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LIVING WORDVOLUNTEER ROLES AND RESPONSIBILITIES 
 
Arrival: Volunteers should arrive at the church by 5:30 PM. Some volunteers will be 
asked to arrive early, please check the spreadsheet for your role and then your 
job description to determine if you will need to arrive earlier. 
 
Pick up your volunteer badge and sign the Liability Release Waiver if you haven’t 
already. 
 
Volunteer Parking: Pastor Derrick will send this information. 
Attire: Anything from business casual to formal attire. 
Volunteer Coats: Hang your coats in the respite room but please don’t leave 
valuables in the respite area as it will not be attended. 
Dinner: Please help yourself to a meal when you have some downtime 
Downtime: If you have time when you aren’t busy or need a place to take a 
break, please use the shoeshine room once all of our Guests have been through 
this area 
Social Media: Do not post photos of the Guests without parental permission 
 
 
Welcome Table Check-in 
(About 5 needed): 
 
These volunteers will be the first impression of the evening and will welcome 
Guests when they arrive at check-in.  

 Four volunteers will welcome and check-in our Guests. Tables will be set up 
for 2 volunteers at each table 

 Additional Volunteers will travel back and forth to hang coats as needed 

 Buddies will line up against the wall and wait to be paired with a Guest 

 

Check-In 
Welcome each Guest with a warm smile. Look the Guest in the eye and ask 
them directly what their name is. A parent/caretaker may answer but you 
gave our Guest the courtesy of asking them and that is important. 

1. Each Guest will be paired with a nametag, but the name-tag will be worn 
by the Buddy, not the Guest. 
 



 

 

2. Find out if the parent/caretakers are staying. This determines where the 
Guest's coat will be kept. 

a. If the parent/caretaker is going to the respite room, they will take all 
of the Guest's belongings with them. There will be a place to hang 
and store belongings there. 
 

b. If the parent/caretaker is not staying, you will make a tag by writing 
the Guest's registration number on the tag and attaching it to the 
hanger. The registration number is located on the Guest's nametag. 
 

3. Explain the pick-up process to the parent guardian. Make certain they 
know; they must have identification matching the name on the Guest’s 
name tag for pick up. 
 

4. Match a Buddy to the Guest. When at all possible, match the same 
gender.  Some of our Buddies have requested to be paired with a specific 
Guest so we will try to accommodate them. When they see their Guest 
come through the door, they have been instructed to approach you and 
let you know. 
 

a. Introduce the Buddy to the Guest. If you don’t know the Buddy’s 
name, just say “Johnny, this will be your Buddy for the evening. The 
Buddy has been instructed to give a name at that point. 
 

b. The Buddy will review the information on the name-tag with the 
parent/caretaker to ensure we have all the information correctly 
such as allergies, emergency contact information, and the pick-up 
person. 
 

c. The Buddy will then take their Guest to either the shoeshine room or 
for hair and makeup. 
 

5. Direct parents who are staying in the respite room. If they are leaving, let 
them know they should return by 8:45 PM. 

 
Buddies 
(About 85 needed): 
 
Buddy volunteers will be paired with an honored Guest for the night to 
accompany them and assist with whatever they need. We have more Buddies 
than Guests so not everyone will be paired. If you are not paired,  join the fun on 
the dance floor or the paparazzi team. 
 



 

 

Upon your arrival, check-in with the welcome volunteers. When asked, Buddies 
will report to the hallway in front of the kitchen. 
 
Some of our Buddies have requested to be paired with a specific Guest and vice-
versa so we will try to accommodate this. If you are one of these Buddies keep an 
eye out for your Guest. When you see them come through the door, let the 
welcome table know. Don’t forget the welcome volunteers have a job to do so 
make sure you stay back until they are ready for you. 
When you meet your Buddy for the first time, match their level and introduce 
yourself. i.e. “Hi my name is ______ and I’m going to be your Buddy for the night”. 
Compliment them and help put them at ease, ask questions and smile, smile, 
smile. Engage with your Guest’s caregiver as well, take a moment to find out 
what special needs they may have throughout the night. This information can 
also be found on the lanyard you received as your Guest checked in.  
 
From this point forward, you will not leave your Guest’s side. If you need to use the 
restroom, please wait for a floater or another volunteer to stay with your Guest 
while you are gone. 
 
