
Schedule Conflicts 
Life happens. We get that. So, here's a quick process to follow when you're unable to 
fulfill your scheduled time for serving. 

If your schedule conflict arises further than 3 days before your scheduled time to 
serve, do the following: 

• Obtain a list of the volunteers serving in the greeter ministry. 
• Contact (Call, Email, Text) another volunteer to see if they can cover or trade 

your shift. 
• Upon agreement, contact ministry leader and inform them of the changes. 

If your schedule conflict arises within 3 days of your scheduled time to serve, do 
the following: 

• Contact your ministry leader immediately 
• Inform them of your conflict and unavailability 

o Apologize for late notice 
o Offer to help your ministry leader in finding a replacement 

Never assume everything will work itself out and go without informing your ministry 
leader of your unavailability. 

Before Service Begins 

Arrive 30 minutes early. 
Give yourself enough time to arrive 30 minutes early. Why? Some guests may arrive 
very early to service. But, this should be around the time many other volunteers are 
arriving at the church. We are here to minister to everyone, including the active 
members of our fellowship. 

Have knowledge of available refreshments. 
If your church provides refreshments, find out what they are. Also, make sure you know 
the cost. It's easy conversation to greet someone and ask if they would like a free 
donut or cup of coffee.  

Know who else is scheduled to volunteer on the same day. 
Everything we do is a team effort. If you're scheduled to greet with someone and they 
do not arrive, then you'll need to be aware of who they are to report to your ministry 
leader. If you have a visitors table, then you'll want to know who is working the table 
that morning. You'll want to be able to tell people, "Let me take you over to Kelly at the 
welcome table," or "Follow me to meet Jim, he can direct you to a seat if you'd like." 

Know all weekend worship service and primary mid-week service times. 
Guests may ask on their arrival or exit of other service times. Make sure to have this 
information handy and ready to recall if the question arises. 

Know an overview of all church ministries. 



Guests may want to know more information about the church. Is there a kid’s church? 
Is there a youth group? Are there adult Bible studies? Do you have a group for empty 
nesters to connect? Make sure to be familiar with the ministries of the church so you 
can respond to their question and direct them to where they can find more information. 

Understand the church building layout. 
No one enjoys feeling lost. Make sure you know the building layout so you can provide 
guidance to the nearest rest rooms and children check-in areas. 

Familiarize yourself with the child check-in process. 
While escorting a parent or family to the children's area, give them an overview of what 
to expect once you all arrive with them. This will help set their mind at ease and make 
their visit a little less stressful.  

Become familiar with emergency procedures. 
We all hope emergencies do not take place, but wisdom prepares for these events just 
in case. Understanding what to do in emergency situations will help you respond better 
as a church representative if something goes wrong.  

Greeting Starts in the Parking Lot 
We want our guests and visitors to feel like VIPs when they attend our church. After all, 
they are a VIP to Christ! Therefore, we should treat them with honor, dignity, respect, 
and even a little extra love.  
Since it takes guests 7 seconds on average to make a first impression of our church, it 
is extremely important that greeters are engaged and ready for service to Christ during 
weekend worship services.  

The Extra Mile 
Make sure to take extra steps to welcome guests (and members) into our church.  

Is it raining or snowing? 
Meet them at their car with an umbrella. 

Are their hands full? 
Sometimes guests will arrive with multiple kids, diaper bags, purses, and other items 
for their visit with us. Make sure to offer some assistance if it looks like they could use 
it. Often times, these people who need a hand may not be first-time guests, but active 
volunteers bringing in supplies for kids church or a Sunday school class. Make sure to 
serve the body of Christ and help them carry their items.  

Is there trash blowing around? 
Sometimes guests or members may miss the trash can when they are throwing 
something away? Or, inner-city churches may have trash blowing down the street. 
Remember, we represent Christ. He cleaned us up, washed us of our dirty sin, and 
made us white as snow. Let's take the same care with the grounds He has given us for 
ministry. 



Meeting at the Front Door 

“We’re Glad You’re Here!” 
We want to make sure to communicate to visitors and members with the phrase, "We're 
glad you're here." Why? Well, for one, we should legitimately be glad they are there. 
We want to see everyone come into the presence of God and develop a relationship 
with Jesus. Also, when we communicate with the phrase, "We're glad you're here," we 
are appreciating the risk that person or family took to come to our church.  

Never Ask “Are You New Here?” 
Few things are as embarrassing and awkward as asking that question and receiving a 
"no." The guest could have visited on a week you were not present. It may have been 
three months before a guest returns for a second visit. When we ask that question, we 
are communicating to visitors that we did not notice them the first time they were here. 
Instead, we want to use the following phrase: "Hello, I don't believe we've met before. 
My name is ..." Depending on the flow of conversation, you may need to ask, "Have you 
visited with us before?" Only ask that question after introducing yourself, and never 
phrase it as "Are you new here?" 

Give a Handshake & Smile 
We want to respect people's space, and not make things more awkward for their visit. 
Concerning guests, we will greet them with a handshake and a hug. A handshake 
gives a personal touch and does not invade anyone's personal space. Some guests 
would be turned off by a hug from someone they do not know. Especially if someone is 
a first-time visitor and has been dealing with convictions of the Holy Spirit, they may 
already feel uneasy or nervous. We want to help deflate those feelings, not compound 
them.  

Become a Personal Escort 
Have you ever had a hard time finding an item at the grocery store? If you have, and 
you've asked for help, you've either received a personal escort to the product or a 
finger pointing with a list of directions. I guarantee you felt honored and valued when 
the store associate personally escorted you to your desired product.  
 
When guests arrive with children, walk them to the kid’s area.  
When guests ask for directions to the restroom, guide them to the restrooms.  
Personally guide the guests where they would like to go and they will feel honored, 
valued, and appreciated. In giving personal escorts, we are helping spread the love of 
Christ.  

Once Service Begins 
We will have those guests who arrive right on time, or even a few minutes late. We still 
need to give these guests a proper welcome. Remain at your assigned greeting post 
for the first five minutes of the service. 

Never Leave a Guest Standing Lost 
When guests enter our church, we want to introduce them to someone else, either 
another church member or an appropriate volunteer. We should do our best to guide 



these people into conversation according to their specific needs. The guests that want 
to develop relational connections will show up early. Those guests that desire to sit in 
the back and check things out on their own will generally arrive right on time or a little 
late.  

At The End of Service 
Once the worship service is over, promptly head back to your assigned greeting post. 
Just as you made the positive first impression, so you will also give the great last 
impression to a visitor or guest. Smile and let them know again you were glad they 
came. If you can, ask them their name. See if they enjoyed the service. Last, wish them 
a blessed week. Also, make sure to open the door for guests and members on their 
way out too! 

Remember Their Name 
Whether you greet once a month or every week, do your best to remember the guests' 
names. When they come back to the church, they will feel valued if we greet them by 
name. And, if you're not greeting on the week they return, at least go up to them and 
say hi (using their name). Let them know it's good to see them again. This is treating 
the person with honor and showing them how much they matter to us, and in 
connection, how much they matter to Jesus.  


