Welcome Training
Two training sessions to encourage and inspire
welcome in local church
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INTRODUCTION TO THE COURSE
Whether you are the course facilitator or a participant, you are probably doing this course because you are
aware that you, as a member of the Church, have the privilege and the responsibility to offer a friendly and
hospitable welcome to newcomers who come to our churches. The course is for anyone and everyone –
there is always more we can learn to ensure that our ministry of welcome is the best that it can be.
However, people who might have a particular interest in it will be church wardens, sidespeople, a
Welcome Team and the PCC. It aims to help us to think not just about how we greet people at the door,
though that is important. Welcome is a much broader topic – it starts even before the person has left their
home, continues with how our building offers welcome and then of course is about the friendliness of the
people and the experience newcomers have when they are in church.
This course is 2 sessions long, and each session will last about 90 minutes, including time for coffee.
However, the course could be done in a long morning, or a church might choose to take a whole day
looking at the issues, using one session in the morning and the second after lunch. The sessions will be a
mixture of listening and discussion. The discussion is important – we learn from one another, and each of
us has a wealth of experience which we can bring to the session – we probably all know what it’s like to be
welcomed, or to feel unwelcome! For each session you will need to bring your course folder and a pen or
pencil to make notes. You will also need your Bible for session 1.
Session 1 looks at the ministry of welcome before we even meet the people coming to church and explores
how we can best use our communications and buildings to provide a sense of welcome.
Session 2 focuses on the people who are offering the gift of welcome and considers how we welcome
people before, during and after services.
There is a page for Reflection after each session for everyone to fill in. This is optional, but will help you to
reflect on what you have covered – and that helps us to remember what was most important for us.
We hope that by the end of the course you will feel more confident about offering a warm welcome to
newcomers and have some new ideas about improving your church’s ministry of welcome. If you would
like to do other courses on this or any aspect of Christian ministry and discipleship, contact the diocesan
office who will be able to advise on what is available.
The course was originally developed by Revd Jeanette Gosney who based the course on material provided
by Sharon Cooper, Diocesan Ministry of Welcome officer for Hertford Archdeaconry and Katrina Nice, a
welcomer at St Mary the Virgin, Baldock. We all hope that you find the material helpful.
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GUIDELINES FOR LEADING A SESSION
The two sessions: the leader’s role
Fairly detailed outlines of the content of each session are provided. These include suggested ways of
covering the material, with some possible answers, and indications of timings. Sessions are often quite full,
so a key role for the leader is to ensure that the material is covered if at all possible and to keep the group
moving, while still allowing space for discussion.
How the material is covered will depend on the size of the group and on the people in it, but ideally there
should be opportunity for pair/group work as well as having the whole group together. People learn in
different ways, so a mixture of leader’s input and discussion, plus practical exercises and looking at Bible
passages will help everyone to engage.
Some people will expect the leader to have ‘the answer’. There is often no ‘right answer’ – so the leader
does not need to feel they have to have one! More important is that the leader facilitates the group’s
thinking, helping people to draw on their own experience and to learn from one another. This is the
purpose not only of the sessions themselves, but also of the Preparation and the Reflection done before
and after each session. The Preparation and Reflection elements are therefore integral to the course, not
an optional extra! The following pages show you what the participants are being asked to do for their
Preparation and Reflections.
The course is specifically Christian, so each session opens with a simple prayer and closes with the grace or
another short prayer. This may be led by the leader or a group member, as seems appropriate.
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FACILITATOR’S NOTES - SESSION 1: FIRST IMPRESSIONS – THE PLACE OF WELCOME
AIM: To explore how we can best use our communications and buildings to provide a sense of welcome
By the end of this session you will have:
• discussed a biblical understanding of the ministry of welcome
• discussed a definition of ‘welcome’
• explored welcome in contexts other than church
• thought about how our church communications offer the message of welcome
• discussed best practice for welcome relating to our church buildings.
1. Welcome, introductions and prayer (15 minutes)
• Welcome everyone (!) – thank them for coming and briefly outline the purpose of the course.
• Introduce yourself (if necessary) and make sure everyone knows everyone’s name (don’t assume
everyone does, even if everyone if from the same church). You could do this by asking them in pairs
to tell their partner their name and one thing they are hoping to learn from the course. Then ask
each person to introduce their partner to the group and say what they are hoping to learn from the
course.
• Prayer – pause for a moment of prayer, offering the time to God and asking for God’s guidance as
you think about the ministry of welcome in your church(es).
2. What is welcome? A bit of theology! (15 minutes)
• Hospitality in the Bible – an injunction to all. Ask the group to look up these verses.
o Romans 12:13 – Practise hospitality.
o Hebrews 13:2 – Keep on loving each other. Do not forget to entertain strangers, for by doing
so some have entertained angels unawares.
o Matthew 25:35 – For I was hungry and you gave me something to eat, I was thirsty and you
gave me something to drink, I was a stranger and you invited me in.
• Jesus’ example. We model to others what God models to us – love, acceptance, a place at the
heavenly banquet table. All are included, irrespective of social class, gender, age, colour etc.
o Ask the group to think of times when Jesus demonstrated this acceptance of all people
(lepers, demoniac, fishermen, women, Samaritan, tax-collectors, Roman soldier etc).
o With whom did Jesus eat? Again, ask the group to think of examples. Eating is a social
activity which binds us together and is a statement about belonging and acceptance.
• The prodigal son (Luke 15:11-23). You may not need to read the passage as most people know the
story, but ask the group to think about it. What does it say about unconditional welcome?
3. Defining welcome (5 minutes)
• A dictionary definition: to salute with kindness; to receive and entertain hospitably and cheerfully.
• Discuss this definition with the group briefly. Can they come up with their own definition?
4. Offering and receiving a welcome: what makes it a good or bad experience? (15 minutes)
• Invite group members to list what made a good experience and what a bad experience of welcome
based on their answers to the Preparation questions 1 & 2. (You could list their answer on 2
columns of flipchart.)
• Draw out from this some of the essentials for welcome – and the things to avoid!
• Invite the group to think and share about how it feels to go into a new or unfamiliar place – e.g. a
different pub, a hotel/campsite on holiday, a new school/college/university or new leisure/gym
club or organisation. How do they feel before? What are their anxieties? (what to
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•