Buddies are expected to engage with their Guests, dance with them, talk with 
them, get to know them, and help them. It’s especially important if they begin to 
feel overwhelmed to take them to one of the sensory rooms. Buddies will be given 
a lanyard with the Guest’s name and important needs such as allergies, needs, 
emergency contact info, etc.  
 
Buddies are expected to escort the Guest to the restroom. On an as-needed 
basis, help the Guest in and out of the stall or to wash hands. If a Buddy needs 
additional assistance, someone will be available to find your Guest’s primary 
caregiver in the respite room. 
 
You and your Guest will start the evening with hair/makeup or shoeshines. Your 
Guest will also receive their flowers at this time. Next, you and your Guest will go 
out the south doors. Note:Your Guest‘s coat will be checked so proceed outside 
to the cars without coats. You will take a short ride in a fancy car after which you 
will return to the front of the church for your honored Guest's walk on the red 
carpet.   
 
Buddies will walk the red carpet with their Guests so be ready for the paparazzi 
and show your best smiles but also stay to the side and behind your Guest so they 
are the focus of the night. Your red-carpet walk will take you straight into the 
sanctuary where the prom will begin. Feel free to stop at any of the photo spots 
with your Guests throughout the night!  
 
Do everything you can to make sure your Guest is having a good time. 
 
At the end of the evening, Buddies will escort their Guests to their 
parents/caretakers in the hallway. Spend a few moments talking with the 



 

 

parent/caregiver about the evening. Make sure to thank them for attending. 
Ensure your Guest is checked out properly following the procedure below. 
 

Buddies Check-out Process 

Guests and Buddies will remain in the sanctuary until check-out.  

When Guests are ready to leave, the Buddy will escort the Guest into the hallway 
through one of two side doors.  

1. Guests whose parent/caregiver stayed for the night will line up against the 
wall to exit through the north door of the sanctuary (closest to the 
classrooms).  

a. Parents who stayed will line up on the opposite side of the hallway and 
wait for it to be their person's turn to come out of the sanctuary. 

2. Guests whose parents or caregivers dropped off will exit through the south 
doors of the sanctuary. (closest to pastors’ office) 

a. Guests of parents who dropped off and left will line up across from the 
south sanctuary doors. 

 

When it's your Guest's turn, the Buddy will escort the Guest into the hallway through 
one of two doors.  

Buddies will check the back of their Guest’s lanyard to confirm who is picking the 
Guest up. Parents/caregivers must show IDs to validate their name matches that 
on the lanyard.If the names do not match, the emergency contact must be 
notified. 

 
Make certain each Guest gets their coat, gift bag and has their boutonniere or 
corsage and crowns before leaving.  
 
All Guests will exit through the main entry doors on the red carpet.  

 
Dance Floor Team 
(About 2-3 needed): 
 
These volunteers will monitor the dance floor and make sure no honored Guests 
are sitting alone. Dance floor volunteers will dance with the Guests and engage 
with them throughout the night.  
 
Dance floor volunteers are responsible for: 

 Dancing 
 Interacting with Guests 
 Inviting Guests to dance 
 Introducing Guests to each other in order to get them talking and involved 
 Having fun and encouraging Guests to have fun 



 

 

 
Shoeshine Team 
(About 6 men): 
 
These volunteers will shine shoes of the male Guests and make them feel 
pampered by getting to know them and treating them like kings. 
 
If you need a refresher course on shining shoes, I suggest you watch this video on 
how to shine shoes properly. https://www.youtube.com/watch?v=od1jHUzgrAU 
 
Paparazzi Team 
(About 7-10 needed): 
 
The paparazzi team will gather around the red carpet and welcome Guests as 
they return from their ride in a fancy car. This energetic group will enthusiastically 
welcome each honored Guest and make them feel like royalty. 
 
The Paparazzi team is responsible for: 

 Giving our Guests a VIP/celebrity experience 
 Bring your own camera, if you have a full effect camera, please bring it to 

add to the experience but cell phones will work also 
 NO FLASH PHOTOGRAPHY will be allowed during the red carpet experience 

for the safety of our Guests 
 Whoop and holler and make a big deal of the Guest’s arrival 
 Be aware of Guests who may not be enjoying the experience, tone it down 

if you see visual cues that a Guest is upset by the clapping, whooping and 
noise 
 

Respite Room Team 
(About 3-4 needed): 
 
Respite room volunteers will engage with parents while their children are enjoying 
the prom. These volunteers will get to know the parents and make them feel 
comfortable by serving them food, playing games, chatting and praying with 
them. 
 
