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GUIDELINE FOR USHERS AT KANSAS CITY MEDITATION GROUP OF SRF

Quick points

The usher must arrive early and be on duty at least 15 minutes prior to the scheduled
start time of the service.

For building security during 9:00 am meditation service, the usher should unlock the front door
(not the fellowship hall door) at 8:45 am, leave it unlocked until the first chant ends (approx.
9:05), then lock it. The usher must remain in the foyer during the entire duration of the 9:00 am
service.

For building security during 10:00 am Sunday Readings Service, the usher should unlock the
front door and the fellowship hall door at 9:45 am, leave them unlocked until the end of the
first meditation period (approx. 10:15), then lock both doors. The usher may remain in the
foyer for the Reading Service / video service or sit in the chair inside the chapel closest to the
chapel doors.

Please take a head count of attendance. For the count, be sure to add members who attended
the 9:00 am meditation service who left early. Also add Sunday school and Teen group
students and teachers. Write down the total count on a post-it note (found in the foyer desk)
and place it on the table in the office for the Treasurer to record with the offering.

The offertory is collected by the usher and another volunteer (chosen by the usher). Two
people should take the offertory to the office and lock it in the closet. The usher should unlock
the front door and fellowship hall door after placing the offertory in the office (approx. 10:52),
then remain in the foyer.

GUIDELINES FOR SUNDAY MORNING SERVICES

Preparatory steps before Sunday Services:
1. “Dress of ushers should be neat and conservative. An attractive appearance and bearing
are expressions of reverence for God and respect for the Center or meditation group as a
temple of God.” (from SRF Usher Guidelines)

2. Please wear an usher badge when serving. The badges are located in the writing desk in
the foyer.

3. Preparation: “The best way to prepare for serving at a group or center is to meditate
beforehand and to practice the presence of God. (It is therefore recommended that
ushers arrive early to allow for a period of meditation prior to serving.)” You must be in
the foyer and ready to serve 15 minutes before the start of the service or earlier.

4. Please pick up any trash around the front and back doors that may have blown up near
the building doors.



Ensure the gates to the rear parking lot have been opened so cars can get into the back
parking lot. If it has snowed and the back parking lot has not been plowed do not open
the gate.

The thermostat is on a timer and the temperature should be correct, but if it is not, adjust
it to ensure a comfortable temperature (thermostat is in the back NW corner of the
sanctuary; standard settings are 75 degrees in summer & 71 degrees in winter). There is
also a thermostat in the fellowship hall near the Teen Group room (standard settings for
that thermostat are 74 degrees in summer and 71 degrees in winter)

The first aid kit is located in the hall closet across from the women’s bathroom.
In the event 911 needs to be called, the church address is located on the bulletin board in
the foyer.

NOTE: The sign “Meditation Has Begun” located in the book room is for use when
there is not an Usher on duty. Typically, it is used at the 9:00 am Sunday service or the
Thursday night meditation.

Guidelines for 9:00 am Sunday Meditation Service:

1.

At 8:45 am, unlock the L/H front door (left hand as viewed from inside the building)
and use the allen key to lock the handle in place to avoid noise and wear-and-tear. Do
not unlock the L/H back door in the fellowship hall or any other doors at this time.
Leave this door unlocked until the opening chant ends (approx. 9:05), then lock it. The
usher must remain in the foyer during the entire duration of the 9:00 am service.

When the opening chant ends, set out the sign that says “Meditation has begun...”,
which is kept in the bookroom. It should be placed near the chair that sits next to the
wooden desk in the foyer, but be careful that it does not block the sanctuary doors, and
that it is off to the side somewhat so people don’t trip over the sign.

Ensure that doors from the Teen Room to the Sunday School room and social hall are
both closed, and that the door from the Teen Room to the foyer remains open. Turn on
the light above the large picture of Master in the Teen Room.

