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Questions That Ushers Frequently Ask 
 
The Ushering Job and Team 
 
Q1: Does my team have too many ushers on it? 
 
A1: For a full mass in the church we think it takes 7 ushers to make things run smoothly. 
6 ushers are needed to distribute baskets and let people out for communion, but one more 
is needed to make sure that the children return from their liturgy at the right time, and that 
the people selected to present the gifts make their way to the Sacristan.  Historically we 
have put more ushers on each team than may be necessary to operate during a mass.  Our 
experience has been that vacations and other commitments make it necessary for ushers 
to be unexpectedly absent from time to time, and the increased number has helped to 
ensure coverage when this happens.  If all ushers show up the jobs are distributed evenly. 
Also, there may be occasions when ushers will extend their hospitality ministry to 
greeting.   
 
Q2: Should I dress differently? 
 
A2: Not unless you wear jeans with holes, shorts (especially very short shorts), sandals, 
sports shoes, tank tops or T-shirts to church.  We respectfully request casual business 
attire at a minimum, unless a special event is planned such as a picnic or outdoor mass. 
 
Q3: During the mass, where should the ushers be located? 
 
A3:  Return to the assembly and participate in the mass after all usher duties have been 
completed. It is appreciated if non-liturgical conversations in the foyer are kept to a 
minimum, particularly when the foyer doors are open and the focal point of the 
celebration is near the doors. 
 
Q4: Should I help tidy up the church after mass?  
 
A4: Yes, this is part of the ushering duties. If you can spare a few minutes to pick up any 
bulletins or other forgotten items it will be appreciated. Carrying donated food from the 
Church to the Parish Center kitchen is also part of the ushering responsibility. 
Occasionally parishioners will exit through the side doors of the church and leave them 
open long after everyone has exited. This allows heat to escape in the winter, and cool air 
to escape in the summer.  Please make sure these doors are closed before you leave the 
church. 
 
Q5: Should I count the number of attendees?  
 
A5: Yes, the number of attendees should be counted and recorded on the usher sign-in 
sheet located on the Usher’s closet door.  Accurate counts are preferred over estimates. 
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Q6: Should I help those who cannot receive communion in line? 
 
A: Please guide a Priest, Deacon, or Eucharistic Minister to those who are unable to 
receive communion in line. This may be done prior to parishioners in your section 
receiving communion, or after they have all received. 
 
 
Where Is It? 
 
Q1: Where should I sign in? 
 
A1: The sign-in sheet is located on the inside of the Usher’s closet door.. Please make 
sure you sign in because this lets the team lead know how many ushers are available, and 
if any additional ushers will need to be recruited on short notice. 
 
Q2: Where should the ushers congregate after the collection? 
 
A2: In the Usher’s Closet. 
 
Q3: Where do I put the collection after it is assembled? 
 
A3: Always put it in the safe. If the Money Counters are there waiting to receive the 
collection during mass and you do not recognize them we ask that, at a minimum, you 
verify that their name is on the Money Counter’s list posted in the Usher’s Closet, and if 
not, please place the collection directly in the safe for security reasons. The safe is in the 
Usher’s Closet. Never put loose money in the safe.  Always put it in a moneybag first.  
Moneybags are located in the usher’s closet. 
 
Q4: Where do I go to notify the children’s liturgy that it is time to return to the 
mass? 
 
A4: The children’s liturgy will take place in one or two rooms in the basement of the 
church. Additional time (perhaps a couple minutes) should be allowed for the children to 
return from the liturgy to the church. 
 
Q5: Where are the baskets stored? 
 
A5: In the Usher’s Room. 
 
Q6: Where is the lost and found? 
 
A6: Adjacent to the elevator.  
 
Q7: Do we have an Automatic External Defibrillator (AED)? 
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A7: An AED is mounted on the wall in between the restroom and the Usher’s Room in 
the Church foyer.   
 
Q8: Where should I put the food after the mass? 
 
A8: It’s appreciated if you can move the food to the Parish Center kitchen. 
 
Q9: Where should Ushers conduct their routine duties and discussions? 
 
A9: Within or near the Usher’s Room.  In any case, after mass has started this should be 
done out of sight of the congregation. 
 
Q10: Will I get a name badge? 
 
A10: Yes.  A name badge will be requested for new ushers and will generally appear in 
the bin located on the sign-in table within a week or two. Replacement name badges can 
also be requested from Tania Murphy. 
 
Other Duties 
 
Q1: Do I need to recruit gift bearers before mass starts? 
 
