SEMBAWANG PRESBYTERIAN CHURCH MUSIC & AV TEAM

Roles & Responsibilities

The Music & AV Ministry (MUSAVIT)
Executive Committee (Exco) Appointments
The Music & AV Ministry (MUSAVIT
) Exco comprises the following official appointments, namely the Music & AV Director, the Music Team Managers, and the AV Team Managers.
These appointment holders shall be inducted biennially and the induction ceremony shall be witnessed by the Senior Pastor, Preachers, Church Session and the Church Congregation.
The MUSAVIT Exco shall include the non-official appointments of Section Leaders and Crew Leaders, who are to provide feedback and advice to the Committee.  

More appointments may be created eventually according to the growing needs of the MUSAVIT. 

Meetings

Biannual Exco Meetings, to discuss the direction and practices of the Ministry, are to be convened and chaired by the Music & AV Director.

The Music & AV Director shall seek the opinion of the other official appointment holders on issues regarding the direction of MUSAVIT, but reserves the right to make the final decision should a consensus not be reached. A Music & AV Team Understanding, Reorganisation and Enrichment (MATURE) Session, to brief the MUSAVIT members on the decisions made by the Exco, is to be held within a few weeks following an Exco meeting. Like the Exco Meeting, the MATURE Session is to be chaired by the Music & AV Director.
Structure

Changes to the structure and constitution of the MUSAVIT shall be recommended by the Music & AV Director to the Church Session for selection and approval. The same applies for nominations for the official appointments.
Official Appointments
	Music & AV Director

Reports to: Senior Pastor / Church Session

	Current Appointment Holder: Dn Ang Ruiyi

	Role
· To plan, supervise, and direct the total music program of the church in close consultation with and under the supervision of the Senior Pastor. The goal shall be to strive for excellence both musically and spiritually in every presentation and activity, especially in the services of worship to the ultimate praise and glory of God

· To lead people of all ages in the congregation in music-making experiences so that they will gain basic music skills so that they may effectively serve the church as music leaders. 



	Duties
· Plan and maintain a comprehensive music & AV program in coordination with the Senior Pastor and the Church Session 

· Supervise the appointment holders and members of the music ministry including the AV ministry

· Select and provide suitable music for all services, including arranging and composing, in consultation with the Senior Pastor and Preachers 

· Recruit and audition volunteers for the worship bands of the church and for individual and small group presentations

· Rehearse, instruct, and direct the music bands/groups in presenting music programs and organize additional groups as the needs of the church require and resources permit

· Oversee the development and running of a choir and musical instruments enrichment/training mentorship programme for youth. The direction of this programme may be delegated to other music ministry members working directly under the leadership of the Music & AV Director
· Advise the Senior Pastor or Worship Leader in the selection of hymns for congregational singing

· Provide music or initiate music programs for special events during the church year 

· Conduct and arrange for participation in community musical activities as approved by the Church Session

· Keep abreast of modern trends in church music and apply them appropriately

· Provide for the proper custody and maintenance of musical equipment

· Oversee the purchase of musical instruments, accessories, music scores or other material used in the music program

· Supervise the use of the pianos and other church-owned instruments

· Apply for usage of funds allocated to the music ministry. Prepare an annual budget. Keep accurate expenditure records and submit to the Church Treasurer in a timely fashion

· Represent the MUSAVIT and present reports on the Ministry at Church Session meetings
· Plan, organize and amend the MUSAVIT structure and constitution according to changing church needs in discussion with the church pastor and with the approval of the Church Session

· Responsible for repairs to music equipment outside of service times

· To be available for consultation for external church needs including weddings and funeral services



	Spiritual Requirements
· The Music & AV Director must be an officially registered member of the Church

· The Music & AV Director shall have a demonstrated life as a Christian who knows and loves Jesus and shall have a clear and accurate understanding of the place of music in worship and in keeping with reformed theology

· The Music & AV Director shall promote the excellent use of music as an expression of our worship with a view to exhortation, education, and outreach. He shall strive to glorify God in all his efforts while encouraging all other musicians to maintain this same perspective

· To conduct music programmes in the context of spiritual nurture and worship, not “performance”

· In keeping with the Church Session’s stated objective of having a balanced music ministry, he shall select and direct, with enjoyment, a good variety of inspiring choral, solo, and instrumental music