wear, who’d be there, where to sit, which direction to go in, feeling lonely, out of place….). What
would make it easier? (Going with someone – or meeting/seeing someone you knew, information
beforehand, someone showing you where to sit…)
All this helps us to think about how it might feel for the newcomer to church – and begins to help
us to see how we might offer a good welcome. So now let’s be specific and think about the church
context.

5. Our church communications and church building (20 minutes)
• This section thinks about communication and the building itself as a place of welcome (we will
come on to think about the people next session).
• From what we’ve said in the previous section, what aspects of (a) our church communications and
(b) the church building and grounds do we need to think about to make it as welcoming as
possible? You could ask them to buzz ideas in pairs for 5 minutes, and then come back together
again in plenary. If people have visited other churches, invite them to feed in their experiences of
those churches in this part of the session. Draw out the following (flipchart might be helpful):
o Welcome starts long before the greeting or a word is spoken. You have 5 seconds to make a
good impression – and it may well start before the new-comer has left the house!
o Communications
§ Website – it is up to date? How can people be sure what service they are coming to
and when it starts? Do you know how many hits you’ve had?
§ Do you use your ‘A Church Near You Page’? (Every Church of England church building
has one…even if they don’t know it).
§ Do you use social media (Facebook, Twitter etc) and/or a parish magazine? Is it
accurate?
§ Notice-boards – are they up to date or tatty with faded posters, rusty drawing pins
and out of date notices?
§ Other signage – Are there lots of ‘do not’ signs (do not walk on the grass, do not let
your dog foul the churchyard’ etc?) Try to use the positive – and a please or thank
you can help! Do signs use in-house ‘jargon’ (e.g. Please use south door.)? What
might be better (‘Entrance this way’ with an arrow.)
§ Other publicity – is there a logo/strapline/font/mission statement common to all the
church’s material?
o External facilities
§ Churchyard/grounds – are they well kept? Grass mown? Litter? Broken bottles?
§ Car parking – if there is any, is it clear where and how to get from the car park into
the church? If there is not car park, can the church help ‘strangers’ with parking in
any way?
§ The porch – How clean/tidy is it? Could it be changed in any way to make it more
welcoming? Are people faced with a heavy door as they enter the porch? Or is it
open/ajar? Are there steps to negotiate – is it user-friendly for those who are
mobility impaired?
§ General access – if the church is usually kept locked, is it clear how to gain access?
How far away is the keyholder?
o Inside the church
§ Is it warm? Clean? Well-lit?
§ Are there signs to the toilets (if there are any) so that people don’t have to ask?
§ Are the books/leaflets etc used during the service clean/well-presented – or old and
tatty?
§ Pews/chairs – accessible? Comfortable?
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§

