
Attend church and 
marked off by 

Welcome Team

'New visitor- bulletin 
sign-up' form completed 

(or Yellow Visitors 
conect card filled out 
and submit to Admin)

Admin to check form, 
tick bulletin and 
approve. Elvanto 

automatically adds
Newcomer as 

Visitor/Guest in 
database, sends 
'welcome to our 

church family' flow and 
add to people flow 
'Guest visitation'

Review
Review visitor after 

they have attended 6 
times. Observe their 
attendance over a 2 

month period to see if 
they are regularly 

attending (minimum 
50%)

YES

Welcome Phone Call 
1. Call person and welcome them to church:

- Inform of Life Groups
- Invite to next New-comers Lunch

- Inform Baptism Classes
- Let them know they will be given a call in a month's time from an Elder.

2. Make notes about phone call. 
3. Change status to "Regular Attendee" on Elvanto.

4. Add to Pastoral Care List (if an adult) - updated list auto-emailed monthly.
5. Auto-email Pastor/Elder addition and when to make the initial contact a month later.

NO

Archive 
Archive from Elvanto Church 

Management System or keep visitor 
status, remove from flows (if necc)
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A month later...

A month later... 

Church Family Flows
Craig Baxter  |  February 2, 2024

Attend 
"New-comers Lunch" 

(twice annually)
Get Baptised

Attend 
Covenant 

Membership 
Class

Complete Membership Form
Attend 

Baptism 
Class

Initial Pastoral Care: Pastor/Elder receives automated email and contacts 
Regular Attendee (pref phone) on/around the date nominated in the email.

(ie. Pastoral call to see how they are fitting in and how they can be further 
connected ie. Life Group, Covenant Membership, etc. They also take note of 

any vulnerabilities the person or family members may have in case of 
emergencies (ie. carer information, physical impairments, age etc.) 

Pastor completes a private and confidential note on the conversation in the 
People Flow, sends to next step for admin

Option

Join Life Group

Become 
Covenant Member 

(Adult Only)

Email Absentee List
Regular adult 

attendees absent 3 
consecutive services - 
inform pastoral care 

elder

Absentees:
Receive Admin email 

and follow up

Sign Up to Elvanto Member Area
After 2 months of being a "regular attendee" with a min. of 

50% committment to the church sign up to the Member 
Area on Elvanto (if an adult) using the following steps: 

1. Seek permission for church directory 
(ie. photo, email, phone etc.) 

2. Seek more information, if needed
(ie. demographic, address, marital status etc.)

3. Set Access Permission to: HBC People - Basic Access.
4. Send Email "Welcome to our online platform".

Approved by Lead Pastor and Pastoral care elder (at a minimum): All elders have access to review for input.

Regular Attendee 
Option

 Classes/Courses/Forms/Meetings
1. Receive Registrations

2. Email relevant information before 
each class

3. Email follow up forms (if required)

Join Kid's Ministry: 
Sunday School  (3yo 
to Grade 6), Youth 

Group (Grade 7 -12), 
Young Adults group 

(form required if 
<18yo)

Parent fills out registration form for 
'Kid's Ministry'

Option

A month later... 

Parent Celebration and CommitmentOption

Initiate Visitor Follow-up (Initial 
Pastoral Care)

Add to People Flow "Visitor Follow 
Up: Initial Pastoral Care" and 

Send out 'Welcome to our Church 
Family' email (if still needed)

Check their profile/ receive confirmation 
from admin ensuring they have an 

up-to-date Working with Children Check. 

Contact Volunteer with the roles PD and 
organise a time to meet or chat about the 

role and responsibilities.

Provide training, coaching and supervision 
to the volunteer. 

Training can include (but not limited to):  
shadowing a long-term volunteer, video 

tutorials, one-on-one guidance etc.  

Create a roster & roster volunteer 
based on their availability, add 

them to the appropriate team (if 
required). 

Inform them of where to access 
resources on how to use Elvanto 
through the latest video tutorials.  

Check in on how the volunteer is 
going in their role, see if they need 

further support. 

Be nominated for 
Ministry Leader

Complete a NPC and 
WWCC (if applicable) and 

sign and scan to admin 
Code of Conduct form. 

Read all documents relevant to your role, including:
- Church Policies
- Coordinator PD
- Volunteer PDs
- Procedural forms (ie. incident reporting etc).

'Expression of 
interest form' through 
bulletin or request by 

Ministry Leader

'Volunteer Screening 
Form' to be filled out 
(including WWCC)

Admin to confirm 
WWCC (add to 

Linksafe/ update 
Elvanto when 

card/letter is received)

Check policy matrix if:
1. Requirement to be 

Covenant Member
2. Policy agreement form 

required (pls send out the 
one relevant to the role).

3. whether Safe Church 
Training is required.

4. whether National Police 
Check is required.

Admin:
1. Update Elvanto people as volunteer 

and allocate specific ministry
2. Ensure they have a login to Elvanto. if 

not, send 'welcome to online platform' 
and login/password.

Email volunteer 
'confirming 

volunteer ' and 
request ML to 

welcome/email 
PD/initiate training 

Email 
'declining 
volunteer'

Admin to add the date they became a 
covenant member to profile and check their 
membership forms to see what they have 
indicated as their talents/ areas of ministry 

and contact them to connect to ML.

Option

If Safe Church Training is required, email list of 
on-compliant volunteers details of next training (confrm with 

ML and Safe Church Team) before sending

Yes

Note: 'Volunteer Screening form' is required for all volunteers, WWCC exempted if under 18yo

Congregant confirms 
commitment - no 

change

Congregant confirms 
moving on - inform 

Admin

Regular Pastoral Care: 
Maintain monthly 

contact
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