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HISTORY 
 
The ministry of ushers is the oldest lay ministry in the Catholic Church. The ushers of today have 
descended from a long line of people of God who have gone before them. During the time of Christ, the 
doorkeepers of the temple numbered in the hundreds and were the forerunners of today's ushers. 
The more immediate predecessor of today's usher can be found in the clerical order of porter, instituted in 
the 3rd Century A.D. During those times it was the duty of the porters or ushers to guard the door of the 
church against any intruders who might disturb the service. The porter duties were so important that they 
came to be included in the rite of ordination, where they were specified as: "to ring the bells, open the 
church and sacristy, to open the book for the preacher." In 1972, Pope Paul VI abolished the order of 
porter and this important task was given over to the laity. 
 
While today's ushers don't ring bells or open the church, their primary duties and responsibilities include 
greeting and welcoming parishioners as they enter the church, helping them to find seats, taking up the 
collection and wishing everyone a good day at the conclusion of the Eucharistic Celebration. 
 
REQUIREMENTS: 
 

• Ushers must be registered parishioners and at least 14 years of age.   
 

• Adults 18 and older must be compliant with the Ethics and Integrity in Ministry policies of the Diocese 
of Austin. This involves completing an application and attending a workshop.   The application can 
be found at https://austindiocese.org/quick-links at the EIM link. 
Applicants can register for the workshop after completing the application; the workshop must be 
repeated every three years. 
 

• Dress appropriately with dignity and respect for God.  Do not wear anything that detracts from the 
liturgy.  Inappropriate clothing includes:  shorts, t-shirts, sleeveless shirts, spaghetti straps, jeans, 
sweat suits, off the shoulder necklines, leggings, tennis shoes and flip flops. 
 

• Training will be provided on the job by an experienced Usher, and distribution of written procedures. 
 

• Ushers will be required to sign a “Code of Conduct” document, a form required for anyone who 
handles church funds. 

 
PROCEDURES: 
 
Arrive 10-15 minutes prior to the beginning of Mass.  Sign in on the Liturgy sheet located in the narthex 
on the right side on the welcome table, and put on an Usher name tag. Meet in the narthex with all the 
other liturgical ministers 15 minutes before mass to pray with the priest. 

 
Check in with the Lead Usher for location assignment and special instructions, e.g. 2nd collections, etc. 

 
Usher duties prior to mass: 

• Greet parishioners and assist in finding seats as needed   

• Serve at the assigned station: main rows, or North and South transepts.  The North transept is 
located on the side near the picture of Our Sacred Heart.  The South transept is located on the side 
where the picture of Our Lady of Guadalupe is. 

• Identify anyone who may be unable to proceed in the Communion procession and ask if they prefer 
to be brought Holy Communion.   

• Ushers assigned at the entrance doors will halt entrance into the church after Father has begun the 
procession to the altar.  Ushers will ask parishioners to wait until Father is standing behind the altar 
before proceeding to their seats. 

https://austindiocese.org/quick-links
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• Ushers shall close the brass main entrance doors after Father has processed to the altar.    

During the mass: 

• Ushers perform the attendance count of everyone in attendance during the homily, not during the 
readings.   

• The North transept Usher will count attendance in the North transept and the choir. 

• The South transept Usher will count attendance in the South transept, the altar servers and 
the priest, deacon and CALMs on the altar, and those in the quiet room. 

• The ushers at the church entrance will count attendance in the two center pews. 

• Count all ATTENDEES DURING THE HOMILY INCLUDING CHILDREN AND INFANTS in 
assigned areas, and communicate the count to the Lead Usher at usher station.  Care should be 
taken to complete this task with dignity and composure so as not to distract from the liturgy. 

• The Lead Usher will note the total attendance count.  (Reference Lead Usher duties for more 
instructions.) 

• After the homily the Priest or Deacon will invite the children to come forward with their contribution; 
ushers will then proceed to the altar, bow and pass the basket(s) to the person at the end of the first 
and third pews.  Continue to route the baskets through the remaining rows.  The basket with the 
black lining is passed first, followed by the basket with the red lining for the second collection.   

• As soon as the collections from the two main pew rows is completed, the collections will be placed 
in the money bag marked “altar” and sent with those who will take the offertory gifts to the altar.  
The children’s collection may be added to the “altar” bag if it is brought back in time. 

• Transept ushes will take collections to the Lead Usher where offerings will be transferred to the 
money bags.  Care must be taken to ensure that monies and envelopes stay in the basket until the 
transfer takes place, e.g., ensure envelopes/bills do not fall out.  

• The North transept usher shall ensure the brass door that leads to the Day Chapel is open once the 
Our Father prayer begins so that Father and/or Deacon can process to the Tabernacle. 

• Prior to Communion the ushers will proceed to the altar after the Eucharistic ministers have 
received communion and are receiving the communion chalice.  Proceed to the altar, bow and wait 
for the Priest, Deacon or Eucharistic Minister who will distribute the body of Christ.  

• When Communion is over, the North transept usher shall open the brass doors to allow the altar 
server and Deacon to proceed to the Tabernacle with the Consecrated Hosts and the return to the 
altar  

• North transept usher shall open the side exit doors at the end of mass. 
 
At the end of mass: 

• Ushers assigned to the main entrance doors will be stationed at the entrance doors and open them 
after Father and the procession has left the altar.  They will also open the two center doors at the 
church entrance.  These ushers will distribute bulletins as parishioners exit the church. 

• Ushers assigned to the South transept are responsible for collecting the basket from the 
altar and depositing the bank bag to the safe after mass.  Pull on safe door several times to 
ensure the bag dropped into the vault. 

