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Attendance Guidelines for Headcounters
Please follow these simple steps each week to help us keep accurate and consistent attendance records at every location. 
1. When to Take the Attendance Count 
· Take both the physical headcount and the online count at the same time. 
· Take the attendance when the pastor begins preaching 
· This should be about the 35-minute mark or halfway through the service
2. Physical Attendance Count 
· How to Count: Count every person who is physically present on site. This includes: 
· All adults, students, and children
· Number of volunteers serving
· Also record any baptisms or decisions to receive Christ
· Everyone on the property should be included in the physical count. 
3. Online Attendance Count 
· How to Count: Look at the live viewer number on YouTube, Facebook, or whichever platform your location uses.
· If your location uses more than one platform, record the live viewer count from each one. Check with your tech team if need help finding the number.
· Take this number at the same time you take the physical count.
· Do not multiply this number by any factor. Simply record the number of live viewers.
4. Submitting the Attendance 
· All numbers should be submitted into the Planning Center Headcounts App before the end of the service.
· Contact Central Services if you need access to the Headcounts app.
· If you are having a special or combined service, please let Central Services know at least two weeks before. Thank you! 
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