EEEEEEEEEE




Thark yeu!

We are so gr0+e1(u| that you have chosen fo partner with us at The
Message. As a Campus Team member, you have the unique
opportunity fo create o We|coming environment and guest experience for
every person who attends our church. Think of your role as being the

“l’WOS'I'” OI’]CI Tl’]@ MQSSOgQ S your “home.u

At The Messoge, we encourage peop|e fo engage with us in three ways:

be|ong, grow, and serve. When you step info this serving role with the

Compus Team, it is an act of obedience to carry out the work and
ministry, |oig and small that God has p|ormeo| for you and this church. 1

Peter 4:10 says, ‘Each of you should use whatever ghCJr you have received

to serve others.” When we serve, God chonges the peop|e we minister

TO Oﬂd HQ Chonges Uus.

This handbook is designed as a resource to he|p you In your serving role.

Within its pages you | find both gener0| and spechcic information that is

OppliCOb'Q To QH Compus Team members.

W hile the goo| of this handbook is to provide you with an undershnding
of the mechanics and procedures for your role, please keep in mind that
the way you engage with other feam members, your feam leader, and
guests is higHy valuable and will last much |onger than all the functional

assistance you provide. | et what you do flow out of who you are in

Christ.



Guidelives & Pyecedunes

SUNDAY SCHEDULE

- ach Sunday morning, the Compus | eader will host a team meeting in

the kitchen orom oHy at 9:00am for first service and at 10:35am for the

second service. | his is a time to encou rage team members, share details

about what needs to be Occomphs hed, and to oray Jrogeﬂwer for each

other and for everyone who will attend The Message that o|0|y. Please

oe prompft fo this meeting. Compus team members need to be in p|c1ce

before the first guests arrive, so it's important that the meeting begins

and ends on time.

COMMUNICATION

- ach week that you serve, you will receive an email reminder from your

team leader via P|onning Center Online with the schedule and any
additional details for the upcoming Sundoy. Please be sure to look for
this email ano respond in Jrime|y manner. If you use a smart phone or
tablet device, download the P|O|rming Center Services App for
streamlined reminders ano responses. f you have any questions spechcic
to the Sundoy you serve, p|eose contact your team lecader or the staff

member over your drea.

STANDARDS AND VALUES

Every Sunooy s someone's first Sundoy. Campus teams create excellent

environments that exceed the guests expectations of hospiJrQthy.

Through our actions and interactions with our guests, we disp|0y the
love of Jesus and introduce them to a church that the unchurched,

dechurched, and overchurched love to attend.



OUR TEAM MEMBERS ARE:

e Committed to our vision to love God, love people and make o|isci|o|es.

e Consistent with attendance and arrive orepared fo serve.

o ?esponsiHe to find a substitute in their absence.

o —|ospi+ob|e and strive fo exceed the expectations of our guests. We

smile, make eye contact, initiate the "Hello” and walk guests w ho

need directions to their destination.

e Humble and serve with passion, excitement, and anfticipation of what

God is going to do.

e Intentional, CI|WCIyS |ool<ing for ways to connect Jrhrough persono| acTs

of service (e.g., if guest is coughing, get him water).

OUR ENVIRONMENT IS:
e Comfortable

® ne

® ne

e | he Jrempercfru re is p|eo|sing.

oui|o|ing is safe and secure.

furniture is useful and the seating is comfortable.

e All areas are neat and in order (e.g. extra boxes out of sigh’r, pens

Oﬂd

handouts in nice containers).

o All volunteers should COHS+OH+|y scan the floors for trash or spi||s.

e Clear directional signage is effective and visible. Every areq is

c|eor|y marked (e.g. Nursery, Kids, Checkin).

REMINDERS

e Know the location of all the ministries, restrooms, checkin areas, etc.

e Your children may assist you w hile you dre serving if their age

coermits them to assist, not distract, you.
e Be on time to the team meeting.
o Limit fime spenf Jro”dng to friends and/or fexting w hile serving

oecause it may distract you from noticing first time visitors.



