Guidelines for the Connection Point

The Connection Point is a welcoming ministry that reaches out to newcomers, answers questions, and connects people to activities within the church. It is the second place where guests and members alike interact with an Advent representative on a one-to-one basis. It is important that those staffing Connection Point are familiar with the following items to provide the best hospitality in the morning. 

Remember to:

· Arrive by 9:30 for prayer point. This also gives you time to locate any materials you will need and to fill cups/kid’s bags.  
· Greet EVERYONE who walks in the door – especially guests. You are where guests and members go after they are greeted at the door to get a nametag. Make sure to greet them warmly and with a smile. “Welcome to Advent!” and “Good morning, it’s so nice to see you today!” are wonderful greetings that you can use – even if you already know the person. 
· Make sure everyone who arrives fills out and puts on a name tag. 
· Give any first time guests a loaf of friendship bread, the newsletter, and offer them an annual report. These can all be placed in an Advent Tote bag to also give as a gift.
· If guests have children: offer them a bag with Children’s Ministry info and goodies. Direct them to an Advent Ambassador (wearing a red Staff T-Shirt) who will help them sign their children in for Faith Builders. 
· Have the guests fill out the informational sheet. You might want to add additional notes based on your conversation. Put the sheets on the counter in the office. 
· Answer questions about programs, classes, and various sign-up sheets. If you have questions about Connect Groups or other sign-up sheets, please talk to a Pastor or an Advent Ambassador. Please make sure to ask before 9:45am as the pastors and ambassadors need to be in place to greet and answer questions from congregation members. 
· Collect money for class books and Upper Room devotionals. Place any money collected in an envelope and place in the drop box along the office wall. Make sure to mark what it is for on the envelope. 
· [bookmark: _GoBack]Restock the pamphlet carousel, candy dish, and ribbon basket. 
· Plan to stay at Connection Point for at least 20 minutes following worship while remembering that Faith Builders does not conclude until 11:10, which means families with kids may not reach Connection Point until 11:25 or later.
· Tidy up the space before leaving for the day.  

Thank you for serving!



