
J.M.J.

USHER MANUAL 2021/2022

Welcome

On behalf  of  the parish community of  St. Rita in theDesert Roman Catholic Church, I would like to
welcome you and thank you for your willingness to serve as an Usher. As you consider this ministry,
know that you are the first person our parishioners/visitors see. Your role is vitally important and as
such, a good disposition, a smile, and joyful disposition can be helpful as you engage as an usher.
This manual is for your use to enable you to be successful as Usher. On behalf  of  the parish Staff
and our parishioners, I thank you and pray that the Lord who has done good works in you, brings it
to perfection!   Fr. Alonzo M. García.

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 havegone 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 third 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, and 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 do not ring the bells or open the book, their primary duties
and responsibilities include greeting and welcoming parishioners as they enter the church, helping
them to find seats, and taking up the collection.

Ushers are Liturgical Ministers

A person’s willingness to serve God in the capacity as an usher reflects their commitment to Christ.
They must be mindful that they are there to assist those who are preparing to worship God by
creating a quiet and reverent atmosphere within the church. Men and women are welcome to apply
to be ushers. Ushers assure the comfort of  the assembly in the worship space and perform various
functions during the liturgy. One of  the most importantduties that the usher has is that of
hospitality. The usher is the first person that worshipers meet when they arrive at church. The usher
has the opportunity and the responsibility to represent the rest of  the assembly in offering
hospitality. People’s impression of  a parish is significantly shaped by the presence or absence of  a
welcoming atmosphere where they come to worship. Offering a smile and a word of  welcome can
have a profound impact on people as they arrive. Ushers aid in emergencies. They ensure that the
Church is in order before, during and after the celebration of  Mass
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Expectations

Always attentive to the needs of  the faithful, they should sit in those places that would enable them
to best exercise their ministerial role, i.e., near the doors, throughout the church, etc. Ushers are part
of  the worshipping community. As such, they are toparticipate fully in the singing, responding, and
prayer in the liturgy. At times, however, the special duties of  the usher may limit his or her ability to
participate. Yet, every effort should be made by the Ushers to be models of  participation in the
worship of  God.

❖ Dress in your “Sunday Best” type of  clothing and apparel.

❖ Join in the liturgy as part of  the worshipping assembly!

❖ During the Sign of  Peace, be especially alert to thepresence of  newcomers or visitors
and extend a greeting to them.

❖ Be conscious of  people with disabilities or who cannot join the Communion
procession. In an inconspicuous way, bring their location to the attention of  an
Extraordinary minister of  Holy Communion.

❖ Be prepared for emergencies:

➢ know the position of  the fire extinguisher
➢ locations of  fire exits
➢ how and where to activate emergency lighting
➢ a telephone to contact 911 in a medical emergency, etc.

❖ If  you will not be at your scheduled Mass, please let the Usher Captain know the
week before so they can find someone else to replace you.

DUTIES & RESPONSIBILITIES

❖ Arrive at least 20 minutes before the Mass starts.

❖ Ensure you are easily identifiable (e.g., by name tag, etc.); be located at the entrance to the
naïve and ready to greet.

❖ Greet and welcome the faithful as they gather for worship.

❖ Ushers should avoid congregating in only one area of  the church, as well as speaking with
their fellow ministers to the exclusion of  those whoare gathering for the liturgy.

❖ Introduce new parishioners or visitors to one or two familiar members.

❖ Escort latecomers to any available (open) pew space(s).

➢ If  the readings have begun, ask latecomers to wait at the back of  the church until
after the reading is read and then assist them to find seats.

❖ If  there is a children’s Liturgy of  the Word, assistby opening doors and helping children who
might be unsure of  the venue or how to return to their families.
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❖ Offertory

➢ Before Mass begins and as people are entering church, please pick a family or
individuals and invite them to bring up the wine, water, and hosts to the altar during
the Offertory Procession.

➢ During the Prayers of  the Faithful, the ushers shouldunobtrusively position
themselves in the back of  the Church, ready to distribute the collection baskets. After
the Closing Prayer of  the Prayers of  the Faithful,the Ushers should then assume
their designated places. Each usher should have the appropriate number of  wicker
baskets in hand and proceed down the center and side aisles immediately.

➢ At the foot of  the Altar, the ushers should reverentlybow their heads, and then give
one basket to the first person in each front pew. The ushers should then remain at
the outer edges of  pews to move the basket to thenext pew and continue this
process of  circulating the collection baskets until completed.

➢ After the collection is completed, the ushers should quickly consolidate the money
into the prepared collection bag.

■ Two ushers must sign the perforated top of  the bag, remove it, and put it in
the bag before sealing it.

■ Put the sealed bag into the basket.

➢ When the priest comes to the front of  the altar, theOffertory Procession begins.
Assist in forming the procession for the Presentation of  the Gifts at the back of
church. Follow this order:

■ Altar Server with cross
■ gifts of  wine, water, and hosts,
■ an usher with the collection basket.

➢ After giving the priest the item, bow to the cross and return to your seat.
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❖ Communion

➢ Ushers should again position themselves side-by-side in the back of  the church in the
center and side aisle. It is important to note the appropriate timing and maintain a
proper pace as they approach the altar.

➢ The choir receives communion first by going straight to the Communion station
closest to them.

➢ When the priest turns to the first Extraordinary Minister of  Holy Communion and
presents the wine to him/her, the ushers should proceed down the center and side
aisles, bow their heads in unison toward the altar, and position themselves next to the
edge of  the first pew. Parishioners in the front pewsare then invited to communion
as soon as it is obvious that the priest and Extraordinary Minister of  Holy
Communion are about to come around the altar to distribute communion to the
assembly.

