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Seating Chart 
View from back:  
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Introduction 

The primary job of worship leaders is to aid in the proclamation of the 
Gospel and to help the people offer their praise and worship to God.  
 

• Worship leaders are like Mary, announcing that the Lord has come 
into the world and bearing God’s presence in (and beyond!) the act 
of worship. 

• Worship leaders announce the Good News of Jesus Christ with a 
warm welcome 

• Worship leaders help people to hear the Good News through the 
words of Scripture 

• Worship leaders prepare our worship space and help create the 
conditions that are most conducive to hearing the Word and offering 
praise 

• Worship leaders announce the presence of Jesus and give Jesus to 
our partners in Word, Bread, and Cup 

 
Worship leadership is a big deal. It is not just fulfilling a task. Worship 
leadership is essential to carrying out our shared mission to proclaim 
Christ and to gather as God’s people in worship. 
 
In clarifying how we carry out certain leadership roles, we are setting up 
the conditions for people to receive the radical welcome and generous 
grace of the Gospel. How we greet, how we speak God’s Word, how we 
share the sacrament … these are all part of how we live and embody God’s 
promises on Sunday morning at New Joy Lutheran Church. 
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Ushers and Greeters 
Greeters and Ushers are some of the first people that visitors to our 
church meet on a Sunday morning. Please be ready to offer a warm 
welcome to all who are coming to worship. 
 
Greeters and ushers see and hear a lot, and in this way you are very 
helpful to the Pastor. If you see anything or learn of anything that should 
be brought to Pastor Chris’ attention, please speak with him before, after, 
or even during the service, if necessary (a security concern, or someone 
who needs ambulance assistance, or a facility problem, for example).  
 
Also, please take note of any visitors. A good time to inform Pastor of 
visitors is during the Opening Song, or during the Sending Song, so that 
Pastor can greet the newcomers before they leave.  
 
Greeters and Ushers are focused on their welcoming task, especially 
toward newcomers. Sometimes your good work as a greeter or usher will 
mean that you miss out on an extended conversation with New Joy 
friends. Thank you for having a heart to welcome visitors and newcomers. 
 
GREETERS and USHERS are essential to New Joy’s Sunday morning 
hospitality. They have different territories and roles. 

• GREETERS extend hospitality at the church’s entrance and narthex  
• USHERS extend hospitality in the sanctuary. 
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GREETERS  

Please arrive to the church by about 9:10am. Check that the narthex and 
the hallway lights are turned on and the bathroom doors not propped 
open (cleaners leave them propped open on Friday afternoons so the 
floors can dry easier). If the narthex, entranceway, or hallway are messy 
or cluttered in any way, please take the initiative to make the space look 
more inviting while not disrupting any collections, sign-up sheets, or 
publicity that might be set up intentionally. 
 
Please stand at the doorway (inside or outside, weather dependent) to 
greet those who come to church. Assist them with locating the bathrooms, 
coat hooks, or nursery, and answering any questions they may have. 
Please remain in the narthex until about 9:35-9:40, to greet and assist any 
latecomers. Studies show that most visitors arrive just on time or slightly 
late to worship for the first time at a new church – attention to latecomers 
is important! Unprop and close the sanctuary doors as you come into the 
sanctuary. 
 
Don’t worry about distributing bulletins – that’s the usher’s role, and that 
happens inside the sanctuary. Your job is to greet and welcome people to 
New Joy as they arrive. 
 
Near the end of worship, when the final song begins, return to the 
narthex. Prop open the doors. Stand in the doorway, holding the doors if 
necessary, to greet people as they leave, and/or to direct them to a class, a 
sign-up sheet, or refreshments.  
 
Visitors often leave quickly after worship, as they don’t know anyone and 
are usually not comfortable lingering during coffee hour. Please be ready 
to greet anyone who is leaving quickly following worship.  
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USHERS  
BEFORE WORSHIP: 
Arriving at 9:10am, scan the worship space and check that it is ready for 
worship by going through the following checklist: 

• lights in the worship space are on (they usually will be!); 
• chairs are properly lined-up; 
• Welcome/Prayer cards are available in chair pockets in each row; 
• chair that pockets are not needless cluttered with old bulletins or 

other material; 
• two offering baskets are placed in the glass-topped table in the back; 
• doors to the worship space are propped open using the doorstops 

and bungee cord. 
 
