Safety Stewards (Ushers) Responsibilities & Guidelines 

1. Participation Requirements: Safety Stewards may be any adult male or female who have competed the criminal background check.
2. Schedule: Security postings are listed in the bulletin.

3. Arrival Time: Arrive at least 30 minutes before the start of the service. 
4. Safety Positions:
Rear door security (1). Parking attendants (2). Additional postings can be made by the rear door steward as necessary.
5. Sign-in Book: Each Safety Steward should check his/her name off in the sign-in book in the Annex. 
6. Exterior Safety Attendants: Responsible for maintaining safe exiting and entrance of the church. Enforces the 5 mph rule for parking at the church. Assist with helping children, elderly and handicap parking and exiting their vehicles. Parking areas are free of debris and broken glass. 
7. Special Need for Safety Stewards: Check in the Annex for signup sheets for special events (Holy Days, etc.) that need Safety Stewards. 
8. Lighting and Temperature Control: Check with the deacon to see if special lighting is required; be familiar with all of the light switches. Know how to change the temperature in the sanctuary using the north and south controller. 

9. Special Instructions For The Day: Check Safety Stewards’ bulletin board in the Annex

10. Reserved Seating: If any reserved seating is needed, see that the signs are on the proper pews. 
11. Assignment of Sections: Back door steward should assign Safety Stewards to sections as they arrive, trying to vary the sections among the team so they will become familiar with all the duties. Recruit off-duty Safety Stewards if necessary. 
12. Assist in Welcoming: Avoid congregating at the back of the Church, but rather position yourself so that, along with (or in place of) the Greeters, you can offer a welcome to parishioners and visitors. If your team is off, consider being a greeter. 
13. Standing in Doorways: Direct people out of the doorways, except at extremely crowded Liturgy when there is no alternative. 
14. Avoid Movement and Talking: After Liturgy begins, avoid unnecessary movement and talking. 
15. Seating: Encourage the people to follow designated standing periods. Move parishioners to the pews and out of the aisle when they enter the church. Do not move parishioners to the pews during the readings; invite them to remain standing until the readings are completed. Do not seat during the Homily. 
16. Cooperating with the Deacon: Assist the Deacon and council in finding communion cloth holders. At Communion time, see that traffic flow is smooth.

17. Collection/Baskets: Safety stewards should be aware of who is maintaining station at the rear door when stewards leave to count the collection / gift baskets. 

18. The Great Entrance of the Gifts: Clear the aisle for the Great Entrance. Do not allow entrance to the church during the procession. 
19. Doors: At the end of Liturgy, as closing hymn is being sung, fix the rear Doors in open position. After people have exited and the after communion prayers begin, close the rear doors. 
20. Sunday School Dismissal: Two Safety Stewards will open the Annex after communion. One steward will post themselves as crossing guard for at the alley. The Sunday School door should be unlocked. When children and teachers are dismissed, the rear door Safety Steward will open the rear doors and the Annex door. Once all of the students and teachers have assembled in the Annex, the Sunday School principal will lead the procession to the Education building. The Annex will be locked and the stewards return to duty in the church or Upper Room as directed by the head steward.

21. Good Order for Next Service: Straighten up your specific section so that the Church is in good order for the next service. Pick up Booklets and place in the racks in the pews. Pick up Bulletins and place them in the stack on the rear table.

22. Lost and Found: Place unclaimed items in the lost and found box in the Annex in the lost and found box, or in the case of valuable items such as purses, jewelry, etc.; give them to one of the staff. 
23. Report Maintenance: Report broken or damaged items to the maintenance staff.

24. Dress Code: Dress neatly in keeping with role as Safety Steward. Recommend a shirt and tie for men, dress or blouse and slacks for women. 
25. Emergency Items: A phone is available in Annex for emergency calls A First Aid Kit is in Annex in the cupboard above the refrigerator. Gloves to be used for injuries where there is bleeding or cleaning up body fluids are in the first aid kit. 
26. Fire Extinguishers: Located by the refrigerator and the north door in the Annex. Located at the bottom of the stairs in the church. Located in the kitchen in the Upper Room.
27. Wheelchair: A wheelchair is available in the Annex. One Safety Steward should go outside to direct ambulance to correct door. Another steward should direct traffic blocked by the ambulance to go around the block. Personnel on the medical 