How is the collection taken? Some churches have a plate at the back as you enter –
how is this indicated?; others have an open plate (this can be embarrassing for those
who have come unprepared): a collection bag might be better.

6. Summing up (10 minutes)
• Draw all this together – we’ve thought only about communication, the building and practical
aspects – nothing about the actual welcomers! (Remind them that that comes next session.)
• Give the group time to consider what (if anything) they want to do about their church in the light of
the discussions. Do things need to be taken back to the PCC? Will someone take a particular task
on? (This will vary depending on the nature of the group – if it is a general group with
representatives from several churches it will work differently from a group from a single church.)
7. Ending (5 minutes)
• Remind the group to complete their Reflection questions
• Close with thanking them for their contributions and the grace.
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PARTICIPANT’S NOTES - SESSION 1:FIRST IMPRESSIONS – THE PLACE OF WELCOME
AIM: To explore how we can best use our communications and buildings to provide a sense of welcome
By the end of this session you will have
• discussed a biblical understanding of the ministry of welcome
• discussed a definition of ‘welcome’
• explored welcome in contexts other than church
• thought about how our church communications offer the message of welcome
• discussed best practice for welcome relating to our church buildings.
1. What are you hoping to learn from this course? Do you need to make a note of any names of people?
2. What is welcome? A bit of theology!
•

Hospitality in the Bible – an injunction to all.
o Romans 12:13
o Hebrews 13:2
o Matthew 25:35

•

Jesus’ example.
o Times when Jesus demonstrated this acceptance of all people
o With whom did Jesus eat?

•

The prodigal son (Luke 15:11-23).

3. Defining welcome
•

A dictionary definition: to salute with kindness; to receive and entertain hospitably and cheerfully.
Do you have other ideas?

4. Offering and receiving a welcome: what makes it a good or bad experience?
•

What makes a good experience and what a bad experience of welcome?
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•

How does it feel to go into a new or unfamiliar place?

5. Our church communications and church building: what helps and hinders welcome?
•

Communications

•

External facilities

•

Inside the church

6. Summing up: What do you want to do about your church in the light of the discussions?
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Reflection
Ask yourself the following questions and jot down your answers.
1. What was the most important thing I learnt about hospitality and welcome?

2. What do I think our church does (a) best and (b) not so well from what was discussed about welcome?

3. What am I going to do or seek to change as a result of this session?

4. Is there anything I want to follow up or find out more about? If so, how will I do that?
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FACILITATOR’S NOTES - SESSION 2: MAKING CONTACT – THE PEOPLE OF WELCOME
AIM: To consider how we welcome people before, during and after services
By the end of this session you will have
• discussed how best to welcome people on arrival
• identified potential parts of a service where welcome is important
• explored how to offer welcome after the service
• considered how to develop the ministry of welcome and perhaps form or review an existing Welcome
Team
1. Welcome, prayer and recap (5 minutes)
•
•
•

