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Foreword 

AUDIO, VIDEO AND MEDIA HANDBOOK FOR CHURCH VOLUNTEERS 

In a worship service a great measure of responsibility rests on those who volunteer in the audio, video, and media ministries. When everything is going well, no one notices; but when the microphones don’t work or feedback creeps into the service, when the sound is too loud or the projected lyrics are late, everyone does. A well functioning audio, video, and media team can help the congregation enter into a deeper and more meaningful worship. A team that doesn’t anticipate or prevent problems, and react when they arise, is a distraction instead. This handbook serves as a guide for those beginning to work in this ministry. It’s goal is to help volunteers function to the top of their ability and contribute positively to a successful worship service.

TOPICS WILL INCLUDE 

• Common areas of AV audio-video ministry including, sound, projection, lighting, audio and video, broadcast, and Web; 

• Equipment that will be encountered; 

• Selection, setup, operation, storage, and maintenance of that equipment; 

• Common problems in rehearsals and in services, and strategies for preventing and solving them, and; 

• Working with the pastors, musicians, ministry leaders, and the congregation.

While this book won’t turn a new volunteer into an instant audio engineer, it will help them understand how important they are to the ministry, and how to support the seasoned volunteers and professionals trusted with the production of worship services.



CHAPTER 1 


Introduction

OPEN LETTER TO MEDIA TEAM MEMBERS 

Dear Media Team Member, 

Welcome to our team. Your work in the media ministry at our church is greatly appreciated and will make a significant difference in the quality of our church’s worship and the scope of our ministry.

Today’s church members are often media-centric. They attend movies, watch hundreds of channels on television, spend hours on the Internet, and download music and video to their phones and other personal media devices. With this increased exposure to media comes an expectation that the quality of music and media that they encounter in churches and worship will be exemplary. The goal of the media team is to meet those expectations, to deepen the worship experience, and to broaden the ministry of our church. In this effort we partner with our pastors, music ministers, and other ministries within the church. In many ways our role is one of service and support. In this we are following the example set by Christ (Philippians 2: 5-8). Also, lest anyone forget, there is no member of the body of Christ that does not perform an essential function (1 Corinthians 12:12-27). Your unique contributions are essential to our worship and other services, and to our outreach as a whole. Thank you for your ministry and service.

Sincerely,
 Your Media Team Coordinator 

SCRIPTURES FOR STUDY 

Let this mind be in you which was also in Christ Jesus, who, being in the form of God, did not consider it robbery to be equal with God, but made Himself of no reputation, taking the form of a bondservant, and coming in the likeness of men. And being found in appearance as a man, He humbled Himself and became obedient to the point of death, even the death of the cross.

Philippians 2:5-8 

For as the body is one and has many members, but all the members of that one body, being many, are one body, so also is Christ. For by one Spirit we were all baptized into one body—whether Jews or Greeks, whether slaves or free—and have all been made to drink into one Spirit. For in fact the body is not one member but many.

If the foot should say, “Because I am not a hand, I am not of the body,” is it therefore not of the body? And if the ear should say, “Because I am not an eye, I am not of the body,” is it therefore not of the body? If the whole body were an eye, where would be the hearing?If the whole were hearing, where would be the smelling? But now God has set the members, each one of them, in the body just as He pleased.And if they were all one member, where would the body be? But now indeed there are many members, yet one body. And the eye cannot say to the hand, “I have no need of you”; nor again the head to the feet, “I have no need of you.” No, much rather, those members of the body which seem to be weaker are necessary. And those members of the body which we think to be less honorable, on these we bestow greater honor; and our unpresentable parts have greater modesty, but our presentable parts have no need. But God composed the body, having given greater honor to that part which lacks it, that there should be no schism in the body, but that the members should have the same care for one another.And if one member suffers, all the members suffer with it; or if one member is honored, all the members rejoice with it.

Now you are the body of Christ, and members individually.

1 Corinthians 12:12-30 

PURPOSE 

This book is intended to serve as a guide to help churches achieve success in the ministry of audio, video, and media. The first two chapters contain an introduction and explanation of the organization and maintenance of the ministry. The remaining chapters are devoted to the technical aspects including the basics of sound reinforcement, video projection, lighting, recording and editing audio and video, broadcasting, Web development, and network maintenance. Each chapter has a checklist, which can be used by the media ministry leader, distributed to ministry team members, or customized for specific needs within the church. Each chapter has a troubleshooting section that will help solve many of the problems that will be encountered in the media ministry. Each chapter also has a discussion of the function, setup, care, and maintenance of relevant equipment.

IMPORTANCE OF THE MEDIA MINISTRY TEAM 

The importance of the media team in enhancing the church’s ministry cannot be overstated. Without sound amplification or reinforcement, members of the congregation may not be able to hear what is being said thereby missing important material. Without a microphone, preachers or presenters in a large space could lose their voice, long before their message is complete. Without appropriate equipment, the quality of the music may drive people away from worship rather than draw them into it. In many of today’s churches worship songs come and go rapidly and printed materials cannot be produced quickly enough. Without projection of lyrics, people will find it more difficult to worship. Without audio and video examples, many sermon points will fall flat. Without a recording or broadcast ministry, many may not hear of God’s great love.

