SOUND TRAINING/EXPECTATIONS

(Fill in your own times and days…)
This ministry operates the sound system and projections to the screen during all services. Training is specific to one individual area first, and then cross training is to be implemented. The expectation placed on each individual is not perfection, however, we must attempt to do the very best we can. When concerned about know-how items, please communicate with the Audio Department Head. 

Meetings will be held periodically to discuss needs, desires, and concerns in the Audio/Visual department.
REHEARSALS 

Saturday Evenings – Scheduled techs are strongly urged to attend all rehearsals. Please arrive 15 minutes prior to the 7:30 rehearsal time. 
Sundays - please arrive no later that 7:45 a.m. in the Sanctuary to prepare for the first morning worship service. Make sure all preliminary items have been checked; i.e. batteries changed in mics, all mics in their proper place, etc. Occasionally, certain mics will be required in different areas, such as special services. 

SCHEDULING 

The head of the Audio/Visual Department develops the Schedule Log. It will be given to you every four months. If you plan on being unavailable for a period of time, please inform us if at all possible. In the event of sickness or work-related conflicts, please call your department head and arrange for a replacement.  Your help in communicating with us is essential for success. 

SOUND PREP AND SOUND CHECKS

Sundays:  7:45 a.m. 

The following the sound check list needs to be followed every Sunday morning to avoid any miss-haps during the service.

Sound Set Up

· Turn on lights

· Turn on all computers upstairs

· Turn on projector and let it warm up

· Turn on both upstairs power conditioners (first)

· Turn on on-stage power conditioner (second) 

Note: Make sure all the lights are on on the amplifiers and equalizer

· Make sure all wireless bases and wireless microphones are turned on

· Check microphone batteries

Sound Check

(Start with mains off)
· Monitors – Start with Worship Leaders monitor then work across the stage

· Mains – Once monitors are set work on house sound

Note: House always needs to be louder than monitor volume. If house sound is being too affected by the monitors please adjust the main monitor volume accordingly. 

· Make sure power point person is ready 5 min. before start time

· Make sure sound to the outside and the baby cry room is on 

Recording

Please understand that each message has the potential to save lives. It is highly important to get the message on the cd as clear and as audible as possible.

· When recording to CD always use headphones to check recording

· If speaker gets too loud please check the recording to make sure the CD doesn’t go into the red. It sounds inaudible if it does. Always check the recording volume as often as possible.

· After message finalize CD

Immediately After Service

· Make copies of each message on CD

· Run the copies down to the bookstore area to be sold after the 1st service

· Place master CD in their appropriate places

 Tear Down

· Turn off on stage power conditioner (first)

· Turn off microphones

· Cover keyboard with keyboard cover

· Turn off both upstairs power conditioners (second)

· Cover mixing board

· Turn off projector

· Role up screen

· Turn off all computers and screens

· Turn off all lights

Scheduled Sound Technician
The Sound Technician contributes to the experience of the worship service by providing sound control for the pastors, choir, musicians and special speakers.
Duties and Responsibilities:


-To provide quality control of the operation of all technical aspects of a service

-To support the needs of the pastoral staff to the end goal of enhancing the worship experience of each attendee

-Oversee operation of sound booth. 

-Help to maintain sound systems and equipment in operating condition. 

-Help to set up & tear road sound system when needed.

Services:
-Prior to the service make sure all preliminary items have been checked off the checklist; i.e. batteries changed in mics, turn on the sound system and check microphones, all mics in their proper place, etc.

- During the service turn on and off microphones as needed
- Record the sermon on the CD recorder
- At the end of the service place the sermon copies in the bookstore
- Turn off and cover the sound system at the end of the service
-Attend Saturday night rehearsals

Communication:

-Work with Worship Pastor to update Calendar and other sound booth needs

-During sound checks communication and direction between sound booth and stage to be taken from Worship Leader and Soundman only with the exception of Pastors.

Cooperation:

-Be understanding of other ministers

-Be patient with other ministries

-Be supportive

Cleanliness:

-Eliminate clutter from workspace

-Keep worship space clean and cords neat for all services

-Streamline tasks to be completed

Commitment:

-Arrive at least 20 minutes before a service rehearsal begins

-Be on time for sound checks and sound prep

Head Sound Technician Role
It is the responsibility of the Head Sound Technician to supply all services with scheduled sound techs and to stay in constant communication with the Worship Leader regarding equipment and scheduling issues. 
- Schedule Sound Technicians to work for all services
- Mail out schedules
- Recruit and train new Sound Technicians
- Schedule training as needed
- Service sound system as needed
- Complete special event forms for all peripheral services

Sound Check List








