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THINGS
EVERY

SHOULD
KNOW



Show up on time

Arrive no later than 9:30am. At Citifaith we believe in excellence in all we do so please do
everything you can to arrive on time when you are scheduled. If you are running late please
contact the lead usher with the reason that you are late and what time you will be arriving. If
you are continually late and are unable to fulfil this important role of usher we can look at
another team to suit you.

Respond promptly to Planning Centre

Please respond as quickly as possible through Planning Centre by accepting or declining dates
that have been requested of you. After a Friday it is too late to decline or change your
availability through Planning Gentre for that Sunday. After Friday please contact your lead
usher on duty directly if any unforeseen circumstances arise causing you to be unable to serve.
You are responsible to find someone to cover for you if you realise you can’t serve after
accepting.

Attend team meetings and training

As a team we are better together and that takes practice, communication and discipline. This
is why it’s vital to attend team meetings to keep up to date with everything that is happening
in your team and keep connected. Training is a necessary requirement so you can fulfil the role
as an usher and do the role excellently.

Be an active member of Citifaith Church
Be at Sunday services and other main church events as much as possible even when not
scheduled, including monthly prayer meetings.

A positive attitude
upport Citifaith Church and the vision of Pastor Les with a positive encouraging attitude,

doing all you can to be seen promoting the church you are part of.

Maintain a good appearance and clean personal hygiene
As an usher you represent God and Citifaith church so do your best to dress well, smell fresh
and remember your hreath mints. No blue denim jeans - please!

Come ready and willing to serve
We want to be excellent in everything we do. When you come to serve come prepared mentally,
physically, emotionally and spiritually.

Take initiative

Always be on the look out to be proactive where possible without the need to he asked. Watch
what is going on around you and react quickly to solve situations that arise. Don’t assume
“someone” else is taking care of it, if there is rubbish on the floor pick it up, if somewhere is
messy, tidy it, if something is not done then do your hest to do it.



We not just here to pass round the buckets and hand out communion. We’re
here to enable that services runs smoothly so church is the best possihle
experience for people!

BEFORE SERVICE

> Have a quick check through the building and ensure that it's clean and tidy
and that the chairs are set out correctly.

> Ensure that all fire exits are clear and the lights are turned on in the
stairwells.

> Prepare for the service ahead — make sure the pulpit is prepared; that it’s
cleaned, there is bottle of water, tissues and anointing oil ready.

>When communion is scheduled make sure that the elements are

ready to go when the auditorium doors open. [see Communion section]

> Prepare the baskets and envelopes for giving making sure that

if there is a love offering or a building offering that the resources are prepared.

WHEN AUDITORIUM DOORS OPEN
> At least 2 hosts to welcome people to church at the top of the stairs and ()
assist people to find a seat. If someone is late arriving assist them in finding a
free seat.

> Make sure there is always a host stationed with the street greet team to assist
anyone using the lift.

> If there is communion scheduled make sure that the welcoming hosts have the
elements ready to hand out to people arriving. Ensure that the teams already in
the building have elements either given to them or ready on their seat.

DURING PRAISE & WORSHIP
> Be aware of what is going on around you. Be ready to assist anyone who needs help, take initiative
and be an active participant in the service.

ROLES &

GIVING

> Be ready to act when the offering pastor asks for the offering to be taken - have the envelopes
handed out at the start of the short message and collect any

envelopes at the end. The whole team should be involved in giving out envelopes and pens to each
section of the congregation - not forgetting anybody in the raised sections behind the main
auditorium.

> Ensure that all envelopes are put into one basket at the end of the offering, with all the others being
empty.

> The designated host should go with the office administrator or another host to put the offering into
the office and lock the door to ensure it remains secure.

The offering should always be with two people - never just with one.



RESPONSIBILITIES

COMMUNION

> Communion is currently once a month and is on the planning
centre schedule.

> Preparation for this week the elements need be ready in the
trays to be given out at the top of the auditorium stairs when
people arrive.

> Once communion has taken place immediately waste bins are
taken round to collect the empty cups.

> On occasion the person leading communion may requested a
different approach and it's our job it to accommodate their
request.

ALTAR CALL

> Take initiative, be ready at the end of a preach for the pastor to
take an altar call. This means having tissues, modesty cloths,
anointing oil and catchers at the ready.

> Be prepared when people start to respond to the altar call to
stand behind them ready to catch anyone that falls in the Spirit.
We catch by preparing to lower their back to the floor - no arms
through. Make sure that no-one walks behind the person and in
front of you — we don't want anyone to be a skittle!

> Instruct people on where to stand if they are waiting to be
prayed for - there should be two lines up the main aisles. This
helps the pastors identify who still needs to be prayed for but
also to keep the front clear for those responding

> PLEASE NOTE: Catching should only be done by hosts and
other members of the congregation that have done training.
This is important as we don’t want any injuries.

AFTER SERVICE

> Pack away offering baskets, communion elements and any
other resources that have been used in the service.

> Straighten up the chairs as there may be an prayer meeting or
something else happening in the evening and in the week.

> Ensure no children go on to the stage.

> Make sure there is one usher stays behind every week until the
building is locked up.
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