But ta-da, enter the audio and video ministry team. With a well-honed media ministry, these, and many more pitfalls can be avoided. With a healthy media ministry, the congregation can hear and understand the proclamation of the word of God; preachers and presenters can speak with ease, even when their voices are weak; the worship music may be enhanced so that it is more attractive and people can draw closer to God; the lyrics of each song can be projected and the people can truly sing a new song unto the Lord; and many sermon points can be visually illustrated so that they are both easier to understand and more memorable. With a properly functioning media team, the equipment which makes these things possible can be maintained, and used to its fullest advantage, the distractions produced by audio feedback can be avoided, the volume of the music can be set to a comfortable level, and worship can be enhanced. With an active media team and recording or broadcast ministry, the reach of the church can be expanded and the kingdom of God can be built.

IT’S ABOUT SERVICE 

There is no ministry in the church that is not ultimately about service. The pastor, though in a leadership role, must have a servant’s heart to be successful. The shepherd’s job may be mistaken for a position of power. Actually, it is one of service and responsibility to the sheep (the congregation). The shepherd must gather the sheep into the flock and keep them from getting lost. If one is lost, the shepherd must find and rescue it. The shepherd must find green pastures where the sheep may safely feed. He must find clean water to quench the thirst of their flock. The shepherd must keep the sheep safe from the wolves and bears, bind their wounds, and nourish the lame and sick. The goals of the church are the same. God does not desire that any should perish. He longs for all to come to know Christ, to be filled with His Holy Spirit, and to grow and mature spiritually. Much of this is accomplished by the ministry of the church’s servant-leaders, not just the pastors. As a member of the audio, video, and media ministry, you are a part of that servant leadership.

A SCRIPTURAL FOUNDATION FOR SERVICE 

God has a unique plan for every individual and their contribution to building His kingdom. That plan includes many positions, but the Holy Spirit directs each.

Now concerning spiritual gifts, brethren, I do not want you to be ignorant: You know that you were Gentiles, carried away to these dumb idols, however you were led. Therefore I make known to you that no one speaking by the Spirit of God calls Jesus accursed, and no one can say that Jesus is Lord except by the Holy Spirit. There are diversities of gifts, but the same Spirit. There are differences of ministries, but the same Lord. And there are diversities of activities, but it is the same God who works all in all. But the manifestation of the Spirit is given to each one for the profit of all: for to one is given the word of wisdom through the Spirit, to another the word of knowledge through the same Spirit, to another faith by the same Spirit, to another gifts of healings by the same Spirit, to another the working of miracles, to another prophecy, to another discerning of spirits, to another different kinds of tongues, to another the interpretation of tongues. But one and the same Spirit works all these things, distributing to each one individually as He wills.

1 Corinthians 12:1-11 

The teachings of Christ contain many examples of service. When Jesus said that the first shall be last and the last, first, it is immediately followed by an explanation of the seeming contradiction of His servant leadership.

So the last will be first, and the first last. For many are called, but few chosen.” Now Jesus, going up to Jerusalem, took the twelve disciples aside on the road and said to them, “Behold, we are going up to Jerusalem, and the Son of Man will be betrayed to the chief priests and to the scribes; and they will condemn Him to death, and deliver Him to the Gentiles to mock and to scourge and to crucify. And the third day He will rise again.”

Matthew 20:16-19 

According to Christ, the Gentiles lord their position over those beneath them. Christians, however, are not to do so.

Then the mother of Zebedee’s sons came to Him with her sons, kneeling down and asking something from Him. And He said to her, “What do you wish?” She said to Him, “Grant that these two sons of mine may sit, one on Your right hand and the other on the left, in Your kingdom.”But Jesus answered and said, “You do not know what you ask. Are you able to drink the cup that I am about to drink, and be baptized with the baptism that I am baptized with?” They said to Him, “We are able.”So He said to them, “You will indeed drink My cup, and be baptized with the baptism that I am baptized with; but to sit on My right hand and on My left is not Mine to give, but it is for those for whom it is prepared by My Father.” And when the ten heard it, they were greatly displeased with the two brothers. But Jesus called them to Himself and said, “You know that the rulers of the Gentiles lord it over them, and those who are great exercise authority over them. Yet it shall not be so among you; but whoever desires to become great among you, let him be your servant. And whoever desires to be first among you, let him be your slave—just as the Son of Man did not come to be served, but to serve, and to give His life a ransom for many.”

Matthew 20:20-28 

THE DISCIPLES ARGUE ABOUT GREATNESS 

Now there was also a dispute among them, as to which of them should be considered the greatest. And He said to them, “The kings of the Gentiles exercise lordship over them, and those who exercise authority over them are called ‘benefactors.’ But not so among you; on the contrary, he who is greatest among you, let him be as the younger, and he who governs as he who serves.

