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Dear Friend: 

As you embark in the discovery of your true self it is our blessed privilege as the 

Sacred Service Ministry of Unity on the Bay, not only to witness your 

transformation and the emergence of your greatness but to support you in 

discovering and sharing it with our community and the world.  

Every time we serve we are experiencing the joy of giving as the Creator gives, we 

are putting love into action. When we give with humility and compassion we can 

make a difference. With our actions we can bring hope and joy into another’s life. 

Service is about recognizing and honoring our value and the value of others – 

acknowledging that Christ lives within each one of us. We hope that you find 

more of whom and what you are through service and share your greatness with 

us. We gladly welcome you into a life of service as a spiritual path. 

In love and service, 

 

Unity on the Bay 
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About Unity on the Bay 

  

Unity on the Bay Vision Statement 
Humanity inspired to its divinity 
 
Unity on the Bay Mission Statement 
We are an inclusive community serving as a catalyst for spiritual awakening, evolution, and 
action.  
 
Core Values 

 Diversity 

 Generosity 

 Integrity 

 Love 

 Spirit led 

 Wisdom 
 

T h e  5  B a s i c  U n i t y  P r i n c i p l e s  

1. There is only one Presence and one Power active as the universe and as my life, God the 
Good. 

2. Our essence is of God; therefore, we are inherently good. This God essence, called the 
Christ, was fully expressed in Jesus. 

3. We are co-creators with God, creating reality through thoughts held in mind.  
4. Through prayer and meditation, we align our heart-mind with God. Denials and 

affirmations are tools we use.  
5. Through thoughts, words and actions, we live the Truth we know.  

 

Introduction to Being an Usher 

 
Thank You 
 
We understand that your time is precious. By giving your time as an Usher you are helping 
Unity on the Bay fulfill its mission to serve as a catalyst for spiritual awakening, evolution and 
action. You are an important part of Unity on the Bay and we appreciate you. Thank you. 
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Purpose Statement 
 
As an Usher, your mission at Unity on the Bay is described in this purpose statement: As a 
welcoming face of our spiritual community, we greet, accommodate, serve and receive to 
enhance the experience of Unity on the Bay and our guests during our congregational 
celebrations. 
 
Release Any Fear 
 
If you are new to being an Usher, you may have some fear of the unknown. Release that fear. 
You are not alone. The other Ushers will be by your side helping you become the best that you 
can be. Remember to enjoy yourself and feel secure in knowing that you are an expression of 
love and you brighten the day of all you meet! You are Unity on the Bayʼs first impression! 

 
 

The Usher Team Structure 
 
Usher Team Coordinator 
 
The Usher Team Coordinator works with the Sacred Service Ministry to organize and supervise 
the recruitment and scheduling of Sacred Servers for the Ushers. The Usher Team Coordinator 
is responsible for the communications within the Ushers Team and the communications to the 
team members on team responsibilities, training and opportunities.  
 
Usher Sunday Leader 
 
The Usher Team Coordinator or an assigned usher will oversee the duties of the Ushers Team at 
each Sunday celebration service.  The leader for that Sunday will support the Ushers in 
performing their responsibilities and will assist during the service by creating a friendly, loving 
and inviting atmosphere and promoting an orderly and comfortable setting for congregants.  
 

Ushers 
 
The Ushers assist during the service by creating a loving and inviting atmosphere for our 
congregants and by promoting an orderly and comfortable setting for our services. The Ushers 
help maintain the sacredness of our services. Specifically, the team welcomes our congregants 
to our congregation, provides Connection Cards during the service and receive the Love 
Offerings.  
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Usher Team Coordinator Position Description 
 
General Description 
 
The Ushers Team Coordinator works with the Sacred Service Ministry to organize and supervise 
the recruitment and scheduling of Sacred Servers for the Ushers. The Ushers Team Coordinator 
is responsible for the communications within the team members on team on team 
responsibilities, training and opportunities.  
 
