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Ushers GuidelineUshers GuidelineUshers GuidelineUshers Guideline    
 
 
Ushers should arrive no later than one hour before the meeting begins.  They should wear 
badges to identify that they are the ushers.   
  
Prior and at the beginning of the meeting: 
 
1) Prior to the meeting, put the STEMI offering envelopes at the pew (where they put the bible 
and hymn book) at the Sanctuary  
2) The ushers should be familiar with the information of language translation, Nursery, Children 
Program, Service counter and rest room location. 
3) Greet and welcome people as they come in and distribute the bulletin.  Ask which language 
they speak and bring them to the appropriate area (the language area will be arranged 
beforehand by ushering coordinators).  Please bring the people to the front of the auditorium 
and fill the front seats first (they may want to cordon off the back seats). 
  
During the altar call: 
 
4)Please join the new believers to the altar and hand them the booklets, decision card and pencil 
after Rev. Tong’s prayer.  Collect the decision card immediately after they finish writing and 
hand the decision card to the head usher.  
 
Direct the counselors and new believers to the appropriate area for counseling if needed. Please 
do not stay at the altar/sanctuary to converse with them because ushers need to get the offering 
bags to collect the offering immediately following the altar call. 
 
Collecting Offering: 
 
5) After people return to their seats, ushers immediately be prepared to bring the offering bags 
for collection of offering.  Please pass out pencil for people to write cheques.  Begin from the 
front (first row) of the auditorium to collect.  Each usher should be assigned a station (using the 
row and section) where they will begin collecting.  Please listen to Rev. Tong because he will 
make the announcement when they should begin the collection and when he begins leading the 
hymn. 
9) When all ushers finish collecting the offering, please bring the offering bags to the designated 
room/area by the treasurer and hand them to the treasurer of the Rally with his people who 
are going to count the money. 
  



After the Meeting: 
 
10) After the meeting, please collect the unused bulletin and offering envelopes from the seats 
so we can use it again. 
11) Help check and clean the auditorium for any leftover papers and return the lost and found 
items to the information desk. 
 
For Saturday Q&A session and workshops: 
  
1) Please give the people the offering envelopes (for Q & A, also prepare to give them blank 
paper and pen to write their question if needed). 
2) Ushers should collect the questions when people coming in because we will have already 
announced it on Friday night so that people can write their question at home. 
3) Please seat people, who come first in the front row, do not let them sit in the back row (they 
may use rope to cordon off the area).  Insist to fill the front row to capacity before seating the 
next group.  Since a lot of people will still coming in during the Q&A, please do not let them 
walk to the front to disturb the existing people.  The late comers should be seated in the 
back. 
4) When Rev. Tong asks the ushers to collect the questions one more time, please walk from the 
front to the back.  If he announces that he stops accepting questions, please no longer collect 
any questions. 
 

• The following items are part of the responsibilities of  the Counseling Department   
 
During the altar call: 
 
4) Go along with the new believers to the altar when Rev. Tong calls them to the front pulpit to 
pray with him immediately after he preaches. 
5) Listen for Rev. Tong's instruction as when to distribute the decision card and make sure the 
ushers bring pen/pencil for the new believers to fill it and immediately collect the card when 
they finish writing.  Ushers should not to engage in conversation with the people on the altar. If 
they need to, they can do it after the meeting concludes outside the auditorium.  This way, we 
can maintain order of the meeting to avoid chaos. 
6) Distribute the little booklet from STEMI for the new believers. 
 

• The following item is part of the responsibility of the Follow Up Department 
 
After the meeting 
 
Follow Up coordinator will collect all the decision cards from the ushers after the altar call.  
He/She will make 2 copies of these cards, one for STEMI, one for the church which the person 
write where they belong to or brought by members of that church.  The original to be given to 
the Rally Coordinator in case there is a need to follow up.  If they do not write which church 
that they belong to, the Rally Coordinator will later contact the new believer and ask them which 
church they would like to attend. 
 
 
 


