CHARTER FOR HOLY TRINITY CATHOLIC CHURCH 

USHERS AND GREETERS (& BUDGET REQUEST)

JUNE 8, 2002 (REVISED MARCH 27, 2003)

A. NAME OF SERVICE ORGANIZATION: Ushers and Greeters

B. NAME OF COORDINATOR: Charlie Mallon (703.753.0532)

C. PURPOSE & OBJECTIVES: 

To assist the Holy Trinity parishioners and Pastor by providing typical usher and greeter (U&G) services as these relate to the conducting of the Holy Mass service for the Holy Trinity Roman Catholic Church, Bristow, VA. The U&G functions performed are as follows:

1. To provide the necessary protection for the consecrated host

2. Maintain the sanctity of the Holy Mass service

3. Ensure public safety 

4. Extend friendly greetings for arriving parishioners

5. Distribution of church bulletins/handouts

6. Protection of the parish’s assets

These functions include objectives such as: 

1. Provide pleasant and informative greetings for parishioners arriving for Mass services

2. Issue and recover Mass missals/hymnal books

3. Arrange for suitable seating of parishioners

4. Conduct and protect church Mass collections

5. Ensure a safe and efficient flow of pedestrian traffic during the distribution of Holy Communion

6. Maintain situation alertness and interject appropriate actions necessary to ensure proper order and public safety during related church service activities.

D. DESCRIPTION OF U&G ACTIVITIES:

1. Greeters: 

a. Prior to start of Mass: 

1. Prepare/arrange and set up Mass missals/hymnal books (and kneeler pads when available) for distribution to arriving Mass attendees.

2. Provide helpful information and a friendly parish greeting for those arriving to attend Mass.

3. Assist new Holy Trinity Mass attendees by providing general Mass and parish information pertaining to parish-oriented activities/functions and offering parish Registration Forms

4. Hand out Mass missals/hymnal books (and kneeler pads when available) to arriving Mass attendees.

5. When Mass attendees request (or are observed to be in need of) special handicap- type assistance in seating location/wheel chair positioning, use of rest rooms, serious health/medical condition, etc., immediately provide such notification to ushers to insure prompt and appropriate action is initiated.

6. Advise ushers when the behavior of arrivals or of a situation that may require close scrutiny/security action is observed.

b. After the conclusion of Mass:

1. As church service attendees are exiting, prepare/arrange and set up Mass missals/hymnal books (and kneeler pads when available) for return to storage in preparation for the following Mass, or storage in readiness for use at a later date.

2. Assist new Holy Trinity Mass attendees by providing general Mass and parish activities/functions information, as requested and/or provide a suitable referral for a parish contact.

3. When possible, assist the ushers with the handout of parish bulletins to departing service attendees.

4. Assist exiting Mass attendees with any special needs/concerns, or promptly advise an usher to gain any required assistance.

5. Provide any lost and found assistance, as required.

2. Ushers: 

a. Prior to start of Mass:

1. As directed, install ribbon/tapes/signs to block-off seating rows/chairs selected to provide: reserved seating for official guests, Mass Lectors and Eucharistic Ministers; and to provide seating for late arriving Mass attendees.

2. Assist arriving Mass attendees in locating appropriate seating whenever possible, as requested, or as seating occupancy conditions permit.

3. Seating locations near the front and toward the center of each row should be encouraged for early Mass arrivals to present less interruption when later arrivals occur and Mass is already in progress.

4. When conditions permit assist Greeters with the handing out of Mass missals/hymnal books (and kneeler pads when available) to arriving Mass attendees.

5. When notified that a family requesting a Mass dedication is present and has requested the privilege to bring forth the “gifts” (ciborium, water and wine) during the service, special reserved seating arrangements will be provided. 

6. When Mass attendees request (or are observed to be in need of) special handicap type assistance in seating location/wheel chair positioning, use of rest rooms, serious health/medical condition, etc., whenever possible, immediately provide such assistance and notify the other ushers to ensure prompt and appropriate action is continued, as related situations may occur.

7. When the behavior of arrivals is observed to merit close scrutiny, or threatening situations are present, that may represent a potential risk to either the person/persons involved, the on duty Ushers will jointly form a security action plan to mitigate the risk. Any interdiction actions by the Ushers will be effected only as an Usher team effort. In all cases, any actions taken will only be those that ensure a condition of general safety for the subject(s) and other Mass attendees; and, whenever possible, not jeopardize the sanctity of the Mass.

b. During Mass:

1. During related church service activities, ensure that the proper civic and religious order is being maintained and general safety conditions prevail.

2. Conduct Mass collections as required by the parish Pastor and provide necessary safeguards during the church service; i.e., to ensure safe and prompt deposit (at conclusion of Mass) of same at the Rectory safe box.

3. Direct, and assist Mass attendees where needed, with the flow of pedestrian traffic during the distribution of Holy Communion to ensure a safe and efficient condition prevails. Advise and guide Eucharistic Ministers when special action is necessary to ensure immobile/handicap individuals have an opportunity to also receive Holy Communion.

