
“THE PLAYBOOK”                 
Team Member Assimilation Process 
 

PREPARE THEM 
Every NLCC Ministry Captain’s goal is to prepare each new ministry player to serve.  

1. Contact each new ministry player within 36 hours from when they sign up. This 
should be a phone call if possible, or even better send an automated or pre-written email 
or text message within 8 hours of signup. 

2. Provide basic details of your ministry’s kingdom mission. The new ministry player’s 
first action step should be an orientation before anything else happens. 

* Provide more information about the ministry and some basic “what you need to know now” 
information about the job. 

3. Systems instruction. Basic workflow training on PCO Services, MS Office (if needed for 
the role), and any procedure or process required to communicate, collaborate, or 
develop within the position. 

4. Schedule them for their First Serve Day.  Use the PCO Services scheduling tool for this 
step, make sure you’ve already included training on how to use it in the basic training 
above. 

The timeframe for the “Prepare” phase is usually a week, maybe two weeks, depending on the 
length of your basic training or their availability for their First Serve Day. 

SHOW THEM 
This phase is all in a day, and about getting each new ministry player into action. It’s crucial 
that this phase is done very well. It has a couple of steps: 

1. Greet the new ministry player personally when they arrive. This is vital! It shows 
they’re on your mind and that they are expected to be there. 

2. Give them a brief tour. Show them the whole area where they’ll be serving, the 
bathroom, and where to find you in case of an emergency. Then, personally walk them 
to the spot where they’re going to serve and introduce them to whoever they’re 
serving with. (Make/customize these arrangements for new ministry players serving 
in other pertinent areas outside of Sundays). 



GUIDE THEM 
At this point, it is important to know that your new ministry player is not onboarded, they’re 
only introduced to the work. In the “Guide Them” phase of assimilation, your goal is to help them 
succeed. This phase usually lasts several weeks or even a couple of months. Either the Captain 
or the most knowledgeable player should guide new players through tutorials to maintain level 
of quality and consistency. 

Guiding them usually looks like this: 

1. Introduce them to best-practices during training. The basic training in the first step, 
“Prepare Them”, was only focused on getting them ready for their First Serve Day. 
Training wasn’t done at that point. There’s still a lot they need to learn to be able to do 
their job well. 

* Adding an online/virtual component to the training is great because they can get up 
to speed quickly without waiting for a future training or meetings. 

2. Call them after their First Serve Day experience. The point of the follow-up call isn’t 
about feedback. The follow-up call tells them you care about their experience and that 
there’s more coming. 

3. Optional: Offer to have them experience multiple roles in your ministry.  

At the end of this step the new ministry player should be fully up-to-speed. 

EVALUATE THEM 
The “Evaluate Them” step is not about assessing their performance. It’s about assessing their 
engagement and how they like the role thus far. 

This step is brief and requires you to: 

1. Call the new ministry player to survey their engagement experience. Use this 
engagement survey to gauge how they connect with the ministry (i.e., How well they’ve 
integrated with the team, if they are happy in the role, and if there’s an opportunity to 
serve them better. 

2. If you hear any red flags, address issues with a resolution or commit to follow-up 
with a phone call rather than text them. 

* All ministry players will be surveyed twice per year to get a sense of engagement across 
Ministries. These surveys are helpful to tell you what is and isn’t working, what needs to change, 
and even provide ideas to help your ministry team relationships. 
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