Specific Duties 

 Be the primary contact person for anyone wishing to become a part of the Ushers Team.  

 Provide support and encouragement to the Ushers Team members through different 
communication methods.  

 Develop and empower leaders within the Ushers Team 

 To work together with the Sacred Service Ministry to develop new spiritual and 
administrative tools for the benefit of the team. 

 Work with the Sacred Service Ministry to plan and schedule the announcements 
processes including Sunday services and e-newsletter blurbs. 

 To place into operation a process to organize reliable scheduling and coverage by 
Ushers for Sunday celebration services. 

 Work within ACS Access to ensure proper maintenance of team rosters and activities 
recording any new members and any departures from the team as well as any changes 
to contact information of current team members on a timely basis.   

 Attend Sacred Service Leaders Meetings and trainings, as well as recognition events for 
Ushers Team Members. 

 To notify the Sacred Service Ministry of the members of the team members that will be 
recognized during any of the recognition functions 4 weeks prior to the event.   

 To nominate team members for Faces of Unity and Sacred Server of the month. 

 To follow-up with those who apply to serve in the team. To make sure that each person 
who wishes to serve is contacted, welcomed and begins to serve. 

 Work with the Sacred Service Ministry to ensure proper recruitment of team members. 
 
Position Requirements 

 Knowledge of Unity Principles and a life that expresses their consciousness. 

 Excellent verbal and written communication skills. 

 Basic computer and organizational skills. 

 Experience in team management. 

 Training in Ushers responsibilities. 
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Responsibilities of Assigned Usher Sunday Leader 
 

 
Specific Duties 
 

 Arrive punctually 20 minutes before the service is to begin or when otherwise 
requested. 

 Model proper Sunday attire, wearing of the name tags and conduct for the rest of the 
service team. 

 Attend Pray-In and guide/inspire other Ushers to do the same. 

 Meet with Ushers before the service to disseminate information on any special 
procedures or responsibilities for that service. 

 Ensure all necessary materials are handed out to the rest of the team when appropriate 
including name tags, service bulletins, Love Offering Baskets and Connection Cards. 

 Ensure that all necessary areas are covered by Ushers and the proper guidelines are 
followed. 

 Maintain order in the Foyer throughout the service. 

 Oversee and work in partnership with the Ushers to help congregants find available 
seating and/or direct them to the Foyer or Garden Room seating. 

 Maintain a presence through the service and move quickly and politely to support 
Ushers in correcting any situation or disturbances (i.e. crying baby). 

 Ensure and oversee the cleanliness of the areas before, during and after the services. 
 
Position Requirements 

 Consciousness of Unity Principles and a life that expresses them. 

 Excellent people skills – courteous, friendly and respectful. 

 Ability to work with diverse personalities. 

 Clear and precise written and verbal communication skills. 

 Ushers experience 
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Usher Position Description 
 
General Description 
 
The Ushers assist during the service by creating a loving and inviting atmosphere for our 
congregants and by promoting an orderly and comfortable setting for our services. The Ushers 
help maintain the sacredness of our services. Specifically, the team welcomes our congregants 
to our congregation, provides the Connection Cards when asked, and receives the Love 
Offering. The Ushers report to the assigned Usher Sunday Leader and Usher Team Coordinator. 
 
Special Duties 

 Arrive punctually before the service to attend the Pray-In and get ready for the service 
celebration. 

 Wear proper attire and name tags while serving. 

 Check that the Auditorium and Foyer are clean and ready for the service. 

 Receive assignment for the day and bulletins for distribution if necessary. 

 Check with the assigned Usher Sunday Leader for any special requests or directions. 

 Greet all congregants. Hand out bulletins if applicable. 

 Open and close doors at appropriate times.  

 Encourage congregants to maintain a quiet, prayerful atmosphere in the Foyer during 
the Meditation so as not to disturb those in the Auditorium as well as others whom wish 
to participate in the Meditation while they wait for the doors to reopen. 