If people approach the front doors after the opening chant has ended, let them into the
foyer (except, or course, anyone who seems suspicious). Explain to them that the
meditation has begun, so they cannot enter the sanctuary, but they are welcome to
meditate in the Teen Room until the early meditation service ends at 9:45 am, at which
time they can enter the sanctuary. Devotees who are late may enter the chapel quietly
during chants and readings, but not during prayers or meditations. No one, including
the usher, should enter the sanctuary during a prayer or meditation.

If there are separate ushers for the 9:00 am meditation service and the 10:00 am
Readings Service, the 9:00 usher must be certain that the duties have been passed off to
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the 10:00 usher before leaving their post.

Guidelines for 10:00 am Sunday Readings Service (or Video Service)

2.

At 9:45 am, unlock the L/H front door (left hand as viewed from inside the building)
and use the allen key to lock the handle in place to avoid noise and wear-and-tear.

At 9:45 am, unlock the L/H back door in the fellowship hall (left hand as viewed from
inside the building). If there are people working in the fellowship hall or Sunday school
rooms, close the fellowship hall doors to prevent noise.

Stand in the foyer to receive people from both the front and back entrances. Greet
everyone warmly as they enter, especially newcomers. Up until 10:00 a.m., welcome
them to go into the sanctuary at their own pace. Keep door to sanctuary closed except
while people are entering or leaving. Just before 10:00 (ideally at 9:57), if there are
people in the foyer or nearby areas, gently remind them it is time to enter the sanctuary
for the service.

If newcomers arrive with children and Sunday school and Teen group are not being held
that day, let the parents know that if the children are able to sit quietly for meditation,
they may have a seat near the back of the chapel. Explain by sitting near the back, if
they are not able to meditate and need to leave early, they can exit quietly and are
welcome to go to the Teen room for meditation.

Once you hear the service begin, keep the door to the sanctuary closed, and remain in
the foyer. If anyone approaches or enters the foyer, greet them warmly, invite them to
hang their coat if appropriate, and politely inform them that all must wait until any
prayer or meditation is complete before entering. Provide a few chairs in the foyer and
invite them to sit down and meditate quietly. It is best not to chat during this time. If
necessary, speak in a whisper. Devotees who are late may enter the chapel quietly
during chants and readings, but not during prayers or meditations. No one, including
the usher, should enter the sanctuary during a prayer or meditation.

As the first chant of the service begins (generally about 10:05), inform and usher late
arrivals towards the door, inviting them to go in quietly and take any empty seat. The
usher should remain in the foyer to greet and instruct any remaining late comers, until
just after the first meditation, when the “Om” chant is played (approx. 10:15).

Immediately after the first meditation period ends (approx. 10:15), lock the front door &
fellowship hall door. The usher may remain in the foyer for the Reading Service / Video
Service, or may sit in the chair inside the chapel closest to the chapel doors. Be alert to
the sound of someone trying to enter the exterior door during the service and respond
accordingly. Another important responsibility of the usher is to ensure that no one
untoward comes into the building. The previous tenants of the church served the
homeless so this could happen, and we should be aware of it.



9. After the offertory prayer, the usher and another volunteer (chosen by the usher at that
service, but NOT the person on A/V duty) should take the two offering baskets from the
back NW corner of the sanctuary and go to the front of the chapel. Ideally both people
collecting the offertory slowly walk to the front in unison, gently bow in unison, then
start to collect offerings. Start with the Readers and Harmonium Players and then each
go from front to back, one on each side, collecting the offering. The usher and volunteer
can then both take the offering to the office and lock it in the closet (to be counted by
the Treasurer immediately following service.)

10. After placing the offertory in the office closet, the usher should unlock the L/H front
door and secure the handle in the unlocked position using the allen key. The usher
should also unlock the L/H rear door to the fellowship hall at this time. The usher
must remain in the foyer for the remainder of the service.

11. Please take a head count of attendance (either from the back, or while passing the
donation basket). For the count, be sure to add members who attended the earlier
meditation service who left early. Also add Sunday school and Teen group students and
teachers. Write down the total count on a post-it note (found in the foyer desk) and
place it on the table in the office for the Treasurer to record with the offering.

