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Welcome to the Hospitality Team!

We are so grateful that you have chosen to partner with us as we serve those 
who attend our church. As a Hospitality Team Volunteer, you have the unique 
opportunity to help create an incredible Guest experience for every person who 
attends our church. Think of your role as being the “host” in your home, and 
theirs as being the Guest. 

These guidelines are a resource to help you in your volunteer role. Within its 
pages, you’ll find information that is generic to all Hospitality Team Volunteers 
(Front Door Greeter, Sanctuary Greeter, First-Time Guest Host, VIP Host) and 
brief summaries of each position within Hospitality Team. 

While our desire is to provide you with an understanding of the mechanics of 
Hospitality Team, please keep in mind that the way you welcome, inform, serve 
or otherwise assist Guests, will stay with them much longer than any “functional” 
assistance you provide. 

Hospitality Team Guidelines and Procedures 

Each week that you serve, you will receive a text or an email reminder with the 
option to accept or decline. Please be sure to look for this message and respond 
accordingly. 

If you should have any questions in general or specific to the Sunday you serve, 
please contact your Captain or Hospitality Team Coordinators.  

Team Captain

The Team Captain oversees the team huddle; observes the members of each 
team; assists team members if they are overwhelmed; redirects team members 
as necessary and answers any questions that team members may have. 

Team Captain should arrive 45 minutes prior to service to prepare for the arrival 
of team members and to meet with the Sunday Service Coordinator.

Pre-Service Huddle

Volunteers should arrive 30 minutes before Worship on the team’s designated 
service day. This allows time to fellowship with other Volunteers, get your position 
assignment, pick up your nametag, and get instructions for the day. 

When you arrive, you will meet in the Lobby and have a morning huddle where 
your Team Captain will provide you with important information about the service 
and a brief time of prayer. This is helpful for days when we have a guest speaker, 
a baptism service or if there have been any last minute changes. 

In order to create a welcoming environment, here are some points to remember: 



• Be in position 20 minutes before the worship service begins. 

• Please refrain from eating, drinking, or chewing gum while at your 
position. 

• Please limit personal conversations with friends and other Volunteers. 

Team Assignments 
Greeting (Front Doors):

• This person is responsible for opening the front door for each Guest. 

• Please remain at your door greeting late arrivers until 20 minutes after 
service begins.

• Please return to your position just before the service ends to say “Thanks 
for coming,” or “Have a great week.” 

• Try not to engage in lengthy discussions that will slow traffic flow.

Greeting (Sanctuary Doors): 

• This person is responsible for handing out the Northgate Weekly and 
greeting Guests prior to service. 

• The Sanctuary doors are closed once the pre-service countdown is 
complete and remain closed until the opening comments and prayer 
are finished.

• A Host Team member should remain at the front doors and kindly ask that 
Guests wait until the Worship Team begins playing before entering the 
Sanctuary. 

• Please remain at your door greeting late arrivers until 20 minutes after 
service begins.

• Please return to your position just before the service ends to say “Thanks 
for coming,” or “Have a great week.” 

First Time Guest Host

Our First Time Guest Host welcomes Guests, answers questions about our 
church, and helps Guests find their way around our campus. We ask that you 
serve every other week to stay current with our information. The purpose of this 



team is to specifically welcome, inform and serve our First-Time Guests.

When you serve 

• Be careful not to overwhelm Guests with attention or too much 
information. 

• Be sensitive to any signals that they may prefer to remain “under the 
radar.”

• Provide First Time Guests with a Visitor Brochure (which is located on the 
Info Desk) and show them that there is a map of the building located on 
the back. Encourage them to fill out the attached Connect Card, which 
they can drop in the offering baskets or at the Info Desk. 

• If you’re not sure whether someone is a First Time Guest, it’s helpful to 
ask the following questions: 

o “How long have you been attending our church?”

o “I’m not sure I’ve met you before. My name is, …” 

• Please refrain from asking if it’s their first time here. It can offend someone 
who has previously attended.

• Please be at your pre-assigned station in the Lobby 20 minutes before 
the service begins. You will serve until 20 minutes after the service ends.  

• Read The Northgate Weekly that is at the Info Desk. The Weekly provides 
a quick reference of the latest information for that Sunday and the coming 
week.

VIP Host

The VIP Host is responsible for greeting our Guests (members and visitors) in the 
Sanctuary. Our goal is to ensure that everyone feels like a VIP. In addition to 
greeting our Guests, the VIP Host should stay current on upcoming events. 

When you serve

• Please ensure that the Sanctuary is clean before service starts. 

• Remind our Guests about the Connect Card and upcoming events.

• Look for Guests who are alone and engage them in conversation. Offer to 
sit with them and introduce them to other members of the church family. 



Offering Procedures 

Confirm the location of your section and make sure someone is assigned to help 
you collect the offering. Baskets should be pre-positioned at the right hand side 
when you enter the Sanctuary.

Typically an offertory prayer is given. Always refer to the weekly service order for 
clarity on when the offering will take place (it will generally be during the final 
song). While the offering declaration is being made, quietly move to your 
position. At the conclusion of the prayer, walk the perimeter of your assigned 
aisle. Please be observant and allow all those who want to give an offering the 
opportunity to contribute. 

Once all offering is collected, gather the baskets from the front and the back of 
the Sanctuary. Combine the baskets into one of the larger baskets. Your Captain 
will collect the baskets from you and check the offering boxes in the Lobby.

Emergency Procedures 
Guest Service Emergency Procedures

From time to time, situations arise that are true emergencies. They demand 
your attention and affect the safety of one or more of our Guests.

Medical 

There is a walker and a wheelchair in the Decorations Closet (which is located 
near the Info Desk). There is also a first-aid kit at the Info Desk.

Suspicious Person 

• Contact your Captain

• Provide the location of the person, the description of the person, and their 
suspicious behavior 

• Keep an eye on the person until someone arrives

• Do not confront the person  

Fire

• Pull the nearest fire alarm

• Assist all Guests in following our evacuation plan



Thank you for serving with us. 

Our prayer is that you will be blessed as you bless others with your hospitality.

If you have additional questions that 
 were not covered in these Guidelines, please contact your Team Captain.


