Revised March 31, 2005
Stage Manager Instructions: 
It is great if you can arrive 30-45 minutes before the service starts.  

Normally, I will print them out the PowerPoint handouts and put them in my box on Sunday morning.  When I am away, the preacher will bring his sermon slides and Claire Westlake will insert them into the slide presentation on the balcony computer and print out the PowerPoint presentation handouts.  
1) Take the PowerPoint handouts from my box and put them up by the computer in the balcony for the PowerPoint operator. 
· The PowerPoint operator will turn on the projector and balcony computer.  They do this normally.  Comprehensive and clear directions are on the desk by the computer in the balcony if there is a problem.             

2) Take the order of service in my box.  If there are changes, make them on the computer or just hand write changes on the document.  Then make 25 copies of the order of service.  
3) Please distribute a copy of the Order of Service to:
a. The Children’s Ministry Box in the copy room (Two copies)
b. All of the members of the Ensemble.   

c. The table in the foyer for the ushers.  

d. The Sound Tech.  

e. The desk by the computer for the PowerPoint operator in the balcony.   

f. The Worship Service Participants when they arrive.  These include the Host, Pray-ers, Communion Pray-ers, Readers, Preacher, Introducer, Announcement people, Baby Dedications, Baptisms and Advent Readers.  
· Please make sure that each person participating has an updated order of service.  Giving them an order of service is a way to confirm that they know they are on.  In the unlikely event that someone doesn’t show up, find a substitute, do it yourself or grab someone to pinch hit.    
· Make sure last minute prayer requests are passed on the pray-er.  Make sure the pastor or an elder knows about these.  Use your discretion about what is shared publicly.  Andy Rowell or Ward Gasque can deliver delicate “Church News” (deaths, illnesses, etc.) or the Pray-er can do it.  
· If you are able, join us for prayer in the hallway outside the Lounge 15 minutes before the service begins.     
4) Please make sure that each person knows their cue of when to come up on the stage.  If this is their first time doing a certain thing, please talk them through what will happen.  (The document “Instructions for Worship Service Participants” has directions about how to be a host, pray-er, reader and communion pray-er).  You should sit in the front row.  Signal the person to come forward if they have missed their cue.
5) Please make sure the preacher knows they are doing the benediction.  Please make sure there is someone to introduce a guest speaker.  The person who introduces the speaker should introduce them and say, “As our speaker comes forward, please stand up and greet someone you haven’t greeted yet today.”  Please make sure the preacher knows how to transition to communion.  I encourage them to finish their sermon and pray.  The person who prays for communion will then come up and say, “If you know Jesus as your Lord and Saviour, please participate with us.  If you would like to accept Jesus as your Lord and Saviour for the first time today, please participate with us today.  If you don’t know Jesus as your Lord and Saviour, feel free to just pass the bread and wine pass.” 
6) Make sure the stage is set up properly.  

a. Make sure the pulpit microphone is set up and has a music stand behind it.  (The sound techs should do this but sometimes they forget).  
b. Make sure the preacher has a cordless mic from the Sound Tech and the PowerPoint clicker (which is kept up in the balcony on the desk by the computer) and a glass of water.  
c. Make sure the communion pray-er has the other cordless mic from the Sound Tech.
d. Make sure the baptistery is ready for a baptism.  Stephane Cote normally fills it.  
e. Close both doors at the front (by piano and by organ) right before the service starts. 

f. Make sure the 2 spotlights are on.  (The switches are on the wall behind the bass player on the organ side of the stage).  There is another set of controls in the balcony in the sound tech booth.   
g. Make sure the stage is clear of coffee cups, instrument cases, wires to trip on, extra hymnals, strewn chairs, etc.  
h. Make sure there are Prayer Ministry stickers when Prayer Ministry is on.  They should be pinned to the Nametag bulletin board in the foyer.  
i. Make sure the Sound Tech has any video clips ready (if applicable).  
j. Make sure the Advent lighters have matches or a lighter.  

