
DOOR LOCKING & UNLOCKING TIMES - KCMG SERVICES

Note - The usher must be in the foyer and on duty during all times that the doors are unlocked.

TIME
FRONT 

DOOR

BACK DOOR 

(Fellowship 

Hall)

LOCATION OF USHER NOTES

SUNDAY SERVICE

8:45 - 9:05 am (end 

of first chant)
UNLOCKED LOCKED FOYER

Ideally, front door would be unlocked and 

usher on duty by 8:30 am.  However, 8:45 is 

the requirement.
9:05 - 9:45 am LOCKED LOCKED FOYER

9:45 - 10:15 UNLOCKED UNLOCKED FOYER

10:15 - 10:52 (end of 

offertory)
LOCKED LOCKED

Either Foyer or at rear 

of sanctuary (in chair 

reserved for usher).

Doors should be unlocked after offertory is 

placed in office.

10:52 - approx. 

11:20
UNLOCKED UNLOCKED FOYER

Doors should be locked after nearly all 

attendees have departed.

EVENING COMMEMORATION SERVICE

6:15 - 6:45 pm (end 

of first chant)
UNLOCKED LOCKED FOYER

Ideally, front door would be unlocked and 

usher on duty by 6:00 pm.  However, 6:15 is 

the requirement.

6:45 - approx. 7:25 LOCKED LOCKED

Rear of sanctuary (in 

chair reserved for 

usher).

Usher should check for latecomers during 

each chant.

Approx. 7:25 - 7:30 

pm
UNLOCKED LOCKED FOYER

Ideally, front door should be unlocked briefly 

to reduce noise as people leave after 

Commemoration service and before optional 

meditation service.

Approx. 7:30 - 8:30 

pm
LOCKED LOCKED

Rear of sanctuary (in 

chair reserved for 

usher).
8:30 - approx. 

8:40pm
UNLOCKED LOCKED FOYER

Doors should be locked after most attendees 

have departed.

Revised 11/30/2024


