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GREETER PROCEDURES
1. Arrive Early and Be Prepared
a. Arrive 30 minutes prior to start of service.

b. Minimum appropriate attire for ushering is business casual. Jackets recommended.  Wear badge or name tag as provided. 

c. Familiarize yourself with all Grace ministries, programs, and upcoming events.  

2. Set up Greeter Table & Guest Books
Set up table with pamphlets, pens, stick-on name tags, event flyers and sign-up sheets if any, the Guest Book and podium. 

a. Position table near front steps in order to greet those coming from parking areas

b. Set out the podium and guest book opposite the greeter table
3. Stand near greeter table and welcome all coming in from parking lot.
a. Invite all newcomers to sign the Guest Book

b. Give them a “Welcome” pamphlet and color brochure of the church

c. If able, introduce them to another member of the church

d. Escort families to the Nursery or Sunday school and introduce the teacher(s)

e. STAY OUTSIDE 10-15 MINUTES AFTER SERVICE HAS BEGUN

4. After the Service

a. Return to the table and continue greeting and handing out information.
b. Introduce guests to parish priest
c. Invite guests to stay for coffee and fellowship in the Coach House

d. Re-invite them to sign the Guest Book

5. Before you leave the 10:30 service

a. Return pamphlets and handouts to office

b. Put table back
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