St. Andrew’s Presbyterian Church
Greeters Information Package

Main Door Greeters

Please note that there will be two main door greete and two ushers.
The greeters will help take up the collection but vl not count the money.

« Arrive at 10:00 am and put on your nametag locatgaur family folder at the Welcome Center.

- Ensure that there are working hearing deviceseaMain Door Entrance. If there are problems with
these devices, ask the sound person in the batoaassist you.

- One of the greeters should stand in the Main Dodrdfice area and greet the incoming people. The
other greeter should be in the vicinity (but notre front door) to engage in further conversation,
especially with newcomers and visitors.

« Newcomer kits will be on the shelf and please gineskits to newcomers/visitors, if appropriate.

- The two ushers in this area will give each persmngte a bulletin and assist persons to their pews.

+ Assist people with location of coat rack, locatarestrooms, assist with hearing devices, large
print Hymnbooks, etc.

« After the first hymn, one of the greeters shoutzselthe exterior door and stay in the Main Door
Entrance area. If it is hot, leave the door opeimjarove airflow.

« If latecomers arrive, assist them with locatingeavpn the area and ensure that they have a bulletin

- If Communion is occurring, assist the servers witety enter this area from the Sanctuary.

« Both main door greeters will assist the two ushellect the offering

- After the sermon and the Hymn that follows havenbemmpleted, prepare to collect the offering.

« After the Minister announces that the ‘Offering vmibw be received’, proceed down the aisles in
pairs - 1 pair down each aisle.

« Proceed to collect the offering - 1 pair to starthe Transepts, on either side proceeding down the
outside pews of the main body of the church. If {erl that the Offering Plates are getting full,
prior to proceeding down the outside pews, exchéng®ffering plate with an empty one, placing
the offering plate on the Communion table (or ampledestals if the offering table is full with athe
items) The other pair - proceed down the main eébwdy of the church, allowing the offering plate
to be passed along the pew to be received by tis@epen the opposite side.

« Proceed and meet in the back of the church.

- The offering from the balcony is usually collectadthe sound person or others and should be
placed in one of the offering plates that are bhbug the back of the Sanctuary.

- Wait until the music has stopped and the musicdoeiving of the Offering has started. Proceed
down the aisle, one pair on each side, to the fbtiie Sanctuary, wait until the music has stopped
and the prayer has been said. Place the offelatggpon the Communion table. (If the Communion
table is in use, place the plates back onto thegiats.)

- Remain in the Main Door Entrance area after theiegropening the door at the end of the service.

+ Introduce any newcomers/visitors to the ministet eavite them and, if possible, take them to the
coffee hour. Introduce them to other people.

« Return your nametag to your family folder at thelt®@eme Center.

***Familiarize yourself with the fire escape plan
and assist all people to safety in the event of ad. ***
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