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EVERY SERVICE IS SOMEONE’S FIRST 
SERVICE. 
It may seem obvious, but it’s very easy to forget! According to studies, most first-time guests 
will make their decision about whether or not to return within the first ten minutes of their visit. 
This means, whether they realize it or not, most people have made up their minds about Light 
of Christ before the band has played a note, or one of our pastors have even spoken a word! 


As a part of the Welcome Team, we are the first to engage guests, and are the last impression 
as they leave worship. Guests will ultimately care more about the way we made them feel 
than any information they might have received as they visited. Let’s create an exceptional 
feeling for our guests at Light of Christ!


Our desire as a Welcome Team is to make it easy to experience and engage in the 
life of Light of Christ Church through exceptional hospitality!  

We want to create an experience for guests and volunteers where everyone feels 
welcomed and known. 

We can do this by: 

PRIORITIZING GUESTS:  

In every situation, we want to do our best to extend empathy, listen, and respond appropriately 
to guests.


• Be Positive: Send positive messages through your tone of voice, facial 
expressions, and body language. 

• Be Present: Remain available to guests by saving personal conversations and 
phone usage for the times you aren’t serving.  

• Be Personal: Practice good eye contact, learn and use your guests name, and 
when possible, walk them to a destination instead of providing instructions. 

ANTICIPATING NEEDS: 

Our ultimate goal is to make each guest we interact with say “wow” when we go above and 
beyond to make them feel comfortable.

 

• Be Empathetic: Try to see, hear, and feel through the experience of someone 

who has never been to Light of Christ. 

• Be Informed: Be prepared to answer any questions and make sure you’re aware 
of what is happening at Light of Christ.  



REMOVING OBSTACLES: 

Be a “thermostat” for the room - help us “set the temperature” for the energy and space at 
Light of Christ.


• Be Observant: Look for any irregularities inside and outside the building that
need to be addressed.

• Be Proactive: If you see a guest in need or notice a distraction, take the initiative
to resolve it or find someone who can.

WELCOME TEAM MEMBERS ARE EXPECTED TO BE: 

COMMITTED 

• They attend consistently and arrive prepared to serve.

• All positions are filled to the point that it allows the flexibility for volunteers to
leave their positions to serve guests above and beyond.

CONTAGIOUS 

• Volunteers provide the “WOW” welcome! We want to always exceed the
expectations of our guests with hospitality overload.

• All volunteers are welcoming. They smile, make eye contact, and serve with
passion, excitement, and anticipation of what God is going to do through them.

CONSISTENT 

• Please plan to make arriving 30 minutes early a priority - consistently. Our pre-
service prayer and team meetings are crucial for creating connection and unity 
on our teams, and for helping us to be a part of a collective serving experience.







SCHEDULING 
Scheduling is done a 4-week rotation. During the few months out of the year that we have a “5th 
Sunday” or “5th Saturday”, we will rotate through each of the 4 teams to take 1 of those extra weeks 
to ensure proper coverage. This means that once a year, you will be asked to serve twice in one 
month. These are noted at the bottom of your respective roster. 

PCO - SERVICES 
We use Planning Center Services and the Church Center App to manage the scheduling of all of our 
volunteers at Light of Christ. 

If you are new to the ministry, you will be emailed a “Welcome to Planning Center” email. Please 
follow the prompts in this “Welcome” email to set up your profile, and become acquainted with this 
new system. 

Your Services Schedule will be set by default to “accept” for your assigned week. 

• One reminder email/text will be automated to send each week prior to your scheduled serve 
date. 

• If a conflict arises, please “decline” your assignment. This will notify the scheduler that your 
position will need to be filled by a replacement. You may do this either prior to receiving the 
reminder, or at the time of receiving the reminder email. 

• You are highly encouraged to manage your serving profile in PCO - you can fill out “blockout 
dates” for any dates you know you’ll be tied up or out of town. You can also add your picture to 
your profile, and keep your contact info up-to-date, subscribe directly to your serving calendar, 
and more! 

• With Scheduling being managed through Services - you may choose to manage your serving 
through the Services App or the Church Center App. The Services App will give you detailed 
service information for each service (i.e. baptisms, order of service, etc.). The Church Center 
App will give you a basic sign-up option for open services and a clear schedule for your 
personal serving, but not any service detail. Search your Google Play or Apple App Store for 
“Planning Center Services”. Look for the green clipboard icon, or use your Church Center App. 

