
Everyone needs a Warm Welcome 
Reminders and checklist 

<RX�FDQ�XVH�WKLV�FKHFNOLVW�IRU�RQH�Rႇ�HYHQWV�RU�UHJXODU�DFWLYLWLHV��,W¶OO�KHOS�\RX�PDNH�\RXU�PHHWLQJV�
PRUH�ZHOFRPLQJ��E\�WDNLQJ�VRPH�RI�WKH�HႇRUW�RXW��7KDW�PHDQV�RQFH�WKH�VHVVLRQ�LV�XS�DQG�UXQQLQJ�
\RX�FDQ�FRQFHQWUDWH�RQ�WKH�SHRSOH�DW�WKH�HYHQW�DQG�QRW�WKH�SUDFWLFDOLWLHV�RI�RUJDQLVLQJ�LW���

7KLV�LV�LPSRUWDQW�LQ�LWVHOI�DV�RQH�RI�7LPH�WR�6KLQH¶V�NH\�¿QGLQJV�DERXW�HQDEOLQJ�SHRSOH�WR�PDNH�
QHZ�IULHQGV�LV�WKH�QHHG�WR�EXLOG�LQ�HQRXJK�WLPH�IRU�FKDW�DW�WKH�VWDUW�DQG�HQG�RI�VHVVLRQV��7KLV�LV�
SDUWLFXODUO\�WKH�FDVH�LI�WKHUH�DUH�RUJDQLVHG�DFWLYLWLHV���OLNH�OHDUQLQJ�D�QHZ�FUDIW�SHUKDSV���

5HPHPEHU�WKDW�RWKHU�SHRSOH���FROOHDJXHV��YROXQWHHUV�DQG�PHPEHUV���FDQ�GR�VRPH�RI�WKH�WKLQJV�
RQ�WKLV�FKHFNOLVW�IRU�\RX��7KH�FDUGV�PLJKW�PDNH�LW�HDVLHU�IRU�\RX�WR�VKDUH�MREV�RXW���,Q�VRPH�
JURXSV�\RX�FDQ�VKDUH�WKH�UROHV�EHWZHHQ�PHPEHUV�DV�ZHOO�DV�YROXQWHHUV�SDUWLFXODUO\�LI�\RX�EUHDN�
WKH�UROHV�GRZQ�LQWR�D�VHW�RI�VPDOOHU�WDVNV��,W�UHDOO\�KHOSV�SHRSOH�IHHO�LQYROYHG�LQ�WKH�JURXS�

<RX��\RXU�FROOHDJXHV��YROXQWHHUV�DQG�JURXS�PHPEHUV�FRXOG�ORRN�WRJHWKHU�DW�WKH�:DUP�:HOFRPH�
7RRONLW�IURP�$*(�8.�&DPGHQ��ZZZ�DJHLQJEHWWHULQFDPGHQ�RUJ�XN�ZDUP�ZHOFRPH�DSSURDFK���
DQG�DW�WKLV�FKHFNOLVW��WR�KHOS�\RX�VKDUH�WKH�UHVSRQVLELOLW\�IRU�PDNLQJ�WKH�JURXS�ZHOFRPLQJ�DQG�
SRRO�\RXU�LGHDV��7KLV�LV�VRPHWLPHV�FDOOHG�FR�SURGXFWLRQ�DQG�LI�\RX�ZDQW�WR�¿QG�RXW�PRUH�DERXW�
LQYROYLQJ�HYHU\RQH�LQ�GHFLVLRQ�PDNLQJ�\RX�FDQ�ORRN�DW�WKH�7LPH�WR�6KLQH�&R�SURGXFWLRQ�7RRONLW�
�KWWSV���ZZZ�RSIRUXP�RUJ�XN�ZS�FRQWHQW�XSORDGV���������&R�SURGXFWLRQ�WRRONLW�SGI��

<RX�FDQ�XVH�WKLV�SDFN�DV�LW�LV�DQG�MXVW�FRPSOHWH�WKH�SODQV��RU�HGLW�WKH�EDFN�RI�WKH�FDUGV�WR�
SHUVRQDOLVH�WKHP�IRU�\RXU�JURXS�

1RW�HYHU\RQH�ZLOO�ZDQW�RU�QHHG�DOO�SDUWV�RI�WKHVH�WHPSODWHV��EXW�ZH�KRSH�ZH¶YH�LQFOXGHG�HQRXJK�
WR�PDNH�WKLQJV�VLPSOH��HVSHFLDOO\�IRU�VPDOOHU�JURXSV��+DYLQJ�WKLQJV�FOHDUO\�ZULWWHQ�GRZQ�FDQ�PDNH�
LW�PXFK�HDVLHU�ZKHQ�\RX�UHFUXLW�QHZ�YROXQWHHUV��.HHSLQJ�LW�ÀH[LEOH��XVLQJ�WKHLU�LGHDV�DQG�EHLQJ�
DEOH�WR�PDNH�FKDQJHV�FDQ�KHOS�\RX�WR�NHHS�YROXQWHHUV�DQG�PHPEHUV�LQYROYHG�DQG�PDNH�WKHP�
IHHO�ZHOFRPH�DQG�YDOXHG�

