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GUIDE FOR USHERS AND GREETERS 

 

A. RESPONSIBILITIES OF THE USHERS AND GREETERS 
 

- Be sure that you know what your role is, which responsibilities are yours, 

and how to fulfill them. Make sure to have a written Ministry Job 

Description. 

 

1. BEFORE THE LITURGY 

a. ARRIVAL TIME 

 

▪ At least 20 minutes before Mass.  

 

b. YOUR APPEARANCE  
 

i. PERSONAL HYGIENE AND ATTIRE 

 

• Be sure clothes are clean, neat and appropriate. 

Clothing should show respect for yourself and for your 

role in the liturgical life of the Church. 

 

ii. BADGE OR NAMETAG 

 

• Your parish should provide a BADGE OR NAMETAG 

to identify you as an usher or greeter. Be sure you 

wear it and that is visible to others.  

 

c. APPEARANCE OF THE ENTRY WAYS, GATHERING SPACE, 

AND WORSHIP SPACE 

 

i. ENTRANCES TO THE BUILDING 

 

• Be sure that nothing is obstructing the entryways, 

such as tables set up for ticket sales. Straighten floor 

mats so that they’re not tripping hazards. 

 

ii. INDOOR AREAS 

• It never hurts to tidy up. Straighten the pamphlet 

racks and bulletin boards. Pick up left- behind 

personal items and trash. Lift kneelers. Check that the 

baskets for the collection are out and placed in a 

convenient spot. 
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iii. WASHROOMS 

• Be sure to know the location of toilet paper, towels, 

and soap in case you are asked.  

 

iv. RESERVED SEATING 

• Check to see if any areas need to be reserved and 

make sure they are designated in a clearly visible 

way. Be sure to remove reserved seating sign from 

the previous liturgy if they are no longer needed. 

 

v. TEMPERATURE 

• If it is too cold, drafty, or too hot inside the building, 

know the policies regarding who has access to the 

thermostats.  

 

2. AS THE ASSEMBLY GATHERS 

 

a. KNOW YOUR STATION 

• Which entrance is your responsibility? Are you to be 

standing outside or inside the doors? 

 

b. THE OUTDOOR STATION 

• Be mindful of the safety of small children. 

 

c. WELCOMING THE PEOPLE 

• Welcome each person. Greet everyone with a smile 

(and a handshake), if possible, not to squeeze 

strongly as you shake them.  

• Acknowledge everyone with a smile and eye contact 

as it gets busier. 

• It may be tempting to converse with the people you 

know well, but remember that you are there to help 

everyone feel welcome. 

 

d. DISTRIBUTE WORSHIP AIDE OR OTHER ITEMS  

NEEDED FOR FULL PARTICIPATION IN THE LITURGY 

 

• Worship aids are designed to enable people to 

participate well. On some occasions they will need 

other items, such as palms on PALM SUNDAY and 

tapers at the Easter Vigil. You will be responsible for 

distributing these as well.  
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e. CHOOSE PEOPLE TO CARRY THE GIFTS OF BREAD AND 

WINE 

• Make the effort to offer this opportunity to many 

different members of the community.  

• It can be tempting to ask same people from week 

to week, to rely on the people you know well, or 

who often sit in the most convenient place, but resist 

that temptation and ask families with children, senior 

member of the community, people with disabilities 

(assuming that they can carry the gifts comfortably 

and safely), teens, men and women, people of all 

ethnicities. 

• If you do this as people gather, you will have the time 

to give some instruction. 

• An usher can come and escort them from their pew or 

tell them the cue which is to proceed to the offering 

table after the Prayers of the Faithful. 

• Be sure you know how to instruct them to make them 

feel at ease. 

 

f. SEAT PEOPLE 

 

i. PLACEMENT 

• Encourage people to sit near each other and to fill in 

the front pews.  