Check in with Pastor Chris or another church leader if anything is amiss. 
 
Bulletins are usually left in a basket in the narthex or on the counter in the 
church office. Review the bulletin to check for the following: 

• if anything is different in the service than normal that might require 
your assistance; 

• if all scheduled worship leaders are present. If any are missing, 
please notify Pastor Chris and/or recruit someone for the role. 

 
Standing just inside the sanctuary, distribute bulletins to each person 
arriving for worship. Provide seating assistance to any who may need it. 
Offer to move chairs to make space for anyone in a wheelchair or walker. 
 
  



 

 
7 

If needed, the cart to hold the basket of 
bulletins can be placed immediately inside 
the sanctuary, perpendicularly between the 
two sets of doors.  
 
 
 
 

DURING WORSHIP: 
As the service begins, one usher should remain in the back of the 
sanctuary until about 9:35/9:40 to assist and distribute bulletins to any 
late arrivals. If the Greeter hasn’t done so, make sure the sanctuary doors 
are closed before returning to your seat. 
 
At the start of the service ushers should be prepared to assist the Acolyte 
with lighting the wick on the candle lighter/snuffer. 
 
Ushers take attendance.  Attendance sheets are located in a wall unit in 
the kitchen by the Sacristy cabinet.  Fill out the attendance sheet and 
return the COMPLETED sheet with the clipboard to the wall unit.   
 
Wait at least until the children's sermon to take attendance to account for 
latecomers.  Also, don't forget to count anyone in the nursery and 
elsewhere (such as the classrooms).  A "child" is defined as anyone in 
Grade 8 and below.  All confirmed youth (high school and above) are to be 
counted as adults. 
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Collecting the offering and inviting people to communion are similar 
row-by-row actions. Start each of these with the front, center rows. This 
gives people seated behind a chance to see what’s happening and be 
prepared to participate. Then continue with the side seating sections, 
starting with the front rows of those sections. 
 

 
Ushers present the offering at the altar, standing side-by-side with the 
acolyte (see graphic on next page). 

• usher holds the offering baskets, standing on the lectern (right) side;  
• acolyte holds the cup and paten (plate) of communion bread, 

standing on the band (left) side.  
 
Pause at the line where the carpet changes color. The Assisting Minister 
will say the Offering Prayer. After the prayer, please either give the 
offering baskets to the Assisting Minister or set them directly on the lower 
shelf of the pulpit. 
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END/AFTER WORSHIP 
During the final song, open the doors to the worship space so people can 
leave without worry for doors closing on their faces. 
 
After worship, check the sanctuary – looking up and down each row of 
chairs – and make sure the space is picked up before you leave.  Remove 
bulletins left in pockets or on chairs, and check for personal items left in 
seating area. Any water bottles, coffee mugs, or other items should be set 
in the kitchen or in the church office.  
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Seating Chart & Guidelines 
 
With movable chairs it can be difficult to keep our rows looking orderly. 
Here are a few visual cues to help keep our chairs in place. 
 
Center Aisle 
The center aisle is defined by the wall cross behind the altar (which is also 
the center of the left-side pair of sanctuary doors).  
 
The width of the center aisle – to which the front three rows of chairs are 
aligned – is defined by the inside edge of the sanctuary banners. 
 
Center Front Row 
The front legs of the front row of chairs align with the edge of the side 
door. 
 
Lectern-Side Chairs 
The front legs of the front row of chairs align with the edge of the window. 
 
The right side of these rows align with the seam in the carpet. 
 
The front legs of the back row align with the seam in the carpet. 
 
Band-Side Chairs 
The back row is flush against the back wall.  
 
The right side of the rows align with the edge of the narrow window by the 
side door. 
 
Back Corner Chairs 
The back row seats are aligned flush against the back wall as if the wall 
continued at the angle of the closet doors. 
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Using bungee cord to open two middle sanctuary doors 
 

1. Place hook of bungee cord on left-side 
door handle 
 
 
 
 
 
 

 
2. Weave other end of cord through right-
side door handle. 
 
 
 
 
 
 
 
3. Attach hook to right side door handle 
 
 


