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Red Carpet CrUU Handbook
We are a free church and an open community.

Whatever your faith or the country of your heritage,

you are welcome here.

Whoever you are, and whomever you love,

you are welcome here.

And whether you entered on little feet,

or walked in briskly,

or rambled

or rolled in,

you are welcome here.

We are glad you chose this church 

as your place of worship today.

GREETERS (1 person will do both services)
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Arrive ½ hour before first service.
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Stand in or outside of lower level doors, to greet members and guide guests.  Don’t prop the door open.
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Attend first service and coffee hour.
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Begin greeting 20 minutes before second service.
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You may leave after the second service begins.

Objectives and things to mention to people as they enter:

1. Make them feel welcome

2. Encourage guests to sign the guest book at the table in the upper level lobby.

3. Direct new families with children to the Religious Education resource person. 

4. Inform guests of coat rack location, wheelchair seating availability, use of elevette, and rest rooms.

5. Information pamphlets are available on Unitarian Universalism.  On the first and third Sunday of the month, there is an informative meeting after each service in the conference room upstairs.  

6. “Join us for fellowship and refreshments after the service.”
VISITORS’ TABLE (1 for each service)
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Arrive ½ hour before first service.  
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Supplies – guest book, nametags, and pens – should be in the drawer of the visitors’ table.  Copies of our newsletter, The Reporter, and the Music Ministry’s newsletter, the Quuarter Notes, should be on the table.  If not, there should be extra copies on top of the large filing cabinet in the outer office.
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Stand beside the table.  One of the greeters (Howard) normally recognizes guests and directs them to you, but if you see someone who looks lost, ask if they’re visiting.
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Sign them up (see Objectives).
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Attend service and during coffee hour, look for the guests you signed up.

Objectives and things to mention to visitors:

1. Encourage guests to sign the guest book and make a name tag.

2. Direct new families with children to the RGL rooms downstairs – there should be a map of the downstairs in the visitors’ table drawer, and/or ask the CrUU Captain or another CrUU member to escort them downstairs.  
3. Inform guests of coat rack location and rest rooms, and if some sort of challenge is obvious - wheelchair seating availability, assisted listening devices, use of elevette.
4. Ask if they’re new to UUism.  Show them the information pamphlet stand.  On the first and third Sunday of the month, there is an informative meeting after each service in the conference room upstairs. 

5. Offer a copy of The Reporter and the Quuarter Notes.
6. “Join us for fellowship and refreshments after the service.”
USHERS (2 for each service)

Before the Service
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Arrive ½ hour before the service.
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Hand out Order of Service bulletins at sanctuary doors. (OoS can be found on the ledge in the lobby or on outer office counter.  There are also large print OoS available and children’s OoS on ½ sheets.  Note that there is a CD on top of the OoS for the Lay Liturgist to record the service, and a form to document attendance).
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If it’s warm inside, turn a chair around in the back row of the sanctuary and put the basket of fans on it.
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Provide Assisted Listening Devices as needed (on the door of audio equipment closet at left rear of sanctuary).
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Encourage people to take seats in the front of the church, reserving the back two rows for people who arrive after the services have started.  Assist with other special seating accommodations, such as wheelchairs (one usher can do this while the other hands out Order of Service and ALD’s; if you need additional help, enlist another CrUU member).
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Set up chairs in lobby if overflow seating is needed (folding chairs are in storage room in lower level), or if it’s getting close to the time the children will be going downstairs, ask folks to wait until the children leave.
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See “Objectives and things to mention” as listed above in Greeter description.

During the Service
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Provide latecomers with Order of Service and assist in finding a seat after service has started.
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Review the Order of Service for appropriate times to seat people during the service.  Escort those who appear hesitant up the aisles:

· During the Welcome

· During the Introit
· During the Opening Song (this is also a good time for one usher to “cruise” the aisles looking for vacant seats for latecomers)

· During the children’s message (check to make sure empty seats do not belong to children who are up with the minister)

· After the children leave and before the member reflection (Note: doors can be closed after the children leave, unless it’s really hot)

· Before the sermon.

[image: image20.png]



Count the number of people in attendance.  Count the minister, guest speakers, choir and musicians during the first service only. Do not include the children and teachers who have gone to Religious Education – they are counted downstairs.  Record the total on the attendance form that was on top of the Orders of Service.
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During the Offertory, go forward and retrieve the offering plates from the Minister.  There are three plates, one for each section.  Pass the plates.  Collect them at the rear of the sanctuary.  Take the plates forward as soon as you are done – don’t wait for the conclusion of the musical selection unless the Minister indicates otherwise.
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As the service comes to a close, move to the front doors and say good-bye to those who are leaving immediately after the service.

After the Service
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Collect all ALD’s, turn off the power, and return them to the audio equipment storage area on the wall.
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After the first service:

· Ushers should make sure there are enough Orders of Service for the second service.  Retrieve the nicest looking ones from the recycle basket

· Cruise the sanctuary to make sure chairs are in order, hymn books are placed appropriately, etc. 

· Place the attendance slip on top of the remaining Orders of Service.
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After second service:

· Cruise the sanctuary and collect any hymn books that remain on the chairs

· Place the attendance slip in the Church Administrator’s mailbox in the hallway outside of the office.

Red Carpet CrUU Captain

The Captain pretty much roams about and makes sure things are going smoothly.  Typically, the Captain works both services.
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Check the elevette – make sure the light is on, the gate inside is closed and the door is shut, and it’s working properly. 
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After the service, make sure someone is staffing the elevette.  Depending on the person, the door may be too heavy for them to open by themselves.


[image: image28.png]



Make sure someone “official” is greeting out front in nice weather or right inside the door in cold weather.  If Howard is in the pulpit, he is always there.  If not, a staff person usually steps in.  If not, find a board member.  If you can’t find a board member, you do it.
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If the ushers or greeters don't show up, find someone else or step in. 
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Double check what’s going with RGL, i.e. whether it’s an intergenerational service, so you can advise the rest of the CrUU what to tell parents if they ask, especially visiting families.
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Make sure visitors get greeted.  Escort them to the visitors’ table if they haven’t found it yet.  If you see someone looking a little lost, either before the service or during coffee hour, you can talk to them yourself, but usually you should try to match them up with a CrUU member so you can keep scouting things out. 

General Instructions and Coffee Hour for Everyone
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Please wear your Red Carpet CrUU nametag, even if you are not serving as either greeter or usher, and you are willing to be enlisted for any other last minute or emergency duties the minister or staff may require.
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If you are not ushering, as the service begins, be aware of empty seats around you.  If there are, check to see if the ushers for the day have latecomers to seat and let them know.
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Seek out guests, anyone you haven’t met before, or individuals standing by themselves during coffee hour and introduce yourself.
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Feel empowered to take charge of unusual or emergency situations.  Make a mental note of our members who are health care professionals – doctors, nurses, etc.

THANK YOU for helping to make services go smoothly!  You are a valuable member of the staff and we couldn’t make Sunday happen without you!
Alanna Berger, Red Carpet CrUU Coordinator. alannaberger@comcast.net 361-2992.
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