HOLY TRINITY USHERS’

DUTIES, SAFE & BEST PRACTICES

NOVEMBER 11, 2002 (REVISED: March 10, 2003)

A. GENERAL ROLE:

The Ushers must always be alert to their surroundings, helpful, friendly and patient toward all. Remember the Usher Team is the only Holy Trinity team entrusted with responsibilities that begin prior to Mass services, continue throughout Mass and are not completed until well after Mass is concluded. These important services include the collection, safe guarding and delivery of the parish’s valuable collections. While on assigned Usher duty, each must maintain clear communications and close team work with each other at all times. The Usher’s role represents the highest level of responsibility to the parish members.

B. SCHEDULING OF USHER DUTY:

The effective scheduling and fulfillment of responsibilities by the Ushers is a critical element if the needs of the Holy Trinity Parish members are to be satisfactorily met.

1. Unless an extreme emergency should arise, and an assigned Usher cannot be present for duty, he must on his own onus contact other Usher team members to obtain an agreement for a replacement for his assigned service. 

2. When a replacement is required, the other assigned Ushers for that same Mass service and the Coordinator must be notified in a timely manner of the change in assignment by the Usher in need of the change.

3. As a last resort, if the minimum of three (3) assigned Ushers per Mass service is not possible, then the Usher team members on duty will, if necessary, on their own initiative recruit aid from a same Mass attending Usher team member, or one of the parish members attending and notify the Coordinator that such a step was necessary.

4. To ensure effectiveness and ample support for your team members assigned ushers (AU) to be fully effective must be present for duty about 15 minutes prior to the starting time for each assigned Mass.

5. In the case of any services taken place at the Monastery, due to the significant amount of necessary seating set up operations, AU must arrive at least 40 minutes prior to the starting time for Mass.

6. Similarly, for the first Mass of the day at the high school, AU must arrive at least 30 minutes early to assist the Altar Set Up Team with the transport of the Mass Books Cart to the rear of the auditorium (only if assistance is requested) and the many typical set up preparations for Mass.

C. USHERS’ PREPARATIONS FOR DUTY:

Preparation for duty requires appropriate dress and neat appearance.

1. Typical dress is a business suit, shirt, tie and non-noise producing shoes; or a sport jacket, shirt and slacks. Sneakers, noise producing western boots, short pants, dungarees, hats, nor unshaven, untidy or extremes in personal grooming are not acceptable.

2. If a personal cell phone is available, having one while on duty (in the silent mode) can make it possible to provide any emergency calls necessary.

3. If personal illness were to occur just prior to/during Mass, excusing one self and notifying team members may be the best policy taken.

D. FINANCIAL SECURITY RESPONSIBILITIES:

Protection from loss of church Mass collections/other related contributions is a full-time responsibility for each AU team member.

1. After conducting the Mass collection during Mass, AU will at all times maintain necessary safeguards and close presence to ensure no thievery or losses is possible.

2. The consolidation of church collections into blue bank bags must be performed in a safe area, with all AU present and maintaining situation awareness to ensure no threat is present. The team must expect and be prepared for the unexpected. This is especially important following major holiday Mass service collections when greater amounts of cash/checks and Mass attendance prevail and many unfamiliar attendees are present.

3. After the conclusion of each Mass at the high school, AU will oversee and ensure the protection of the coffee and doughnut contributions during the counting and bagging of cash by the coffee and doughnut service team members. When this process is completed, the same AU will receive the bagged results and place same into their protective custody along with the associated Mass service collections, and at the conclusion of each Mass, deliver same to the Rectory safe. 

4. During the transfer of church collections in the blue bank money bags (or equivalent) and the coffee and doughnut contributions to the Rectory storage safe, only AU will transport same, travelling in two vehicles as a convoy, and maintaining situation awareness during the delivery and deposit in the storage safe.

NOTE: In no case will the consolidation and delivery of the collections/other related funds take place by anyone, other than an assigned Usher Team member who is a Holy Trinity Parish member.

E. PHYSICAL SAFETY & SECURITY CONCERNS: 

The safety and security of the parishioners attending Mass should always be at the forefront of concern for all AU. The parishioners attending Mass with their precious family members, while in solemn prayer, are always appreciative of the protection and care provided by the AU team.