Luke 22:24-26 

Jesus set a high standard for service by washing his disciple’s feet. He showed great humility, and by doing so, he taught his disciples that they should serve one another in the same manner.

So when He had washed their feet, taken His garments, and sat down again, He said to them:

“Do you know what I have done to you? You call Me Teacher and Lord, and you say well, for so I am. If I then, your Lord and Teacher, have washed your feet, you also ought to wash one another’s feet. For I have given you an example, that you should do as I have done to you.

John 13:12-15 

Christ did not come to be served, but to serve. He gave the perfect model of service in His sacrifice on the cross, and challenged us to do the same.

Then Jesus said to His disciples, “If anyone desires to come after Me, let him deny himself, and take up his cross, and follow Me.

Matthew 16:24 

Our job is to serve Christ to the best of our ability. With the correct heart for service, the goals of the media ministry can be achieved.



CHAPTER 2 

Media Team Organization and Oversight 

In a small church it may be possible for one person to do much of the work associated with the media ministry. As the size of the church increases, however, it is desirable to incorporate more volunteers in this ministry, and consequently, there is a great need for an organized approach.

Churches throughout the world vary in both type and size. Although it is impossible for each one to organize their media ministries in the same way, some principles apply from the smallest to the largest churches. All, regardless of size, will need to create a plan for applying these principles within their media ministries.

THE MEDIA COORDINATOR 

First, there needs to be someone who has responsibility for the media ministry. This person should have technical skills, a servant’s heart, and a vision for the media ministry. They should be able to handle criticism well, work within an environment where conflicting signals are sometimes received, be an effective communicator, and be flexible.

MEDIA COORDINATOR RESPONSIBILITIES 

The responsibilities of the media coordinator include:

• Research and purchase the equipment needed for the various ministries of the church.

• Prepare a budget each year for the maintenance and replacement of equipment used in the church.

• Set up the equipment for the most efficient operation.

• Execute the necessary maintenance each year on existing equipment.

• Recruit members for the various media positions described below.

• Train or plan training for members for the various media positions described below.

• Prepare instructions and checklists for the various media positions described below.

• Critique each service for strengths and weaknesses in the media ministry and address problems so that they are less likely to occur in the future.

• Coordinate media personnel for various services and special events.

• Coordinate media personnel for various spaces in the church.

• Work cooperatively with various church ministries requiring media support, especially the music ministry.

• Secure the necessary licensing for broadcast, Web streaming, projection of lyrics, etc. Make certain that the individuals who work in these areas are aware of licensing limitations and take the necessary precautions to avoid violating them. Do any necessary reporting of copyright usage.

• Secure permissions from any individuals who are being broadcast or whose images are being used in the church’s Web pages.

• Oversee a system for providing backup strategies for failed equipment and be available to assist in implementing those plans.

WORKING WITH THE PASTOR 

It is important that the media coordinator understand their relationship to the pastor, who oversees all ministries within a church. In the day-to-day operations of the church, the pastor is the final authority on any matters of dispute. Typically the pastor, however, is someone who presents a vision and explains goals and then leaves the details of their implementation to those most directly involved in the ministry. The Pastor, however, will be a great ally as his or her role in leadership includes the responsibility to make certain that the materials and resources to do an effective job are available. The media coordinator will have to work through issues related to the budget with the pastor and/or others designated for that purpose.

BUDGET 

Budget is a primary concern for a successful media ministry. A media ministry depends heavily on equipment. When that equipment breaks down, it needs to be repaired or replaced immediately—in time for the next service. The media coordinator should develop a budget for required maintenance on existing equipment and its replacement at the end of its life cycle. The media coordinator will need to spend a great deal of time researching specifications as the budget is developed. Caution must be used to find objective advice. An outside consultant who is not a salesman can often give balanced advice, more so than someone who has a vested interest in the product being considered. Be on guard if salesmen suggest that whoever did the previous installation didn’t know what they were doing. While this is sometimes true, it’s very likely that equipment acquired in the past was well-advised at the time. The world of media is not one that is marked clearly with road signs indicating what will work and what will not. There will be some perfectly good solutions that may not work as well as hoped in specific installations. Guard against salesmen who do the following:

• Try to establish their expertise at the expense of competitors or those doing previous installations.

• Try to pressure purchase decisions.

• Imposes deadlines on special prices.

TIPS FOR DEALING WITH SALESMEN 

• Ask for references and call those people with whom they previously worked.

• Find out how happy their previous customers are with their purchases.

• Visit the churches where other installations occurred and check the results.

LOOK FOR CONSULTANTS WHO DO THE FOLLOWING 

• Establish expertise by references.

• Present multiple options with pros and cons of each.

Consultants, unlike salesmen, are usually paid for their services independent of purchasing decisions.

DOUBLE PURPOSING EQUIPMENT 

One’s philosophical approach to budgeting should also receive consideration. It is possible to do much ministry with basic equipment including some that may be borrowed or donated, or double purposed (for example, a computer may serve as a projection unit on Sunday, but be used for secretarial work the rest of the week), BUT this invites a greater number of problems for both purposes. Ideally the equipment for the ministry should be devoted to that purpose. A computer used in the media ministry should meet the necessary specifications. For example, two video cards are generally needed for use with most projection software. A secretary’s computer seldom has the need for such a feature. As quality equipment is acquired for the ministry and is devoted specifically for that purpose, problems decrease.

