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Usher Procedures 
 

An Usher Coordinator is scheduled for each Mass. Please check the Liturgical Schedule as it 
comes out and put the dates you are scheduled on your calendar. If you cannot be present for 
your assigned date, please contact another coordinator and arrange to trade or to have 
someone take your place. Liturgical schedules are emailed to all ministers who provide an email 
address and they are available online through your Ministry Scheduler Pro account. Printed 
copies, with a substitute list, are available in the gathering space. The schedule and substitute 
list are also on the Ss. John and Paul website, www.ssjohnpaul.org.  

Prior to Mass 

1. The Coordinator is responsible for asking three other ushers to assist with the usher duties, 
including the collection and Holy Communion. A list of ushers is on the bulletin board in the 
sacristy, and any usher (coordinator, regular or substitute) may be asked. The Coordinator 
may contact ushers prior to the weekend rather than waiting until Mass time, if preferred.  

2. As Usher Coordinator, when you are looking for assistance, if other ushers are not available, 
it is acceptable to reach out to that “new face” and ask them if they would like to assist you. 
Ushering can be a great way to get new people involved in our parish. Just being asked can 
go a long way in making a new person feel like a part of our parish community. 

3. The Coordinator should arrive at least 30 minutes prior to the start of Mass and is 
responsible for taking the count as attendees enter the sanctuary. A “clicker” is located in 
the sacristy, along with “usher” lapel pins. The Coordinator can assign another usher to do 
the count. 

4. Count every person (adult, child, infant) that comes through the door so the count is 
consistent. The Usher Coordinator will give the count to the Sacristan, currently Annie 
Glaser, to ensure there are enough hosts on the gift table. If there are a lot of late arrivals, 
the Coordinator may need to get more hosts from the sacristy, which remains UNLOCKED, 
and add them to those on the gift table (DO NOT ADD THEM TO THE CIBORIUM IN THE 
TABERNACLE). The Coordinator will also record the mass count on the count sheet located 
on the cupboard on the west wall of the sacristy. Coordinator will ask a family to bring up 
the gifts. 

5. There are usually assigned greeters at each Mass, but the Coordinator and/or other ushers 
can also greet attendees as they arrive. During crowded Masses such as Christmas or Easter, 
one or more ushers are stationed in the main aisle to motion people to available seating in 
the pews. When the church is crowded, the usher may have to ask people to slide into the 
middle to make room for others. 

6. The gathering space can serve as a “cry room” during Mass for parents with fussy infants 
and/or toddlers. It is not meant to be seating for the general public, or a place that parents 
can sit and let their children run around. Ushers should encourage those who congregate in 
the gathering space to find seats in the sanctuary. One way to do this is to hold open the 
door to the sanctuary, and as you greet attendees, motion them into the sanctuary. 

7. The Coordinator can check with the Celebrant to see if there is a second collection, so the 
ushers can be ready with a second basket. In most cases, envelopes are provided for second 
collections, and those will be thrown in with the regular collection. 

http://www.ssjohnpaul.org/
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During Mass 

8. The sanctuary doors are closed once the Celebrant begins processing down the aisle. The 
doors are kept closed during Mass, and are not opened until the end of Mass when the 
Celebrant begins the procession out. 

9. Most Sunday mornings, children are dismissed to the Day Chapel for Children’s Liturgy of 
the Word after opening prayer. The Coordinator is responsible for notifying the catechists 
when it is time to return to the church. This should be done during the Creed so the ushers 
can all be present and in place to pass the collection baskets after the Prayers of the 
Faithful. If a baptism is 
scheduled, the Usher 
Coordinator will get the children 
early so they can observe the 
baptism. 

10. Offertory Collection: When the 
Prayers of the Faithful begin, 
ushers will move to their 
designated spots to be ready to 
pass out the collection baskets. 
(See the diagram.) The baskets 
are passed as soon as the 
congregation sits down. Collect 
the baskets as they reach the 
end of their respective sections, 
and the contents are dumped 
into one large basket to be taken 
to the old sacristy to be bagged and locked up. Spouses or other family members should not 
assist the Usher securing the collection or lock up. 
The family will come to the gift table as the baskets are being collected. If no one comes 
forward, the ushers will bring up 
the gifts. 

11. Communion Procession: 
Effective the 1st Sunday in 
Advent 2022 we are changing 
the communion procession. 
Participants will now process up 
the main aisle from sections “A” 
and “B.” Sections “C” and “D” 
will continue to use the side 
aisles. In addition, those wishing 
to receive by Intinction will form 
a center line down the main 
aisle. Please refer to the 
communion map for clarity. 
Ushers will take their places at 
the main aisle and side aisles to direct traffic. (See diagram.)  
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12.  First Eucharist celebrations will be done as a group going forward; we will go over that 
change at a later date.  

13. Those unable to participate in the Communion Procession: Ushers should be last in the 
communion line so they can inform the Communion Minister of any attendees who require 
receiving communion at their seat so they can walk them there. A Communion Minister will 
bring communion to those unable to participate in the procession and return to the Altar 
with the remaining consecrated hosts to be placed in the ciborium before returning to the 
Tabernacle. Do not stop the Extraordinary Minister of Communion on their way back to the 
tabernacle with the ciborium.  

After Mass 

14. Bulletins are not to be handed out until Mass is completely over and the celebrant has 
processed out of the sanctuary. Two ushers are stationed by the front entrances and two 
closer to the doors of the sanctuary to distribute bulletins. If there is an event in the parish 
hall immediately following Mass, one usher may adjust his/her position to cover the 
entrance to the parish hall. Return all extra bulletins to the sacristy, unless it is 10:30 am 
Mass. After 10:30 am Mass, a stack can be left on the table in the gathering space, and a 
stack can be put in the bulletin holder by the circle drive entrance. 

Miscellaneous - Holidays 

15. On holidays, for busy Masses, six ushers are required. There will be sign-up sheets for those 
Masses and one of the ushers will take the coordinator role. For these masses, it is 
imperative that the ushers station themselves in the sanctuary to encourage attendees to 
move in and make room for those looking for seating. 

16. When additional seating is needed, ushers will have folding chairs ready to set up, from the 
closet in Founders Hall. Ushers will be cognizant of the fire code in the placement of the 
additional chairs. 


