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Welcome Table Training



Welcome Table Training

� Rationale for the Welcome Table

� Supplies, setup and takedown

� Working the table

� Table Content Information

� Sign Up Genius



Rationale for the Welcome Table

� Welcoming guests does not happen by accident.

� Helping people feel welcome is the responsibility of the church, not the guest.

� Newcomer anxiety creates a heightened sensitivity in new people that causes 
every experience to make a greater impact on them than the same experiences 
would make an old-timers in the church.

� Newcomer anxiety causes new guests to form the bulk of a their impressions 
about a church within thirty seconds of walking in the front door. All the 
impressions are subconscious, but they are being made quickly nonetheless. 

� The end result of any contact is a feeling - positive or negative. - about your 
entire church.

� People stay in churches because of relationships. The welcome team creates their 
first relationship with our church. 

� If guests to our church don't think we are friendly we aren't.



Welcome Table Setup / take down

� Table will be in the vestibule before each Mass- depending on what 
else is going on after mass it could move, but should mostly be next to 
the office door. 

� Welcome table tote with supplies will be in the on the table in a clear 
box

� The contents of the Welcome Table have been downsized over the last 
two years
� Utilize the Lanyard advertising you are a “Welcome Table” volunteer

� Have ready the clipboard with paper for the ability to document any questions or concerns a visitor/ 
parishioner may have. 

� The last Mass of the weekend needs ensure any question/comments on 
the clip board are placed in the provided envelope into the office in-
box. Then pack up the Welcome Table tote and replace on table.



Working the Welcome Table

� Need to be at the table at a minimum of 15 minutes before each Mass and stay 15 
minutes after Mass

� Need to ensure table is set up and you have your name tag and lanyard on.

� Before Mass, stand in front of each of the main entrances into the vestibule, not 
behind the table. Move to the table as questions are asked. 

� Please walk around the vestibule to see where any drop off items should go and or any 
activities are going on. 

� Also, as an assistance to some guests, across the vestibule from the tv/welcome table area is the 
location where Missals and hearing assistance equipment is located. (just left of the bench)

� After Mass, it is acceptable to stand in front of the Welcome Table.

� Welcoming Rule: If you come within 10ft of someone, you need to greet them -
remember, you must be the initiator.

� Walk with people.  (Don’t simply tell someone where something is, walk them to it or 
find someone to do so for you.)

� Ask members and friends to move on, if they don’t have a question.



Answering Questions

� You are not CTR 511, it is okay not to know.  If you can, 
check out a copy of the announcements in Sacristy and/or 
look where drop off spots are before you start welcoming. 

� Have them fill out a question/comment card on the pad of 
paper if you do not know. Make sure they provide contact 
information. Place sheet into envelop in office in-box.

� Goal for table is not to be the one-stop question station, 
but to promote a welcoming atmosphere.

� Website URL is on the CTR General Brochure located on 
the shelf (in front of the window) between the chapel and 
the Bethany room. 



Tricks of the Trade

� Have FUN!!!!

� Treat this as you would any other job, it is your 
responsibility to greet the guests of Christ the Redeemer 
and make them feel welcome.  

� It helps to give yourself permission to “step” into another 
persons world as you greet them. Think about your first 
time in a new building/church/job etc. 

� Make good eye contact

� Smile!

� Ask a persons name and repeat it in conversation



Table Content Information

� New Parishioner Postcards (with dates) – on center 
shelf between doors in the vestibule.

� No registration forms, goal is to have them filled out at 
new Parishioner welcome

� Maps of the Church (not on table, but on wall next 
to the entrance)

� Question/Comment Card/Info clip boards



Working the Welcome Table
(Self Schedule)

� We self-schedule for volunteering at the Welcome 
Table

� We have found that it makes the most sense to have 
volunteers “jump” in work the Welcome Table at the 
Mass they attend.

� There is no need to sign up. Pick a weekend to 
volunteer or if you show up at Mass and see no one 
or only 1 person volunteering, jump in and help at 
the welcome table. It is preferable to have 2 
people (one for each door). 



THANK YOU FOR VOLUNTEERING!!