12. After service, the usher should be available to greet and answer questions of any
newcomers who appear interested in talking. It is a good idea to tell them about the free
literature on the table in the foyer, the bookroom and the lending library. You may also
introduce them to others such as Managing Council members as appropriate. Be sure to
familiarize yourself with the free literature available to newcomers.

13. After Sunday Service, after nearly all attendees have departed, the usher should use the
allen key to re-lock the handle on the L/H front door, and double check the R/H front
door handle is in “locked” position as well. Then ensure that all 5 building doors are
locked. Note that the door from the Teen Room to the outside can only be checked by
attempting to open it from the outside. Also be sure that and all lights are out (except the
lamp in the foyer) prior to leaving the building. Be sure the light on Master’s large
photo in the Teen room is turned off. If others are staying longer, ensure all the doors
are locked and then arrange with someone else to ensure the building is locked up and
all lights are off when they leave. The doors from the foyer to the sanctuary should be
left closed, and the doors from the foyer to the fellowship hall doors should be left open.

14. Conduct a walk through of the sanctuary to ensure there were no items left behind by
attendees. If items were left, please place them in the lost and found box in the
Bookroom on top of the cabinet.

15. Prior to leaving, the usher should also ensure the bathroom doors are left open
(mandatory during the winter months but preferred at all times). Also, close the gates
once all cars are out of the back parking lot. If there are still cars in the back lot, then
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do not close the gates — the last person out of the back lot will do so. Place the usher
badge back in the writing desk in the foyer.

GUIDELINES FOR SPECIAL COMMEMORATION SERVICES
1. Ushers serve in many of the same ways as described above for regular Reading
Services. (Use common sense regarding which of the above apply, and which do not.)
But, in addition, Ushers do the following for Commemoration Services:

2. The front door and the outside door in the fellowship hall should be locked at the end of
the first meditation period (approx. 15 minutes after the service has begun).

3. After locking the doors, the usher may sit at the back of the chapel and during a chant,
stand and quietly open the door to check the foyer, to see whether latecomers may have
entered the foyer and are waiting there to enter. If any are there, then with a smile and a
whisper, invite them to enter and quietly take a seat.

4. When the Reader for the Commemoration Service announces: “We will now proceed
with the commemoration ceremony. The flower symbolizes devotion to God and the
Gurus. The donation symbolizes loyalty to their work in appreciation of the spiritual
riches attained through their grace. We will all chant together, and while chanting,
come to the altar one at a time. You may kneel there, if you wish, and offer a silent
prayer to , appealing with utter faith in him as a manifestation of the
Eternal Spirit. Place your flower on the altar, with the stem toward the congregation
and the bloom toward the altar. You may place your donation in the basket and return
quietly to your seat. Sincere and concentrated invocation of the Guru by devotional
chanting will help you to feel his blessings and spiritual help. We will begin with the
harmonium player (and any Kirtan musicians); then myself. When the Usher directs
your row, please form a line near the altar, and then proceed one at time.”

The usher has a special role at this time. As the Reader is about to stand back up from
offering their donation, the Usher should take any extra flowers that are available (from
the foyer), and stand in the middle of the central aisle, facing the altar. Throughout this
portion of the service, back up slowly, to each row where devotees are sitting, and
quietly motion to them (or touch them on the shoulder if necessary) to indicate to them
that it is now their “turn” to get up and form a short line to go to the altar. If any person
in attendance does not have a flower, this is the time to offer them one of the extra
flowers, which you will be carrying throughout this portion of the service. Alternate
between rows on the left and right side of the aisle, working your way backward to the
back of the sanctuary (i.e., North end of church), until everyone has gone and returned
to their seat. When everyone who wants to go to the altar has done so, then the Usher
should approach the altar for their own devotions, going last. Take all extra flowers that
are left from the vase (leaving the vase at the back of the chapel), and place them along
with your own, at that time, as an offering from the group as a whole.



5. When the first hour of the service is over, the usher should unlock the L/H front door
(left hand as viewed from the foyer), and leave it unlocked for a few minutes to
minimize noise as people leave during the intermission. As soon as it appears that
everyone who is going to leave at intermission has left, the usher should immediately
lock the front door, and also double check that the back out doors to the social hall are
locked.