The Worship Center

is where Week|y main services are held af 9:30am and 11:00am. It is accessible via
the south sidewalk or Jrhrough the kids area door, however, we'd ask on|y parents

and teachers to use this ho”woy.

The Foyer

is attached to \)\/orship Center and is a p|0|ce for visitors to connect with the

Welcome Team to receive information and o ghar from The Message.

Be|ong Center
is located at the back of the Worship center . This is an area where visitors and
regu|0r attenders alike can come after service to purchose Message SWaQ (T's, hats,

gedr) or receive a visitor gh“r. They can also join The Message and sign "the book".

Next S+eps Room
is located off the back of the Worship center. It is manned loy the orayer team to
respond to those who need prayer, spiri+uo| guidance, to make o spiri+uo| decision, or

to find a serve opportunity or small group.

Rooms 7 and 8

are located in the ha”woy between the Worship center and kids area. These are

multifunctional spaces used mosHy for small group gcﬁherings.

Kids Area
is located on the north end of the bui|o|ing and is accessible by the north sidewalk and

entrance. Messoge Kids provides excellent programming and care at both the 9:30
and 1lam services. Doors to the kids area will remain locked for the SCﬂ(€+y of the

children during all services.



(AkIuS TEAk beEscrirmnding

CART TEAM

9:00am Campus eams meeting in the kitchen

First Service Schedule:

9:10am Be in your cart ready to serve

Second Service Schedule:
10:535am Compus Teams meeting in the kitchen

10:45am Be in your cart ready to serve

11.15am Return cart to shed and lock up. Place keys in kitchen drawer

Ob@'@d llmOﬂUCJ'S”.

Our WIN is to be available to he|p fransport peop|e to the |oui|o|ing

before fhey even k now Jrhey needed or wanted he|p.

We do this |oy:

: A|Woys using a radio to communicate with the porking team.
. ConerOnHy Circ|ing the porking ot iden’rh(ying those who need

assistance (e|der|y, sing|e moms, disabled, etc.)

nviting people to ride with a smile and Frieno”y conversation.

. <eeping sonce"y first (encou rage children to ride up front, drive s|ow|y,

take turns genﬂy.)

0 <eeping carts clean and reporting any mechanical or cosmetic

deficiency to the campus feam lecader or staff.



(AkIuS TEAk beEscrirmnding

USHER TEAM

9:00am Compus Teams meeting in the kitchen

First Service Schedule:

910am Be at your post recdy to serve

Second Service Schedule:
10:35am Compus Teams meeting in the kitchen
10:45am Be at your post reody to serve

Our WIN is to be the epitome of hospiJrothy to individuals and families

sitfing in your section, and to create real authentic re|0+ionshi|os with

those peop|e.

We do this |oy:
: Arriving before Sunday services to be the first to greet peop|e in the

Worship center.

: \/]Q<ing a face to face introduction with anyone you don't know.

nviting anyone who is a visitor fo sif with you, SO Jrhey don't sit alone.

* Learning the names and lives of those around you.
. ConJraching peop|e from your section who have missed more than two
weeks to simp|y say, "We've missed you, and | wanted to check in to

make sure evererhing is o rithr.”

* Reporting prayer or pQS"oro| needs of those in your section to the
church staff.

» Connecting people with each other so they form actual friendships.
(i.e. Bonnie and Suzie seem like Jrhey'd rea”y get O||ong. Introduce them

and encou rage them to engage in conversation or sif JrogeHwer.)



(AKIUS TEAK DESCRIFTIONNG

BELONG TEAM

First Service Schedule:
9.00am Campus Teams meeting in the kitchen

910am Be at your post reody to serve
Post service- Return to the Be|ong Center and remain until the next

volunteer arrives.

Second Service Schedule:

10:35am Campus Teams meeting in the kitchen

10:45am Be at your post ready to serve

Post service- Return to the Be|ong Center and remain until the sanctuary

is c|eoring out. QuicHy Jrio|y the area before you go.