THE MEDIA MINISTRY ORGANIZATION 

While the Pastor’s role is clear, it is quite possible that any number of other individuals may be found in the organizational structure of a given church. These individuals will often include music ministers, worship leaders, choir and orchestra directors, associate pastors, and so on. Regardless, it is likely that there will be a person in charge of music ministries. Whether this person is seen as the supervisor of media ministries or a colleague will depend much on the strengths, ages, tenure, and philosophies of individuals in the church itself. It might also depend on whether the church has a significant recording and distribution ministry, broadcast ministry, or if the activities of the media department are directed more toward the worship services within the church. A few common organizational strategies are found below.

These organizational structures are to facilitate the smooth operation of the ministries with one another. It is wise to have a clear understanding of these to help avoid conflicts.
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For example, let’s say that a worship leader has, in rehearsal, established volume levels for each song. If someone in the congregation walks by and comments that things are too loud, it is important to respectfully receive their input, check with the worship leader (if and when practical) and adjust if possible, and perhaps direct the congregant to a quieter spot in the auditorium until adjustments can be made. If the pastor comments that the music is too loud, there may need to be a different course of action. Even so, everyone must display a spirit of teamwork and support. It is essential that all are working toward the same goals, and that a spirit of cooperation and unity are in place.

WORKING WITH MUSICIANS 

Of the various relationships with ministry leaders, it is essential that the media coordinator have a good rapport with those in the music ministry. Most musicians have a good idea of how they would like things to sound. Also, they are able to consider whether someone in the ensemble needs more or less amplification based on musical goals. Ideally, they are acutely aware of whose tone blends well, who sings in or out-of-tune, etc. A sound technician will hopefully have these skills also, but it is important to listen carefully to the instructions from the musicians.

Even so, the experience and background of the musicians vary greatly. Many are trained to better understand an acoustic environment. Opera singers sing the way they do because opera came of age in a day when amplification was not available. Singers had to produce the biggest (loudest) and most beautiful sounds possible with only their voices. In today’s churches we are often blessed by operatic voices, but with amplification, we can also enjoy softer voices. The point, however is that trained musicians often have a background in acoustic music and their vocabulary and expectations may reflect that. Younger musicians may have worked more with amplified music and have greater facility in that area, but they too will need support for successful ministry. The number of ways that a sound system can be set up or a platform can be organized is infinite. Any musician stepping onto the platform will require some explanation of how the systems in this space work, where inputs are located, what monitor controls are available on the platform (if any), etc. Supporting the musicians, regardless of their experience in sound reinforcement, in the production of the best musical performance possible is the goal.

THE MEDIA MINISTRY TASKS 

The Media Coordinator is likely to oversee a number of important tasks. A list of basic items is found below.

• Sound reinforcement for the worship service, youth service, children’s service, singles service, other services, and special events, etc.

• Projection for all of the above.

• Audio recording of some or all of the above.

• Video recording of some or all of the above.

• Lighting for all of the above.

• Editing and preparation of the recordings for broadcast or Internet streaming.

• Oversight of the church’s Website.

• Maintenance of computer networks within the church including network disks, printers, servers, etc.

The more of these responsibilities that a Media Coordinator has, the less likely it is that one person can do them all. It will be necessary to mobilize a team of volunteers to help with these tasks.

KEEP IT SIMPLE 

Consequently, the media coordinator will find it helpful to setup equipment in a way so that individuals with light training can operate it, and so that it can quickly be put into service. There will be more about this in the technical chapters, but here, suffice it to say, there are numerous examples of how operations can become more complicated than necessary.

EXAMPLE 1: In one service that I oversee, I prepare the projection slides in advance and have a member of the group step into service with few instructions other than, “Type the right arrow to go forward and the left arrow to go backward.” This group is small and there is no one in it who could do the entire preparation for the projection, but by keeping operation simple, I can easily find volunteers to do the part they can.

EXAMPLE 2: In one building we have an electronic keyboard which serves as a controller for a much better sound module. Unfortunately because of the use of the space, this keyboard must be set up and put away each week. While using the keyboard and controller gives us access to a broader palette of sounds, the reconnection of MIDI cables and power to all devices, is much more complicated and trouble-prone than setting up a keyboard with built-in sounds. Most of the time this system is used, the person using it plays only the electronic piano sound, so a much less expensive solution would have been equally functional. Of course, training the keyboardist to use the gear to a greater extent would also be possible, but again, the principle is to keep things simple.

Also, there are many instances when “plug and play” operation would be possible, but because of flaws in the design process or equipment acquisition, there is significant setup required instead. Of course, the extra setup is sometimes worthwhile, especially when the quality is significantly enhanced. Even so, when setup becomes more complex, it also becomes more difficult to find volunteers who can step into the position when vacations and other conflicts inevitably occur.