➢ Ushers are asked to be vigilant that those who have received the Precious Body have
consumed Him before returning to their pews.

➢ Proceed one pew at a time towards the back of  thechurch inviting parishioners in
each pew to communion. Remember to invite parishioners sitting along the wall to
communion.

➢ If  one side finishes early, invite remaining in theassembly to move to that side of  the
communion procession.

➢ Ushers must be alert to identify those parishioners who, due to medical or other
reason(s) are unable to come forward to receive communion. In such instances, the
usher will be responsible for identifying the parishioner(s) to a communion minister
to ensure they receive communion.

➢ The Ushers should be the last in line to receive Communion.

❖ Open the outside doors before the Recessional Procession begins.

❖ Hand out bulletins as people leave and say a word of  appropriate farewell.

❖ One usher should go to the altar and pick up the collection basket and put the collection bag
in the safe.

❖ Invite people to stay for tea/coffee and/or donuts, when appropriate and guide them to the
area

❖ Afer most people have left, go back inside the church and pick up anything that may have
been left behind, make sure trash is picked up, and make sure the rows are straight. Please be
sure the Narthex is straightened up as well.
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❖ Air Conditioning/Heating

➢ If  the air conditioning/heating needs to be adjustedduring Mass, ALL 4 UNITS
must be adjusted to the same settings. If  you adjustone, you must adjust all three the
same way.

Scriptural Relevance

Hospitality was at the heart of  the Jewish scriptures and was highly valued by Jesus. Jesus told stories
of  feasts and banquets, was very relaxed in the companyof  public sinners, and experienced the
hospitality of  many including Martha and Mary, celebratedPassover with his friends, and rescued a
newly married couple from poor hospitality.

❖ Anyone who welcomes you, welcomes me; and those who welcome me, welcome the one
who sent me (Matthew 10:40).

❖ For I was a stranger and you welcomed me (Matthew 25: 31, 34, 35).

❖ The Son of  Man did not come to be served but to serve (Mark 10:45).

❖ In the parable of  the great feast, Jesus invites thepoor, crippled, blind, and lame to share in
the banquet (Luke 14:14-22).

❖ Love one another with mutual affection. Anticipate one another in showing respect (Romans
12:10).

❖ Do not neglect to show hospitality, for by that means some have entertained angels without
knowing it (Hebrews 13:2).

Some Theological Considerations

Hospitality plays a vital role in creating a sense of  community for worship. A person who feels
welcomed and valued is more likely to enter wholeheartedly into the celebration of  the liturgy and to
return as a member of  the parish community. A friendly and welcoming Usher can make God’s love
apparent to people as they arrive.

❖ Christ is present in a four-fold way in the Eucharist:

➢ (1) In the Eucharist where He gives us His body and blood:

➢ (2) In the proclaimed Word of  God:

➢ (3) In the priest as presider:

➢ (4) In the assembled persons at the Holy Sacrifice of  the Mass.

❖ When the people gather on Sundays for the Mass, it is not as a group of  people praying
individually, but rather as a group involved as a community of  worshippers. The faithful pray
together. It is their prayer. Ushers are the first ministry of  those gathering to celebrate
communal prayer.
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❖ Ushers take the time and effort to be attentive to those who are gathering by acknowledging
their presence, speaking to them, introducing people to one another. This personal contact
helps each person, especially newcomers or visitors, feel welcome.

❖ The essence of  hospitality is the quality of  ‘beingpresent’. The invitation to relationship can
transform a group of  individuals into a dynamic community.

❖ Everything the people do in a parish (e.g., every gathering that occurs) affects the formation,
growth or decline of  the community. The faithful formone another in the ways they treat
one another as members of  the People of  God. New growthhappens and new things are
born in a parish where Ushers treat people as guests at a family table and are nurtured.

❖ Although all the assembled are responsible for hospitality, Ushers are called to set an
example for the assembly.

❖ The model for an understanding of  the liturgical space is not that of  a theatre or public hall,
but closer to that of  a home; a place characterizedby warmth, friendship, and hospitality; a
place where all are equal before God; a place where dialogue and interaction are encouraged.

❖ Though Christ is the host of  the liturgy, the Usher’s role is that of  Christ’s hands and feet,
the living Body of  Christ -someone whose presence, conversation and actions speak a
genuine desire that all, who come to the liturgical event, enjoy their time together.

TRAINING AND INSTALLATION

Parishes have found that it is desirable to commission Ushers for a specified period of  time. This
allows the Ushers to evaluate their service and determine if  they wish to continue to participate in
this ministry or perhaps change to another ministry at the end of  their term. As with all liturgical
ministries, it is best for the individual and parish if  a person serves in only one ministry at any given
time.

Parishes develop periodic training sessions to assist and reacquaint Ushers with all aspects of  their
service. Having appropriate knowledge and training will help ministers to function effectively and
bring confidence and joy to their experience. It is most appropriate that Ushers be commissioned
for their role in accord with the rite found in the Book of  Blessings, chapter 62, an “Order for the
Blessing of  Altar Servers, Sacristans, Musicians,Extra-ordinary Ministers of  Holy Communion, and
Ushers.

Code of  Conduct of  the Diocese of  Tucson

All Ushers will submit a completed application, which will be reviewed prior to any person being
assigned to this ministry.  You are also expected to be familiar with and abide by the Code of
Conduct of  the Diocese of  Tucson as part of  the SafeEnvironment Program.  Initial education in
the Safe Environment Program will be provided prior to beginning service.  Educational updates
must be completed no less than once every three years.

If  you have any questions in this regard, please contactSt. Rita’s Compliance Officer in the Parish
Office who will assist you in this matter.
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