	Special Qualifications

· Formally trained in music (at least both ABRSM Practical and Theory Grade 5 or equivalent), including performance and interpretation

· Experienced in leading church musical groups and preferably have spent considerable time serving in the Church’s MUSAVIT prior to assuming office
· In depth knowledge of the function of music in the church service

· A focus on music ministry as a means of spiritual growth

· Skilled in volunteer recruitment and coordination

· Leadership skills and a collegial spirit

· Music and liturgical planning skills

· Interpersonal and communication skills




	Music Team Manager
Reports to: Music & AV Director

	One Team Manager for each Congregation

Current (Acting) Appointment Holder(s): Tee Mae Li, Dn Henry Mah

	Role

To assist the Music & AV Director in secretarial tasks, as well as in the co-ordination of music team-related manpower, and to serve as liaison between the Music & AV Director and the rest of the team members.  



	Duties

· Plan monthly Music Team duty rosters at least one week before the commencement of the month

· Coordinate with Church Office and other Church program coordinators to avoid schedule conflicts with respect to church facilities and activities of the Congregation 

· Oversee all the music logistics for church and all special events and in discussion with the AV Team Manager

· Ensure all team members are familiar with their roles and responsibilities, as well as the appropriate dress codes for the service

· Maintain an online database of religious music as well as a physical library of music scores and chord sheets (note: this is currently handled by the church administration)
· Take minutes of MATURE Sessions as well as the MUSAVIT Exco Meetings
· Assist the Music & AV Director in contacting and informing ministry members of events and announcements

· To proactively keep track of the latest updates in team members’ contact details, availability schedules and other matters, and to inform the Music & AV Director accordingly
· Liase with the Church Website Administrator to ensure the regular updating of the announcements and contents of the music & AV webpages



	Requirements / Qualifications

· The Music Team Manager must be an officially registered member of the Church

· Possess good administrative skills

· Familiar with the existing music materials in the church so as to avoid unnecessary duplicate purchasing/photocopying (note: this is not applicable at the moment)
· Skilled in volunteer recruitment and coordination

· Interpersonal and communication skills

· Responsible, meticulous, organized, independent and collegial spirit




	AV Team Manager

Reports to: Music & AV Director

	One Team Manager for each Congregation

Current Appointment Holder(s): Dn Steven Ling

	Role

To assist the Music & AV Director in planning and managing the AV team and related logistics, as well as to oversee the operation of audio-visual equipment, electronic media and lighting for worship services and church events.  



	Duties

· Plan monthly AV Team duty rosters at least one week before the commencement of the month

· Coordinate with Church Office and other Church program coordinators to avoid schedule conflicts with respect to church facilities and activities of the Congregation 

· Oversee all stage, lighting and audio-visual technical requirements
· Review the order of worship/event schedule and plans with the Music & AV Director the corresponding logistical and manpower needs for the service/event

· Assist and consult the Music & AV Director for major AV equipment purchases, resource allocation  and maintenance

· Ensure all AV crew are familiar with their roles and responsibilities for the service
· Assist all other technicians where required, and when opportune, train the Crew members in technical issues
· Maintain the church equipment inventory

· Responsible for repairs to AV equipment outside of service times

· Assist the Music & AV Director in contacting and informing ministry members of events and announcements

· Inform the Music & AV Director of the latest updates in team members’ contact details, availability and other matters

· Oversee all aspects of Lighting for Church Services & Events
· Liase with the Church Website Administrator to ensure the regular updating of the announcements and contents of the music & AV webpages



	Special Qualifications

· The AV Technical Manager must be an officially registered member of the Church

· Possess good administrative skills

· Familiar with the existing music & AV equipment in the church so as to avoid unnecessary duplicate purchasing 
· Well-versed or formally trained (e.g. at AV workshops) in audio-visual and information technology equipment, including electronic media and software

· Possess in-depth knowledge and experience of the function of audio-visual and media in the church service and events
· Skilled in volunteer recruitment and coordination

· Interpersonal and communication skills

· Responsible, independent, have initiative and collegial spirit

· Resourceful in procuring new equipment and maintaining existing equipment for the changing needs of the Church




Non-Official Appointments
	Music Section Leaders

Reports to: Music Team Manager (of respective Congregation)

