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SERVICE LEADING 
Ben Linder 

Thank you for serving our Lord and his people in this way. Service Leading 

is a very significant role and plays a big part in the gathering of believers 

on Sundays. 

As a service leader you will be guiding our people in hearing and 

responding in faith to God’s word the Bible. You will be helping our people 

come together to pray and rely on God. Because of this it is the 

responsibility of service leaders to ensure church is: 

1. Smooth running and well organised — orderly cf. 1 Corinthians 14.33, 40, 

Colossians 2.5 

2. Intentional, clear and well presented — purposeful cf. 1 Corinthians 9, 

10.31-11.1 

3. Authentic, friendly and fun — joyful cf. Psalm 100, Jeremiah 31.10-14 

4. Engaging, accessible and thought provoking — truthful cf. Romans 

12.1-2, Acts 20.27 

Your preparation will involve prayerfully considering how to introduce the 

meeting and establish the theme of the morning, how to conclude and 

wrap things up, how to link elements at crucial moments and how to 

communicate with all people involved in the service. 

The staff will confirm the order of service at their weekly meeting and send 

it to you by Tuesday. This is in order to help with clearer planning and 

communication for our church gatherings, and to connect preaching and 

church life more closely with our services. 

All leaders need to be aware that our churches have a wide range of ages 

and demographics and so prepare accordingly.  

Service Leaders’ responsibilities 

During the week 
• Read passage and pray — noting we use the CSB translation  

• Check details of service order sent Tuesday afternoon — confirm roster 

details, timing and people’s involvement 

• Touch base with the preacher to establish theme and any helpful links 
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• Plan and prepare your introduction and conclusion and any transitions  

• Touch base with the congregational pastor on Thursday or Friday  

• confirm theme and details of church that week 

• consider the order of announcements and confirm who will be 

making them. This order needs to be reflected in the run sheet so it 

can match the PPT slides. 

• confirm what needs to get discussed in the pre-church meeting  

• Before the end of Thursday send out run sheet to confirm people’s 

involvement and offer any input. Please be familiar with the guidelines 

for different roles in this document. 

• Check with Andrea and Mitch Harrold about supper/dinner details for 
the week 

• Contact the person or group responsible for the special segment that 
week 

• Contact all those serving and send out run sheet before the end of 

Thursday to confirm their involvement and offer input. Remind about 

pre-church training for bible readers, prayer etc 

• Contact Gospel Team leaders who are rostered for a. welcoming 

and ushering, b. setup/packup and pre-church snacks, and c. 

cleaning, tidying and supper. 

• Make sure you also ‘cc’ the following people on the weekly run-

sheet email 

• PowerPoint: Fi Axford – fi.axford@gmail.com 

• Magnification Leader: Ben Linder – 

benjerman95@gmail.com 

• Staff Team: JJ, Matt, Adrian and Jacquie 

• Always attach the link to this Serving Essentials document when you 

email the run sheet 

• Any extra PPT slides to Fi Axford by midday Saturday at the latest 

• Print 15 copies of the run sheet to give to people on Sunday   
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On Sunday 

• Arrive at church at 5pm to make sure set up is under control and 

training is happening for Bible readers, prayers and welcomers 

• At 5.25pm, gather everyone involved in the service for the pre-church 

meeting 

• At 5.30pm, lead the pre-church meeting and prayer time.  

• briefly discuss theme of night, what we’re trying to achieve and 

how things fit in 

• make sure everyone knows their job for the night 

• confirm involvement, order and microphone transitions — will 

they just get up or be introduced? 

• spend a decent amount of time praying during this meeting 

• give everyone involved a printed copy of the run sheet — bring 15 

copies. 

• remind people to be friendly and say their name 

• Countdown video at 5.55pm. 

• Start on time at 6pm 

• Ensure the smooth flowing from one segment to the next. You will need 

to be aware of the possibility of having to adjust the timing of things as 

church goes as we aim to finish on time 

• Ensure the connection cards are clearly communicated, especially 

inviting visitors and newcomers because this is a crucial part of our 

strategy to welcome and integrate new people 

• Include a reminder and encouragement regarding giving with clear 

instructions on how to respond 

• You may have to modify your prepared conclusion depending on what’s 

happened during church or teaching themes from the sermon 

• Politely invite and encourage people to get involved with the supper/

meal activity after church. You may want to leave people with a 

question or thought for discussion to encourage interaction with each 

other and God’s word.  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BIBLE READING  
Jann van’t Spyker 

• Read the passage for your own understanding and pray — noting we 

use the CSB version, the slightly updated latest version of the Holman 

• Read the passage aloud several times to practice 

• note any difficult words that need clarification 

• practice emphasis, pauses, breathing, pace etc. 

• Arrive at church at 5pm for training. 