Welcome everyone back and open in prayer
Briefly remind everyone of what was covered last week and perhaps pick up on what they might
have noted in their Reflections (e.g. does anyone have any queries? What did they find most useful
or important?)
Outline this session – 3 main parts (before, during and after the service)

2. Looking at ourselves as ‘welcomers’:
A. Arrivals – before the service (20 minutes)
•

Ask group to work in 2s/3s and to make up a scenario which demonstrates an example of bad
practice/what shouldn’t happen when someone arrives in church. Give them 5 minutes, then
encourage them to act it out for the group (or if they prefer, to explain what they had thought of.)
• From this draw out good practice, e.g.
o Be aware that there can be different ‘types’ of visitors: e.g. regular and frequent members
of the church, infrequent attenders of the church, those arriving a bit fraught for various
reasons (missed breakfast, children not happy, car broke down on the way to church, etc.),
regular church-goers on holiday; people with significant pastoral needs (bereavement,
illness diagnosis); people wanting child baptised/to get married; complete newcomer;
‘returner’ after some childhood attendance. Don’t make assumptions! Do be sensitive and
think about what you say as they enter so that you don’t embarrass them.
o Eye contact/smile (don’t have your back to them because you’re sorting out the books – so
make sure you’re there early enough to have books prepared!)
o How we offer books, service sheet, explained the words are on the screen, etc – with a brief
explanation if necessary. Are large print copies available?
o Indicating where to sit – anywhere? Point out someone they could sit with? Next to another
designated ‘welcomer’ (do these people wear badges?)? Someone of similar age?
o If there is a child(ren) – don’t ignore the child(ren). Check adults know where toilets and
other children’s facilities are, and perhaps where they might feel most comfortable sitting –
e.g. near the play area. Explain if/when children go out/come back in the service and ensure
they are given the choice of joining in with existing groups/crèche etc.
o If there are frail or disabled – would they like Communion brought to them?
o Don’t stand chatting to someone and just give newcomer the books! Welcoming is much
more than ‘giving out the books’.
o Don’t get into a long conversation with the newcomer – there’s time for that afterwards.
o The person in the pew – at least smile and say something to the newcomer (no need for a
long conversation).
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•

Try to list some good phrase/sentences that might be used (or use the optional handout which has
some examples and add to it).

3. Looking at ourselves as ‘welcomers’:
B. During the service (20 minutes)
•

Some things are beyond the immediate control of the welcomer, but affect the overall feeling of
‘welcome’, e.g. the sound system doesn’t work or the service can’t be heard (if there is a loop
system, is that obvious for the newcomer?); the pews are uncomfortable. Can the group think of
others? The church needs to consider these as part of its ministry of welcome.

•

There are certain places in a service which often highlight someone’s ‘newness’ or unfamiliarity
with the service/church (remember, even regular church-goers may be uncertain of what this
particular church does. Those who haven’t been to church for some time will be even more
uncertain.) The welcomer sitting next to the newcomer needs to be alert to these potential
moments of uncertainty. Discuss each of the following briefly.
o General awareness – are they OK with finding where they are in the liturgy/hymn book etc?
Do they need a bit of friendly guidance? (NB The service leaders also need to consider how
clear their directions are – page numbers, colour of leaflet being used etc – can be done
without being intrusive.)
o The Peace – often a daunting experience for the newcomer. If the Peace is shared, the
welcomer should ‘model’ this to the newcomer by sharing the Peace first with them and
then indicating that they can share with others. Be aware of the newcomer if the church is
one where there is a 10 minutes sharing of the Peace with everyone – explain this to the
newcomer and don’t leave them standing alone! Hugs are probably not appropriate!
o Going up for Communion. Encourage people to go up and make sure they know which way
to go, and whether it’s OK not to kneel etc. Is there gluten free available? Alcohol free wine?
(This may be explained by the service leader.) Is it made clear that they can go up for a
blessing – do they need to take a book to indicate that (again, the leader can make that
clear). If they are elderly – has someone given them the option of receiving in the pew (may
need to alert someone before the service of this.)