A1: Yes, one of the ushers should select 4 to 5 people out of the congregation to present 
the gifts.  Check with the sacristan to determine how many gift bearers will be required. 
If a special event, such as a baptism or First Communion will take place at the mass, 
generally the gift-bearing job is extended to that family.  
 
Q2: Where will the gift bearers assemble prior to the offertory? 
 
A2: In the Sacristy.  The Sacristan will provide the instructions to the gift bearers. 
 
Q3: After mass has begun, should I direct latecomers to a specific entrance? 
 
A3: Yes. The left-most or right-most doors as you enter the church from the foyer.  Also, 
we request that latecomers be held in the foyer if a reading or Psalm is ongoing because it 
is extremely distracting to anyone at the ambo. So they may enter the church between 
readings and the Psalm, when there isn’t anyone standing at the ambo, including Cantors 
leading the Psalm. Acceptable entry times include:  
 

• Up until the 1st reading starts 
• After the 1st reading ends and up until the Psalm starts 
• After the 2nd reading ends and up until the gospel starts, and  
• After the gospel.  

 



                                                                                                                            
                                                                                                                            Revised 7/19/14 
 

Page 5 

Q4: Should I do anything different as I approach the front of my section to pass out 
baskets or let people out for communion, e.g., should I bow or genuflect? 
 
A4:  Not at this time.  We may consider doing this in the future. 
 
 
Q6: Is food or drinks (including bottled water) allowed in the church? 
 
A6: No.  Kindly ask people with food and drinks to move to the foyer. 
 
Q7: Are children allowed to stand on the pews or the kneelers? 
 
A7: No.  Kindly ask them not to stand on the pews or the kneelers. 
 
Q8: Are children allowed to have markers to draw with in the church? 
 
A8: If it will stain the seat of the pew, then no.   
 
Paths and Flows 
 
Q1: Where should I position myself for communion? 
 
A1: Please see the Communion Flow Map.  
 
Q2: What is the direction of flow for communion? 
 
A2: Please see the Communion Flow Map.  
 
Q3: What path should I take during the collection? 
 
A3: Please see the Collection Flow Map for one possible approach. Each team may 
slightly modify this approach based on their preference.  
 
Q4: What is the flow of the baskets during the collection? 
 
A4: Please see the Collection Flow Map for one possible approach.  Each team may 
slightly modify this approach based on their preference. 
 
Q5: Should I hand out baskets starting from the front of the aisle or the back? 
 
A5:  Baskets will be handed out starting from the Back.  Please remember that the two 
larger sections have one additional row. 
 
Q6: Which doors do I open when the children are dismissed for the children’s 
liturgy, or when the Presider exits the church at the end of mass? 
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A6: The doors that provide access to the primary entrance aisle near the baptismal font. 
 
Q7: Will there be a need to pull out chairs for people that choose to listen to mass 
from the foyer? 
 
A7: No, there is very little room for chairs in the foyer. 
 
Q8:  When does the collection start? 
 
A8: The collection should start after the congregation sits down immediately following 
the petitions.  The offertory procession will not start until after the altar is prepared.  The 
collection will therefore be going on while the procession starts.  
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Baptisms and Communions 
 
Q1: Is there a special role for me to play during a baptism? 
 
A1: Yes, the Presider needs assistance during baptisms to make sure that standing adults 
do not block the view of the congregation.  There have been instances during baptisms 
where several adults equipped with cameras chose to stand between the font and the 
ambo in a way that blocked the view of the ceremony, and the priest had to repeatedly 
ask these individuals to move.  It can be quite disruptive.  
 
This issue is best avoided by simply explaining to the family prior to the mass where we 
would like them to stand. However, the area near the font can become very crowded if 
children are also invited to witness the ceremony.  It is therefore suggested that two 
ushers be posted on each side of the font to help guide the adults and the children to a 
location where all can see best, and to ensure that all children are sitting. Once everyone 
is in position and it looks like no further instruction is required, the ushers may retreat to 
a less visible area.  The wooden pillars on each side of the font should be used as a guide 
to determine how far forward the adults can be allowed to stand (see the map below).  
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Ushers should discreetly and gently make sure that children do not get too close to the 
candle to avoid hot dripping wax or tipping it over.  
 

 
 
Also, please ensure that the baptism family(s) is invited to select representatives to 
present the gifts, and that they are reminded to proceed to the Sacristy for instructions 
immediately following the baptism.  
 
Q2: Is there a special role for me to play during first communions? 
 
A2: Ensure that the first communion recipient(s) and family are invited to present the 
gifts, and that they are reminded to proceed to the Sacristy for instructions at the 
appropriate time.  
 
 