 

ii. FAMILIES WITH SMALL CHILDREN 

• Help families with small children to find seating they 

think will be best for them: close to bathrooms, near 

an exit so that they will feel comfortable meeting the 

needs of their children with little disturbance to the 

rest of the assembly, or perhaps they would prefer to 

be in a front row so that the children can see the 

action.  

 

iii. PEOPLE WITH DISABILITIES 

• Know which areas are accessible to people in 

wheelchairs or to those who use canes or walkers. 

• Direct people with hearing disabilities to seating 

maybe in the front row which will enable them to hear 

as best as they can.    
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iv. VISITORS UNFAMILIAR WITH CATHOLIC WORSHIP 

• If visitors identify themselves as being unfamiliar with 

Catholic worship, do what you can make them 

comfortable. Instruct them to follow the projected 

worship aid (slides). 

• Give them a worship aid with an Order of the Mass so 

they can follow along and read the responses. 

 

v. LATECOMERS 

• Know what to do with latecomers. Be aware of empty 

spaces and help them find places to sit so they can 

enter into the liturgy as smoothly as possible. 

• Ask the coordinator if there are some points in the 

liturgy when you should tactfully ask latecomers to 

wait at the back, and then seat them when that 

moment has passed. 

 

vi. OVERFLOW SEATING 

• Know the procedures for overflow seating during busy 

times. Know if the parish has folding, stacking chairs 

to provide additional seats. Accompany them to the 

Parish Hall. 

 

3. DURING THE LITURGY 

 

a. BE A MODEL OF PARTICIPATION 

• Working as an usher or a greeter is not something 

you just show up to do because it is nice to volunteer 

and you are friendly. So you must take your duty to 

participate in the liturgy as seriously as you take your 

duties as a minister. 

• This means that even though you may need to be at 

your station to welcome and usher late comers, you 

also need to be attentive to and participating in the 

beginning of the liturgy; you sing the song and voice 

the responses.  

• When it is a time to seat, you join the assembly. Your 

postures and actions should indicate that you are still 

a member of the assembly. 

• Participate in the liturgy so that you too will be built 

up.  

• Model the appropriate actions. Focus your attention 

on the action of the Liturgy. Look at the lector, 
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deacon, cantor, or priest during the proclamation of 

the Word; look to the presider and the action at the 

altar during the Liturgy of the Eucharist. 

• Know and exhibit the proper postures and gestures 

for the prayers of the Liturgy and for receiving 

communion.  

• Sing throughout the Liturgy. God loves your voice, no 

matter what you think of it. 

• Be attentive to the needs of your fellow ushers and 

greeters and to other ministers of the liturgy, but don’t 

get involved in unnecessary conversation. 

 

b. ASSISTING WITH PROCESSIONS AND OTHER DUTIES 

 

i. OPENING PROCESSION 

 

• Ushers and greeters can assist by guiding last-minute 

arrivals around rather than through the group while 

they assemble. Direct the people to the side doors so 

that they don’t become tangled in the procession, and 

guide to their seat.  

 

ii. DISMISSAL CATECHUMENS 

 

• When there are people who have been accepted into 

the Order of Catechumens through the process of 

RCIA, the catechumens may be present at the Mass. 

They are dismissed from the assembly after the 

homily so that they may spend time breaking open the 

Word they have just heard proclaimed. 

• You should know when and how will this happen. Be 

sure you know where the group goes after the 

dismissal, because after Mass, the friends and 

families of the catechumens may need directions to 

find the group. 

 

iii. TAKING THE COLLECTION 

• Some parishes use long handled baskets that the 

usher extends to all the people in the pew, practice 

handling the basket when it is empty and when it is 

heavy with coins. 
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• Be mindful of your movements so that you don’t 

accidentally strike anything or anyone with the long 

handle. 

• Be attentive to all the people in the row so you don’t 

miss anyone or make anyone who is not contributing 

feel self-conscious. 

• Make eye contact and smile. 

• Remember that people are offering the gift of their 

treasure as well as their hearts in preparation for the 

next movement of the liturgy. 