6. When the second hour of service is over, the Usher should open the door to the foyer,
and allow people to leave in silence. We should not initiate conversation.

7. The Usher should stay after service to ensure all lights are turned out, all 5 doors locked,
and everyone leaves safely.
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The below information is taken from the SRF Center Guide Website. This is
excellent reference material for all Ushers. Please keep in mind there are
areas in the KCMG Usher Guidelines that have been amended to reflect
the particular set-up and needs of our Group.

Greeters and Ushers

Those serving at Self-Realization Fellowship centers, meditation groups, and meditation
circles have the privilege and responsibility of extending our Guru’s spirit of divine friendship
to all who come. “Once we were strangers,” said Paramahansaji, “but when we love God we
become brothers and sisters.” It is in that consciousness that we want to serve people at our
groups — receiving them as part of our spiritual family whether they are new to the path,
longtime group members, or devotees visiting from other cities and countries.

It is natural to want to maintain a feeling of peace before and after a meditation service, and
to refrain from engaging in conversation. But newcomers may interpret such silence as
coldness, unfriendliness, or just plain indifference. For this reason, many groups and centers
have ushers and greeters who have the specific responsibility of welcoming and assisting
those who come to the services. In smaller meditation groups and circles, one of the officers
or service readers should serve in this capacity whenever needed. The following suggestions
convey a few basic principles that will be helpful to those serving in these ways.

“The Guest Is God”

In India there is a saying: “The guest is God.” That is a beautiful thought to take into one’s
service regarding each member of the congregation as a guest, and serving the Divine in that
person. Then it is natural to feel the needs of others and to treat them as you yourself would
wish to be treated.

Quiet Friendliness

Many newcomers receive their first impression of Self-Realization Fellowship from the usher
or greeter, so it is important for those serving in these positions to greet everyone warmly and
with a smile. Their words and actions should be polite and poised, expressing a quiet
enthusiasm and friendliness that will make all feel welcome.

Setting an Example



Remember too that when a devotee serves in an official capacity at a center or meditation
group, his or her example conveys a message to the other members about these teachings
and the ideals and way of life that they uphold. This is partly a matter of simple courtesy and
sincerity in one’s interactions with others — always speaking respectfully of fellow devotees,
for example. It also involves an attitude of loyalty and support toward the group and its
purpose, contributing one’s own focus on God and these teachings to the spiritual focus of
the group as a whole.

Alertness and Attention

Part of the responsibility of ushers and greeters is to be alert and aware of what is going on
around them, so that they are ready to act calmly whenever there is a need for their help.
This includes dealing with a medical emergency, assisting an elderly person to a seat, and so
forth. While on duty, they should try not to enter into long conversations or socialize with
other ushers or greeters, or let one person monopolize their attention, but be prepared to
serve whoever might need their assistance.

Appearance

Dress should be neat and conservative. An attractive appearance and bearing are
expressions of reverence for God and respect for the center or meditation group as a temple
of God. (More information on this subject can be found on the section “Suggested Dress
Guidelines.”)

Preparation

The best way to prepare for serving at a group or center is to meditate beforehand and to
practice the presence of God. The more one strives to serve selflessly, realizing that God is
the Doer, the more His limitless love will flow through one to others. The main responsibility
of greeters and ushers is to serve the congregation (and especially newcomers) with sincere
warmth and friendliness, gracious hospitality, courtesy, respect, and inner calmness —
setting an example of our Guru’s ideals and reflecting his spirit of divine service and love for
all.

Guidelines for Greeters and Ushers

The duties of the ushers and greeters are very closely connected and often overlap. In very
small Meditation Circles, especially those meeting in one of the members’ homes, it may not
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be necessary to have anyone assigned as greeter or usher — the Corresponding Secretary or
service leader may fulfill this role. In small groups, only ushers may be necessary to greet
and usher devotees. In larger groups and centers, the members may feel the need to have
both greeters and ushers, especially during the most attended weekly group service.
Greeters would fulfill the role of welcoming newcomers and making sure their needs are
taken care of; Ushers would be responsible for the overall duties described below.