To become acquainted with PCO, watch this video here: https://youtu.be/W9l1uZHkjj8 
Or scan this code with your smartphone: 

Advanced notice is key to helping the Scheduler fill any declined positions. As soon as 
you become aware that you will be unable to fulfill your serving assignment, please 
“decline” your assignment and notify the Director of Welcome Ministries immediately. 

If you find a substitute via your own communication attempts (that is greatly appreciated!), it is 
imperative that you contact the Welcome Ministry Director to inform them of the change, giving them 
the name of the person stepping in. 

In the event that you should need to cancel at the last minute (on a Saturday afternoon or early on 
a Sunday morning, per say, as things do come up), it is pertinent that your Team Leader is informed 



first —since they will have a confirmed presence at the service—in order to find a last minute sub. 
Then, inform the Welcome Director that you will not be there and that you have let your teammates 
know. 

Holidays and Special Services 

In addition to your monthly rotations, you may be asked to serve for a special service or a holiday. 
Schedules will be posted and declared “OPEN” for sign-ups as soon as the service information becomes 
available and made public. You are also welcomed and encouraged to recruit other volunteers to 
assist us during these events, as the needs are many. (For example, the Christmas Season may require 
roughly 45 volunteers across 3 services). Please communicate with the Director of Welcome Ministry if 
you feel led to help recruit additional volunteers. 

OPEN Scheduling 

When a schedule has been OPENED, you can access dates for “Sign Ups" for positions that are available 
to fill. I manually select the option to give servers the choice to fill any position as a sub within the 
Welcome Ministry. You will be notified via email (and an automated text, if you have set up your PCO 
Services profile with a text number and mobile carrier) that there are openings. You may view 
openings through the email instructions when I open a schedule for “sign ups”, or if you want to look 
on your own at any time, you can do so through your PCO account. 

Once you have “signed up” for an opportunity, it is added to your scheduling profile, which can, again, 
be accessed via the PCO Services app by viewing your profile, and can be accessed via the “schedule” 
button on the app. 

 



ARRIVAL 
• ALL SERVERS (Except Coffee Station Team) are asked to arrive at church 30 minutes prior to start 

of worship. Coffee Station Teams are invited to join team meeting closest to their serving time. 
• Make sure all of the outside doors are unlocked and the handicap access door is ‘turned on’. 

Make sure all of the community bathroom doors are propped open with a rubber door stop. 
• Pick up your name tag and check in with your Team Leader in the Kitchen. Remain there for 

team prayer before deploying to your positions. 
• Review the bulletin (or the Order of Service on the LOC APP) for any special needs during 

worship (baptism, children’s performance, Meet the Pastors, etc.). 
• A reminder list of duties/responsibilities will be posted inside the cabinet where the lanyards 

are kept. 
• Please plan to wear your “Ask Me, I’m Here to Help” T-Shirt when you serve. 

USHER 
USHER COMMUNION, USHER SECTION A, AND USHER SECTION B 

Ushers are ministers of hospitality to all who come to Light of Christ to worship. How Ushers greet 
and welcome both newcomers and longtime members makes a world of difference in how people 
begin their worship experience. 

AS PEOPLE GATHER 
As worshippers arrive, greet the people coming in with either a “Good morning” or a “hello”, “nice to see 
you”. Offer families with small children a children’s worship bag that has crayons and color sheets. 
These will be provided by the Director of Children’s Ministry and will be located in the Worship Center 
underneath the tables near the doors. 

Hold open the two doors (inside and out) on the lefthand side of the Welcome Center with the rubber 
door stoppers for everyone entering. A small container with door stoppers will be located in the 
Worship Center underneath or at the bottom of the small table near the door. 

Usher (Communion) will greet people as they ENTER the Worship Center. They will offer Miracle Meal 
pre-packaged communion elements to those who wish to take them (available at two tables to the 
left or right). Cups will be spaced out on a table for guests to take on their own accord. Offering lock 
boxes will also be located at an adjacent table with Light of Christ pens and blank offering envelopes. 

One of the Ushers should be designated to “click count” guests as they enter the Worship Center. The 
clicker is located in the Kitchen in our Welcome Ministry cabinet. 

Attendance should be recorded after EVERY service on the sheet located in the kitchen. Please 
DO NOT count the Welcome, Worship, Production Team, and Pastors. We will utilize our server 
scheduling programs to count all Servers present. Only count those strictly worshiping. 



During an exceptionally busy service, Ushers A & B may wish to guide guests into seats. Ushers A & B 
will also dismiss rows for Processional Communion. 