 

iv. THE PRESENTATION OF THE GIFTS 

• The members of the assembly who carry our gifts 

forward represent the entire assembly, so take care to 

invite a diverse range of ages and ethnicities to 

participate from week to week. 

• Consider asking family members who are there for 

the Baptism of the child, a couple who may be 

celebrating an anniversary, or an engaged couple 

who will be marrying soon. 

 

v. COMMUNION PROCESSION 

• The procession flows well and the ushers can simply 

stand out of the way. 

• Make eye contact and gesture to lead them in the 

right direction especially for the visitors. 

• Be aware of people with disabilities who may not be 

able to join in the procession, and alert the ministers 

of Communion to come to them. ASK. 

• Be considerate of the people who want to remain in 

the pews. Acknowledge their presence; don’t overlook 

them. 

• During celebrations that are especially crowded like 

Christmas and Easter, you may need to be more 

attentive. Always be gentle and kind as well as firm. 

 

4. AS THE ASSEMBLY IS SENT FORTH 

 

a. RETURN TO YOUR STATION 

 

• During the closing song, move back to the location 

where you did your welcoming as people assembled. 
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• Side door open by an usher.  

 

b. SAYING GOOD-BYE 

 

• Do your best to ensure that everyone receives an 

acknowledgement of his or her participation in the 

day’s celebration: shake hands, smile, and encourage 

each person to come back again. 

 

• Make this moment a moment of sharing Christ’s love 

and peace. 

 

• Keep your attention on the people. 

 

c. EVENTS AFTER THE LITURGY 

 

• When there are events after the Liturgy, direct and 

encourage people to the next event.  

 

• Don’t lead the group to it, though remain at your 

station to direct others and to say good-bye to people 

who are not staying. 

 

d. DISTRIBUTE THE PARISH BULLETIN 

 

• The bulletin is full of news and information on the 

many ways in which we are Church. They can see all 

the events and different schedule of activities in our 

parish, as well as the forthcoming wedding, baptism 

and even the one who recently died. This bulletin is 

part of the “marching orders” for the membership. 

• Encourage everyone to take one home. 

 

5. AFTER THE LITURGY 

 

- Once the assembly has dispersed, it is time to deal with the practicalities 

of cleaning up. 

• Check for lost items 

• Collect disposable worship aids to be recycled. 

• Pick up trash 

• Remove reserved signs that won’t be needed for 

the next liturgy 
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• Take off your NAME TAG OR BADGE 

• Lift the kneelers 
 

- The head usher will communicate with the next usher any special 

events, and alert them to any problems that may have arisen so they 

can prepare. 
 

- If someone left something valuable, let the next ushers and greeters 

know where to find it, in case the owner comes looking for it during 

the next liturgy. 
 

- Ushers and greeters help close the church, turn off the lights and 

microphones as well as the AC. 

 

 

BEING A RESPONSIBLE MEMBER OF THE MINISTRY TEAM 

 

• BE DEPENDABLE! 

• Show up every time you are scheduled to minister. 

• The role of usher is just as important and vital to the 
life of the parish as every other minister’s. 

• You are the first face people will associate with the 
Church when they arrive. 

• If you cannot make your scheduled Mass, follow the 
procedures to find a replacement.  

• Keep the schedule close at hand. Mark your 
scheduled days in your date book or on your 
calendar. 

• Let the coordinator know when you are available and 
when you are not. 

• Be willing to learn. 

• Continue to grow spiritually.  

• Participate in the formation sessions that your parish 
offers for its liturgical ministers. 

• Grow as a person of the word and a person of prayer. 

• Be an active member of the parish. You are 
welcoming people into the life of the Church. 

• Make effort to participate in catechetical, service and 
social events. 

• If your parish hosts hospitality times after masses or 
for special occasions, go- not just if you are 
scheduled to greet, but because you like people. 

• The more connections you make with people outside 
of Sunday Mass, the more connected they will feel 
when greet them at the door. 

Fr. Delfin T. Tumaca 
February 14, 2023 