1. Fire Laws, school and county rules governing public meeting places must be observed and tactfully enforced during parish gathering for Mass services.

2. All exit doorways, Exit and rest room signs and escape paths must be known by AU and kept free of any obstructions or defects that would interfere with parishioners’ emergency movements or evacuation of the buildings where Mass services are held.

3. All aisle ways where parishioner traffic occurs must be kept free of any obstructions that may present a safety hazard; e.g., baby carriages/bassinets, portable breathing apparatus, wheelchairs, crutches, canes, children’s’ toys, books, etc. Problem areas/situations must be dealt with swiftly to ensure no harm can occur. Unattended children should be diligently observed to ensure no harm befalls them.

4. Parents with a small child placed in a carriage/bassinet positioned on the end of a seating row, or in an aisle traveled by those receiving Holy Communion must be advised to relocate same to a safer location prior to the start of the pedestrian traffic for Holy Communion.

5. Parishioners with serious physical handicaps must be urged to accept seating near the rear and adjacent to exit doorways to ensure their safe extractions if an emergency condition were to occur. The AU working the in the area closest to such individuals should have a preemptive plan in mind in case an emergency evacuation should become necessary.

6. Should ill, unfamiliar and/or suspicious appearing individuals/groups arrive for Mass services, the seating of such person(s) should always take place only with certain concerns in mind. Possible concerns may be regarding Mass interrupting activities/demonstrations, robbery or physical harm to the ill person or others attending Mass. In such cases, the best seating policy may be to place them where they can be carefully observed and if necessary extracted under controlled conditions. All of the on duty AU team must be aware that such a potential condition exists. The AU equipped with a cell phone should be on alert in case an emergency call becomes necessary. In some cases just a helpful suggestion may assist a needy person to locate the rest rooms more quickly.

7. All AU should be aware of who among the ranks of the Ushers and Greeters are professionally qualified to provide medical, EMT, nursing or psychological assistance if the urgent need were to occur during a Mass service. Furthermore, AU should note who among the former practitioners may be present at the service they are working, and where they are seated. 

8. All Ushers should advise the Coordinator when their CPR certificates have expired/were renewed to ensure that the monthly Ushers’ schedule depicts an accurate account of capabilities. With regard to the acquiring/updating of Usher CPR certification, the Red Cross and the Volunteer Fire Departments/EMT services are possible sources for certificated training. The Pastor has agreed to have the Parish pay for basic Usher CPR certification training, but supplemental expenses may have to be born by individual Ushers. Ushers who wish to be considered for receiving this certification training should contact the Coordinator and advise what their availability for training may be. The Coordinator will facilitate the arrangements with the Pastor.

9. If any spilled liquid or other fluid material presenting a slippery surface should occur, one that could result in a parishioner accidentally sliding/falling (in the church seating area or vestibule), the AU will take measures to preclude such an event; e.g., preventing the carrying in of easily spillable containers, cleaning up a spill area, marking off/block such an area until corrective action can be effected.

10. When parishioners request a specific Mass intention and schedule (date/service) for a remembrance/recovery from serious illness for a family member occurs, the Parish Secretary will advise them, that if they should choose, their family may have the honor of being the Mass participants who bring forward the specimens for the Concretion. In such cases, the family will be seated in a designated area. Otherwise, when AU are choosing a family to take forward the Gifts during Mass, to prevent a possible injury to parishioners, the AU will not consider inviting any family unit that contains a seriously physically handicapped person(s) or any person/child at risk for dropping or mishandling any of the Gift items. For those families selected by the AU team, the AU will ensure they are active Catholics, are familiar or instructed with the procedure for doing so.

11. When AU team members have a need to discuss among each other any security/safety operational concerns, such subject matter must be done so quietly and possibly out of sight of those attending the Mass service. In most cases the team can together resolve an agreed plan of action prior to implementation.

F. USHERS PROCEDURES PRIOR/DURING MASS SERVICES:

The AU are called upon by the parish pastor to provide a number of services, including in some cases a few that require interaction with other activities.

1. Conducive to good safety practices, the location of parish committee/mission related display tables, booths or activities sales must not be located close by to the main exit doors of the high school auditorium. If permitted, this practice will cause a slowing of parishioner exit flow from the auditorium during an emergency evacuation, or after the conclusion of Mass services, thereby compounding the coffee/doughnut crowd congestion. 