WHEN WORSHIP STARTS 
Close all of the double doors the double doors to create a sound barrier between the Welcome Center 
and the Worship Center. 

Watch for late arriving guests through the windows on the double center doors. Open them for guests 
as they arrive. 

Help those arriving as the service is in progress to find a seat in the main worship area, or if they are 
more comfortable, indicate that there is overflow seating in the Welcome Center. 

OFFERING 
Offering Lock Boxes will be located at a table adjacent to the communion table with Light of Christ 
pens and blank offering envelopes. Guests are welcome to leave their offering in the baskets. 

AS WORSHIP ENDS 
Using the rubber doorstops, prop pen all doors at the beginning of the last/closing song. This includes 
the door by the entrance to Sound Platform. 

Two Ushers (non-family members) take the contents of the Offering Lock Boxes to the Worship & 
Production storage room behind the stage (on the right). Separate white slips from the money. 
Money is placed in marked money bag (each service time has a designated zipper bag) and placed in 
the safe (behind the storage room door). There will be a key kept Jennifer Alderson’s mailbox on a 
large, silicone red ring. Use this key to empty the contents of the lock boxes and place in the safe. 
Please remember to return the key to Jennifer’s mailbox. 

Parents needing to pick up children from FaithLand will be directed to return to the main entrance into 
the Children’s wing of the building in the Welcome Center. 

Straighten the Worship Center. Pick up all miscellaneous paper, bulletins, crayons and straighten up any 
clutter in the Worship or Welcome Center. Be these spaces are clean. If there are any lost items, put them in 
the Kitchen Cabinet designated “Lost and Found”. 

GREETER 
GREETER VESTIBULE DOORS, GREETER WELCOME CENTER 

The Greeter often has the first privilege of meeting and greeting each individual as they enter Light of 
Christ. Everyone is a greeter, but the “official” Greeter is specifically designated to lead the way, 
modeling how we greet and welcome our guests. 

Prepare yourself in prayer. Greet each person with a smile and say “hello” or “welcome”, etc. 



If the weather is mild, Greeter Vestibule Door servers may wish to stand outside and hold a door open 
for guests. 

*If the weather is either very cold or very warm, please refrain from propping any doors open, as this taxes our 
HVAC system significantly.

Greeter Welcome Center servers may choose to stand inside the Welcome Center in front of either set 
of double doors to greet guests as they enter. 

If you don’t recognize a worshipper and they seem to be looking for the Nursery, FaithLand or the 
restrooms, ask if you can be of assistance. If they need more information, take them to the Connection 
Center. 

If someone identifies themselves as a Guest, please walk them to the Connection Center, introduce 
them to the host, and ensure that they fill out a Connection Card in its entirety (we need complete 
contact information), and make sure they receive a “Visitor Gift Bag”. 

AFTER WORSHIP 
After worship if noticing any newer/unfamiliar attendees, introduce yourself and offer any information 
that might be helpful. Always ask guests if they have completed a Connection Card via scanning the 
QR codes located throughout, or by filling out a Connection Card at the Connection Center. 

Be ready to also extend a “have a good day” or “see you next week” to worshippers exiting. 

COMMUNION SERVER 
The sacrament of The Lord’s Supper is a sacred act of Christ, giving grace. Christ’s body and blood are 
truly present and received “in, with, under” bread and wine. Christ again comes among us to forgive 
our sins and help us to live truly Christian lives. 

Prepare yourself in prayer before going up to the altar to serve the body of Christ. 

TWO Communion servers will come forward during a Saturday 5 PM Service, and THREE servers will 
come forward during a Sunday 9 or 10:30 AM Service. If only one Pastor is present on a Sunday (this is 
always the case on a Saturday), FOUR servers are needed for a Sunday. 

When two Pastors are present, you will receive wine to distribute during Processional Communion. Since 
the Pastor’s will be handing out bread during Processional Communion, they will recognize when 
someone is not receiving communion, and will initiate a blessing. 

PROCESSONAL COMMUNION 

As communion begins, the communion server volunteers will move forward and use hand sanitizer before 
they are handed the communion elements by the Altar Care team member. There will be 2 communion 



stations: one at the end of each main aisle. We will need 5 total communion servers (typically the 2 pastors 
serving bread, plus 3 volunteers serving wine/juice on a Sunday, and 3 total communion servers on a 
Saturday). Three people will be stationed stage-left (pink on chart), and two will be stationed stage-right 
(green on chart). During Processional Communion, the band will be play 1 song and instrumental music. 
We will still have tables at the Worship Center entrance with Miracle Meal communion cups for any 
congregants who prefer not to come forward for processional communion. We will still have trash 
receptacles at the exit for empty communion cups. We will now have labeled Lock Boxes at the exit for 
offerings. 

