
How to Remove a Member from Your Community Group!  

Admins and leaders can remove a person from a group if they are no longer a member or 
make them inactive to remove them from Groups entirely. 

Go to planningcenter.com and login with your credentials. If you don’t remember, 
please submit a “Forgot Password” request to reset your login credentials.  

Go to “Groups” in the top left corner of your dashboard. It should turn from blue 
to orange.  

Click on your Community Group.  

From the Members tab, choose who to remove from the group. 

 
 

1. To remove more than one member at a time, check the box next to each person 
and click the minus icon. 

2. Remove an individual by clicking the X at the end of their row. 

 

You'll be given the option to send them an email letting them know they were removed. 
These emails cannot be customized. 

http://www.planningcenter.com/


 
 

All leaders, except the leader who removed the person, will receive an email letting them 
know that the member has been removed. 



 
 
There are also removal options for groups on Church Center: 

• Group leaders can remove a member from a group's page by tapping on 
the member and selecting Remove member. 

• Group members can leave a group themselves by tapping the three-dot 
icon in the top right corner of the group's page and tapping Leave group. 

 

https://pcochurchcenter.zendesk.com/hc/en-us/articles/12684434767771
https://pcochurchcenter.zendesk.com/hc/en-us/articles/12684434767771