 If ushering, escort congregants to their seats, if possible. 

 If assigned, receive the Love Offering. If not assigned, be available to receive individual 
offerings from people leaving the service. 

 Maintain a presence at your assigned location to ensure order within the service. 

 Move quickly and politely to support any congregant, situation or disturbance. 

 Keep the Usher Sunday Leader informed of any special circumstances, situations or 
disturbances. 

 Stay after the services and make sure that the Auditorium and Foyer are presentable for 
the remaining Sunday services. 

 Follow the “Usher Fundamentals.” 
 
Position Requirements 

 Consciousness of Unity Prosperity Principles. 

 Excellent people skills – courteous, friendly and respectful. 

 Serve at least at two services a month (2.5-3 hours per month). 

 One year service commitment. 
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The Pleasure of Greeting 
 
Some of us have had the unpleasant experience of an insincere greeting. How did that make 
you feel? Did it make you feel welcome and appreciated? Probably not. As an Usher, you want 
your greeting to come from the heart. What this means is that you want to be present with 
each person as you greet them. You want to recognize them and devote enough time to them 
so that they feel recognized, welcome and loved. We can do this in many simple ways such as 
eye contact, a genuine smile, a hug, or a handshake and/or remember a name. There are many 
ways to do this. Find what is the best way for you to shine your light onto others. Also, be 
mindful that it is hard to greet and recognize others while participating in long conversations. 
Try to encourage others to catch-up with you after service should they want to converse for 
longer. Remember that you are the face of Unity and it is through you that others experience 
Unity. People may forget what you say but they will never forget how you make them feel. 
  
Seating and Accommodating Congregants 
 
Everyone has their own preference as to where they want to sit during the service. As an Usher, 
try to maximize use of the seating while being aware of the comfort of others. When larger 
crowds are attending service, you should work as a team to make it faster and easier for 
congregants to find seats. Usher 1 should remain at the door to the Auditorium while Usher 2 
stands towards the front of the Auditorium in the same aisle. Usher 1 will signal to Usher 2 as to 
how many people are awaiting seats. Usher 2 will then find available seats and signal how many 
people can be accommodated to Usher 1. Although we allow congregants to choose their seats, 
there is nothing wrong with asking a seated congregant to kindly move to the next seat to make 
space for a larger group but do not force them to move. If you sense that a congregant is 
uncomfortable walking to the front of the sanctuary by themselves, ask them if they would like 
for you to escort them. Saving seats is permitted until the conclusion of the opening prayer. If 
there are limited number of seats, please offer those reserving seats to wait in the lobby until 
their party arrives.  
 

Accommodating Families with Children 
 
Please remind parents with young children about the Youth and Family Ministry which cares for 
children (ages 3 and up) during services. Parents who still prefer bringing their young child into 
service, or parents with babies, should be given the suggestion of sitting in the Garden Room or 
towards the back of the Auditorium. 
 
Strollers may not be left in the center aisles as it poses a Fire Hazard. Strollers can be left in the 
Foyer or be placed in the front of the stage on the sides by the stairs. 
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Service Animals 
 
Service animals may accompany the handler with the disability into all public rooms at Unity on 
the Bay.  The service animal must be harnessed, leashed, or tethered, unless these devices 
interfere with the service animal’s work.  Service animals must remain on the floor unless the 
service provided requires the service animal not to remain on the floor. The person with the 
disability can be asked to remove the service animal only if the service animal is out of control 
and the handler does not take effective action to control, or the service animal is not 
housebroken. 
 
For the complete Pet Policy, including instructions for Ushers on how to handle animals who are 
not already known to be a service animal, see Addendum A. 
 

