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INSTRUCTIONS FOR 

THE USHER MINISTER AT MASS 

 

 

 Thank you for volunteering to be an usher for the people of Saint Joseph Catholic 

Church, Issaquah.  Your ministry is an important component of the community we are called 

to be.  Please be assured that the whole community very much appreciates the service you 

provide. 

BEFORE MASS 

1.  Home Preparation  If you have any scheduling conflicts, it is your responsibility to 

find a replacement. Please do this no later than a week in 

advance.  The contact list of names and numbers will be sent 

out to all Ministers with each schedule. 

 On the day of your assignment, take some time for quiet 

prayer. As you pray you may want to remember the parish 

community you are preparing to serve. 

 In addition to preparing yourself spiritually in prayer, it is also 

helpful to prepare your appearance. Dress properly to reflect 

the dignity of the ministry in which you serve.  Avoid any 

attire that brings attention to you. 

2.  Considerations  A background check is required. 

3.  Arrival  On the day you are scheduled to serve, it is important that you 

arrive in ample time, no later than 20 minutes before the Mass 

is scheduled to start. This will allow you to not feel rushed and 

provide you the opportunity to center yourself in the presence 

of the Lord.  

 All ministers are to check in at least 10 minutes before Mass, 

even if not assigned.  Anytime under 10 minutes and the 

sacristan will start making replacements for no-shows or late 

arrivers. 

4.  Set-up  If you are not scheduled for that day, please check to see if 

your help is needed. 

 Please sign-in in the sacristy workroom when you arrive.  

 Assist the sacristan in unlocking doors (locking down crash bars 

with the Allen wrench) and turning on the lights. 

 Remove your outdoor jacket or coat (if applicable) 

 Place your Usher “reserved seating” card on the pew where 

you plan to sit and put on your “Usher” identification.  
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 Please place a basket on one of the END SEATS IN THE CHOIR 

area (so it will be in the choir’s sight). 

 Ventilation:  If the windows are open, assume they should be 

open.  If closed assume and leave them closed.  Ask Fr. Bryan 

or the Sacristan if unsure.  Also, look to help with turning on 

and setting up fans during the summer months as needed.  

 As you arrive, please watch for any “problem areas” that need 

attention. It is rare that there is a problem, but it does happen, 

and we need your help in quickly problem solving anything of 

concern. 

 You and the sacristan are responsible for the welcoming 

atmosphere of our church facility.  

 We do not have custodial help to pick up after the assembly 

before and after each Mass. 

 Check the parking lot for trash, ice, or any thing else that may 

need attention. 

 Check the approaches to the church to make sure they are in 

good shape. 

 Check all the bathrooms to be sure that they are tidy and in 

working order (lights, supplies, etc.) 

 Check to see that the seating areas and entry way are neat and 

tidy. 

 Be aware of the location of all emergency equipment: 

- Emergency Response Plan (Located in the kitchenette) 

- Phones (1 in the sacristy, 1 in McGirl Hall, and 1 in the 

kitchenette) 

- Fire extinguishers 

- Medical Equipment, wheelchairs, blanket, pillow, medical 

kit, and absorbent granules (located in the kitchenette) 

- Custodial “clean-up” supplies (located in the custodial 

closet between bathrooms).   Note: The sacristan is 

supposed to unlock this closet prior to Mass.   If they 

forget, contact them if you need to get into the closet. 

- Please remember when cleaning up any human body fluids 

to use extreme caution, wearing gloves (and mask if 

necessary). Please follow the special procedures for this 

cleanup. 

 Be sure to work in tandem with the sacristan and presider 

(priest, deacon, or at times perhaps a lay presider), as 

sometimes there are special celebrations that require changes 

such as the assembly to gather in the hall or the lights to be 
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kept low, etc. Special instructions will normally be found on 

the minister’s credenza in the sacristy workroom. 

 If you see people parking in fire lanes, please ask them kindly 

to move to another location. 