• Ushers assigned to the North transept will open the door by the choir and distribute bulletins  

• Wish everyone a good day at the conclusion of the celebration of the Mass 

• Collect papers left in the pews and place song books back in the holders.  Place items found in the 
pews in the “lost and found” bin in the narthex.   

• Handle emergency situations with courage and composure 
      

Lead Usher Duties: 
 
Prior to Mass: 
o Recruit ushers if needed and assign to stations in the church 
o Ensure collection baskets are in pews and set a basket next to the altar for the children’s collection 
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o Log in the collection bag number(s) to the master log sheet located in the usher cabinet at the back 
of the church and sign; ensure to select the appropriate bag for the specific date and mass time.   

o Ensure quiet room chairs are set up in an orderly manner 
o Place pew reserve signs on back row(s) near main entrance for those in wheelchairs.  These signs 

are located in the usher station at the back near the entrance.   
o Recruit a family or three individuals to take up the offertory gifts, and provide instructions for the 

procession.  If a child is in the procession, the child shall be given the basket and shall proceed at 

the front; otherwise, the basket is always last to be given to Father.   

o Obtain host count from Sacristan 

o Ensure the First Aid kit is in the Confessional room; if not, retrieve it from the altar servers’ closet in 
Sacristy room and place in Confessional.  This is for quick access in case of an emergency.   
 

During Mass: 
✓ Obtain attendance count from ushers, write total number on calendar in Sacristy, and on the sign in 

sheet. 
✓ Communicate attendance to Sacristan who will determine if host count needs to be adjusted.  Lead 

Usher may adjust the host count if Sacristan requests.    
✓ Oversee the transfer of collections from the first basket(s) to the bank bag, seal it and place it in the 

large basket to be taken up to the altar with the gifts.   
✓ Oversee the transfer of the remaining collections from baskets to bank bag(s), seal bags and with 

accompanying usher take bags to the safe, which is located in the vesting sacristy.   
✓ Ensure all sealed collection bags are deposited in the safe. Pull on door to safe several times to 

ensure the bag dropped into the vault. 
✓ Open the 2 center glass exit doors at the church entrance after priest has begun procession from 

the altar toward the entrance.   
After Mass: (These duties may be shared with other ushers.) 
o Hand out bulletins. 
o Turn off lights in the quiet room and restroom and main restrooms  
o Close main entrance doors (brass doors) to the church from narthex into the nave.   
o Pick up papers and other items left in the pews and return song books to their holders with the song 

sheet. 
 
Scheduling: 
Ushers will be scheduled according to their mass time and frequency preference on the Ministry 
Scheduler, a database used by the church for all liturgical ministries.  Each usher will receive a monthly 
email from St. John Vianney Catholic Church with the next month’s assignment(s) and instructions on 
how to view the schedule.   No action is needed if the usher can accept the assignments; however, it is 
important to decline the assignment if the usher will be unable to serve so that we can find additional 
ushers as needed.  
 
Scheduling for Holy Days are done through the Sign-Up Genius. 
 
New ushers should contact the Ministry lead, Alice Flora at:  alicetri4@yahoo.com to be added to the 
usher ministry list. 
 
If an usher is not scheduled but does serve at Mass, the usher should sign in on the Liturgy sheet located 
in the Narthex. 
 
Helpful Information: 
 
1. Usher Ministers should never do anything that would draw attention to her or himself at any time.  If 

ushers need to have a conversation during mass, please do so quietly and/or move out to the 
narthex for the conversation   

mailto:alicetri4@yahoo.com
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2. Clothing should be appropriate for the Liturgy, modest and in keeping with the dignity of the ministry. 

 
3. Ushers should be seated in a pew which allows for easy access to responsibilities. 

 

4. If Ushers must pass in front of the altar, which should be seldom, he or she must bow to the altar. All 
movements within the Liturgy are done with reverence. 

 
 
Emergency Procedures: 
 
In the event of a medical emergency ushers will need to provide assistance as quickly as possible and 
with as much discretion as possible. 
 
If EMS needs to be called, make the phone call and direct them to come to the entrance nearest the 
parishioner in distress.  
 
There is a form in the First Aid Kit bag that needs to be completed for every incident; after completion the 
Lead Usher will place the form in the safe for the office.  
 
Collection procedures:   
 
One Collection: 
Following the Universal prayers, as the music begins and the presider is seated, the ushers come forward 
and distribute the baskets with the black lining. 
 
When the first basket from the center section of the naïve is collected, the contents are to be placed in the 
bag labeled with the date, the Mass time and “Altar”, placed in the large basket and sent forward with the 
gifts at that time.  Do not wait for baskets from the transepts. 
 
When baskets from the transepts (larger sections to the left and right of the altar) arrive in the back near 
the ushers’ station the contents of these baskets will be placed in the bag which is labeled with the date, 
the Mass time and “Regular”, sealed, and then deposited directly in the safe in the sacristy.  Two ushers 
shall take the deposit bag to the safe.   
 
Regular Collection and Second Collection  
The ushers will pass the basket with the red lining immediately after passing the basket with the black 
lining (the regular collection basket).  The cantor usually announces at the beginning of mass if there is a 
second collection.   
 
Ushes will follow the above procedures for the regular collection, and place the monies collected for the 
second collection in the bag labeled with the date, Mass time and “Special Collection”, seal the bag, and 
then take it to the sacristy, along with the second bag from the regular collection, and deposit them in the 
safe, one bag at a time.  Two ushers shall accompany the bags to the sacristy.   