Respite room volunteers with the help of a floating volunteer will be responsible 
for: 

 Keeping the area clean, free of spills and debris 
 Making sure the bathroom between the two classrooms is clean and 

stocked 
 Keeping the buffet stocked with beverages, napkins and whatever else is 

provided 
 
Parents/caregivers have not been background check therefore they are not 
permitted outside of their designated areas unaccompanied. If they need to 
leave their designated area, they will need to be escorted. If they are summoned 



 

 

to the help one of our Guests in the restroom, one of the respite volunteers should 
escort them as far as the restroom doors and wait until they are ready to return to 
the respite room.  
 
Sensory Room Team 
(About 2-4 needed): 
 
These volunteers will be placed in one of the two sensory rooms where Guests 
can go if they are feeling overwhelmed. They are expected to spend time with 
the Guests and interact with them through sensory activities (provided in the 
room). This is a quiet space where they can be calmed from all of the over-
stimulation. 
 
Sensory room volunteers are responsible for:  
 

 Welcoming Guests 
 Interacting with Guests and helping them get the most out of the sensory 

activities 
 Keeping the area quiet and reminding Buddies to keep their voice low 
 Playing soothing music 
 Keeping the area clean and free from debris 
 Creating a calm and soothing space 

 
 
 
 
 
 
 
 
Security and Parking Lot Attendants: 
 
See Pastor Derrick for specific instructions on the evening of the event. Duties 
include but are not limited to the following:  
 

 Meet cars in the designated pull-up area at the end of the sidewalk closest 
to the south side entrance. 

 Help Guests enter and exit the cars. 
 Welcome Guests and direct them to the south side entrance. (Closest to 

Pastors office. 
 Direct cars to park in an organized fashion. 
 At the end of the evening, keep an eye out for anyone who may need 

assistance getting back into their cars. 
 Ensure Guests do not leave the building 
 Guard the doors 

 
 



 

 

Doormen: 
(About 3-4) 
 
These volunteers will be the red-carpet manager. You are responsible for keeping 
the red-carpet organized an ensuring each Guest has there turned in the 
spotlight.  
 
(3 persons) 

 When the fancy cars return to the front doors, 1 person should help our 
Guests out of the car. 

 Two should be stationed at the doors to open them simultaneously as our 
Guests arrive.  

 Hold back the paparazzi and keep them in line 
 
 
Drivers 
(About 5 adults ): 
 
These Volunteers will be responsible for driving our Guests and their Buddy on a 
short ride in a fancy car. These rides will be a short drive up the road and then 
back to drop off at the red-carpet entrance. See Pastor Derrick for the keys when 
you arrive. 
 

The driving route will be to: 

o Leave the church parking lot and turn right (West) onto Dustin Road 

o Turn left onto Ryan Meadows Place and follow around the Cul-de-
sac 

o Exit Ryan Meadows Place and turn right onto Dustin Road and back 
to the church 

o Bring the Guest and Buddy back into the church parking lot and 
circle around to make sure the Guest is able to exit on the passenger 
side of the car to begin their red carpet entrance 

o Once your passengers are out of the car, pull forward to pick up the 
next Guest and repeat 

o When all Guests have gone on their ride, park cars in the north 
section of the lot, lock cars and return the keys to Pastor Derrick 

 
Floral Team 
(About 4 people): 
 
Individuals will be stationed in the Hair/Make-up room and shoeshine rooms to 
help Guests with their corsages and boutonnieres. You will help pin them on the 
Guests to complete their Prom look. 
 
Floater Team 



 

 

(About 4-8 people): 
 
Floaters will make sure the place looks clean, trash is empty, and the bathrooms 
are kept nice. These volunteers will jump in where necessary and will assist other 
volunteers throughout the night. 
 
Floater Responsibilities: 

 Empty Trash 
 Keep all areas clean including bathrooms 
 Act as a restroom attendant 
 Be available in the bathroom area to get parent/caretakers if necessary 
 Run errands 
 Attend to coats 
 Open doors 
 Keep an eye on the buffet and replenish when necessary 
 Constantly circle to find things that need attended to and ask other 

volunteers if they need anything. 
 
Tear Down Team 
(As much help as we can get!): 
 
A team of volunteers who are willing to come to church the Saturday after the 
event (February 8th) to help tear down decorations and tables and help clean 
up from the night before. This team will also be expected to help put the church 
back together, including chairs and tables, as well as classrooms. Tear down and 
reset will begin on Saturday at 9am.  
 