 We may use stack parking at times. We will try to have special 

people assigned to this task. 

5.  Greeting and 

Welcoming 

 If no greeters are present, you may join the other ministers to 

greet parishioners. Greeting needs to happen at both the 

southeast and southwest entrances (i.e. both upper level 

entryways). 

 Please do not hand-out the bulletins as people arrive.  The 

bulletins will need to be kept out of sight and reach in the 

credenza until the proper time (which is following Mass). 

Please be firm on this. Much consultation with the councils and 

committees went into this decision. The reason for this is that 

we prefer people to pay attention during Mass, and we prefer 

not to have to pick-up bulletins from the pews after Mass. The 

notable exception is the children’s bulletins; they may be given 

out to those children needing them for Mass. 

 One or two ushers need to be stationed in the church to assist 

people with seating during this greeting time. Watch, in 

particular for elderly or disabled who may need assistance in 

entry to the church and seating or may need a listening device 

(found in the top left drawer of the credenza in the 

kitchenette). 

 Be sure to watch for new parishioners or visitors (they are not 

difficult to spot as they typically are looking around as if they 

are there for the first time). Be sure to give these folks a hearty 

welcome and offer them a registration card and introduce 

them to as many others as you can. In many ways you help to 

provide a positive first impression! 

 If church becomes full, the two ushers who are not greeting but 

are stationed in the church to assist with seating need to be 

ready to bring chairs up from the basement and add them to 

the entryway. (Ushers also need to return these chairs after 

Mass). Only under your direct supervision may others assist in 

bringing chairs up from the basement. This needs to be done 

this way in order to prevent people from bringing chairs up 

from the basement, when they are not needed and to prevent 

lawsuits from injuries. 

 Just before Mass begins, designate a gift family.  Tell them the 

cue for when to go back to collect the gifts from the sacristan 
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and hand them the gifts instruction card explaining the process. 

 If possible, join with the other ministers in the alcove by the 

stained glass window for the gathering prayer before Mass. 

DURING MASS 

6.  Procession  Once the procession begins, ushers must be ready to hold or 

divert entry traffic for the procession. 

 If there is a baptism or RCIA ritual at the entryway, at the 

beginning of the Mass, ushers will need to hold or divert traffic 

from the main entry down the side entryway until the ritual is 

completed. 

 Once either the procession or a ritual begins, please close the 

glass doors to the church. This is important because the infant 

care area is in the entryway. But remain nearby to open these 

doors for our parishioners.  

 

7.  Seating during Mass Seating people during Mass takes a bit of courage and composure. 

The customary way or most common way of handling this in 

Catholic Churches is below. Please understand that sometimes 

people do not want to be assisted with seating. This is fine; let 

them be and still be welcoming towards them, but do not give up 

on this task of seating people as a result of these few. There are 

many people who are just as upset if they are not assisted. A 

welcoming disposition is 90% of the task. 

 Once the procession has passed, please continue assisting 

people with seating through the opening prayer.  

 After the opening prayer and the assembly are seated, you will 

need to kindly ask people to wait to be seated until the first 

reading is concluded. At this point, you will need to assist 

people to be seated between readings. 

- You will then be able to seat people between the first 

reading and the responsorial, and 

- again between the responsorial and the second reading, 

and 

- again between the second reading and the Gospel, and 

- other inconspicuous times. 

 Do not bring chairs up from the basement until the main 

assembly seating area is full.  

 Please do not allow parishioners to bring chairs up from the 

basement. Just kindly inform them “the parish leadership has 

asked that only the ushers be the ones who bring chairs up 
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from the basement. This is primarily due to insurance 

concerns.” This could be a fine line. Don’t start a fight over 

this. If people are persistent, just discretely let the priest, 

deacon, or pastoral assistant know whom it is that is doing this 

after Mass. Ushers may ask for assistance from parishioners in 

bringing chairs up from the basement. But ushers are 

responsible to supervise this process and make sure that people 

are not going to get hurt, (and floors, walls, and furniture are 

not damaged during the move). 

