
 
 

USHER RESPONSIBILITIES 
 

General Responsibilities: The Ushers are responsible for the welcoming, safety, and serving of PCC service 
attenders. This includes greeting at the doors, showing people where available seats are, and handing out 
bulletins. Ushers are also responsible for guiding the congregation during emergency situations and assisting 
with evacuations and other emergency procedures. These responsibilities are outlined further on the flipside 
of this sheet as well as in detail in PCC’s Emergency Action Plan. 
 
All PCC Emergency Plans & Policies (including this document) may be found at pccyorktown.com/safety  
 

Usher Responsibilities: 

• Check the current Usher Schedule for assigned dates to serve. 

• Arrive to your assigned service 15 minutes before it starts; report to the Head Usher first. 

• Greet worshipers at the entryways and hand out bulletins to at least one member of each household. 

• Assist in seating the congregation as needed. Try to fill up the seats in the front of the room first.  

• Be a member of the Emergency Team and assist the Head Usher in carrying out emergency procedures. 

• You may take your seat when the ministry report begins. Try to have at least one usher sit near the exit 
who can assist latecomers if needed.  

• Take note of where other ushers are sitting to easily locate them in the event of an emergency. 

• Wear your Usher identification badge until the end of the service so that you can be easily identified to 
assist worshippers as needed throughout the morning. 

• Find a replacement Usher to swap with if you are unable to make your assigned date. 

• Attend Usher or general safety training meetings as they are made available. 

• Contact Peter Grimes if you have any questions, suggestions, or schedule problems. 
o Phone/Text: 757-561-8779 
o Email: pgrimes@pccyorktown.com 

 
Head Usher Additional Responsibilities 

• Wear the provided radio & earpiece, tuned to Channel 3. Be alert for radio calls from the Safety Team 
Leader (STL) or other emergency team members. 

• Know what to do for each type of emergency listed on the flipside of this document, without needing 
to reference in the moment.  

• Train all new ushers assigned to your scheduled services. 

• Encourage the other ushers to limit talking during the service as even whispers are distracting to 
congregants in the immediate vicinity. Urge the Ushers to sit near the rear of the room in order to have 
a better vantage point in seeing issues that may arise during the service. 

• Be responsible to keep noise and distractions during worship service to a minimum. At times, this may 
require the assistance of your other ushers to help identify the problem and tactfully approach and 
rectify the disturbance.  

 
Time Commitment: Each Usher commits to serve at one worship service a month (or more if they have 
communicated such to Peter). Ushers may choose the service (9AM or 10:45AM) and the week of the month 
(1st, 2nd, 3rd or 4th) they will normally serve. On a fifth Sunday, team members will be asked to volunteer at the 
service they’re already planning to attend.  
 
 

https://www.pccyorktown.com/safety.html
mailto:pgrimes@pccyorktown.com


USHERS EMERGENCY REFERENCE SHEET 
 
FIRE ALARM ACTIVATION & BUILDING EVACUATION 

- On-duty ushers help all congregants inside the Gym exit out the appropriate exit doors. Assist people 
as needed and help lead people to the rally point. Close doors behind you.   

- Off-duty ushers can either assist with evacuating the gym, or report to the front (A1) doors to assist the 
STL in sweeping the building and/or finding the cause of the alarm.  

- Post evacuation, either assist with building reentry or leave the premises with the congregation. 
 
LOCKDOWNS 

- The Head Usher will be notified via radio of the current lockdown status and what is needed from the 
Ushers (i.e., monitor exits, search for missing child, lock down the gym, weather emergency). 

- On-duty ushers respond as directed. This may include joining the search for a missing child or locking 
the Gym doors and drawing the window shades.  

- Off-duty ushers may assist as needed or by helping keep the congregation calm. 
 
SUSPICIOUS PERSONS 

- Alert the Head Usher of any suspicious person so they can radio the STL. 
- Monitor or sit near the person or try to warmly engage in conversation if the service is not transpiring.  
- Be alert for the status of the suspicious person to change to a visitor or an intruder. 

 
INTRUDERS & DANGEROUS INDIVIDUALS 

- If the STL or a Senior Staff member is not present, alert via radio for them to handle the situation.  
- Try to deescalate the situation, and do not physically engage unless the intruder initiates.  

 
MEDICAL EMERGENCY 

- If a member of the Medical Team or the STL is not present, notify them via radio. 
- Assist the Medical Team as needed: calling 911 if directed, keeping the area clear, evacuating. 
- If an evacuation of the Gym is deemed necessary, assist with those procedures in your assigned areas. 

 
SEVERE WEATHER 
Assist the congregation with either sheltering in place or leading them to a designated Safe Area:  

- Halls ABC - people in rooms 101-109, main hallway, or PCC offices should seek shelter here.  
- Lockers (100 Hallway) - people may seek shelter here if Halls ABC are full.  
- Lockers (200 Hallway) - people in the Cafe, Kitchen, and Rooms 201-208 should seek shelter here.  
- Close the white fire doors by RM 202 and keep people away from the end of the hallway by RM 208. 
- Gymnasium - If possible, seek shelter in one of the locker hallways. If too many people are in the Gym  
- to evacuate (i.e., during an event or service) then keep everyone seated inside the Gym. 
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