
Procedures for Ushers 
 

1  Arrive 30 minutes before mass and sign in. 
 
2  Greet people as they arrive  
  at either the front door or inside the back of the Church. 
 
3  Choose two or three people to present the gifts. 
 
4  Approximately 5 minutes before mass, 
  the ministers will gather at the back of the church, at which time 
  come inside the church and assist people with seating. 
  It is preferable to seat people in the church proper rather than the loft. 
 
5  During the liturgy, 
  ask people arriving late to wait until the pauses between readings to be seated  
  (unless they are taking seats in the loft or the back of the church).  
  Please do not set chairs in the aisle unless absolutely necessary. 
  If possible, try not to separate couples and/or families  

by squeezing them in spots all over the church. 
 
6  As soon as hymn for the preparation of the gifts has been announced by the cantor,   

process up the aisle with the baskets for the 1st Collection  
and make reverence to the altar with a bow. 

  Begin passing the 1st Collection baskets at the front pews.    
  When the baskets for the 1st Collection are ½ way down the aisle,  

start another set of baskets at the front for the 2nd Collection (if needed). 
  

7 When both ushers have assembled themselves upon their return with the 
collection baskets, one usher should open the large zippered bag marked for the 
1st Collection while the second usher places the 1st Collection monies into the 
bag.  The usher holding the bag should then close the zipper and turn the locking 
mechanism on the bag to the locked position and place the bag into the large 
procession basket. (Please be sure that this procedure is carried out in view of 
parishioners and not in an enclosed space, i.e. the Reconciliation Room at SB.)  

  
7a.  In the event that there is a 2nd collection, the same procedure should be repeated, 

having one usher hold the large zippered bag marked for the 2nd Collection while 
the other usher places the 2nd Collection monies into the bag.  The bag should 
then be zipped and locked and placed into the large procession basket with the 
1st Collection bag.   

 
8  Assist the gift bearers with bread & wine for the offertory procession. 

Both ushers, carrying the wicker collection basket between them, should precede the 
volunteers carrying the gifts of bread & wine to the front of the church.   
(NOTE:  There is no need to wait for Priest/Deacon to stand. They will stand and 
approach the sanctuary step when they see that the ushers/gift bearers are making 
their way down the center aisle. Do not wait until the priest and deacon have arrived at 
the sanctuary step to begin the offertory procession.) 

   
 

 



Once the usher(s) arrive at the foot of the sanctuary, they should turn right and take the 
offertory basket into the sacristy, place the offertory bag(s) in the cabinet where the 
chalices are reserved and then lock the cabinet door.  After locking, remove the key 
from the door and place that key where it is usually stored (in the closet where the 
vestments are kept).   

 
Then, ushers take the empty large wicker basket and return to the entrance of the 
church in one of two ways according to their own comfort level:   

 
A. Exiting the side door of the church and going around to the front  

(not recommended during cold and / or inclement weather and not 
recommended for those with issues of mobility) 

 
OR 

 
B. Waiting in the sacristy entrance until the congregation stands at the priests’ 

invitation to “Pray brothers and sister…”, and then to return to the center 
aisle, bow, and return to the usher’s post.     

   
9  As the ministers receive communion, one usher should come forward to the first pew   

on the right and be ready to direct the assembly for the communion procession. 
  Proceed down the right aisle front to back and then the left side back to front. 

You should receive after the assembly.  (Prior to your receiving, please indicate to 
the Priest whether someone needs to receive Communion who is unable to 
process to the front for themselves).  

 
10  When the closing hymn begins, 
  proceed to the back of the church  

and prepare to hand out the weekly bulletin/Dialog as people leave. 
(NOTE:  On weekends when The Dialog is available, ushers may wish to recruit a couple of adults or 
young people to assist with the distribution at the end of Mass.)  

     
  After all have left,  
  BOTH USHERS should empty the poor box  

(after the 8:30 & 11:15(10:15) Masses only) 
into the small locking bag and ensure that all money bags are secured and  
given to the priest prior to their departure from the church. (If possible, one usher 
should accompany the priest to his vehicle (Denton) or to the safe closet 
(Ridgely).    
(NOTE:  In the event that only one usher is scheduled, that usher should wait until priest 
is available to empty the poor box with them.)   

 
  Check that the pews are relatively clean. 
  Assist with turning off lights and securing the church. 
  
 

Keep in mind that you are the minister of welcome and hospitality! 
You are the face of the parish to many. 
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