
 
 

Instructions for 

Worship Assistants 
Lectors, Ushers, Greeters; 

8:30 and 10:45 

 

Even if you only have one of these roles, 

please read through all instructions – so as to 

be better prepared to help one another out. 

 

 

Greeters, 8:30 Your role is to provide 

hospitality, especially before and after the worship 

service.  No instructions can encompass all 

situations.  Seek to make visitors feel welcome in 

any way possible.   

 

Show up at 8:15am or earlier, put on your 

nametag.  Open both (outer) doors to narthex.  Put 

out worship sign from narthex closet. Check to see 

that there are cups near the water dispenser – 

extras in narthex closet or kitchen, and that the 

narthex looks tidy, and that the library and nametag 

closet is unlocked. 

 

As people arrive, greet each person and hand out 

bulletins.  In addition: 

 

Members should be asked to wear nametags – 

which is helpful not only to guests but to newer 

members. 

 

Visitors should be greeted warmly.  Introduce 

yourself, and in addition to the bulletin, make sure 

they have a “Welcome to St Luke” brochure (found 

near the door).  You might mention the “welcome to 

worship” slip in the bulletin and ask that they fill it 

out during the worship service, to be handed in with 

the offering.  Also that you hope they can attend 

coffee and fellowship after worship, and are 

welcome to join the adult forum. 

 

Visitors with children:  We will have “kids’ packs” 

made up in addition to the kids’ bulletins, to be 

given to small children.  Explain that children are 

welcome throughout the worship service – if 

parents would like, they are welcome to use the 

nursery (you might point to where it is).  You might 

also show them the library with kids’ books and 

comfortable places to sit, and mention Sunday 

School at 9:45 for all ages (may need directions).   

 

After worship, please try and leave the sanctuary 

earlier than any visitors, so you can again ask that 

they join you for coffee, and consider introducing 

them to others.  Help tidy up after coffee hour at 

10:10am. 

 

Ushers, 8:30 Your role is to provide 

hospitality, especially during the worship service.  A 

host keeps an eye out for guests.  Who needs help 

knowing how to find a hymn or the restroom?  

Please wear your name tag. 

 

When the worship service begins, shut inner 

Sanctuary doors.  Guests coming afterwards can 

be directed to enter side doors.  

 

 Sometime after the first hymn, count the number 

of people in attendance and record on sheet in 

narthex closet.   

 

During the hymn of the day, please collect prayer 

concern cards and bring to the pastor. 

 

Offering – move towards back during the 

exchange of peace.  When the offering music 

begins, walk forward to collect plates, pass plates, 

and as soon as acolytes or pastor is standing ready 

to receive, carry forward (when there is a second 

offering, simply do this with two sets of plates).  

You may then be seated. 

 

During Holy Communion – after Lord’s Prayer, 

prepare to help with Holy Communion.  Be aware of 

anyone who may need help getting to the front.  

When we are kneeling, one usher invites whole 

rows into line, while the other usher stands in front, 



sending people from the front of the line to the altar 

rail: from left to right, seven or maybe  eight 

persons per side (14-16 total.) During intinction 

Sundays, left (piano) side goes forward first.  A 

gesture may also help guests find their way back 

around the side aisles.   

 

After worship – At the beginning of last verse of 

sending hymn, open sanctuary doors.  Afterwards, 

please help tidy up sanctuary, removing bulletins 

and papers, replacing books, etc… Hymnals go on 

“aisle” side, Bibles on other side of racks.  Also, 

please help tidy up after coffee, around 10:10. 
 

Lector and Communion  

Assistant, 8:30 and 10:45   
Your role is to speak and distribute God’s word in 

the Bible and in Communion. If you want to see 

your readings ahead of time, look for the 

corresponding date in red “ELW” book or 

http://lectionary.library.vanderbilt.edu/, but 

occasionally readings are changed based on St 

Luke’s needs.  You should receive readings and 

prayers in the mail several days prior to Sunday 

from the St Luke office.   

 

Ahead of time, read through scripture and / or 

prayers.  If you are unsure about pronunciation, 

rest assured that no one knows how ancient words 

were pronounced!  If you would like Pastor’s 

opinion, ask.   

 

When you get to church: Check that the 

microphone is moved close to the big bible in front, 

and try it out - obviously, the most important thing is 

that you’re heard!  Many of us think our voices are 

clearer than they really are, especially to those who 

don’t hear well.  A microphone is essential. 

 

When it’s time to read: Refrain from any greeting 

aside from introductory words sent with the 

readings.  Read slowly, clearly, with inflection 

(overly dramatic readings can distract, monotonous 

readings are … monotonous!).  Allow a short pause 

between each reading.  If two readings are 

separated by a Psalm or other interlude, please sit 

in one of the chairs at the front so you can be ready 

for your next reading.  Be ready to read the 

prayers (8:30am only) at the proper time .  There 

will be a time to pause for the pastor to pray before 

you finish. 

 

During Communion – come to the altar and assist 

Pastor and acolyte.  You will normally distribute 

wine, saying “the blood of Christ, shed for you” to 

each person (including children, unless parents or 

kids indicate a preference for grape juice).  Do not 

touch little cups, allow communicants to take their 

own.  With bread, it’s “the body of Christ, given for 

you,” and a simple blessing for the children (God 

bless you and love you).   After all have 

communed, pastor will commune you and you 

pastor, then (at 8:30am) you will commune 

organist.     

 

Usher/Greeter, 10:45   

Your role is to make people feel welcome during 

the whole worship experience.  Please read 

through Usher & Greeter descriptions for 8:30am.   

Arrive around 10:30. Wear your name tag. 

 

Before worship – see Greeter notes on welcoming 

visitors.  You might mention that although projector 

has lyrics, written bulletin has announcements. 

 

During worship – After first three songs, please 

count attendees and write on paper in closet door.  

See notes above on offering.  There is no specific 

help needed during Communion. 

After worship – our first priority is always greeting 

guests after worship, showing them any 

refreshments.  If you can, please also help tidy up.   

 

 

http://lectionary.library.vanderbilt.edu/