2. The AU must at all times observe certain behavior traits while performing their important duties. Social mingling and discussions among the AU can be disturbing for parishioners seated near the rear of the auditorium. Care must be taken to avoid causing unnecessary distraction/annoyance for parishioners participating in the Mass and when in individual meditative prayer. If the need for discussions should materialize it should be limited and take place very softly and/or in an external area out of earshot.

3. The AU may have to assist or act as a substitute for the Greeters if the situation merits remedy. These activities include distribution and collection/storage of the Mass Prayer Books, cheerfully answering parishioners’ questions and providing any required assistance.

4. The AU are required (for the time being) to attach to the walls of the high school auditorium and in the vestibule signage requesting that “prayerful silence” be maintained. The removal of same is required after the last service for the day.

5. AU may be required to attach colored ribbons/tapes to mark off front rows for the up front seating of the choir members, Lectors, Eucharistic Ministers, or special groups/guests; also, at the rear rows to accommodate those who are late arrivals.

6. At the rear of the auditorium, AU will verify that the Holy Water Font sacramental, the “gifts” to be brought forward during the Mass service (wine, water, and if applicable, chalice/Ciborium with the unconsecrated hosts) are in place and prepared by the Altar Set-Up Team. If these are not available, the Alter Set-Up Team must be promptly advised to make the necessary adjustments.

7. AU will obtain from the Altar Set-Up Team blue bank money bags to be used for each service collections, and coffee and doughnuts contributions, and ensure Mass service date and time markings are identified for each item.

8. AU will obtain from the Altar Set-Up Team the weekly church bulletins (including any special handouts) and prepare same for distribution to parishioners following each Mass service.

9. As parishioners arrive to attend Mass services, some of the AU are required to locate themselves down in the aisles to assist families in expeditiously acquiring suitable seating. Early arrivals must be encouraged to accept seating in the front rows, and to move in toward the center of their row unless they reject the suggestion due to physical/emotional reasons. Other AU are required to be stationed at the entrance to the church area and provide directional guidance to AU in the aisles for large family seating particularly for later arriving parishioners.

10. Prior to the start of Mass services at the high school, the altar boys will be directed to enter the auditorium at the rear entrance way, via vestibule access to the auditorium (not entering via the side door entry to the auditorium and traveling by the rear of the auditorium to the rear exit doors); and to position themselves beside the rear door entry to the auditorium. This path must be taken to prevent traffic delays or an accident, such as the infliction of harm upon arriving parishioners. To preclude the possibility of injury caused by contact with the cross carried by the lead Altar Boy, at no time should the altar boys’ direction of travel be in conflict with the movement of the parishioners. A similar path must be traveled by the Alter Boys during the exit procession.

11. About ten (10) minutes prior to the scheduled start of Mass, the AU will verify that the correct compliment of Lecturers and Eucharistic Ministers are present and grouped/ready for the start of the entrance procession. In a similar fashion, the AU will verify that the Altar Boys are present and in position to lead the entrance procession into the church area. Any personnel shortcomings of these preparations will be promptly reported to the Mass celebrant. As the appointed time for starting Mass occurs, the AU will indicate to the choir to start the entrance processional and will temporally block the entry of arriving parishioners to allow the unobstructed entry of the entrance procession.

12. Parishioners arriving after start of the Mass service will be seated by the AU during those periods when the solemnity of the congregation is not being disturbed. Seating will be toward the rear areas whenever possible to minimize noise and disruption for others who are already prayerfully engaged in the service. Rearward seating of late arrivals that consist of large families/several young children should be the preferred practice. Normally no late arriving parishioners will be seated by the AU during the following segments of the Mass: scriptural readings, sermons, consecration of the Holy Eucharist, or distribution of Holy Communion

13. AU will monitor the sound levels/quality of the choir during the rehearsal period and during the service and report to them of any need for major for adjustments. 

14. Immediately after Mass is concluded, AU will perform a walk through inspection of the church seating areas to ensure no valuables or debris has been left behind. Trash items will be properly disposed of and any lost and found items or valuables safely placed/stored for owner redemption.
