
 

 

Usher Training - 6 PM Mass 
 
 

Before Mass 
 
Arrive at 5:40 PM 
Go to the Ministry/Altar Servers sacristy, located to the right of the glass doors of the church.  Retrieve 
an usher name tag.  
 
Staying near the baptismal font, greet and welcome people into the Church as they enter. 
Decide among yourselves the following: 

1. Which area of the church you will be taking up the collection 
2. Who will get the small baskets and distribute to the other ushers* 
3. Who will get the larger basket(s) 
4. Who will carefully move the Paschal candle and lower the table 
5. Who will instruct the gift bearers 
6. Who will seek out special need people and ask if they need communion brought to them 

and then inform the priest or Eucharistic Minister during communion 
 
*we may be using the baskets with the long arms 
 
The assigned gift bearers should come to you and let you know they are present.  Instruct them to sit in 
the second pew (with their families) on the far right side of the church.  If the assigned gift bearers do 
not tell you they are present, you will need to choose 3 people to bring up the gifts, letting them know 
they are the back up if the original bearers don’t show up. If you do not get anyone, all of the ushers 
together can bring up the gifts.  
 
Check to see if there are any members of the congregation that may have special needs, i.e., getting 
them special seating and receiving Communion at their seat. You can gently ask if they will be receiving 
communion and if they would like it to be brought to them.  
 

During the Mass 
 
Close the glass doors once the Celebrant has proceeded up the aisle. You can sit in the last pew, while 
mass is going on, keeping an eye on the back of the church just in case anything arises.   
 
Collection Time: 
Once the Creed begins, (We Believe in God, Father Almighty) designated usher gently moves the 
Paschal candle and drops down the table while a designated usher gets the collection baskets out of 
the cabinet to the left near the Reconciliation Room, while the other designated usher sets up the larger 
basket on the drop down table. Larger baskets are either under the small table by the oils, or around 
the corner of the reconciliation room.  
 
Ushers decide among yourselves which section of the Church you’ll take up the collection. For 
example, four for the front portion of the pews, then go to the back sides and Tots room.  The usher 
collecting on the far right side of the church should motion to the gift bearers to go to the back of the 
church at this time. 
 



 

 

All ushers line up in the back of the church, with a small basket in hand, in their designated area.  
Together the ushers walk to the front of the church, bow and starts at the front passing the basket along 
each aisle and, when necessary, asking those in the pews to pass it along. 
 
Follow the basket down the aisle,  and once you are finished with your section, empty the baskets into 
the larger main basket(s), which eventually will be taken up to the altar by a gift bearer. There are two 
large baskets, when there are two collections. If there are two collections, empty the first collection into 
the basket with the white cloth on it.  Then begin the second collection the same way you did the first.  
When done, empty that into the second basket. 
 
At the time of the collection, the gift bearers should proceed to the back of the Church.  You may have 
to remind them to come to the back of the church. 
 
The gifts include the wine, the paten with the host (flat plate), extra hosts in a ciborium (usually bowl 
with a lid) and one or two baskets for the collection. 
 
One designated usher (decide among yourselves) should be responsible to prepare the gift bearers to 
bring up the gifts, while the remaining ushers should return the collection baskets to the cabinet.  Order 
of gifts: Paten and Ciborium next to each other, first in line, behind them the wine and the basket.  
Instruct the basket person to walk up the steps and place the basket to the right of the altar/table, but 
make sure it’s tucked under the table.  Instruct gift bearers they give their gifts to priest and move to the 
side.  Once all gifts have been given, everyone bows and returns to their seats.  
 
The altar servers will leave the altar and proceed to the back of the Church, the gift bearers will line up 
behind the altar servers and proceed as a group up to the altar with the large collection baskets being 
last. 
 
The gift bearers will meet the Celebrant at the altar to give him the gifts and those with the collection 
basket(s) will place them under the right side of the altar.  
 
All bow facing the altar and return to their seats. 
 
Communion Time: 
At Communion, especially in the main aisle, one usher for each side of the main aisle, should walk up 
to the first pew and act as a guide for those in the pews to move out and proceed up the aisle to 
Communion. Move back, aisle by aisle, towards the back of the Church.  
 
After the last aisle, check with the back side pews to see if they are ready to move up the main aisle to 
receive as well, and give them guidance to move over towards the main aisle. 
 
When the congregation looks as thought it is finishing, follow the last people up to receive Communion.  
The ushers should go last as a sign that the congregation is finished. 
 
If there is anyone with a special need that may need someone to bring them Communion, the 
designated usher should assume the responsibility to let the Celebrant, or Eucharistic Minister that 
there is a need and walk them back to that person.  
 

At Conclusion of Mass 
 
Open the glass doors out into the Narthex/lobby before the celebrant proceeds down the aisle to exit 
after Mass. 



 

 

 
If time permits, you should walk thru the pews, removing any left behind bulletins and missalettes,  
throwing out the bulletins and returning the books to the baskets in the back of the Church.   
 
Reminder if you have Religious Education on Sunday, you can’t be to late to class, so move quickly to 
clean up the church or ask an usher that may have class on Monday night to clean up. 
 
Return the name tags to the sacristy.  If you forget to return name tag, give to Mrs. Ramsden during 
Religious Education class. 
 
Thank you for participating in this ministry! 
 
 
 