Generally it is best in a church environment to have equipment that is easy to operate and which does not require extensive training.

MEDIA TEAM ORGANIZATION 

Ideally there will be at least one person in charge of each of the areas of media ministry. Descriptions of each of their responsibilities are found below.

Sound Reinforcement 
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For every worship service, there should be a person in charge of sound reinforcement. Duties of this position will include the following:

• Attendance and setup for any rehearsals for the service.

• Turning on equipment as needed for rehearsal.

• Take notes during rehearsal on what is needed for each part of the service. The regular worship service becomes routine but special services will require greater attention and preparation.

• Turning off and putting away equipment as needed after the rehearsal.

• Turning on equipment as needed for the service.

• Attendance and setup for the service.

• Attentive execution of the plans rehearsed previously.

• Turning off and putting away equipment as needed after the service.

Projection 
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For every worship service, there should be a separate person in charge of projection. Duties of this position will include the following:

Before the Rehearsal

• Secure the list of songs for the service and enter or download them into the projection software.

• Get copies of any DVDs, computer videos, announcements, promotional PowerPoints, or other media to be displayed and prepare them for presentation.

• Get copies of sermon notes and/or outlines, Bible verses, or other information to be displayed and enter them into the projection software.

• Place screens, turn on projectors, etc.

• If video from a live feed will be projected, there should be one or more camera operators and perhaps a video production team providing that signal. Check to make certain the signal for the live feed is active.

At Rehearsal

• Run through the entire service making notes about anything out of the ordinary. Again, regular services become routine, but special services require greater preparation.

• Power down and put away any equipment as needed after the service.

The Service

• Place screens, turn on projectors, etc.

• Double check to see that everything is ready. 

• Double check the “order of service” to make certain nothing has changed.

• Attentively execute the plans as rehearsed.

• Afterward, power down and put away equipment as needed.

• File (or delete) any records of the service as needed.

Audio Recording 

Recording audio can be as simple as adding a recording device to the soundboard, or as complex as routing signals from a digital mixing board into a virtual mixer on a computer. The chapter on audio recording and editing will present additional options. Depending on the solution selected the responsibilities of someone in this position could vary greatly. The simplest solutions could be added to the responsibility of the sound reinforcement person. The more complex solutions would require a dedicated person on this task. Regardless, the responsibilities of this position will include the following:

• Power on any necessary equipment for recording.

• Place the media for recording in the recording equipment.

• Check the signal levels coming into the recording equipment and set them appropriately.

• Start and stop the recording at the appropriate times in the service.

• Press the “marker” button for each section of the service, if required by the recording equipment.

• Depending on the solution used for recording, mixing may or may not be necessary, and could occur either at this time, or after the recording is complete.

• After the service, save the recording, or finalize any media as needed (burn to CDs, etc.).

• After any necessary editing, provide copies of the service in an appropriate format to the person or persons in charge of broadcast or Web services, and le a copy in the church’s archives.

• Make copies of the media for those who request or purchase a copy of the service.

• Power down any equipment as necessary.
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Video Recording 
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Video recording is also possible on any number of levels. In a simple circumstance, a single camera can be directed toward the platform to record the service and can be used to record video and audio concurrently. The use of multiple cameras, as discussed in the chapter on video recording can be used to produce a higher quality video recording. Adding a sound track that was recorded and edited in post-production also increases the quality of the video recording. Minimally the following duties will be required of the person or persons in charge of video recording:

• Power on any cameras and necessary equipment for recording.

• If required by the camera, make any adjustments necessary for white balance.

• If the recording is to take place in a camera, check to confirm that the media for recording is in the camera. If the capacity of the media will be exceeded during the service, make certain that additional media is on hand.

• If the signal from the camera is being directed to a mixing board then check the signal from the camera to the mixing board, and check to make certain that any software or hardware is appropriately configured for recording.

• If multiple cameras are being used, check the communication system between the producer and the camera operators.

• Start recording once the service is in progress. If multiple cameras are being used, camera operators should follow the directions of the “producer.”

• Depending on the solution used for recording, mixing may or may not be necessary, and could occur either at this time, or after the recording is complete.

• After the service, save the recording, or finalize any media as needed (burn to DVD).

• After any necessary editing, provide copies of the service in an appropriate format to the person or persons in charge of broadcast or Web services, and file a copy in the church’s archives.

• Make copies of the media for those who request or purchase a copy of the service.

• Power down any equipment as necessary.

Lighting 
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One element that is often overlooked in church services is the application of lighting to enhance the service. Greater attention is typically given to lighting during special programs such as musicals and dramas. Ideally, there will be a system of lights wired into a control board which can be operated by an individual. The use of spotlights will require additional personnel, and as productions increase in complexity, the personnel required to execute the lighting plan will increase. The lighting team also typically handles special effects such as bubbles, fog, snow, etc. Minimally, the following will be necessary for lighting:

• Review the service with the person in charge well in advance of the service. Lighting may sometimes require special placement of fixtures, wiring enhancements, or the building of lighting “sets.” In some cases, additional equipment (extra spots) may need to be rented or special supplies purchased (different color filters for the various lights).