<RX�FRXOG�PDNH�SODQV�IRU�GLႇHUHQW�VHVVLRQV�DQG�NHHS�WKHP�LQ�D�IROGHU��,I�\RX�KDYH�D��SODQ�WKHQ�LW¶V�
HDV\�WR�DVN�IRU�KHOS�IURP�DQ\RQH�ZKR�FRPHV�DORQJ�HDUO\�

8VH�DV�PXFK�RI�WKLV�FKHFNOLVW�DV�KHOSV�\RX��WU\�WKLQJV�RXW��DVN�SHRSOH�DQG�FKDQJH�WKLQJV�DV�\RX�
JR�DORQJ��<RX�PLJKW�ZDQW�WR�ODPLQDWH�VRPH�RI�WKH�IRUPV�IRU�LQVWDQFH��EXW�PD\EH�WHVW�WKLQJV�¿UVW�
DQG�FKDQJH�WKHP�DJDLQ�LI�\RX�QHHG�WR�
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http://www.ageingbetterincamden.org.uk/warm-welcome-approach
https://www.opforum.org.uk/wp-content/uploads/2021/12/Co-production-toolkit.pdf
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Event name

Have you got the Activity folder?

Date

%ULHÀQJ�FKHFNOLVW

Venue

Safety   
Go through key parts of any risk assessment or safety plan with everyone.
0DNH�VXUH�WKH\�NQRZ�ZKHUH�WR�¿QG�WKH�VDIHW\�SODQ�LI�WKH\�VKRXOG�QHHG�LW�
0DNH�VXUH�WKH\�NQRZ�ZKR�WKH�¿UVW�DLGHUV�DUH�

Programme 
:KDW�LV�KDSSHQLQJ�WRGD\"�,V�LW�DOO�DV�XVXDO�RU�LV�VRPHWKLQJ�GLႇHUHQW�KDSSHQLQJ"�$�TXLFN�UXQ�
through will help everyone.

Who’s doing what? 
<RX�FDQ�DVN�SHRSOH�WR�SXW�WKHLU�QDPH�DJDLQVW�MREV�RQ�WKH�µ:KR¶V�:KR�7RGD\¶�VKHHW�HDFK�
time. Some people might do more than one task depending on the size of your group.

<RX�FDQ�SUH�DVVLJQ�UROHV�LI�\RX�NQRZ�VRPH�SHRSOH�QHHG�WR�GR�VSHFL¿F�MREV��)RU�LQVWDQFH��
\RX�PLJKW�QHHG�VRPHRQH�ZLWK�IRRG�K\JLHQH�WUDLQLQJ�WR�KHOS�LQ�WKH�NLWFKHQ��

3XW�WKH�µZKR¶V�ZKR¶�OLVW��XS�DW�WKH�HQWUDQFH�IRU�HYHU\RQH�WR�VHH��VR�WKH\�NQRZ�ZKR�WR�DVN�IRU�
help.

Who’s coming today?
6KDUH�DQ�DSSURSULDWH�OHYHO�RI�LQIRUPDWLRQ�ZLWK�SHRSOH��:KR�GR�ZH�H[SHFW�WR�DWWHQG"�$UH�
WKHUH�DQ\�QHZ�PHPEHUV�ZKR¶OO�EH�MRLQLQJ�IRU�WKH�¿UVW�WLPH"�$UH�WKHUH�DQ\�LVVXHV�RI�QRWH�
�PD\EH�VRPHRQH�KDV�EHHQ�SRRUO\�ODWHO\���$UH�WKHUH�DQ\�VSHFLDO�WKLQJV�WR�VKDUH��OLNH�
ELUWKGD\V�"

Give out name badges or lanyards �LI�\RX¶UH�XVLQJ�WKHP�
6RPH�JURXSV�OLNH�WR�XVH�QDPH�EDGJHV�IRU�HYHU\RQH��7KLV�FDQ�KHOS�SHRSOH�ZLWK�PHPRU\�
SUREOHPV��6RPH�JURXSV�XVH�FRORXUHG�QDPH�EDGJHV�RU�ODQ\DUGV�IRU�RUJDQLVHUV�VR�PHPEHUV�
FDQ�HDVLO\�VHH�ZKR�WR�DVN�IRU�KHOS