 The seating area in the entryway is primarily for “families with 

children who are making just a little too much joyful noise 

unto the Lord.” Please extend every kindness to these families 

and help to maintain the worship atmosphere in the entryway 

by gently discouraging unnecessary chatter. 

 Ushers need to be positioned, as follows: 

- (One) in the entryway 

- (One or two) at the east side (main entrance) 

- (One or Two) at the west side (large round window 

area) 

 10:30 AM Mass: Be prepared to open the doors to let the 

children go to CLOW, and to close them immediately after the 

children are through the doors, in order to not have 

background noise competing with the first reading. 

 Periodically, you will be asked to count the attendees at Mass. 

Please count everyone, including all ministers and children. 

8.  Special 

considerations 

 The Blessed Sacrament chapel and the reconciliation room may 

be used for nursing mothers and quiet timeout areas (until we 

refit the vesting sacristy for this purpose). 

 If there is an incident of a particularly disturbing child in the 

main church area (persistent loud crying or other carrying on) 

approach the parent and kindly, politely offer assistance.   

Please discretely escort parents with noisy / crying children out 

of the main church area.  For example: “May I help you?  Will 

you follow me please?  We have some animal crackers and 

juice available in the kitchenette.” and take them to the 

kitchenette.  Do this at an opportune time such as between 

readings.  

 It is very important that the ushers keep an eye out for anyone 

who might need assistance (including those who are seated in 

the infant care area in the entryway) Be prepared to: 

- Show someone to the phone. 
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- Show someone to the bathroom. 

- Help someone to some water. 

- To give basic emergency assistance, or 

- To call 911. 

 Serious emergencies: Remain calm; call 911 immediately. Notify 

the other ushers so that they can assist.  Station an usher at the 

road to direct and clear the way for the emergency vehicles. 

- Depending on the circumstance it is sometimes best if 

Mass continues so as to not give undo attention to and to 

create more anxiety over the emergency. 

- If it is a serious medical problem, have one of the ushers 

alert the presider so that he can ask if there is a medical 

doctor or health care professional in the assembly who 

can assist.  Do this by approaching via the side aisle, 

standing by the nearest pew and signaling discretely.  

Wait for the presider to acknowledge before approaching 

further. 

- For diabetic emergencies, we keep juice in the refrigerator 

in the kitchenette and in the kitchen downstairs. 

9.  Collection(s)  During the Prayers of the Faithful all ushers need to prepare to 

take up the collection(s) 

 The usher on the West (choir) side will pick up the basket 

placed on one of the end seats in the choir area before Mass, as 

one of their baskets and then begin distributing the baskets as 

they normally do.  

 If there is only one usher for the West side, please be sure to 

start baskets in both sections at the same time. This will make 

the collection more efficient. (When this is not done, it delays 

the sending of the gifts forward)  

 If you have 5 ushers, you then have one for each section and 

the gathering space. If not, take up the collection in the 

gathering space once you have finished the main church 

collection.  In the gathering space, usually the collection is 

taken from the glass doors first and then towards the back.     

The Archdiocese mandates that the money not be left in any 

one person’s care alone or out of sight (even for a moment), 

for propriety. 

 Do not transport the baskets behind the curved walls on the 

west side, as you are not in plain view. When bringing the 

collection from the west side to the east, please transport it up 

the center east aisle then across to the side at the ambo 
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(lectern) so that you are in plain sight (archdiocesan policy). 

Bring the baskets to the gift table on the east side. The curved 

wall should not be a problem on the east side as the east side 

ushers will be able to see you from the gift table.  