During Processional Communion, ushers will invite rows from front to back, in all three sections 
simultaneously. 

• The congregation-left section (pink) will come forward down the aisle near the center, take 
the elements in front of the steps, then proceed left across the front of their section (stopping to 
kneel and commune/pray as they wish) before heading up the far congregation-left aisle back 
to their row. 

• The center section (red) will come forward down the congregation-left-center aisle (along 
with the pink section), take the elements in front of the steps, then proceed right across the 
front of their section (stopping to kneel and commune/pray as they wish) before heading up 
the congregation-right-center aisle (against the traffic flow of the green section) back to their 
row. 

• The congregation-right section (green) will come forward down the aisle near the center, take 
the elements in front of the steps, then proceed right across the front of their section (stopping 
to kneel and commune/pray as they wish) before heading up the far congregation-right aisle back 
to their row. 

When serving the wine, say “the blood of Christ shed for you” as you give the cup of wine. 

If asked to serve the bread, break off a nickel size piece of bread and place in the hand of the 
communicant saying “the body of Christ given for you”. 

If a person requests a non-gluten wafer, there will be some on a small side table beside the 
communion station. 

The following are blessings you can give to those not receiving Communion if you are distributing wine: 

“May you come to know that Jesus loves you and how special you are to Him.” 

“May Jesus pour his love into you so you grow in love for others.” 

“May the love of Jesus be with you today and always.” 

“May you always remember Jesus loves you and is with you wherever you go.” 

After a person has received both elements and consumed them, they will have the opportunity 



to pray briefly at one of the kneelers located at the front of the Worship Center. 

After the congregation has consumed, look to see if the Pastor and/or other servers need to receive 
Communion. Be prepared to serve them bread and wine. Kneel or stand to receive Communion. 

Return remaining Communion elements to the Pastor or Altar Care server. 

Please refer to the following diagram to better understand the flow of traffic for Processional 
Communion. 

 

CONNECTION CENTER HOST 

The Connection Center Host’s primary responsibility is to welcome our guests and help people at LOC feel 
connected, and informed. This does not mean that you have to have all of the answers people are looking for, 
but rather know how and who to connect them with the people who do have the information they need. It is 
critical that a host checks with all guests who approach the center to make sure that we have complete and 
correct contact information for them so that appropriate follow-up connections may occur. 



Before Service Begins 
Familiarize yourself with the bulletin (either paper bulletin or on the LOC app) and announcement 
slides on the TVs in the Welcome Center. 

Adult Gift Bags 
When guests approach the center, the first thing is to ask if they have received a visitor gift bag. Bags 
are to be given out one brown bag per family, one yellow bag per each child). If you are giving a gift 
bag to a guest, please obtain their complete contact information on a Connection Card (these are 
located in the “Connection Card” drawer inside of the Connection Center Desk. After collecting the 
information, hand them a bag, and place the completed Connection Card into the drawer in the 
Connection Center labeled, “Completed Connection Cards”. 

Child Gift Bags 

If new guests visiting the Connection Center have children with them, offer each child a yellow 
children’s visitor bag (available in allergy friendly or standard). 

Accessing Information for Guests 
It is extremely helpful to have the LOC app downloaded onto your mobile device to access when 
serving at the Connection Center. This will allow you simple and quick access to upcoming events and 
registration forms. It is also helpful to direct guests to download the LOC app for their personal use. 

Invite guests to peruse the “Explore Light of Christ” brochure, which clearly maps out our New Guest 
process, designed to best help them connect and have their questions answered about LOC. 

Plan to stay at the Connection Center for 15—20 minutes after the service is over. 

COFFEE STATION HOSTS 
It is the responsibility of the Coffee Station Serving Team to brew the coffee, set out coffee 
and related supplies, and to take down the coffee station after all services have ended. Warm, 
gracious, smiling servers are needed to welcome out guests. 

Saturday 5 PM Coffee will continue to be handled and monitored by the 5 PM Connection 
Center Hosts, as the demand for coffee at this service has decreased. We will continue to 
monitor and resume service, as needed. 

COFFEE SERVER SHIFTS  

8 – 8:30 AM 

Team Member(s) will: turn on brewer, brew coffee and hot water, brew back up pots for later 
use, and put out tea bags, creams, sugars, cups and lids, stirs, napkins and glass donation jar. 
The prayer here is that guests will know they came come a bit early to enjoy a cup of coffee in 
our wonderful café space. 



