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Provided by the Worship-Music Committee; updated January 2025
Thank you for agreeing to light the chalice and/or usher during our Sunday worship service, thereby sharing in the ministry of the church.  If you are unable to serve on the date for which you have volunteered, please notify the church administrator, Lenore O’Malley, and she will notify the Worship-Music Committee.  
INSTRUCTIONS FOR USHERS
[bookmark: _gjdgxs]Prior to the service
Please arrive at the church by 9:30 AM. 
    Please wear your nametag. Light the two candles on the table in front of the pulpit.    There should be a lighter near the candles on the altar or near the chalice.
     Prepare the orders of service and assisted hearing devices for distribution:
You will find copies of the order of service on the chair at the bottom of the parlor stairs and at the front door of the church.  If not already in place, they will be on the desk in the office.  
Place several copies of the order of service on the pew inside the door to the right of the pulpit for people who use the ramp entrance.  
Assisted listening devices, in cloth bags, and sanitizing wipes are to be made available at both entrances. They are set out in baskets next to the orders of service. 
Make sure the wireless microphone is placed next to the chalice.   
Greeting  members, friends, and visitors
One usher should stand at the parlor door and the other inside the front door to the church. 
Distribute orders of service, one per couple.  ASK FOLKS IF THEY WANT A JOYS AND CONCERNS CARD.   
Usher people to a pew upon request.  
There is a wheelchair accessible seating area in front. 
After the call to worship, close the parlor door and the front door and take your seat.
See the Instructions below for Lighting  the Chalice.


 Collecting the offering
At the appropriate time during the service, retrieve the collection plates near the front doors and walk down the center aisle to the front of the sanctuary.
Begin the collection at the front of the center aisle, one usher on each side of the center aisle.  When the center aisle collection is complete, hand plates to the assistant treasurer waiting in the vestibule, who will empty and return them to you. 
Return to the front of the side aisles and collect while moving to the back of the sanctuary.
Hand plates to the assistant treasurer(s) in the vestibule, who will keep them this time. 
Return to your seat.

LIGHTING and EXTINGUISHING THE CHALICE
Lighting the chalice
Go to the front of the sanctuary during the last verse of the opening hymn.  
Light the brass lighter on the stairs from the flame of one of the candles on the table, then turn and light the chalice. 
Hold the microphone close to your mouth (“like an ice cream cone”). Read the chalice lighting words slowly and carefully.
After the final response from the congregation, return to your seat.  Leave the microphone ON.
Extinguishing the Chalice
The ushers should come forward to extinguish the Chalice flame using the brass snugger and lead the congregation in the unison reading.  
Do NOT extinguish the candles of joy/concerns.  