Honoring Prayer, Meditation and the Auditorium 
 
It is said that prayer is talking to God and meditation is listening to God. Unity honors this by 
holding sacred space for those praying and meditating. What does this mean for the 
responsibility of Ushers? This means that we don’t permit people to enter the Auditorium 
during the Opening Prayer, Lord’s Prayer and Meditation. However, they may enter during the 
meditation song.  During Meditation, the Auditorium doors closest to the Source Bookstore and 
Garden Room should be completely closed.  The two center doors may remain ajar so that 
those in the Foyer may hear the Meditation. An Usher should remain nearby to keep people 
from entering through those slightly open doors during the Meditation. During prayer the doors 
can remain open however an Usher should be present at all doors to remind those who are 
waiting to enter the Auditorium that they may enter after prayer finishes. Offer those waiting a 
seat in the Foyer or show them to the Garden Room. By honoring those in prayer and 
meditation we are able to create and maintain sacred space. The sacred space extends into the 
Foyer during Meditation. Ushers should encourage those waiting in the Foyer to place their 
phones on silent, keep the conversational noise level down, and to take phone calls or crying 
children into the Garden Room or Source Bookstore.   
 
When the Prayer Chaplains are taking the Prayer Box up the aisle and are returning back to the 
Foyer from taking it, congregants are not permitted to enter through that door, nor proceed 
down that aisle while the Prayer Chaplains are in the process of doing so.  Ushers should 
politely and lovingly direct congregants to a different entrance. 
 
We also honor the Auditorium and Foyer by not allowing congregants to bring drinks inside 
unless it is water in a sealable container. Congregants with coffee or other beverages can be 
directed to enjoy the service in the Garden Room.   
 
Receiving Offerings 
 
This is a sacred and spiritual time for congregants to put their treasure into circulation and we 
receive it with love and gratitude. To facilitate this as smoothly and efficiently as possible, the 
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Usher Sunday Leader will coordinate with each Usher as to their assigned aisle. When the 
Minister calls forth the Ushers for the Offertory Blessing, take your offering basket and proceed 
to the front of the Auditorium where you will line up in front of the podium and congregation. 
After the Offertory Blessing, Ushers will divide up and work in pairs on opposite sides of a 
seating section, passing the offering basket down alternating rows. Be aware of the basket at all 
times and use this time to pay gratitude to those giving and blessing the offerings. During lightly 
attended services, there may only be one usher per section. In those cases, the congregants 
help to pass the basket from row to row. Once all offerings have been received, Ushers should 
gather in the rear of the Auditorium. Offering baskets should then be passed to the assigned 
Ushers who will proceed to the Accounting Office near the West Ramp doors immediately. 
 
See Addendum B for the Auditorium Map with Assigned Positions. 
 
 

Attire and Personal Hygiene 
 
Ushers are a very visible team at Unity on the Bay and therefore, are looked upon by the 
congregation as a representation of our community. While diversity and individuality are 
celebrated, it is important that your attire, appearance and personal hygiene create the best 
possible impression of Unity on the Bay. Clothes such as tattered jeans, shorts, tank tops, or 
similar items are not considered appropriate. Similarly, we ask that you not wear anything that 
promotes any person or organization. Ushers work in very close proximity with congregants and 
it is important to maintain good bodily and oral hygiene practices.  It is a wise practice to carry 
breath mints when serving and to use them liberally. The use of products such as deodorant, 
antiperspirants, mouthwash and breath mints, and wearing freshly laundered clothing help 
create a pleasant and welcoming environment and experience for those we serve as well as 
fellow team members. 
 

Emergencies and Fire Safety 
 
While we do not wish to affirm the expectation of emergencies, it is wise to be prepared in case 
an emergency should arise. The most important aspect of handling an emergency is to stay 
calm and to allow God to work as you in achieving the highest good for the people involved. If 
possible, any emergency is to be immediately brought to the attention of the Usher Leader who 
may in turn notify the staff on duty. Whenever possible, the staff on duty is to be consulted 
prior to taking any non-routine communication to the Minister or Platform Assistant.  
 