10 – 10:15 AM 
Team Member will clean up station, refill supplies and replace pots with readied backups 
where needed. Ideally, these tasks will occur just before 9 AM attendees are coming out of 
services and early 10:30 attendees begin to arrive. 

12 – 12:30 PM 
Team Member(s) will separate and wash air pot parts and leave out to dry. Put counter 
baskets and related supplies in open shelves behind counter. Put extra supplies in kitchen 
back in cabinets to store. Put donations received in an envelope marked “coffee” and give to 
Usher team to place in safe with 10:30 AM offering. 

NOTES 
Counter baskets with supplies for serving the area are in the open shelving on the far left 
inside selves of the serving area. Refills for all creamers, cups, lids, etc. are in the kitchen 
cabinets above, below and/or near the coffee brewer. 

If we are running low on coffee packets, please send an email to Jennifer Alderson, Director of 
Welcome Ministry: jennifera@locchurch.com. 

If we are running low on cups, creamers, sugars, etc. please send an email to Jenny Tackett- 
Irwin, Office Administrator: jennyti@locchurch.com. 

8 AM SERVERS 

• Brew 1 air pot each of: Decaf, Medium, Bold, Dark, and Hot Water 

• Brew 1 additional air pot each of Medium and Bold or Dark 

• Put out Counter Baskets and Supplies as noted above 

DOUBLE BREWER MACHINE INSTRUCTIONS 

• Turn machine on. Push “Enable Brew” button on each brewer to initiate tank filling and water 
heating. 

• Place ONE PACK of each brew of coffee into the funnel with fresh filter. Place related airpot in 
its’ brew catching position. 

o Coffee packs are in the lower cabinet under the Nacho machine 

o Extra filters are in the lower cabinet nearer to the machine 

o Empty air pots, etc. are in the lower cabinet directly under the machine 

• When machine indicates “Ready to Brew”, click the “Brew” button to initiate brew immediately. 
**Make sure air pot is in place when you press “BREW”. Coffee will begin to fill air pot 
immediately. Process will fill air pot to approximately 2/3s full. 

• Make sure that the machine indicates “Ready to Brew” before brewing, or the water will be too 
cool to properly brew the coffee. 

mailto:jennifera@locchurch.com
mailto:jennyti@locchurch.com


• To fill a water air pot for hot tea, either choose to fill the pot with the red tab hot water tab on 
the left of the machine; or clean out the funnel and run water through the machine. Make sure 
you rinse the funnel before brewing hot water to ensure it doesn’t taste like coffee. 

• If we run out of coffee packs, please fill the coffee filter with ¾ cup of coffee stored in the 
canisters in the upper kitchen cabinets. (This is the equivalent of the 2.5 ounce packets that we 
use.) 

10 AM SERVERS 
• Clean up serving area 

• Replace low air pots with pre-made backups 

• Straighten and replace supplies 

12:00 PM SERVERS 
• Put donations received in an envelope marked coffee and give to 10:30 Ushers. They will 

include these with their 10:30 pouch for the safe 

• Clean up serving area 

• Separate and wash air pot parts and leave on roll cart with mats to dry 

• Refill counter baskets, and put back on lower left open shelves 

• Put donation jar, and any other counter serving supplies on lower shelves, as well 

• Put extra supplies in kitchen back in cabinets to store 

FAITHLAND HOSTS 
FaithLand Check-In Hosts will have a station with a laptop set up adjacent to the Check-In Station.  

FaithLand (I-Pads) will man the check-in station upon entry (located in the Welcome Center along the 
wall with a sign that says “check – in”), greet guests, and trouble shoot when necessary, helping them 
to check-in on the I-Pad system. 

If a new family comes in, the laptop will be set up for you to “data enter” a new family’s information in 
to Planning Center People in real-time, allowing them to then use their phone number to check-in 
their children almost immediately into the I-Pads. 

10 minutes after the service begins, the FaithLand I-Pad host or Team Leader will lock and secure the 
Children’s wing entrance. This will remain locked until service ends, at which point the FaithLand I-Pad 
Host or Team Leader will re-open the entrance for secure exiting of FaithLand. 



ANNEX OVERFLOW HOST 
For special services (Christmas, Easter, etc.) and services that have either reached capacity (or are 
nearing capacity at the time of the service), we will implement an Overflow Room in the Annex. 

Two Overflow (Annex) hosts will need to be located in the Annex for services at or near capacity. 