4. At all times during the distribution of Holy Communion maintain alertness and take appropriate action when necessary to ensure that the proper respect and sanctity of the consecrated host is being maintained by all.

c. After Mass: 

1. During the exiting of attendees, provide assistance and/or traffic control for those who request assistance, or clearly are handicapped, or have small children that may become accidentally injured.

2. Perform the handing out of church bulletins for all church service attendees as they exit following the conclusion of the Mass.

3. At the conclusion of each Mass service, provide the necessary safeguards to ensure the after Mass safe and prompt deposit of all Mass related collections at the Rectory safe box; e.g., including after Mass coffee and doughnut contribution funds.

4. When possible, provide assistance to the Greeters as they receive returned Mass missals/hymnal books (and kneeler pads when available) and prepare them for the next service/storage for a later date service.

E. PROPOSED PROGRAMS: 

1. No parish provided budget is required to support the following on-going parish enriching activity: 

The only Ushers and Greeters programs that have been conducted over the past 12 months have been an earlier bimonthly family oriented dinner gathering at the Old Country Buffet in Manassas, VA and more recently working lunch U&G meetings. These events are conducted as pay-as-you go activities. These gatherings have proved very helpful in forming closer U&G Team relationships and generating new team practices and procedures that have proved helpful for improving overall parish services. 

2. A new U&G program still in the definition phase is one to provide U&G Team members with certificated CPR and related First Aid training. Current planning calls for having the training, testing and annual refresher training performed at no cost to the parish or the team members. The classroom training, training aids, certificated testing and handouts will be provided by Certificated Trainer members of the Nokesville Fire and Rescue Squad. A recommendation has been extended to the parish financial committee to provide funding for: having two U&G members trained to be Certificated CPR and First Aid Trainers; each receive annual update training; and, the procurement of related training and testing documentation for in house ongoing training and annual recertification.

F. PROPOSED DIRECT COSTS FOR UPCOMING YEAR:

1. The currently in use eight baskets for church service collections could conceivably become lost or worn-out and in need of replacement. When second collections are required after the Mass, a few collection baskets are placed near the exits. In both cases it would be advantages to be equipped with a total of four more such baskets. The estimated unit cost is about $20.00, or a total of $80.00.

2. The safeguarding of Mass collections and after Mass coffee and doughnut cash is maintained through the use of bank type lockable money bags. One such bag is required for each service, including a corresponding bag for Mass coffee and doughnut contributions. Special collections also require the use of additional money bags for each service. With the 9/8/02 addition of the 8:15 a.m. Mass, the need for additional locking money bags will continue to grow. The in-use bags are currently operational, but normal wear and tear is apparent due to the heavy and growing usage. It would be practical to plan for adding four additional bags. The estimated unit cost is about $20.00, or a total of $80.00.

3. The parish Ushers and Greeters are officially identified to Mass attendees by their ID badges that display their role as being a Holy Trinity Usher or Greeter. These plastic items do get misplaced, or lost, and are subject to breakage. The original eight copies of each are presently not all accounted for. With the expanding U&G Team membership and the greater usage, plans should be now made to acquire six additional Usher Badges. The estimated unit cost is about $10.00, or a total of $60.00.

4. Due to the likely implementation of the U&G Team program that will provide U&G Team members with certificated CPR and related First Aid training, the need to procure in-house training and testing documentation should be met this year. The annual estimated cost for this documentation, including update training documentation is $40.00. Also planned for this year will be the need for the parish to provide the initial “Certificated CPR/First Aid Trainer” training and annual update training for two team members (during the 12th month). The estimated cost for the initial training is approximately $200.00 for two team members, and for two taking the annual update course about $150.00. 

5. Administrative expenses for use of the parish rectory reproduction equipment and paper stock, folders, binders, etc., can only be estimated on a very broad scale. The procurement of ribbons/tape/adhesives for blocking off church seating, the generation and production of computer generated signage and reports lie in the same category. Thus, the best estimate is approximately $300.00

G. INCOME GENERATED BY THESE FUNCTIONS:

The only income derived from these functions indirectly results from Ushers and Greeters providing important Mass related activities/services; e.g., financial security and risk reduction services (see above), parishioner assistance, and the explaining to newcomers the value of many services provided by this new and refreshing Holy Trinity Parish. The U&G Team thereby contributes to parish growth by offering personal care and safety, along with the clarification of the many services that sets this parish apart from larger and more ingrained congregations; i.e., one that offers devotional worship, along with a warm, friendly, family oriented culture. Among the many individual U&G services provided by this team that enhances new parish membership is the offering of Mass attendees basic information pertaining to: parish social aid and religious/convert training programs, social/fun activities, familiarity with the contents of weekly church bulletins and guidance on how to fill out a parish Registration Form.

H. OTHER ISSUES:

The possibly of other factors presently unknown regarding the more extensive use of Ushers and Greeters will always be a possibility in the future of a growing parish. The need for security during parish events, arm bands, event hats, travel to support a parish or Diocese sponsored event, et al, may occur later, thus it may be wise to plan for supplementary funding to be available in the range of about $200.00. 

I. RECOMMENDED U&G BUDGET FOR NEXT 12 MONTH PERIOD

The “best guess” recommendation for budget planning purposes that will support expenditures for the above U&G functions and activities during the next 12 month period is for the Parish Financial Committee to target a total amount of $ 910.00.

