipers with “Listen” Assistive Listening Devices if needed. If you need
instructions on Assistive Listening Devices, ask Gail Russell or Dallen Johnsen.

11.Try to reserve short pews for people accompanying people in a wheelchair.

12. Assist the worshippers in any way needed to make them comfortable.

13.Saturday — Light the candles about 5:50pm.

At the Beginning of the Service — Call to Worship
Ring the bell following the “Welcome and Announcements”. We now use an automatic
striker. The button is on the west wall of the Requirement Room. Ring the bell 7 times.

During the Service:

1. Saturdays - Collect the offering. Wait for a nod from the pastor to bring forward

the offering. Last Sunday of the month use a bucket for the Noisy Offering.

2. Sundays — Collect the offering. Come forward when the pastor indicates for the
congregation to rise for the Offertory. Last Sunday of the month use buckets for
the Noisy Offering. Children may help collect the Noisy Offering.

Be alert for those who become ill.
Answer the telephone.
If we are kneeling for communion
a. Saturday communion —One usher should send worshippers forward for
communion. Start on the north side. Try not to separate families.
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b. Sunday communion — Two ushers should send worshippers forward for
communion simultaneously. Try not to separate families.
6. If we are having continuous communion — No communion rail is needed. Pastor
will let you know when we are having two stations for communion.
a. Communion (one station) —One usher should send worshippers forward
for communion. Start on the north side.
b. Communion (two stations) — Two ushers should send worshippers forward
for communion simultaneously.
7. Communion - Let Pastor know where people are sitting that need to be served
communion in the pews (unable to come to the front for communion).

After Service:

1. Usher everyone out of the sanctuary, beginning at the front.

2. Pick up items people have forgotten, loose trash and arrange hymnals in pews.
There is a Lost and Found box above the coat rack.

3. Sunday and Special Services — Place left over bulletins in the rack by the guest
book. Completely fill one row. Recycle any remaining bulletins.

4. Saturday - Recycle leftover bulletins. Move the Sunday bulletins next to the
counter and Worship Attendance Slip.

5. Turn off fans. It is the bottom switch behind the north door to the sanctuary. It is
marked.

6. Saturday — Extinguish the candles.

7. Turn off the lights. On the lower box press only the button marked off. Turn off
the cross light.

8. Close the doors to the sanctuary.

If you have any questions, please contact Nancy Johnsen or Tom Karlin or ask the
Pastor.
Thank you for your ministry!

Revised: 8/28/2024