Your role will be to greet, seat, offer communion to, and serve as an overall host to guests in the 
Annex. If you are not already aware, there are two 80-inch screens in the Annex with which we will be 
able to live feed the service directly into the room. We need to do all we can to help guests feel a part 
of the service in this room. 

One host should always remain IN the room. And one host should serve as an “usher” to receive 
overflow guests at the Connection Center and walk them back to the Annex. 

The Overflow host remaining IN the Annex at all times should have a radio on to be able to 
communicate with Team Leaders, should the need arise. 

READER 
From the earliest times of the church, the reading of God’s Word has been an essential part of Christian 
worship. God tells us in Romans 10:17 that “Faith comes from what is heard and what is heard comes 
through the word of Christ”. 

Pray 
Once you know the passages you will be reading, pray. Ask God’s help in your reading and to help you 
understand more fully what is being read.· Look up how to pronounce difficult words.· Practice. Read 
the lesson out loud to yourself. If a passage is difficult to read, then practice until you are confident. 

ARRIVAL 
Arrive 15 minutes before worship begins. As you face the altar, please sit on the left side in either the second 
row. Please sit in an aisle chair. There will be a reserved seat sign for you. You will be going up to the stage via 
the side stairs with the railing. Check that the passages are marked in the worship bible. Make sure the 
microphone is in front of the bible.· After the worship song is over and the Pastor walks up to the stage - once 
he is on the stage - you shall move to the stairs, come up and stand behind the altar facing the congregation. 
You may begin reading when the Pastor concludes the short introduction to the scripture.· 

Always begin by saying “Today’s reading is from the   chapter of  , beginning at verse 

 .”· Begin reading, speaking slowly and clearly in a normal tone of voice.· When finished, say “This 
is the Word of the Lord”. 

Additional notes: This should already be done when the reading is sent to you. 

If we have a reading with a split, where we read some verses and then shift ahead to another section, 
once the reader completes the first section, they should pause and say, “Now moving ahead to verse 
 , we continue”. Then they should pause for a second to allow the congregations eyes to jump 
ahead to the right verse and continue. Even though they have named the verses at the beginning of 
the reading, the congregation needs that little line to help them stay on track. 



Whenever we ever have a reading that refers to a key individual with a pronoun, they should skip the 
pronoun and state the person’s name instead. This often happens with Jesus name when we have a 
Gospel reading. Because we are only reading a small section of the Gospel, it might start with, “Then 
he and his disciples started to the other side of the lake.” But people aren’t sure who the he is. What I 
want the readers to do in that case—if this is at the beginning of the reading and we haven’t heard 
Jesus name yet, to fill it into the reading. So, I would want them to read that verse, “Then Jesus and his 
disciples started to the other side of the lake.” To use our High School grammar language, the 
congregation doesn’t know the antecedent for the pronoun, so I want them to fill that in. 

TEAM LEADERS 

There will be a Team Leader present at all services, sometimes more than 1. 

This year we will have radios available with designated, individual ear pieces for each person that uses 
one. The Team Leaders present at a service will be given a radio…ideally having one person in the 
Worship Center, one person in the Welcome Center, and one person in the Overflow Annex (when 
being utilized) with a radio. 

Team Leaders will be my second in command, helping to make decisions for situations that arise, and 
making sure capacity limits are adhered to, etc. Please defer to a Team Leader on site for your service if 

you need any assistance. In addition, please contact your Team Leader AND Jennifer Alderson if you 
have a last minute change in your availability (after 4 PM on Friday) for the weekend. 

WORSHIP SERVANT DRESS 
EXPECTATIONS 

People come to worship on the weekend to connect with God and we work hard as staff and ministry 
leaders—rehearsing music, greeting warmly, reading and serving Communion well—to facilitate that 
connection. We never want to create a distraction for people connecting to God. 

One area where that can accidentally happen is with our wardrobe. In the past, many churches used 
albs and choir robes to manage “wardrobe” distractions. As churches moved away from that, most 
established simple dress expectations to minimize those distractions. We need to consider the 
perspective of those who are gathering for worship, kneeling for communion, and watching online. 
We are seeking to do our best to eliminate distractions with our attire. 

These dress guidelines are being established for all people who serve during worship. This applies to 
communion servers, altar care, scripture readers, worship band, choir, staff members, production team, 
etc. The dress expectations are intended to protect you as a leader, and to serve the congregation by 
doing our best to eliminate distractions with our attire. 



VISION: Create a cohesive look that doesn’t distract: modest, dressy-casual, and relevant. 

