
 
 
 

OUR LADY OF THE VISITATION PARISH 
 

GUIDELINES FOR USHERS 2022-23 

              
 
“The summit and source of the Church’s life is the Eucharist, which builds up the Christian community 
and makes it grow.  It is your responsibility to assist the (presiding) Priest and the (assisting) Deacon in 
carrying out their ministry” (II RCC.II). 
 
In short, your roles are to to be the first sign of Christian hospitality and joy at OLVP and .maintain order 
and safety in God’s House. 
 
GENERAL NOTES 
 
1. “Worship the Lord in holy attire” (1 Chronicles 16:29).  As ministers assisting in our sacred liturgy 
and being visible to those in the congregation, you should lead the way.  They will imitate what they see 
and follow your leads.  Wear your Sunday best! 
 
2. Be prayerful and reverent in your posture, gestures, and demeanor.  As stated above, people will imitate 
what they see and follow your leads. Be joyful, hospitable, and warm as you interact with parishioners. 
Be especially generous and caring to the elderly and those with disabilities. 
 
3. If you cannot serve, it is your responsibility to find a substitute who is both qualified and aware of 
your assigned duties. If you cannot find a substitute, call the parish office as soon as possible. 
 
4.  Individuals at least 15 years old may serve as Ushers.  Those new to this ministry shall meet with the 
Pastor for training. 
 
5. Reverence is to be observed at all times. Before and after Mass, anyone entering or leaving the 
sanctuary is to genuflect to the Tabernacle.  During Mass, when crossing the altar, bow to the altar. 
 
 

 
CHECK-IN PROCEDURE: 
 

1. Arrive 15 minutes before the scheduled liturgy is to begin. 
 

2. Check in at the kiosk by clicking your name. 
 

3. Check with the presider for any special event pertaining to the liturgy  (e.g., Baptism).   
 

4. Wear your Usher Badge at all times. 



 
 
 BEFORE THE LITURGY: 
 

 1. Ushers should be positioned near the entrance doors (one usher for each side) to greet 
 worshipers 15 minutes prior to Mass. 
 
 2. Warmly greet with a smile each person or family who comes through the doors. 
 Continuously say “Hello” or “Hi”, “Good morning” or “Good evening”, “Welcome”, or any 
 other appropriate greeting to people.  Be friendly and cheerful, but not overbearing. 
 
 3. When needed, ushers are to gently help people to their seats as the church fills 
  up.  Be as efficient and safe as possible (be ready for a “Christmas Mass”?). Try to invite people 
  to sit toward the front of the church so latecomers can occupy pews in back. 
 
 4. Assist handicapped persons from the church doors (between the nave and vestibule) to 
 appropriate access seating in the nave. 

 5. Assist families with strollers or baby carriers from church doors to appropriate seating. 

 6. Keep the nave doorways and baptismal font clear so that people do not gather in these areas 
 blocking the access of others. 

 
 7. Work out with the other ushers who will take the count of parishioners for the Mass.  A count 
 is needed for every Mass and can be done during Holy Communion or other time. Record the 
  count in the kiosk. 
 
 8. Make sure that there are two small green collection baskets on the baptismal pool walls. 
 
  

 DURING THE LITURGY: 

 1. Ushers continue their seating of parishioners who have arrived late.  Be polite and 
 gentle even if you encounter testy latecomers. Be firm and consistent in your decisions 
 on where to seat people when it gets crowded. 
 
 2. Prepare to stand during the readings and take your seats after the Gospel. Your responsibility 
 to seat people ends with the Gospel (and the Pastor’s job begins...not during Mass but in general 
 with teaching people to arrive before the Gospel in order to make Mass). 
 
 3. If a child persists in crying for several minutes, calmly make your way to the end of the pew 
  of the child without looking at the child or family.  If a family member holding the baby doesn’t 
 make a move to exit the church with the crying baby, politely inform him or her that there is a 
 room to go to (the parlor which is opposite the elevator).  On the rare occasion that he or she 
  still does not move, calmly insist that they go to the room. (The parlor can also be used as a 
  discreet spot for breastfeeding if the need arises). 
 
 4.With regard to the four doors that lead into the nave, the center doors are to remain closed 
 until Mass begins and the presider, deacon, and servers enter through them  The side doors 



 remain open through the opening of Mass.  The side doors are closed and ushers  should deter 
 people from entering during the readings, Gospel, and homily.  Doors may be opened during the 
 Responsorial Psalm, after the homily and for the rest of Mass 
 
 
 5. Ushers are on alert throughout Mass to assist in an emergency. 
 
 6. The Offertory: 
 
  1. Ushers select a family before Mass to bring up the gifts. 
  2. At the end of the Prayers of the Faithful, the family comes to the back to receive the  
      gifts and large basket (which is empty except for a sheet that reads “Offerings for this 
      Mass) from the usher. 
  3.  The gift bearers carry up the bread, wine, and large basket and gives them to the 
        celebrant. 
 
 HOLY COMMUNION: 
 
 1. After the presider has received from the cup, proceed to the base of the altar steps, face the 
  altar and bow. 
 2. Wait until all ministers to the altar are in place, then assist in the orderly procession of those
 who are receiving communion in the center aisle. 

 3. If there is someone on your side of the church who needs to receive communion in the pew, 
 motion the presider or deacon or Extraordinary Minister to that person. Stay near that person 
 and after they have received, present yourself to the minister to receive Communion. Then 
 return to the top of the aisle and wait while the minister of the altar returns to the sanctuary. 

 4. Proceed to line up at the bottom of the steps to the sanctuary. When the presider closes the 
 tabernacle and genuflects, genuflect (or bow if not able to genuflect). 

 5. When the presider turns to move toward the chair, return to your seat. 

 
 AFTER THE FINAL BLESSING:  
 
 1. When the presider genuflects to the altar, make sure the doors between the church and 
 vestibule are open. 
 
 2. Make your way through the vestibule to assist with the distribution of bulletins outside the 
 each entrance. 
 
 3.  Check the bathrooms. Make sure the lights are off, that the facilities are operational and that 
 there is no one left behind in the bathrooms. 

 
 4. Check to see that everything in the church is back in its proper place. Including song books 
 and kneelers. 
  
 
Thank you for your help! 


