
GREETERS 5:00-7:30 pm 
 
1 female required 
2nd person optional, can be male 
Background Check required within past three years (contact CatherineScottLittle@gmail.com if you 
need to get a background check) 
 
Summary: Greeters welcome the guests and check them in each evening at the door of the shelter.  
One greeter must stay near the table at all times. The other greeter may leave to assist in other parts 
of the building after most of the guests have arrived. 

 

1. Arrive by 5:00 or 5:15 pm (Please call the shelter at (336) 272-1520 if you are running late 

or will be absent)  
2. Report to the staff office.  Whenever possible, lock your belongings in your car trunk, but if you 

bring belongings into the Shelter check with the staff person so you can leave your things in the 
locked storage for volunteer belongings.   

3. Pick up the greeter toolbox.  Inside you will find the guest notebook, volunteer sign-in book, 
nametag materials, the container for weapons, markers and pencils. 

4. Ask staff if there are any new guests expected.    
5. Go to the greeter table at the entrance to the shelter. Lay out the volunteer sign-in book and prepare 

your nametag. Sign your time of arrival in the volunteer book. 
6. Place the guest notebook on the table, with a pen and pencil.  In it you will find a card for each guest 

filed alphabetically by last name.  Please leave these cards in alphabetical order, and be sure to call the 
guest by their name, not their bed number.  

7. By 5:30 pm, be ready to check in each guest by indicating her time of arrival.  Look each guest in the 
eye, smile and greet her.  If you don’t understand her name, please ask her to spell it. 

8. As you check each guest in, ask if she has a weapon that needs to be locked up for the night.  (Guests 
are not allowed to keep their weapons in the shelter. They can give them to the greeter for storage 
and then get them in the morning before they leave. Typical weapons:  mace, knives, metal fingernail 
file. Look for a Ziploc bag in the toolbox and put the weapon inside.  Mark the bag with the guest’s 
name, and put it in the weapons box inside the toolbox. If there are any problems with weapons, 
send for a staff person. 

9. If a new guest arrives, write her name on the attendance card in Sharpie Marker.  Introduce her to 
the Hospitality Volunteer who will get the new guest settled with supplies and take her to the staff 
person for her intake.   

10.  If a person arrives who isn’t registered, ask her to wait by the greeters table.  Send someone to get 
the staff on duty. One greeter should stay at the desk at all times. 

11. Once the majority of the guests have arrived, one of the greeters can move into the kitchen or 
wherever else needed.  One greeter should stay at the table near the entrance (unless redirected by 
staff or church leader.) 

12. A guest’s card will be marked “late” or “absent” with a staff initial if the guest has received 
permission to be late due to work/school or have permission to be absent for the night. Let the 
Hospitality volunteer know how many persons will be arriving late, who will notify the meal servers 
how many plates to save for late arrivals. Plates are not saved if the guest does not have permission 
to be late. 

13. At 7:25 pm, return your nametag and sign out in the volunteer notebook. (Leave these at the greeter 
table.) 

14. Return the greeter toolbox to the office and alert staff you are leaving. If any guests have not arrived 
by the time you leave (7:30 pm), tell the staff.    
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