GENERAL GUIDELINES: 

• Choose modesty with regard to fit and opacity. 

• Solid colors, or subtle prints are best. No sports themed or large graphics/text on shirts, 
please, unless you are a part of a coordinated effort with a group up front (i.e. Youth Mission 
Trip, Welcome Team T-Shirts, etc.). 

• Choose shirts that cover your entire midsection, so as to not show skin at the waistline (i.e. this 
is where “modesty with regard to fit and opacity” comes into play). 

• Dress pants or nice jeans work great. (Save saggy/baggy pants for more casual wear). 

• Business Casual / Dress Shorts are acceptable Memorial Day to Labor Day while serving, with 
the following exceptions: NO shorts should be worn if you will be on the platform or serving 
communion. (i.e. Readers, Altar Care, Communion Servers, Pastors, Worship Team, etc.). 

• Wear business casual shoes/sandals or clean athletic shoes. 

• While V-neck shirts are acceptable, please be mindful so as not to reveal chest hair or cleavage 
(sorry, just have to name it). 

• If wearing a shorter skirt or dress, also wear leggings or tights. 

• Undergarments should be inconspicuous, serve you well, and be covered by your pants, shirt 
or blouse (including straps on the shoulder). 

• To show concern for others, fragrances are not to be used on the platform, or while serving 
communion. 

• Please keep hats outside of the worship space. 

FINAL CHECK: 

Before you finalize an outfit for a service, be sure to do a final check. Raise your arms as high as you can 
and swing them in all directions. Look in the mirror and check yourself from all angles. Make sure that 
you are not revealing anything inappropriate. Make sure that your attire works well with all types of 
movement from all angles. 
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Welcome Ministry Leadership Team
Contact Information

Name Phone Email

Alderson, Jennifer (847) 323-9343 j4alderson@gmail.com

Alopogianis, Cheryl (847) 836-7704 calopogianis@hotmail.com

Belford, Nora (815) 236-0919 norabelford@gmail.com

Bruns, Scott (847) 922-2725 scottbruns29@gmail.com

Cranston, Don (847) 217-8073 dcranston@att.net

Haut, Dave (847) 951-9281 davidhaut@yahoo.com

Kardys, Chris (219) 688-9395 cjkardys@speedway.com

Koenig, Connie (847) 293-3363 Ywait2@aol.com

Kolodziejski, Mary (773) 640-6068 maredks@yahoo.com

Thorsen, Mike (630) 546-9036 tewks49@me.com

Walrack, Jamie (847) 710-1147 jwalrack@hotmail.com

mailto:j4alderson@gmail.com
mailto:calopogianis@hotmail.com
mailto:norabelford@gmail.com
mailto:scottbruns29@gmail.com
mailto:dcranston@att.net
mailto:davidhaut@yahoo.com
mailto:cjkardys@speedway.com
mailto:Ywait2@aol.com
mailto:maredks@yahoo.com
mailto:tewks49@me.com
mailto:jwalrack@hotmail.com


