Guidelines for Ushers
Parish of St. Katharine Drexel
Updated October 30, 2011
BEFORE MASS

· Please arrive at least 15 minutes before Mass begins.

· Check your name off on the sign-in sheet on the table in the Gathering Space.

· Make yourself a nametag.

· Check with Fr. Joe/Jennifer to see if there’s anything extra to do during/after Mass.

· One Usher takes the key from the drawer in the Parish Office.

· Help seat people as they come in for Mass.

DURING MASS

· Help seat people as they come in for Mass.

· At 10:30 a.m. Mass: One Usher please go get the Children’s Liturgy of the Word children from Room 206 when the homily is done.

· Take up the collection using the baskets under the gifts table (by the baptismal font).

· Place the children’s basket in front of the Sanctuary steps.

· The Usher with the key and another Usher (not from the same family) take the collection to the Finance Office.

· At 10:30 a.m. Mass: The Usher with the key will need to let the Collection Counters in to the Finance Office to get the bag so they can start counting.

· Dismiss people for Communion distribution.

· Towards the end of Mass, around the time of the announcements, the Usher with the key needs to be in the Gathering Space so the people selling SFCS Certificates and any other tickets/goods can be let in to the Finance Office to get what they’re selling.
AFTER MASS

· Please go through the pews and pick up any leftover bulletins, worship aids, missalettes, etc. Please turn in any personal belongings left behind to the Parish Office. 
· The Usher with the key should stay to let the SFCS Certificate Seller back in to the Finance Office.

REMINDERS

· Please do not hold open the doors to the Nave before Mass begins. We’re trying to keep it as quiet as possible in the Nave so people can pray before Mass. If someone is in need of assistance, please do open the door for him/her, but then allow it to shut behind him/her.

· There are two first aid kits above the coat rack between the kitchen and the front desk.

· There are fire extinguishers on the east & west walls of the church, towards the back of the church.

· There is a public access defibrillator on the wall across from the restrooms by the drinking fountain.

· If you need to use the phone to call for emergency assistance, press the button below “LINE 1” on the phone in the front office to get a dial tone, then dial. You may want to use a cell phone instead so you can stay near the person in need of assistance and relay information to the dispatcher.

· Our address is 1800 S. Katie Ave. This is posted on a magnet on the overhead cabinets by the front desk. The best locator is probably “2 blocks west of 26th Street and the Tea-Ellis Road”.

· The restrooms are on the left side of the hall going towards the school. If a parent needs to take a child of the opposite gender to the restroom, s/he may use the restroom on the right side of the hall by the Chapel.