• Prior to the rehearsal, all lighting fixtures should be wired and placed as desired for the program. Setup may take some time so this team will need plenty of advanced notice.

• With lighting teams, rehearsal will be extremely important. Any dress rehearsal, or other rehearsals immediately before a production should include the lighting team. These rehearsals are opportunities for the take note of any special circumstances. In almost every case, rehearsal lighting team to practice the effects that have been planned, and to reveals new insights on how the lighting plan must be executed.

• If the lighting plan includes making adjustments to the placement of lighting fixtures during the performance, then special attention must be given to this.

• After the production, power down any equipment as necessary and permit it to cool before moving it. Put away any equipment as necessary.

EDITING AND PREPARATION OF THE RECORDINGS FOR BROADCAST OR INTERNET STREAMING 
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Depending on how the media team is organized, this task could be achieved by the person doing the recording, or it could be someone to whom audio or video files are provided. Regardless, duties of this person might include the following:

• Start by opening the files containing audio and/or video for the service in the software selected for editing. The files being opened should normally be in a high quality format with little or no compression.

• Add any introductory materials used in the broadcast (introductory splash audio or video, present the title screen or announce the title of the program, introductory theme music, introductory welcome to the service announcements).

• Add any exiting materials used in the broadcast (closing splash audio or video, present the farewell screen or announce the title of the program, exiting theme music, exiting farewell announcements, credits).

• Scan through the track and remove any materials that may be copyrighted and/or not permitted in the licensing for broadcast.

• Scan through the track and remove any information or presentations that may be sensitive (identifying missionaries in prohibited countries, etc.).

• Scan through the track and remove any obvious misstatements or awkward or embarrassing materials. All individuals involved in the service should be treated with respect. Humor is okay, but good judgment will help identify things that should not be broadcast.

• Identify anyone whose picture was taken during the service and confirm that permission has been granted for broadcast, or replace with a broad shot of the speaker.

• Convert any files to a format appropriate for broadcast.

• Save the program onto any necessary media required for broadcast.

OVERSIGHT OF THE CHURCH’S WEBSITE 

A Website for a typical church may be maintained by a single person, or by a team of individuals. The work done to maintain the Website normally does not take place during the service like other media ministries, but this role is increasingly important. It is common for visitors to a church to have previously visited the church’s Website. The Website must represent the church well, and be thoroughly professional. The Website must be modern in appearance, and contain frequently updated materials. The person maintaining the church’s Website should expect to receive information regularly from the various departments in the church, but they should also expect to do substantial reporting (taking photographs and writing) on recent events. Duties of this person will include the following:

• Create a simple Web interface that permits visitors to quickly find things.

• Items such as addresses, directions, and contact information should be available on every page (click to see).

• Each ministry of the church should be described with a list of current events and photographs from recent events.

• The Web page should be registered with search engines and embedded with META tags that help bring it to the attention of those searching for it.

• Permissions to post photographs of individuals should be obtained prior to posting them.

• The churches services should be uploaded for broadcast weekly.

• The churches publications (newsletters, bulletins, etc.) should be prepared for the Web and uploaded weekly.

• The church’s calendar should be published weekly.

• The Webmaster may have the responsibility for managing and maintaining e-mail accounts (pastor@mychurch.com).

• The Webmaster may have the responsibility for maintaining forms for the submission of various information (applications for special events, request for information, etc.).

• The Webmaster may have the responsibility for setting up e-commerce functions (donations to the church, etc.).

• The Webmaster may have the responsibility for the maintenance of private or protected data which is made available to the pastoral staff (membership database, etc.).

MAINTENANCE OF COMPUTER NETWORKS 
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The church has an increasing need for an individual who can setup and maintain computer networks, wireless networks, network disks, printers, servers, Web monitoring software, etc. The person charged with the maintenance of computer networks has some decisions that they must make which will determine the scope of their ministry:

• What services are needed (e-mail, wireless, etc.)?

• Which of these services will be locally created and maintained and which will be subcontracted or provided through an Internet portal.

The duties of this individual may include the following:

• Setup and maintain shared printers, scanners, and/or copy machines. Set church computers to use these services, or distribute information to church staff on how to use them.

• If applicable, setup and maintain any servers used by the church for the following services and oversee security and access, setting up accounts and passwords as needed.

• e-mail 

• Web service 

• streaming broadcast 

• public or private folders 

• Blogs 

• Podcasts 

• Install and maintain any server based applications used by the church. Many churches maintain church attendance and giving records in a database which can run on a server. Server-based applications typically allow the users to find data from a number of computers, and to permit some documents to be available to multiple users (although usually not for editing at the same time). These documents are generally password protected and only available to the users who need them. It is possible to created public folders which are not protected and care must be maintained to place only non-sensitive documents in those folders.

• Setup wired and wireless networks in a secure manner.