Share out the reminder cards for each of the roles 
7KLV�KHOSV�SHRSOH�WR�IHHO�FRQ¿GHQW�LQ�WKH�WDVNV�WKH\�VLJQHG�XS�WR�GR�RQ�WKH�µ:KR¶V�:KR�
7RGD\¶�VKHHW�

Post-session reminder
5HPLQG�HYHU\RQH�ZKR�LV�KHOSLQJ�WKDW�LW¶V�XVHIXO�WR�KDYH���PLQXWHV�DW�WKH�HQG�WR�FKDW�DQG�
LGHQWLI\�DQ\WKLQJ�WKDW�QHHGV�WR�EH�FKDQJHG��RU�KDV�ZRUNHG�UHDOO\�ZHOO�

6KDUH�WKLV�LPSRUWDQW�LQIRUPDWLRQ�ZLWK�HYHU\RQH��7U\�WR�GR�WKLV�EULH¿QJ�HYHU\�WLPH��LW�LV�JRRG�SUDFWLFH�
IRU�VDIHW\�DQG�LW�KHOSV�DQ\RQH�QHZ��RU�WKRVH�ZLWK�PHPRU\�SUREOHPV��ZLWKRXW�VLQJOLQJ�WKHP�RXW�



Who’s Who Today?  
Please complete the list below and then pin it by the door where 
you are meeting then people know who to approach if they need to. 

Role Name

Host 1 Host 2

First aider 1 First aider 2

Venue - set up 1 Venue - set up 2

Venue - tidy and pack away 1 Venue - tidy and pack away 2

Reception 1 Reception 2

Greeter 1 Greeter 2

Activity helpers 1 Activity helpers 2

Refreshments 1 Refreshments 2



Who’s Who Today?  
Please complete the list below and then pin it by the door where you are meeting then people know who to approach if they need to. 

Role Name

Host 1 Host 2 Host 3

First aider 1 First aider 2 First aider 3

Venue set up 1 Venue set up 2 Venue set up 3

Venue - tidy and pack away 1 Venue - tidy and pack away 2 Venue - tidy and pack away 3

Reception 1 Reception 2 Reception 3

Greeters 1 Greeters 2 Greeters 3

Activity helpers 1 Activity helpers 2 Activity helpers 3

Refreshments 1 Refreshments 2 Refreshments 3



Seating plan  



What signs where - building plan and instructions  









Toilets



Toilets



Toilets



Ladies



Ladies



Ladies



Gents



Gents



Gents



Venue Team 
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Having a well-organised, well-stocked, clean and thoughtfully set out venue 
helps people to feel welcomed and safe. Communicating well with the building’s 
receptionist means they are much more likely to be in a position to welcome  
your members.

3XWWLQJ�D�IHZ�VLJQV�RXW�KHOSV�SHRSOH�XQREWUXVLYHO\��7KLQN�EDFN�WR�WKH�¿UVW�WLPH�
you attended a new activity and how you felt about getting to the right room and 
knowing where the toilets were.

You can keep plans for room layouts and things like signs to direct people to 
the room you are using, and the toilets, in the activity folder. Reusing these 
saves time and it’s easier for new helpers to get the hang of things.

This job is just as important to a warm welcome as saying hello or getting 
someone a cup of tea.





Host’s welcome (whether it is you as the organiser, or one of the team)

Your role as host is very important. You can make people feel comfortable 
and welcome in the group.

+DYLQJ�D�SURSHU�VWDUW�DQG�¿QLVK�HYHU\�WLPH��LQFOXGLQJ�LQWURGXFLQJ�KHOSHUV��
removes any stigma for new members. Using checklist overleaf can help 
you share the tasks with others. Telling people what will happen will help 
both newcomers and members with memory problems.

It’s also helpful for everyone to know who they can speak to if they have 
any concerns.
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Reception / Greeter

This is a good opportunity to check in on regular members, as well as greeting 
new people.

For many groups of course the Reception role may be just the same as Greeter 
��EXW�LQ�ODUJHU�JURXSV�LW�KHOSV�WR�KDYH�WZR�RU�PRUH�GLႇHUHQW�SHRSOH�GRLQJ�WKHVH�
jobs as members often arrive at once.

1HZFRPHUV�DQG�VRPH�UHJXODUV�PD\�EHQH¿W�IURP�D�OLWWOH�PRUH�DWWHQWLRQ��<RX�ZLOO�
need to do things like ask everyone to sign in, give out name badges if you use 
them and so on.