	One Section Leader for each Worship Band

Current Appointment Holder(s): Tan Yong Siang, Susan Ang
Concurrent Appointment Holders(s): Ang Ruiyi, Tee Mae Li, Henry Mah

	Role

· To co-ordinate and lead band rehearsals for singspiration leading and to liaise with the Church Administration Office to prepare music scores and projection slides for worship services and events

· To keep abreast of modern trends in church music and apply them appropriately

	Preparing for Singspiration

Select four songs, keeping closely to the theme of the day’s service (refer to the forecasted scripture passage for the Psalm and the sermon), otherwise ensure that the songs cover the various aspects of worship i.e. Acclaimation (Praise), Confession, Thanksgiving and Supplication (Requests).
· Try to avoid selecting hymns e.g. All hail King Jesus, Because He lives etc.

· Try to start with fast/lively songs and end with slow songs
· In case of Bilingual service: Not necessary to choose only Bilingual songs, but make sure that at least 50% of the songs and/or more must have English lyrics; the same applies for Chinese
· Feel free to introduce new songs (however, maximum one new song per singspiration session!). Photocopy the scores from Section Leader’s own songbooks or downloaded chordsheets from the internet, or select songs from the songbook content pages on the church website (please request the scores from the Music & AV Director)
· Select background vocals and peripheral (non-pianist) musicians and inform them to attend preliminary rehearsal 
Refer to the document “Singspiration Leading Template” for a sample of what to say in between songs 

Preliminary Rehearsal (usually held after service on the Sunday before)
· Distribute scores to the duty Band members
· Allow duty AV Crew to perform sound check / adjustments

· Conduct the rehearsal – try to ensure a smooth transition from one song to another

· Ensure that the duty Band covers the instruments and microphones with the cloth covers
· For singers/musicians who miss the rehearsal but are required to play for a service/event, please fax/e-mail the scores to them or leave the scores with the church administration office for them to collect.


	Preparation of Singspiration Slides
E-mail/SMS proposed songlist (with weblinks to audio samples) to Ruiyi and the Church Administration Office (Carmen – English/Bilingual or Pr Priscilla – Chinese) by Monday night or six days before service
· Indicate which songs are new (if any), and e-mail the lyrics (just the text, don’t do your own Powerpoint slides)
The Church Administration Office will prepare and e-mail the draft slides to section leader by Wednesday night (or four days before Service)
· Singspiration leaders should vet and amend the slides before returning the file to the Church Administration Office by latest three days before the service). 


	Sunday Morning Rehearsal
· Arrive one and a half hours before the start of the service
· Brief AV Crew on the procedure of slides if necessary
· Allow the AV Crew to perform sound checks
· Pray with the music team before (or after) practice
· Conduct the rehearsal
· End the rehearsal by latest 15 minutes before the service commences
Refer to the document “Procedure of Music for typical Sunday service” for more details.


	AV Crew Leader
Reports to: AV Team Manager

	Current Appointment Holder(s): Dn Tee Lian Pin

Concurrent Appointment Holder(s): Dn Steven Ling, Dn Ang Ruiyi

	Role

To supervise the duty AV Crew in the technical operation of audio-visual equipment, electronic media and lighting for worship services and church events.  



	Duties

· Seek the AV Team Manager’s instructions on special event requirements 
· Ensure all AV crew are familiar with their roles and responsibilities for the service

· Assist all other technicians where required, and when opportune, train the Crew members in technical matters
· Assist the AV Technical Manager to maintain the church equipment inventory
· Responsible for repairs to AV equipment outside of service times



	Preparing for Service
· Check with the AV Team Manager if there are special requirements for the day e.g. the use of additional equipment, if any
· Brief duty AV Crew members on the operation programme with reference to the order of worship bulletin
· Ensure that all equipment are properly stored in their respective places after service

· Ensure that microphone stands, cables and connections on stage are tidy



	During Service
· To be alert to deviations from the main programme and to instruct the Crew to take remedial action if technical faults occur
· Assign Crew members to proceed forward to the stage to solve any technical difficulties or to adjust microphones if necessary 
· Mentor ‘AV Apprentices’ attached from Youth Ministry by assigning minor tasks
Refer to the document “Procedure of AV for typical Sunday service” for more details.