Fire extinguishers are located throughout the Sanctuary and Lobby. It is your responsibility to 
know the location of these fire extinguishers. Also remember to please keep aisles and 
doorways clear of idle persons, wheel chairs and strollers as they pose safety hazards. 
 
Due to recent incidents in our country we always want to be aware of our surroundings. Notify 
the Usher Leader or staff of any suspicious persons. If you see something, say something. 
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Special Services and Events 
 
As the handling of specials services and events is unique to each occasion, please coordinate 
with the Usher Leader in charge for that specific special service or event for instructions. 
 
Conclusion of Service 
 
Once the service is concluded the Ushers should open all Auditorium doors while saying good-
bye to exiting congregants. Stand by the doors until most of the congregants have exited then 
scan the Auditorium and Foyer for any trash and/or personal items left behind after every 
service.  Place the trash into a receptacle and take any forgotten items left behind by 
congregants to the Source Bookstore where it will be placed in lost and found. 

Usher Scenarios 
 
When someone can’t find a seat or needs special assistance 

 Good usher: “Just a moment, I’ll be right with you to help you find a seat.” 

 Bad usher: “Hey, for what I’m paid you should find me a seat.” 
  
When someone shows up during meditation 

 Good usher: “Mediation is taking place right now, but I’ll be happy to walk with you to 
the garden room or waiting area until they are finished.” 

 Bad usher: “Look idiot, you’re late again. You’re lucky I even let you stay here.” 
  
When someone’s phone is ringing 

 Good usher: “Would you mind turning off your cell phone?” 

 Bad usher: “Either turn that stupid phone off or watch how far I can throw it!” 
  
If someone tells you they have vision problems, and need assistance with finding a seat 

 Good usher: “We have some good seats up front where you can see really well.” 

 Bad usher: “At your age, you’re lucky you can see at all.” 
  
When a child is being loud during service, or a young child comes in with parents 

 Good usher: “We suggest that children younger than Kindergarten age do not attend 
the service, so we may provide the best possible experience for everyone attending. 
May I walk you to the children’s ministry area or the Cafe Theater.?” 

 Bad usher: “Look lady, I know you think your kid is special, but do I look like I care!?” 
 
 
 



13 | P a g e  
 

Addendum A - Service Animal Policy 

Unity on the Bay’s policy on service animals shall be congruent with the service animal 
regulations, which fall under the United States’ Americans with Disabilities Act (ADA) and 
ensure the service animal and its human handler are safe and feel welcomed. 

Definition of Service Animal 

Service animals are defined as dogs that are individually trained to do work or perform tasks for 
people with disabilities.  Miniature horses that have been individually trained to do work or 
perform tasks for people with disabilities are included in this policy. 

Where Service Animals are Allowed 

Service animals may accompany the handler with the disability into all public rooms at Unity on 
the Bay.  The service animal must be harnessed, leashed, or tethered, unless these devices 
interfere with the service animal’s work.  Service animals must remain on the floor unless the 
service provided requires the service animal not to remain on the floor. The person with the 
disability can be asked to remove the service animal only if the service animal is out of control 
and the handler does not take effective action to control, or the service animal is not 
housebroken. 

Allowable questions by staff and head usher 

When it is not obvious what service an animal provides, staff may ask two questions: 

1) Is the dog a service animal required because of a disability? 
2) What work or task has the dog been trained to perform? 

No other questions may be asked.  No documentation may be requested.   Only staff members 
or the head usher (or person designated by the head usher) shall ask the two allowable 
questions.  

Training of Staff and Ushers 

All Unity of the Bay staff members shall be trained on the Service Animal Policy.  All ushers and 
facilitators shall be trained on the Service Animal Policy.   

Prohibition of Animals other than Service Animals  

Animals that do not meet the “definition of service animal” are not allowed in buildings at Unity 
on the Bay.  Emotional support animals are not considered service animals by the ADA 
definition of service animals.  Well-controlled animals may be on the grounds outside UOTB 
buildings. 
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