• Find out the page number in the church Bibles 

• Join the pre-church meeting at 5.25pm 

• Double check on the run sheet when you are reading and whether you 
will be introduced or just hop up 

• Introduce yourself, and offer church Bibles to newcomers via ushers 

• Introduce the passage and page number and allow time for people to 
look it up 

• Read with a clear voice into the microphone 

  6



PRAYER  
Josh Donohoo 

• Read the passage, check the run sheet for community news and things 

to pray about, noting if you are praying before or after the sermon  

• Touch base with the service leader and plan what would be edifying for 

the church and honouring to God to pray about this week 

• Check eNews on Fridays for any relevant prayer points you may want to 

include, as well as refer to monthly Prayer Matters 

• Shape your prayers to the gospel priorities God’s word gives us, asking 

for those things the Bible models to us.  

• Coordinate with the other person praying that evening so that your 

prayers are not repetitious. 

• Write out your prayer so it is not distracting if you stumble, but practice 

it so you know it and are not reading it mechanically 

• Make your prayers inclusive using the words "we pray" instead of "I 

pray” 

• Aim for the prayers to take around 3-4 minutes 

• Arrive at church at 5pm for training 

• Join the pre-church meeting at 5.25pm 

• Double check on the run sheet when you are praying and whether you 

will be introduced or just hop up 

• Introduce yourself 

• Pray with a clear voice into the microphone 
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SINGING AND MUSIC  
Tim Uren 

• Check when you’re on the roster and note it in your diary (each Band is 

rostered on for two weeks at a time).  

• If you are unavailable for any week you are rostered on, please swap 

with someone else and let Tim know 

• Check the roster for what songs you will be playing. Familiarise yourself 

with the songs in the weeks prior. Band members should practise some 

alternate arrangements to songs we play frequently. 

• During the week before you’re rostered on you’ll receive a message 

from your band leader confirming the practice time and they’ll let you 

know of any changes to the roster. 

• Band practice will usually start at 4.15pm on Sunday and include set up, 

sound check and a meeting. 

• Join the pre-church meeting at 5.25pm 

• After the service, pack away all of your equipment and leave the band 

area neater than you found it. Return all of the music to the correct 

folders. 

Song Leaders 

• During band practice, check the slides, make any necessary changes 

and upload the new file to the Google Drive. If there are no slides 

uploaded at the start of practice, please contact Joshua Johnston or 

Ben Linder. 

• Introduce yourself and the other singer at the start of the night. 

• Communicate with the service leader as to what they want you to 

introduce. 

• Plan (or mostly plan) what you will say as an introduction to the songs 

each night. You don’t need to do an introduction for every song, but 

always introduce the song after the sermon. Notify the band leader as 

to when you will/won’t do a song introduction. 

• During the last song, tell the congregation to hand their connection 

cards to the two side aisles for collection. 
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Band Leaders 

• Send out a message to the band early in the week (Monday or Tuesday) 

to confirm the practice time. 

• Practise the songs you’re leading in advance and plan some alternate 

arrangements for frequent songs. 

• Ensure practice is thorough but efficient. 

• Encourage feedback and contribution from all band members 

throughout practice. 

• Reflect after each week’s practice and service on changes your team 

could make the following week to continually improve. 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POWERPOINT 
Paul Wileman 

• Arrive at church at 5pm to check the PPT is loaded and ready to go, 

especially if there is video and sound required 

• Join the pre-church meeting at 5.25pm 

• Check the PPT order matches the run sheet 

• Bring up welcome slide on screen 

• Confirm if any presentations need the clicker 

• Start countdown timer 5 minutes before the service starts 

• Observe the PPT directions and slide information on the run sheet  

• Be prepared to make last minute changes as things always come up 
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SOUND  
Paul Wileman 

It is important that you have been trained to use the sound equipment and 

sound desk before serving in this ministry.  
• Arrive at church at 5pm to make sure system is ready to go 

• Turn everything on in the correct order as indicated on the checklist 
found at the sound desk. 

• Sound check the band and get fold-back levels correct 

• Check all microphones that are going to be used  

• Check all batteries are charged sufficiently  

• Check with the powerpoint person if there is any audio/videos to come 

from the computer and test them  

• Walk around and check the band mix in various areas throughout the 

church and back hall to check everything can be heard clearly 

• Join the pre-church meeting at 5.25pm  

• Make sure everything is ready for the band to play as people walk in  

• Play background music from 5 minutes before the service, and ready to 

go for during connection cards and after the service 

• Record sermon as indicated on the instructions found at the sound 

desk. 

• Play background music after leader wraps up 

• Pack up microphones 

• Turn off sound desk in correct order 
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WELCOMING AND USHERING 

3 Gospel Teams are rostered on: 

• Welcoming and Ushering  

• Setup/Packup and pre-church snacks, and  

• Cleaning, Tidying and Supper. 

