
POLICIES &
PROCEDURES



GUEST
SERVICES
Guest services provides a warm welcome to all members
and future members before each worship service and at
various events. Greeters are stationed in the lobby to
offer smiles and general assistance.

POLICIES &
PROCEDURES

Arrival time for all servant leaders is 9:15 AM.
Be in position at appointed locations.
Wear badge at all times while serving.
Place your personal belongings in the guest services’
closet. It’s the closet closest to the cafe. 
Always be motivated by the love of God.
Make sure your appearance (clothing, hair, breath,
etc.) is neat and clean.
Greet people with genuine warmth and enthusiasm
(good morning, it’s great to see you, God bless you,
thank you for coming, etc.)
Use people’s names when possible. 
Be complementary, joyous, and friendly.
Offer your hand first. Give a firm, warm handshake.
Avoid lengthy conversations that would hinder you
from greeting other people and block the doorways.
Do not allow your friends, children or anyone to
stand with you. Excuse yourself politely if necessary
to ensure you are effective in ministering to all.
Watch your pace. Don’t pressure people or make
them feel hurried, as they are welcomed.
Take every opportunity to treat people the way you
would treat guests in your home. Be quick to offer
assistance, information, and greetings.

Pre-Service



Remain in position until your team leader releases
you.
Once released, enter service and sit in designated
area.
Model genuine worship and attentiveness.

Go back to pre-service position five minutes prior to
conclusion of service and answer questions, help with
sign-ups, and connect with people.
Help facilitate any pick-up or check out processes.
Return badge after cleaning it. 
Please greet members again as they exit auditorium
and building (“have a great day, have a great week”
etc.)
Return badge after cleaning it. 

Unless otherwise stated on the monthly schedule, the
Information Center Personnel is the team leader.
Turn on the 6 TVs in the atrium.
Retrieve the iPad from the Guest Services’ closet and
make sure it’s charged.
Retrieve a two-way radio and earpiece from the
technology closet.
Take money bag to the cafe. 
Retrieve “free beverage cards” for any first-time
guests.
Meet with your team, share any pertinent
information, give directions, and individual
assignments (runner, greeter, etc.).
As needed, complete supplies request form. Place the
request in the small mail slot beside the technology
closet.
Thank team members for serving and dismiss them
about 5 minutes after service starts.
Stay at your post at least 15 minutes after service
starts.
Prior to leaving your post for the auditorium, secure
the iPad and walkie/earpiece. Also make sure any
signs or other items are put away for the following
week.

In-Service

Post Service

GUEST SERVICES (SPECIFIC POSITIONS)

Information Center System:
 

Purpose:
The purpose of the Information Center is to be the hub of
processes, services and information during the services.
 



Meet with your team leader to receive instructions
and post.
Retrieve the two-way radio and earpiece from the
team leader.
Stand near the front entrance.
When a guest arrives on campus, you will be notified
over the radio. If necessary, write down the
automobile description and guest(s) name(s).
Meet the guest(s) at or near their car.
Say, “Hello. My name is ___________. I am going to be
with you for the next few moments. While you are
walking and as you enter the building, talk about the
church, the worship, the pastor and what to expect. If
the guest(s) has children with them, inform them
about CK. Escort them to CK registration/check in
area. Escort them back to the Event Center. If the
guest(s) has infant(s), inform them about our nursery
located in the Event Center atrium.
Make sure to point out the restrooms, cafe and atrium
seating areas.
Ask the guest if we may obtain some information
from them and direct them to the greeter that is
collecting first-time visitor information on duty for
that day.
Invite them to meet the pastors immediately after the
service. 
Return to your post at the front entrance area.
Team leader will dismiss you from your post at 10:05
AM. 

Meet with your team leader to receive instructions
and post.
When someone arrives at VIP/First time guest booth,
fully complete the guest information on the iPad.  

Runner System:

Purpose:
The purpose of the runner is to enthusiastically greet
guests, escort guests into the building, explain what they
can expect during the service and introduce them to
church attendees. 

 
Greeter:
 
Purpose:
This system details the process for greeters. The purpose
of the greeter is to enthusiastically greet guests,
complete first-time guest information on the IPad and
answer inquiries.
 