Our WIN, in ALL interactions, is to he|p individuals take their next step

in connecting fo The Message and to outfit them in Messqge swqgl

We do this |oy:

» Being ready and available before and after the service at the Belong
Center.

. S+ono|ing com(idenﬂy with a smile that SAYS, "Come talk to mel

. Se”ing Messoge SWag using the square device.

» Engaging with first time visitors and giving them @ gh“rs in exchomge
for a welcome card.

» Engaging with peop|e who are reody to be|ong to The Message |oy

he|ping them sign "the book" and fill out a contact card.

. Co”ecﬁng information from individuals who would like to begin

serving or join a small group.



(AkuS TeAk beEscrirmnding

COFFEE TEAM
Ist SERVICE

Schedule:

8:30am Brewers arrive and begin preparing coffee.

9.00am Campus Teams meeting in the kitchen

9:10am Be ot your post reody to serve

9:35am Make sure evererhing is set for the next service: coffee made,

supp|ies stocked, trash picked up

Our WIN in all interactions, is to bring comfort and {Qmihorier to the
Sundcy morning gueer experience with delicious beveroges and warm,

Frieno”y interactions.

We do this by:

: Serving fresh, hot coffee and cold beveroges.
. Keeping the serving area clean and free from clutter.
: SJrocking the refrigerOJrors with soda and water as needed.

. <eeping sanitation in mind when homo”ing food and beverages.

. <eeping the kitchen area cleaned up from any spi||s or messes. Give it
the white g|ove treatment

. l\/onijrormg inventory (sugor, sweetener, creamer,

napkins, stirrers, coffee, filters, sodas, waters, etc.) and 0|er+ing the team

leader when more is needed.



(AkIuS TEAK beEscrirmding

COFFEE TEAM
2nd SERVICE

10:35am Compus Teams meeting in the kitchen

10:45am __io|y the serving areo and restock creamer/sweeteners as

needed. |—omg around the beverdge center to greet peop|e as Jrhey get

refreshments.

12:10pm Return after the service to empty leftover coffee, take out the

trash, and wipe down the area.

Our WIN in all interactions, is to bring comfort and deihari’ry to the
Sundqy Morning gueer experience with delicious beveroges and warm,

{riencﬂy intferactions.

We do this |oy:
: SJrering neorby the bevemge center to greet individuals as Jrhey

arrive.
. Serving Fresh, hot coffee and cold beveroges.

: <eeoing the serving area clean and free from clutter.

. <eeoing sanitation in mind when homo”ing food and beverages.

» Keeping the kitchen area cleaned up from any spi||s or messes. Give it
the white g|ove treatmentl

- Monitoring inventory (sugar, sweetener, creamer, naopkins,

stirrers, coffee, filters, sodas, waters, etc.) and o|er+ing the team

leader when more is needed.



(AKIUS TEAK DESCRIFTIONNS

PRAYER TEAM

First Service Schedule:

9:00am Campus Teams meeting in the kitchen
:10am Meet \)\/orship Team in Next Steps to pray for service, then

remain or prayer walk the campus

Second Service Schedule:

10:35am Campus Teams meeting in the kitchen

10:45am Head to Next SJreps or prayer walk the campus

At the end of each sermon, the pastor will direct peop|e To respond. As
soon as he begins giving those instructions, |o|eose come forward to the

p|o+1corm and orepare to meet peop|e for prayer.

Our WIN is to give God oriority and invite His presence and movement

N our |oui|ding and congrega’rion.

We do this |oy:

. 3@ing prepared spiriJruc:Hy, merﬁa”y and emoﬁona”y.

- Praying for people's needs, and making notes in the prayer journal so
we can continue praying for them.

. Guiding conversation in a way that is encouraging, up|i10ring, and
points them direcﬂy to the Lord.

o |f faced with a situation that requires follow up from the staff, do

your best to encourage ano goJrher enough information for the
pas+orq| staff to follow up. Record contact information and your notes on

a We|come CCH’CI Oﬂd p|OC€ N Jrhe oﬁcering bOSk€+S.