4. Looking at ourselves as ‘welcomers’:
C. After the service (20minutes)
•

This is as crucial as the initial welcome – will people leave with a final ‘good’ feeling (even if not
everything was ideal earlier)? Fact: people who make 7 significant relationships during their first 3
visits are more likely to stay. What policy does the church have for ensuring people are not just left
in the pew at the end of a service: this is everyone’s task, not just the welcomer’s, though the
welcomer may take the initiative. Invite the group to refer to their answers to the Preparation
questions to draw out the following:
o Say something to the newcomer. Don’t start chatting to a friend and ignore them. (Could
have ‘3-minute rule’ – everyone tries to talk to someone they don’t know/is new for the first
3 minutes!)
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o Invite them to coffee if it is being served. Take them to it and ensure they have what they
need.
o Introduce them to one or two others (so make sure you know their name!), perhaps people
of similar age or interests if you have discovered these. You don’t have to stay with them –
but keep an eye of them so they don’t get left standing alone.
o Conversation – don’t offer an inquisition, but do show interest in them – their interests,
where they live etc. You may well discover why they’ve come - may be they are new to area,
have seen Alpha course advert, just bereaved, planning wedding, want child to get into
school…) Ensure you respond with acceptance and offer appropriate follow-up (e.g. do they
need to see the vicar or youth worker/children’s leader or choir/band leader?)
o Does the church have a ‘welcome pack’? What information can you give the newcomer to
take away – parish magazine? Details of church activities?
o Is there a card you can give them which they can fill in to leave their details if they wish?
Where should they leave it? Can they post it (where to?)
o Will you recognise them if they come back? Do you need to make a note of their name?
5. What next?: Reviewing the church‘s ministry of welcome (10 minutes)
•

Give people the opportunity to think about what needs to happen in their church as a result of
what has been discussed. If you want to (and this will take more than ten minutes) you can use the
resource that is part of the ‘Mission Tree’ tool developed by the Flourishing Churches Team. You
can find it here: https://bit.ly/3uIW21S

In particular, two key issues:
o How can the church encourage everyone to be part of the ministry of welcome? Does the
church want to think about running this course again for more people? Or doing the
‘Everybody Welcome’ course?
o Does the church have a Hospitality/Welcome Team? (not just sidespeople, although they
are part of it). There is a handout with suggestions for setting one up or developing the
existing sidespeople’s practice and a sample leaflet for ‘welcomers’ which could be
distributed.
6. Ending (5 minutes)
•

Remind the group to complete their Reflection sheets (essential if they want to use the session
towards an Equipping God’s People Award – you may need to explain this briefly or give them the
Award leaflet to read at home. You will also need to sign their attendance record sheet if they want
an Award.)

