
 
 

Trinity Church Adelaide: 5pm Church Welcoming (Ushering) Instructions 

 

Thank you for serving in this ministry. 

Before the service:  

1. Arrive at 4:30pm.  

2. Make sure all the entrances are open and turn on the lights if necessary.  

3. Depending on the weather, turn on the fans and open the windows or turn on the heaters. Note 

the ‘Hot Weather Plan’ below. 

4. Put out the “Church Open” sign so it can be seen from the footpath but is on the church grounds.  

It is stored beside the light box in the main entrance. Switch on the car park lights (switch is just 

inside the gate that goes into the car park). 

5. Get the 5pm Usher Box (cupboard under the stairs). Follow the Usher Instructions page regarding 

placing any flyers or cards on the pews and Welcome Table, handing out things as people arrive and 

leave. The Usher Box will contain any special hand-outs or flyers as well as the Gathering Leaflets.  

6. Rope off rear sections.  

7. Get ‘Everything Boxes’ from under rear church pew and put them out, one on a flower stand at 

North Terrace door, one on a stand at East Transept door, one on Information Table.  

8. Assign Collection (offertory) areas and communication bags to ushers. 

9. Fill up the water jugs on the Welcome Table and at the Aeroplane Door. 

10. Position a person in the courtyard to welcome folk and sell Parking Tickets as they arrive at the 

site. Please thank folk for using the Secure Car Park and making space for visitors in the Trinity car 

park. The Parking Ticket Cash Box (with tickets, change and the ‘red hat’) is located in the cupboard 

above the photocopier in the church office—you will need to ask a staff member for a key.  

11. Hand out the Gathering leaflets/song sheets and nametags at the main and side doors. 

Nametags are on clipboards in the Usher cupboards or on the back pew of the church. Additional 

name labels are in the usher cupboard.  If possible—keep a list of newcomers’ names—give to a staff 

member before the end of the night. 

12. Make people welcome, show newcomers to a seat, and if possible introduce newcomers to a 

regular 5pmer of a similar a demographic (profession, culture, age). Encourage people to sit towards 

the front. 

13. Ring the church bell at 4:55pm.  

14. From 5:05pm close the North Terrace Doors and direct people to enter the church via the West 

Transept door (near Morphett St. Bridge) or the East Side Door (Propeller door). There is a sign in the 

Ushers box which you can fix to the North Terrace door. 

15. Stay outside till 5:10pm, leave some leaflets by the door.  

 



During the service:  

1. One or two people sit near the back to assist newcomers/late comers.  

2. Collection: This is usually collected during the last song. Head usher to collect all communication 

bags and take down the front, to be placed on the floor of the pulpit.  

3. Communion: The first Sunday of each month (generally) is communion. Make sure people have 

been assigned to show people when to go up (two people inviting rows up for communion and one 

person directing traffic at the front).  

 

After the service:  

1. Make an effort to welcome newcomers and encourage them to fill in a Welcome Card.  

2. Appoint someone to wear the Red Hat and to sell the Secure Car Park Tickets at Supper. The 

Parking Ticket Cash Box (with tickets and change) is located in the cupboard above the photocopier 

in the church office—you will need to ask a staff member for a key.  

3. Empty the Everything Boxes (contents to Ken’s pigeon hole in the Office), store the boxes under 

the rear pew.  

4. Tidy up the pews before the 7pm service.  

 

Hot Weather Plan 

If the forecast is for over 35 degrees please help those who feel the heat by:  

1. The fans and air conditioners should have been left on and the blinds drawn down following the 

10.30am Gathering – please leave as is. 

2. Please leave the lights off as long as possible, and leave the lights under the balcony off 

throughout the whole gathering. 

3. In the Parish Hall Storage Room Freezer, there will be frozen Zooper Dupers. Please cut them in 

half and hand them out to folk as they arrive (as part of the welcoming process). It is fine for people 

to carry them into church. 

KDN will ensure the gathering outline is striped back as much as possible. 

As ushers, our main aim is to welcome people and make sure they enjoy fellowship with each 

other so that are best placed to meet Jesus. If you have any questions, suggestions or comments, 

feel free to ask. 

 
Ken D Noakes (J.P.) Pastor 
Trinity Church Adelaide: 5pm Church 
Administrative matters Email: 5pmChurch@trinitycity.org.au 
Pastoral matters Email: ken.noakes@trinitycity.org.au 
Telephone  +61 8 8213 7300  Mobile 0412 620 588 
 