The media coordinator may find it useful to duplicate the lists of responsibilities found above and customize them for the specific needs of their church. These lists may be distributed to the various individuals in the ministry, or posted them near the equipment used. The media coordinator may find it especially useful to those involved in the media ministry to provide a copy of this book for each member and direct him or her to the chapter that most applies to their ministry. The chapters below explain the roles of each of these individuals in greater detail.





End of sample




    To search for additional titles please go to 

    
    http://search.overdrive.com.   


OEBPS/images/9781418541743_ren_0055_001.jpg





OEBPS/images/9781418541743_ren_0117_001.jpg





OEBPS/images/9781418541743_ren_0054_003.jpg





OEBPS/images/9781418541743_ren_0113_001.jpg





OEBPS/images/9781418541743_ren_0056_001.jpg





OEBPS/images/9781418541743_ren_0055_002.jpg





OEBPS/images/9781418541743_ren_0118_001.jpg





OEBPS/page-template.xpgt
               



OEBPS/images/9781418541743_ren_0053_001.jpg





OEBPS/images/9781418541743_ren_0107_001.jpg





OEBPS/images/9781418541743_ren_0100_001.jpg





OEBPS/images/Il_9781418541743_ren_0054_002.gif





OEBPS/images/9781418541743_ren_0112_001.jpg





OEBPS/images/9781418541743_ren_0054_001.jpg





OEBPS/images/9781418541743_ren_0108_001.jpg





OEBPS/images/9781418541743_ren_0098_001.jpg





OEBPS/images/9781418541743_ren_0099_002.jpg





OEBPS/images/9781418541743_ren_0099_001.jpg





OEBPS/images/9781418541743_ren_0051_002.jpg





OEBPS/images/9781418541743_ren_0051_001.jpg
‘2





OEBPS/images/9781418541743_ren_0052_002.jpg





OEBPS/images/9781418541743_ren_0052_001.jpg





OEBPS/images/9781418541743_ren_0067_001.jpg





OEBPS/images/9781418541743_ren_0065_001.jpg





OEBPS/images/9781418541743_ren_0072_001.jpg
| agEccrs g ShEld o Shield  Seevopm,

22 T

2-Tip 1-Sleeve

[\

3-Tip 2-Ring 1-Sleeve

XLR

4Shietd

3
bore

Shiel

Shield,

3
2

\ Tip 2% 2 Ti





OEBPS/images/9781418541743_ren_0071_001.jpg





OEBPS/images/9781418541743_ren_0061_002.jpg





OEBPS/images/9781418541743_ren_0177_001.jpg
S





OEBPS/images/9781418541743_ren_0061_001.jpg





OEBPS/images/9781418541743_ren_0152_001.jpg
ot b e skl g it et e

iy iy






OEBPS/images/9781418541743_ren_0063_001.jpg





OEBPS/images/9781418541743_ren_0062_002.jpg





OEBPS/images/9781418541743_ren_0126_001.jpg
‘i‘






OEBPS/images/9781418541743_ren_0119_001.jpg





OEBPS/images/9781418541743_ren_0151_001.jpg
et tmbcharse=150.8855-1 hifp-cquiv="Content Type >
race Asembl of God Chrch

Homepage, Spring ity Penmsyluania’
<META NAMES"KEY WORDS"
CONTENT="Grace.Assembly God. Church, Homepage.Spring.City Pennsyluani >

ctite>Grace Assembly of God, Spring City, Pennsylvaniac itle>
heads

cbody>

cbr>

<ody>

A





OEBPS/images/9781418541743_ren_0129_001.jpg





OEBPS/images/Il_9781418541743_ren_0058_002.gif





OEBPS/images/9781418541743_ren_0058_001.jpg
Aux2 ()

Volume o





OEBPS/images/9781418541743_ren_0060_001.jpg





OEBPS/images/9781418541743_ren_0028_001.jpg





OEBPS/images/9781418541743_ren_0043_001.jpg
Bass.

Choir Mic 1 Choir Mic 2
Guitar
Piaroand | Acoustc | Gectric | Lead Uocal Beckground
Uocal | Guitr | Gular | Podim | Uocols],2,and3 | Orchestra
and [ ggpg | Microphone fnd
Vocal | ang Instrumental
vocal Soloists






OEBPS/images/n4.jpg
HEAVENLY FATHER, SPIRIT, SON
G0 0F AL THEAGES






OEBPS/images/9781418541743_ren_0029_001.jpg





OEBPS/images/9781418541743_ren_0042_001.jpg
Choir Mic1 | ChoirMic2 | Choir Mic3 | Choir Mic 4

Drums Bass Guitar Orchestra

Heyboard and | Acousic | Electric | find Instrumental
Heyboard Uocal | Guitar | Guitar | Solosts