 Normally, as soon as the people are seated after the Prayers of 

the Faithful is the time to take up the collection. But be 

prepared to listen and follow any special directions the 

presider gives regarding the collection at this time. Otherwise 

proceed directly up the aisle, bow to the altar, and then 

commence taking up the collection. Do not wait to take up the 

collection in synchronization; it just delays the collection, 

 After the first collection (even if there is a second collection), 

send up the collection basket, and bread and wine. The 

collection basket goes first because it is the least important (in 

the normal church procession the most important goes last). 

This allows the priest and deacon to receive the bread and 

wine and take it directly to the altar without leaving it 

unattended.  

 When Mass runs long, the presider may position himself in 

front of the altar. This is a signal to just send the bread and 

wine up without the collection and to just bring the collection 

up when it is completed, without ritual and set it to the side of 

the altar.  The main aisle should only be used if the offertory 

song is still being sung; otherwise the side aisle should be used. 

 If there is to be a second collection, the ushers go forward with 

the baskets directly behind the gift bearers. Immediately, after 

the gifts are given to the priest and deacon, the baskets are 

started once again (do not delay this as the second collection 

will not be able to be completed before the blessing prayers 

are done). By doing it this way, the second collection takes 

place during the blessing of the gifts and therefore does not 

extend the length of Mass. The combined collection basket for 

the second collection is taken up to the altar during the Sanctus 

(Holy Holy) by means of a side aisle and discretely placed with 

the other basket.  Never bring the baskets up during the 

Eucharistic Prayer.  If you miss the Holy Holy, wait until the 

end of the great Amen! 

 Ushers need to remember to kneel wherever they are during 

the consecration. 

10.  Communion  During Communion it is important that the ushers assist in 

directing the people forward for communion. 

 On the west side, two lines are always formed immediately. 

Holy Communion will be given to the choir first while the 
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instrumentalist plays.  Sunday night band will do this slightly 

differently, but will still all receive with the assembly.  The 

assembly will follow the choir from that side. Do not send the 

choir up both lines.   

 As the communion lines begin to end, please assist by inviting 

people to shift from longer lines to the shorter.  

 If you see anyone who doesn’t know what to do and they are 

not Catholic, please invite them to place their hand over their 

chest and go forward to receive a blessing. 

 If an elderly person needs Communion brought to them, 

please ask an extra-ordinary minister of Holy Communion to 

bring communion to them when you come to communion. 

Please “usher” or accompany the minister to the person. Please 

do not just point out the person. We want this to be as kind, 

considerate and welcoming an action as it possible. It is not 

appropriate for the usher to bring communion to the disabled 

person in the pew. 

11.  Post Communion  During this time all the ushers need to gather bulletins (or any 

other materials which need to be distributed) and prepare to 

hand them out. 

 Prop the doors open (inner and outer) and assist anyone as 

needed. 

 Thank people for attending Mass or wish them a good day, 

week, happy holiday, etc. 

AFTER MASS 

12.  Clean-up  The Ushers are asked to assist after every Mass by: 

- Straightening up the pews 

- Returning chairs from the basement 

- Straightening up the entryway 

- Checking that the restrooms are in presentable condition 

and tidying them up when necessary 

- When appropriate, turning off lights 

- When appropriate, locking doors 

- Making sure the outside entryway is presentable and that 

there are no problems with the parking lot. 

 Please remember, we do not have a resident custodian. Our 

church can only afford contracted, hourly cleaners who come 

to clean the church a few hours during the week.  

 Make sure that all the doors are being locked, lights are turned 
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off, and that things are generally kept presentable. 

 If garbage cans, etc. are overflowing and the custodians are not 

due to come to clean until the beginning of the week, we need 

to empty them in a spirit of service.  

 There are many times when our church facility is used Sunday 

evening (e.g. for Faith Formation) or Monday morning for 

service or funerals, etc. Please do not presume that tidying up 

the church will be done by the custodians before any other 

functions at the church.  

 

 Thank you for the kind service you provide to our community as an usher.  May God 

abundantly bless you for your service! 

 

Notes & Suggestions 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


