REGULAR SUNDAY CHURCH DUTIES
Below are some of the things that need to be done to ensure the church functions smoothly:
· Arrive ½ hr before the Service to open the church so things can be setup
· Check toilets for stock of toilet paper, hand towel & soap and replace when needed
(when stocks are low advise Michelle Thomson)

· Empty toilet bins & replace liner bags.

· Empty outside hall bin

· Empty kitchen bin

· Take out Otto Bins for church and Hewitt House (garbage collected Sun night)

· Bring Otto Bins in on Mon morning

· Change table cloth on front table according to the season based on Lectionary Readings

· Hang appropriate banners based on season, eg Pentecost, Advent 
(stored in alcove at front of church behind where drum kit is usually set up, 
candle flames are stored in a box in the grey cupboard in the kitchen)

· Place candles on front table for Advent – 1 lge white candle, 3 purple & 1 pink

· Replace candles when necessary (usually last for 2 seasons, liaise with Minister to buy new ones)

· Setup sound system, microphones, litepro etc.

· Place and light white candle on front table

· Welcome worshippers, and hand out bibles, Hymn Books and McCredie Matters
· Read Lectionary bible reading

· Make “announcements”

· Collect offerings
· Count & record offerings received

· When last to leave ensure Church is locked up & secure

COMMUNION

· Buy bread

· Check there is enough grape juice in stock (when stocks are low advise Michelle Thomson)

· Pour juice into communion cups

· Collect and wash communion cups and trays

BAPTISM

· Place name of child on “Welcome” banner (felt letters are stored in a box in the grey cupboard in the kitchen)

If anyone would like to assist with any of the above duties,

please come and talk to an elder.