•

Close with thanking them for their contributions and the grace.
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HANDOUT 1 - SESSION 2
Setting up a Welcome Team: Some Guidelines and Questions to consider
1. A Welcome Team will have different roles – and therefore require different personalities. It is important
to try to match the role with the appropriate personality. Not everyone needs to be an extravert!
2. Roles might include (and people may hold more than one):
• Door welcomer – often the traditional sidesperson’s role
• Pew welcomer – the person who is happy to sit with a newcomer during a service
• The after-service welcomer – the person who will ensure the newcomer is not left alone, is
introduced to others, offered coffee etc after the service
• The rota organiser – who will need to liaise with the priest to find out what services are
forthcoming
• The badges/welcome packs/personal details cards provider(s) – ensuring enough are available (this
may involve budget/costs when ordering new)
• The Team Co-ordinator (NB church wardens are responsible for the sidespeople, but the role of
Team Co-ordinator need not be a warden.) The Co-ordinator is the first point of contact with the
parish priest and wardens and ensures the Team is running smoothly, that reports go to the APCM
and PCC as agreed and that the whole Team meets at least twice a year to review its practice.
3. The Team should agree the roles and make sure the expectations/responsibilities of the role are agreed
and clearly written down for each Team member. This will take time.
4. How will the Team recruit new members? NB Sidespeople are elected at the first PCC after the APCM.
Welcome Team members need not be sidespeople, but this might be a good time announce the Team
members.
5. How, where and when will the Team be commissioned? (e.g. in the first main Sunday service after the
PCC? A good opportunity to reinforce fact that everyone is responsible for welcome – the Team is simply
ensuring it happens!)
6. What training is required (initial and on-going)? Listening skills? The ‘Everybody Welcome’ course (see
below)?
7. How will the Team operate at all the different types of service – on Sundays, mid-week, funerals,
baptisms, weddings?
8. How will the Team organise itself if someone is absent/needs to swap duties?
9. What is the follow-up process to help newcomers become more integrated? This is not necessarily the
responsibility of the Welcome Team, but there needs to be some ‘hand-over’ system so newcomers are
not either treated as a newcomer every week or are never asked if/how they want to get further involved!
10. Further resources. A much fuller set of Guidelines can be found in session 5 of the Leaders’ manual of
Everybody welcome: the course where everybody helps grow their church by Bob Jackson and George
Fisher (CHP, 2009). A copy may be borrowed from the Diocesan Office.
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PARTICIPANT’S NOTES - SESSION 2: MAKING CONTACT – THE PEOPLE OF WELCOME
AIM: To consider how we welcome people before, during and after services
By the end of this session you will have
• discussed how best to welcome people on arrival
• identified potential parts of a service where welcome is important
• explored how to offer welcome after the service
• considered how to develop the ministry of welcome and perhaps form or review an existing Welcome
Team
1. Recap – space to note any points raised

2. Looking at ourselves as ‘welcomers’:
A. Arrivals – before the service
•

Bad practice scenario - space for your ideas

•

What might good practice look like?
o Appearance

o Books etc

o Seating

o The person in the pew

o Child(ren)

o Other points
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•

What phrase/sentences might be used as part of the initial welcome?

3. Looking at ourselves as ‘welcomers’:
B. During the service
•

What affects the overall feeling of ‘welcome’?

•

How can the welcomer sitting next to the newcomer help?
o General awareness

o The Peace

o Going up for Communion

4. Looking at ourselves as ‘welcomers’:
C. After the service
•

What policy does the church have for ensuring people are not just left in the pew at the end of a
service?
o Say something to the newcomer

o Invite them to coffee
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o Introduce them to one or two others

o Conversation

o What information can you give the newcomer to take away?

o Is there are card you can give them which they can fill in to leave their details if they wish?

o Will you recognise them if they come back? Do you need to make a note of their name?

5. What next?: Reviewing the church’s ministry of welcome
•

How can the church encourage everyone to be part of the ministry of welcome?

•

Does the church have a Hospitality/Welcome Team?
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Reflection
Ask yourself the following questions and jot down your answers.
1. What was the most important thing I learnt about hospitality and welcome?

2. What do I think our church does (a) best and (b) not so well from what was discussed about welcome?

3. What am I going to do or seek to change as a result of this session?

4. Is there anything I want to follow up or find out more about? If so, how will I do that?

COURSES AND RESOURCES FOR FURTHER READING
Courses
Jackson, Bob and Fisher, George: Everybody Welcome: The Course where everybody helps grow their
church (CHP, 2009)
Books on aspects of Welcome
Holmes, John: Challenging Questions for Churches wanting to Grow (Grove Evangelism no 88, Cambridge,
2009)
Kuhrt, Stephen: Church Growth through the Full Welcome of Children: The ‘Sssh Free Church (Grove
Evangelism no 87, Cambridge, 2009)

Books on Listening Skills
Jacobs, Michael Swift to Hear: Facilitating Listening Skills in Listening and Responding (SPCK, London, 1985)
Mitton, Michael The Wisdom to Listen (Grove Pastoral no. 5, Cambridge, 1981)
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