Selection of Greeters and Ushers

Devotees wishing to serve in these roles may volunteer their services to the Managing
Council or Coordination Committee. In centers and large meditation groups there should be
one devotee responsible for training the ushers and greeters and scheduling their
assignments. A head usher should be assigned to open the chapel and coordinate the duties
of the other ushers and the greeters at each service.

General Information for Ushers

Each usher should be familiar with the following:

1. Controls for lighting, sound, heating, and ventilation.

2. Meeting information — dates and times of services, book room hours, special events,
etc.

3. Location of facilities (restrooms, water fountain, public telephone, etc.). Emergency
procedures, including shutoff of water, gas, and electricity; location and operation of
fire extinguishers; location of nearest hospital; and emergency telephone numbers.

Procedures

Below are some general guidelines for ushering, which each center or group may adapt to its
particular needs.

1. Preparing the chapel: The chapel should be regularly cleaned and vacuumed, and the
chairs straightened. (Often it is cleaned by other devotees prior to the ushers’ arrival.)

2. Seating: The standard practice is to direct members to fill available seats toward the
front of the chapel; but anyone who prefers to choose his or her own seat may of
course do so.



Hand signals can be a valuable aid in ushering. An usher in the front of the chapel
may easily and unobtrusively communicate with an usher in the rear of the chapel by
using such signals to let him know how many seats are left, and so forth.

In general, no one should enter the chapel during a period of prayer or silent
meditation. If newcomers question this, the usher can graciously beckon them
aside (out of hearing of the devotees in the chapel) and explain that, in order not
to disturb those who are already meditating, it is best to enter when the period
of silence is over. (Please see section “Accommodating Latecomers.”)

Disabled persons should be aided so that, as much as possible, their condition does
not interfere with their ability to enjoy the service. People with hearing or vision
problems should be seated in the front (or near a loudspeaker). Those in wheelchairs,
or with crutches or canes, should always be offered a seat on the aisle. Elderly people,
too, appreciate being offered assistance — for example, by presenting your arm to an
elderly woman and assisting her to her seat.

3. Offertory: If there is an offertory, it is normally taken by two or more ushers toward the
end of the service. The ushers quietly circulate the offertory baskets, respecting people’s
privacy as each person offers a donation. After the collection, the offertory may be put on a
table or desk for counting. (Please note that because this is an offering to God, it is never
placed on the floor.)

4, After the Service: When the service has concluded, ushers should be especially aware
of the needs of elderly or disabled members who may require assistance. Usually, ushers
close down the meeting place — close and lock all doors and windows, shut off all lights and
air conditioner, etc.

Ushers and Greeters’ Workshops

Centers and meditation groups may wish to hold regular meetings so that all ushers and
greeters can review Guruji’'s ideals of service and current ushering procedures. These
meetings also help to build camaraderie and teamwork, which are important in maintaining a
relaxed, secure, and friendly environment for those attending services.

Suggested Dress Guidelines

When serving during group services, men may wear conservative shirts and slacks. Although
coat and tie are not always required, they may be preferable in certain instances; for
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example, at the commemoration services. Women may wear a dress or a skirt and blouse.
Pantsuits are also acceptable. The above guidelines would also apply to group members who
are serving as ushers, greeters, harmonium players, and book table attendants.

We encourage those who attend SRF meetings to dress conservatively, as one generally
would when attending a church or religious services. Shorts, bathing suits, etc., are not
appropriate. If an individual happens to come to a service unsuitably dressed, it would be
proper for a service reader or usher to explain privately the dress guidelines in a kind and
friendly way. It is best to have the person explaining the guidelines be of the same sex as the
person needing guidance.

In areas with warmer climates, there may be a tendency at times for members to dress more
casually during the summer months. If necessary, an announcement can be made before the
warm weather stating that it is requested that one not come to the services in shorts or
bathing suits.