(AU TeAM bESCKIrmeinS

PARKING

9:00am Compus Teams meeting in the kitchen

First Service Schedule:

9:10am Get to your post and be reody to serve

Second Service Schedule:
10:35am Campus Teams meeting in the kitchen

10:45am Get to your post and be ready to serve

Our win in ALL interactions, is to initiate with a warm welcome, deliver

clear directions, and provide assistance as needed.

We do this |oy:

. Weoring a sonceer vest and using d radio.
. Smi|ing and waving at cars as Jrhey arrive and depqr’r from the

porkmg lots. As the main lot gets full you may begin direcﬁng peop|e To

the south grove| ot or the north grave| ot

: Meeﬁng people af their cars and escorting them to the doors with an

umbrella when there is orecipitation.
.« Alert peop|e who may need assistance to the doors that the cart will

circle around anc pick them up. Radio the need to the cart drivers.

o Remoining in place until 15 minutes after the service begins.

. Smi|ing! Though our porking lot is small it is also far from our

|oui|o|ing, so consider you rself the first greeter guests will encounter!

Precipi+o+ion Reminder:
» There are goh( umbrellas in the kitchen for assisting peop|e.
o If rain persists to the end of the service, |o|eose offer he|p as needed.

« W hen you are done serving, o|ry umbrellas before |eo|\/ing them.



(AkuS TEAk bEscrirmding

GREETERS

9:00am Compus Teams meeting in the kitchen

First Service Schedule:

9:10am Be at your post reody to serve

Second Service Schedule:
10:35am Compus Teams meeting in the kitchen

10:45a0m Be at your post ready to serve

Our WIN, in ALL interactions, is to make each person feel valued with

a sincere greeﬁng, ® {riencﬂy presence, and personohzed assistance.

We do this |oy:

0 Greeﬁng our guests af the exterior doors and sidewalks with a smile.
g Being on the lookout for first time gues+s—peop|e who don't look

comfortable or who have the "Where do | go?" look on their faces.

: Engoging in conversation with first time guests and taking them

exacHy where Jrhey need to go. Never “poin’r" guests in the right direction.

. |—O|ving positive |ooo|y anguage: smi|ing, making eye contact, erqnding

with good posture (arms unfolded and |ooo|y open toward gueers.)
» Greet those who arrive eor|y and invite them to enjoy coffee while

WoiJring for service to oegin.

° SJroy in position until 15 minutes after the service begins to

assist late comers in finding seqfts.

W hile you dre serving:

: <ee|o the bulletins and other materials orgomized.

« Hand out whatever orint material is on the buffet.



(AkIuS TEAk beEscrirmnding

TEAM LEADER

First Service Schedule:

:45am Arrive and greet team members as Jrhey arrive

9:.00am Campus leams meeting in the kitchen

9.10am Float around campus checking in and encouraging volunteers

Second Service Schedule:
10:35am Campus Teams meeting in the kitchen

10:45am Float around campus mecking in and encouraging volunteers

11:15am Leave any notes for The \/lessoge staff regording inventory
needs, persorme| concerns, etc. in the Compus Team no+epoo| in the

manuals drawer in the kitchen.

Our WIN is to streamline the Sundoy morning experience for guests

and volunteers, unh(y campus teams, and lead our volunteers poerorQHy.

We do this |oy:

. l\/oniJroring p|omning center scheduhng responses and ensuring a full

staff each Sunday morning.

. A|Woys arriving on fime.

. Greeﬁng campus team volunteers with a smile ano genuine
conversation.

. Leqding the Sundoy morning meetfing fo encourage, equip and oray
for your teams.

. Modehng oqueronding care for guests and team members.

. Tracking inventory ano persorme| needs so staff can respond sthHy.

. Growing re|o+ionships with the individuals you ead.

: SJroying in close contact with The \/lessage staff.