WELCOME MINISTRY TEAM 1 

SATURDAY 5 PM SUNDAY 9 AM SUNDAY 10:30 AM
*NEEDED* 

TEAM LEADER
JAMIE WALRACK 

TEAM LEADER
CONNIE KOENIG 
TEAM LEADER

COMMUNION SERVERS COMMUNION SERVERS COMMUNION SERVERS

Jeri Traub Jamie Walrack Mary Kolodziejski

Christine Reinger Connie Koenig

Amy Krempel

CONNECTION CENTER CONNECTION CENTER CONNECTION CENTER

Mary Ellen Jones Colleen Bagnasco Cheryl Sleeting-Smith

GREETER WELCOME 
CENTER

GREETER WELCOME 
CENTER

GREETER WELCOME 
CENTER

Ron Traub Kathy Stinson Scott Pruyn

Sofie Mae Stinson Debbe Lowe

GREETER VESTIBULE GREETER VESTIBULE GREETER VESTIBULE

Darlene Tomaszewski Gloria Jenson Christine Mathias

Mary Kolodziejski

USHER USHER USHER

Larry Johnson Jamie Walrack Ed Kolodziejski

Tom Jones Joe Bagnasco Scott Singleton

Charles Sprague Tony Laquet

COFFEE STATION (8 AM) COFFEE STATION REPLENISH COFFEE CLEAN UP

Dawn Davis Valerie Matthews

FAITHLAND CHECK-IN FAITHLAND CHECK-IN

Amy Krempel

5TH SATURDAY 5TH SUNDAY 5TH SUNDAY

July 31, 2022 July 31, 2022



WELCOME MINISTRY TEAM 2 

SATURDAY 5 PM SUNDAY 9 AM SUNDAY 10:30 AM
*NEEDED* 

TEAM LEADER
DAVE HAUT 

TEAM LEADER
SCOTT BRUNS 
TEAM LEADER

COMMUNION SERVERS COMMUNION SERVERS COMMUNION SERVERS

Cathy MacCoun Alisa Bruns

Christine Reinger Roger Lall

Mary Jane Stoner

CONNECTION CENTER CONNECTION CENTER CONNECTION CENTER

Darlene Tomaszewski Laura Martens Alisa Bruns

GREETER WELCOME 
CENTER

GREETER WELCOME 
CENTER

GREETER WELCOME 
CENTER

Joe DeVita Cathy MacCoun Joyce Sharlog

Roger Lall

GREETER VESTIBULE GREETER VESTIBULE GREETER VESTIBULE

Dan Martens Cyndi Columbia

Nathan Hyde

USHER USHER USHER

Larry Johnson Dave Haut Scott Bruns

Russ Reinger Robert Wolf

Bill Little Keith Sharlog

COFFEE STATION (8 AM) COFFEE STATION (10 AM) COFFEE STATION (12 PM)

Phil Heil Alisa Bruns

FAITHLAND CHECK-IN FAITHLAND CHECK-IN

Rosanne Haut

5TH SATURDAY 5TH SUNDAY 5TH SUNDAY

October 29, 2022 October 30, 2022 October 30, 2022



WELCOME MINISTRY TEAM 3 

SATURDAY 5 PM SUNDAY 9 AM SUNDAY 10:30 AM
*NEEDED* 

TEAM LEADER
MIKE THORSEN 
TEAM LEADER

CHRIS KARDYS 
TEAM LEADER

COMMUNION SERVERS COMMUNION SERVERS COMMUNION SERVERS

Bruce Ludwig Jaki Berggren

Mike Thorsen Jeremy Berggren

Jeri Traub

CONNECTION CENTER CONNECTION CENTER CONNECTION CENTER

Mary Ellen Jones Tara Little Theresa Lustig

GREETER WELCOME 
CENTER

GREETER WELCOME 
CENTER

GREETER WELCOME 
CENTER

Leslie Heredia Cheryl Sleeting-Smith

Lisa Ludwig

GREETER VESTIBULE GREETER VESTIBULE GREETER VESTIBULE

Darlene Tomaszewski

Darlene Tomazewski Nancy Rigby

USHER USHER USHER

Larry Johnson Jared Skorburg Jim Wiecek

Tom Jones Mike Thorsen Ron Traub

Charles Sprague Niklas Thorsen Chris Kardys

COFFEE STATION (8 AM) COFFEE STATION (10 AM) COFFEE STATION (12 PM)

Tara Little

FAITHLAND CHECK-IN FAITHLAND CHECK-IN

5TH SATURDAY 5TH SUNDAY 5TH SUNDAY

April 29, 2023 January 29, 2023 January 29, 2023



WELCOME MINISTRY TEAM 4 

SATURDAY 5 PM SUNDAY 9 AM SUNDAY 10:30 AM
*NEEDED* 

TEAM LEADER
JAMIE WALRACK 

TEAM LEADER
DON CRANSTON 
TEAM LEADER

COMMUNION SERVERS COMMUNION SERVERS COMMUNION SERVERS

Carri Helton Steve Kontos

CONNECTION CENTER CONNECTION CENTER CONNECTION CENTER

Darlene Tomaszewski Jamie Walrack Dana Ashmore

GREETER WELCOME 
CENTER

GREETER WELCOME 
CENTER

GREETER WELCOME 
CENTER

JoAnn Henrich Shelly Haley

Mike Henrich

GREETER VESTIBULE GREETER VESTIBULE GREETER VESTIBULE

Carri Helton Caprice Towne

Amy Cianciarulo

USHER USHER USHER

Larry Johnson Matt Cianciarulo Don Cranston

Michael Sheridan

Randy Kennedy John Kirnbauer

COFFEE STATION COFFEE REPLENISH COFFEE CLEAN-UP

Phil Heil Shelly Haley

FAITHLAND CHECK-IN FAITHLAND CHECK-IN

5TH SATURDAY 5TH SUNDAY 5TH SUNDAY

July 29, April 30, 2023 April 30, 2023
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