Team Members
	Singers and Musicians
Report to: Section Leaders

	Preparing for Singspiration

· Attendance at singspiration rehearsals (after lunch on the Sunday before and warm-up before service) is compulsory unless in exceptional cases (Section Leader’s permission must be sought if singer/musician misses rehearsal and wishes to join in during the actual service)

· Note down instructions given by the Section Leader on playing / singing
· Those who are not able to play well by sight-reading should practise the songs on their own  during the week and not wait until the Sunday morning rehearsal


	Sunday Morning Rehearsal
· Arrive no later than one hour and 15 minutes before the start of the service (except for 4th week Sundays when there is no singspiration – arrive 45 minutes before the service)
· Tune instruments quickly and arrange music scores for easy reference (black clear folders are available inside the AV booth leftmost cupboard next to wall)

· After being dismissed from the rehearsal, be ready at the front of the sanctuary five minutes before the start of service; the pianist should get ready to play introit music (of 30-second duration) when the second bell rings and the pastor, preachers & speaker enter the sanctuary


	After Service / Preliminary Rehearsal
· Compile scores and leave them inside the box on the foremost pew

· Help cover church instruments with respective cloth before keeping personal instruments 
Refer to the document “Procedure of Music for typical Sunday service” for more details.



	Announcements and Information
Visit the church website music resource page regularly (at least once a month) to check for the latest rosters and announcements, as well as refresh themselves on the music procedures of the service and their roles and responsibilities. View the links to music lesson videos if time permits. 




	Audio-Visual Technicians

Supervisor: Music & AV Director, AV Technical Manager

	Sunday Morning Rehearsal
· Arrive no later than one and a half hours before service starts (except on 4th week Sundays when there is no singspiration – arrive one hour before service)
· Turn on and adjust levels for sound system and CCTV (also make sure that TV on ground floor and outside sanctuary has sound and visual), turn on projectors and stage lighting switches

· Check through slides and confirm order with duty section leader

· Check remaining battery life before issuing wireless equipment

· Inform AV Crew Leader if battery supply runs short (e.g. 9V & AA batteries)
· Note down instructions given by the Section Leader on operating of equipment
· Conduct sound check for each instrument (the singers and musicians, not the AV crew, should be the ones testing the microphones), and adjust the volume (and equalizer settings) for each microphone
· When the music practice is over, play Christian mp3s/CD (at low volume) until just before the pastor, preacher and speaker enter the sanctuary so that the pianist can start playing the introit 


	During Service
· Whenever slides are shown, switch the video selector to show slides for the TV at the pulpit as well as outside. Always be alert to switch back to pulpit camera once the slideshow is over.

· Be ready at all times to go up to the stage to replace batteries of cordless microphones if the transmitting signal is weak

· Adjust lights accordingly during singspiration/when there is a powerpoint presentation during sermon or special song items

· Be ready to run up to the stage to shift and adjust the microphone stands or provide cordless microphones to anyone who may need them, e.g. song presentation; This applies even more to AV team members who are not on duty.

· Perform audio recording of sermon


	After Service
· Collect all cordless mics, remove their batteries and return them to their rightful drawers in the AV cupboard 

· Data Backup i/c to burn data CD regularly and delete recordings which are more than 5 months old. (Once every 2 months, check hard drive space; if < 1 GB left, backup data on CD and delete those that are unnecessary or that have already been backed up)

· Arrange/coil up excess length of cable on stage, ensure cables are not in a mess

· Transfer singspiration slides from the desktop into the respective archive folder

· Turn off all AV, IT and lighting equipment in the correct sequence

· Cover equipment with the respective cloth and turn off all power sockets before leaving

Refer to the document “Procedure of AV for typical Sunday service” for more details.



	Announcements and Information
Technicians are to visit the church website AV resource page regularly (at least once a month) to check for the latest rosters and announcements, as well as refresh themselves on the AV procedures of the service and their roles and responsibilities. It is encouraged to view the links to articles on AV enrichment if time permits.




First drafted in 2008

� For ease of reference, the Music & AV Ministry is called the “MUSAVIT” (pronounced “Must-Have-It”) Ministry. The acronym reflects the three key areas of the Ministry: Music, Audio-Visual (AV) and Information Technology (IT).
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