If you don’t have a formal reception then greeting is twice as important. Try to 
spot anyone looking a bit lost, even if you think they might have been before. 
6SHDN�WR�WKHP��¿QG�RXW�WKHLU�QDPH��¿QG�WKHP�VRPHZKHUH�WR�VLW��VKRZ�WKHP�KRZ�
to get tea and introduce them to someone else.

It’s worth knowing if there are new people coming along as it is lovely to make 
them a name badge or to be able to greet them by name.
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Greeter / Activity helper

2ႇHULQJ�D�:DUP�:HOFRPH�GRHVQ¶W�VWRS�DIWHU�\RX�KDYH�VDW�WKHP�GRZQ��,W¶V�D�
JRRG�LGHD�WR�FKHFN�LQ�RQ�WKHP�GXULQJ�WKH�HYHQW��DQG�LI�\RX�KDYH�DVNHG�WKHP�WR�
¿OO�LQ�PHPEHUVKLS�SDSHUZRUN�\RX�FRXOG�FROOHFW�LW�DQG�KHOS�WKHP�ZLWK�VHFWLRQV��
WKH\�DUH�XQVXUH�RI���

,W�LV�DOVR�DQ�RSSRUWXQLW\�WR�JLYH�QHZ�SHRSOH�D�OLWWOH�SDFN�RI�LQIRUPDWLRQ�DERXW�
RWKHU�RSSRUWXQLWLHV���LI�\RXU�RUJDQLVDWLRQ�UXQV�WKHP���ZKLFK�WKH\�FDQ�WDNH�DZD\�
ZLWK�WKHP�WR�UHDG�ODWHU���

'RQ¶W�MXVW�WDON�WR�QHZHU�PHPEHUV��WKLV�PLJKW�EH�D�JRRG�WLPH�WR�FKHFN�LQ�RQ�
UHJXODUV�\RX�DUH�FRQFHUQHG�DERXW�RU�KDYHQ¶W�WDONHG�WR�LQ�VRPH�WLPH�

$FWLYLW\�KHOSHUV�DUH�MXVW�D�FRQWLQXDWLRQ�RI�JUHHWHUV�UHDOO\���LW¶V�DERXW�PDNLQJ�VXUH�
SHRSOH�NQRZ�ZKDW�WKH\�DUH�GRLQJ�EXW�DOVR�WU\LQJ�WR�PDNH�VXUH�WKH\�DUH�HQMR\LQJ�
WKHPVHOYHV�

,I�WKHUH�DUH�WZR�RU�WKUHH�SHRSOH�GRLQJ�WKLV�UROH�WU\�WR�PDNH�VXUH�\RX�VKDUH�
SHRSOH�RXW�EHIRUH�\RX�VWDUW�

/HHGV�2OGHU�3HRSOH¶V�)RUXP�&KDULW\�������� WLPHWRVKLQHOHHGV�RUJ





Refreshments �WKHVH�WLSV�DUH�QRW�VSHFL¿F�IRU�FRRNLQJ��

7HD�DQG�FRႇHH��VKDULQJ�IRRG��DOO�WKHVH�WKLQJV�PDNH�SHRSOH�IHHO�FRPIRUWDEOH�
WRJHWKHU�

,W�FDQ�EH�D�JRRG�FRQYHUVDWLRQ�VWDUWHU�ZLWK�SHRSOH�\RX¶YH�PHW�IRU�WKH�¿UVW�WLPH���

<RX�KDYH�D�JRRG�FKDQFH�WR�RSHQ�D�FRQYHUVDWLRQ�ZLWK�VRPHRQH�DV�\RX�VHUYH�
WKHP���D�QHZ�PHPEHU�RU�D�UHJXODU���³+RZ�DUH�\RX�GRLQJ�WKLV�ZHHN"´�RU�³1LFH�
WR�VHH�D�QHZ�IDFH���,¶P�BBBBBBBB���ZKDW¶V�\RXU�QDPH"´�FDQ�JR�D�ORQJ�ZD\�WR�
PDNH�SHRSOH�IHHO�DW�HDVH�DQG�WR�¿QG�RXW�LI�WKHUH�DUH�SUREOHPV�

,W¶V�DOVR�D�KHOS�WR�KDYH�D�VLJQ�DERXW�SULFHV��ZKHWKHU�LW¶V�IUHH��RU�GRQDWLRQ��RU�D�
IRUPDO�SULFH�OLVW���3HRSOH�IHHO�OHVV�DQ[LRXV�RU�HPEDUUDVVHG�LI�WKH\�NQRZ�ZKDW�
WKH\�DUH�H[SHFWHG�WR�SD\�

/HHGV�2OGHU�3HRSOH¶V�)RUXP�&KDULW\�������� WLPHWRVKLQHOHHGV�RUJ