These 3 Gospel teams will always be rostered on together and rotate 

through the roles each time. 

Essentially the idea is that those 3 Gospel Teams will work together to 

ensure that everything happens smoothly on a Sunday behind the scenes 

and also means that smaller Gospel Teams can be supported by those who 

have more numbers. The Gospel Team's main serving area for the night is 

what they are rostered on but be prepared to be flexible and help out 

elsewhere if needed. In particular, if you know you are likely to be short 

handed on the night, contact the other gospel teams rostered on in your 

cluster to make up the numbers required. 

For Welcoming and Ushering 

Please arrive at 5pm to meet with the ministry team leaders. The ministry 

team leaders will do some training with your gospel team on the night. You 

will need at least 6-8 people on the night. 
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SET-UP AND PRE-CHURCH SNACKS 

If there is a special event on the night please arrive at 5pm. For example 

when there is potluck on, please set out 2 rows of 3 tables and 1 row of 2 

tables in the side hall. A label stating dinner and dessert/drinks should be 

placed on the tables. If we are having potluck during the service then 

please set up tables in the main hall with chairs around them. If potluck is 

before or after church, look out for direction on the night as to how to set 

up tables and chairs. 

Otherwise please arrive at 5:15pm to have the pre-church snacks set up by 

5:30pm. You will need to set up the side hall with a few tables. 

It is also strongly encouraged that some chairs and couches be set out to 

make the space more inviting than just a couple of tables with food on 

them. 
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CLEANING, PACK-UP AND SUPPER 

About 10 minutes before the end of the service please set out the supper in 

the side hall. 

While supper is happening, please keep an eye on the tables and clear 

away any empty bowls or plates. Any dirty cups, utensils and dishes will 

need to be washed any put away before the end of the night. 

Tables will need to be wiped down and packed away. The large tables are 

stored in the silver shed next opposite the door to the Ministry Centre. 

Usually 2 tables are left out for ESL. 

Please ensure that you collect all the pens, bibles and paper from the 

church hall. Pens go in the white boxes, bibles under these boxes on the 

shelf and loose paper is thrown in the recycling. 

Food Ideas 

Supper 

• Baked goods (cookies, brownies, slices) 

• Savoury (party pies, sausage rolls, quiches) 

• Snacks (chips, crackers, biscuits) 

• Cheese board (cheese, dips) 

• Fruit and vegetables 

• Drinks (soft drink, juice) 

Potluck 

Mains: 

• Pasta 

• Soups 

• Curries 

• Roast meats (beef, chicken) 

• Cooked vegetables 

• Rice 

Bread and Salads: 
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• Salad bowls 

• Pasta/potato salad 

• Bread rolls 

Desserts: 

• Slices, brownies, cakes 

• Fruit platters 

• Ice-cream (+toppings)  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VERGING 

The vergers serve by making sure our church is set up well so that we are 

able to gather together. This includes opening the church building, helping 

to set up any chairs and tables, correctly handling any money collected, 

and making sure the building is cleaned, packed-up and locked up. 

Week before your rostered service 

• Obtain the 6pm safe key off the person verging after they have 

completed their duties. 

Before Church 

• Arrive at church at 5.25pm for the pre-church meeting 

• Turn on all lights and if needed turn on the air conditioning, otherwise 

open windows. 

• Be the point of contact and assist the Gospel Team that is doing the 

logistics of dinner (ie; setting up tables & chairs moving furniture if 

required.) 

• Empty any rubbish bins from kitchen, meeting room and toilets 

• Check the toilets have sufficient paper towels and toilet paper rolls 

(extra supplies in second pantry next to kitchen).  

• Ensure there is enough chairs out, and the partition is open. 

• If everything is in place, feel free to assist welcoming teams as required 

After Church  

• With an usher, clear money from collection boxes into the safe, placing 

in the correct congregation bags found inside the safe. 

• Pass the 6pm safe key on to next week's verger. 

• Prepare the Church for the next event (ESL during School term) 

• Change the sign out front to ESL 

• Place 3 tables in the back hall behind the partition  

• Place the large portable whiteboard in the back hall 

• A Gospel Team is rostered on for cleaning in the section called 

‘Cleaners’. Confirm with them that they know what needs to be done. 

Tidy, check all rubbish is removed from the church, and the chairs are 
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straightened ready for the next service. Clean kitchen, put tables away 

and if required, vacuum the church building. 

• Another Gospel Team will be rostered on to help set up and pack up 

from dinner under the section ‘Logistics/Set up Team’. Confirm with 

them what they will be setting up and cleaning up in terms of dinner.  

Locking the Church 

If you are required to lock the church building, please follow the “Exit 

Instructions” which are found on the inside of the foyer cupboard door. 
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