
                                                   Mary Mother of the Church Usher Procedure 

 

Arrive 15 minutes before mass 

Identify the greeters, sometimes they are new and not aware of their duties, taking up the gifts and 

handing out bulletins. If there are none please find someone. 

Recruit collectors, usually six people. 

Assist people with seating. Watch for those with mobility issues and offer to get them a chair at the 

back. For those in wheelchairs offer chairs to family members at the back. Also offer communion at the 

back if they would like. Fr. Kevin prefers not to have people in the atrium, if they do not want to sit at 

least encourage them to enter the sanctuary. If someone is not feeling well offer them a chair. Family 

room: Fr. Kevin would prefer it not be used. Encourage young families to come join the in the sanctuary, 

assure them that the children are not disturbing; in fact Fr. Kevin enjoys it. I usually suggest they sit close 

to the front.  

At no time should we make anyone uncomfortable, always be polite and courteous. 

We never allow chairs in the atrium. 

Collectors should assemble at the back during the intercessions. The usher on duty should not be one of 

the collectors, rather they should monitor the process from the back. Also make sure the greeters are 

ready for the gifts, bread to Fr. Wine to Deacon. 

Select a second person to carry the basket with the collection to the sacristy with you. On the counter 

find the marked bag for that mass and cross reference with the log sheet. Place the collection in the bag 

and seal it. Squeeze the air out and place in the safe. The log sheet must be printed and signed by two 

people. At least one of these people must be an official usher. 

For communion, if there any in need at the back, meet the Eucharistic ministers in the sacristy and ask 

for communion at the back. When the minister comes to the back guide them to the individuals. 

Be prepared to assist Fr. Kevin to fill vacant positions, i.e. lector or Eucharistic minister. 

The parking lot should be monitored during special masses to ensure fire lanes are not blocked. 

Additional parking on side street. 

 