Accommodating Latecomers

Meditation groups and centers should always have some arrangement for admitting
latecomers to the services. The purpose is twofold: first, to be courteous and flexible, trying to
meet the needs of those who arrive after the service has begun; and second, to minimize the
distraction to those present when the latecomers are ushered into the chapel.

The ideal arrangement is to have a separate foyer or anteroom where latecomers can sit
quietly and meditate. They can then be admitted to the chapel during a chant, the
announcements, or period of reading. If a separate waiting room is not available, we
recommend that one of the devotees be on duty at the outside door to receive latecomers,
and to usher them into the chapel at an appropriate time.

Of course, devotees should be encouraged to arrive on time for meetings and services, and
the managing council may wish to remind the members of this occasionally by a brief
announcement or a bulletin board notice. But there should always be some provision for
admitting latecomers and ushering them into the chapel at an appropriate time during the
service.

QUOTES AND THOUGHTS FROM PARAMAHANSA YOGANANDA AND SRF

“Throughout the many years that Paramahansa Yogananda lived at Mt. Washington
and Encinitas, he took every opportunity to make visitors and newcomers to the SRF temples
feel truly welcome.” “Many groups and centers have ushers and greeters who have the
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specific responsibility of greeting newcomers and making them feel at ease. When greeters
and ushers see someone they do not recognize, they should warmly greet the person with
words such as: ‘good morning. Welcome to our meditation group. | don’t think we've met
before.” By doing this, they will give the person a chance to say whether he or she is new to
the group. The greeter or usher can then introduce the visitor to other members of the group
and explain a little about the group’s activities.”

Regarding silence: “Attunement with God also encompasses a loving awareness of
the needs of those around us. Devotees should avoid giving an impression of aloofness. A
smile or quiet greeting can do much to help others feel welcome and included.”

“For those welcoming newcomers, some conversation will be necessary in order to
carry out their responsibilities; but this can be done quietly, in a friendly and natural manner,
while maintaining an attitude of ‘inner silence.” Inner silence means keeping the mind on God
- - refraining from idle talk or restlessness, while being natural and friendly to others - - not
enforcing a rigid ‘no talking’ rule.” (SRF on “Welcoming Guests.”)

“When we greet people, it should be done from a feeling of calmness, an expression of
the depths of silence we feel within. This is what Gurudeva meant when he urged us to
practice silence at Self-Realization meetings. He did not want an enforced silence, one that
rigidly keeps the rule while losing the spirit. While silence is encouraged at all SRF meetings,
the warmth of spiritual friendship may certainly be expressed outwardly. In keeping the rule
of silence, Gurudeva’s spirit must be preserved. Let your silence be warm, friendly; never
make anyone feel uncomfortable or unnatural.” (SRF Bulletin No. 72).

“At some services (especially the Readings Service, which guests and newcomers
often attend), conversation and fellowship is appropriate. Conversation on such occasions
can be carried on softly, preferably in an area where it will not disturb others. The important
thing in these instances is to maintain an attitude of inner calmness, which means refraining
from restlessness, familiarity, or idle talk, while at the same time being natural and friendly . .
. There need not be any conflict between the ideal of silence and a cheerful, courteous,
ready-to-help attitude when greeting or serving newcomers. While keeping the spirit of
silence, devotees should also take the initiative in reaching out to others so that all will feel
comfortable and welcome.” (SRF Bulletin on “Hospitality at Centers and Circles.”)

“Many newcomers receive their first impression of SRF from the usher or greeter, so it
is important for those serving in these positions to greet everyone warmly and with a smile.
Their words and actions should be polite and poised, expressing quiet enthusiasm and
friendliness that will make all feel welcome.” (SRF “Key Points” for Ushers.)

“Groups whose members have a mutual understanding of the value of silence, and
who strive to uphold the spirit of silence, generate a divine magnetism that attracts other
God-seeking souls. For those coming into contact with SRF for the first time, this feeling or
peace and harmony, conveyed with the spirit of welcome that reflects our Guru’s divine love,
will make an immediate, positive, and lasting first impression.” (SRF on “Welcoming
Guests.”)
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