Piano and
Plano Uocal

Lead Uocal Background
Podiom | Uocals 1,2, and 3
Microphone






OEBPS/images/n3.jpg
ENDLESS, BOUNDLESS,






OEBPS/images/9781418541743_ren_0025_001.jpg





OEBPS/images/9781418541743_ren_0044_002.jpg





OEBPS/images/n6.jpg





OEBPS/images/9781418541743_ren_0026_001.jpg





OEBPS/images/9781418541743_ren_0044_001.jpg





OEBPS/images/n5.jpg
Gon o ALL e AGES






OEBPS/images/9781418541743_ren_0081_002.jpg
HEAVENLY FATHER,






OEBPS/images/9781418541743_ren_0081_001.jpg





OEBPS/images/9781418541743_ren_0030_001.jpg





OEBPS/images/9781418541743_ren_0034_001.jpg





OEBPS/images/n2.jpg





OEBPS/images/9781418541743_ren_0031_001.jpg





OEBPS/images/n1.jpg
HEAVENLY FATHER,






OEBPS/images/9781418541743_ren_0080_001.jpg
HeavenlyFather, Spr Son Endiess, boundiess, mighty God

God ofall the ages. God ofal the ages,

Help me to hear Your sl small voice Pureand holy perect God,

Godof s the ages

God ofal theages.

Heavenly Father, Endless, boundless,
spirit, Son Mighty God
God of all the ages, God of allthe ages,
Help me to hear Pure and holy,
Your stillsmall voice: Perfect God,

God of allthe ages. God of allthe ages.

Hesvenl Fathr Spit, Son
God of i the sees

Help meto hear Your st smallvice
God of i the sges

Hesvenly Fathr S, o
Godof i the ages
Help me to ear Your sl smal vice
Godof st ages
Endless, oundies,mighty God oian hundieas itk 064
God o all the ages, God o althe sgss,
pure and hly perfect God, Pure and hy, parfact God,
God of sl the ages ‘God of ll theages






OEBPS/images/9781418541743_ren_0002_001.jpg
£

Tromas Nevsox

CASHVILIS DALLAS MEEICO GITY RIO DE ANHIRO





OEBPS/images/9781418541743_ren_0022_001.jpg
3

Board of Deacons | | Board f Deacons o Eders Board o Deacons o Eders
orEiders
PASTOR PASTOR PRSTOR
Tusic Miniser Wusic | Medla | | Asoc Pastor | fissoc Pator2 | le.
Medla Mister | Coondinator e,

Coordinator

Children ‘ Youth






OEBPS/images/cover.jpg
$3dINY HO31 S.NOST3N

C. FLOYD RICHMOND
Author

MICHAEL LAWSON

Series Editor

i enrs 2. Mimisry





OEBPS/images/9781418541743_ren_0078_001.jpg
-' £
£ "

P
Py





OEBPS/images/9781418541743_ren_0072_002.jpg





OEBPS/images/9781418541743_ren_0050_001.jpg





OEBPS/images/9781418541743_ren_0096_001.jpg





OEBPS/images/9781418541743_ren_0049_002.jpg





OEBPS/images/9781418541743_ren_0093_001.jpg





OEBPS/images/9781418541743_ren_0050_003.jpg





OEBPS/images/9781418541743_ren_0097_002.jpg





OEBPS/images/9781418541743_ren_0050_002.jpg





OEBPS/images/9781418541743_ren_0097_001.jpg





OEBPS/images/9781418541743_ren_0083_005.jpg





OEBPS/images/9781418541743_ren_0083_004.jpg





OEBPS/images/9781418541743_ren_0049_001.jpg





OEBPS/images/n7.jpg
Viruses and Maliclous | More threats Fewer threats
Software

Usarbase Much larger Much smaller
Cost Generallyless expensive | Similar to high-end

forlowend machines— | Windows machines.
butcheap machines are
ot recommended for
projection,

Reliability ‘An extended warranty i recommended for any.
church computer.

Software Avallability | Most major applications run on both Windows and!
Macintosh. Each platform has some software that will
only runon it I you use platform specific applications
like Cakewalk or GarageBand then decide based on
the software you will run.

Reading Files from Compatible with most major fle types thiough O or

Guests commonly installed applications: wmy, mov, aif waf,
mp3, ac, i jpg, aif, pdf, ot i, doc, ppt. s, docx,
Bpb s et

RAM Putin the maximum the machine willhold for
projection.

Hard Drive. The largest hard drive which can be afforded is

recommended. A second hard crive for s (images,
videos,etc)is recommended.

Video ‘A machin with two video cards is recommended
for most projection software. One is used to control
the projection and the other s the screen which s
projected within the sanctuary.






OEBPS/images/9781418541743_ren_0048_002.jpg





OEBPS/images/9781418541743_ren_0089_001.jpg
ccommonly used with
projectors.






OEBPS/images/9781418541743_ren_0083_003.jpg





OEBPS/images/9781418541743_ren_0083_002.jpg





OEBPS/images/9781418541743_ren_0048_001.jpg





OEBPS/images/9781418541743_ren_0046_001.jpg





OEBPS/images/9781418541743_ren_0045_001.jpg





OEBPS/images/9781418541743_ren_0083_001.jpg





OEBPS/images/9781418541743_ren_0047_001.jpg





OEBPS/images/9781418541743_ren_0046_002.jpg
on





