Mt Zion Music Ministry

Chapter 2

Scheduling & Assignments
Mt Zion has the following scheduled weekly events (that require service from the music ministry):

· Sunday 8am service

· Sunday 11am service

· Sunday 6pm service 

· Wednesday 6pm Bible Study

· Saturday rehearsals (2pm-7:30pm):

· ChoZen 

· Voices of Zion

· Men’s Chorus

· Mass Choir

· Testify/Shout singers

· Saturday Night Shout service (7:30pm)

Sunday 8am Services

On the 

· 1st Sunday, the Mass choir is scheduled to sing.

· 2nd Sunday, the Voices of Zion is scheduled to sing.

· 3rd Sunday, the Men’s Chorus is scheduled to sing.

· 4th Sunday, ChoZen &Testify are scheduled to sing.

· 5th Sunday, the Music Ministry (everyone) is scheduled to sing.

 There is a 7:30 sound check that the participants have been requested to attend. The praise & worship period is tentatively set for 7:55. The praise & worship period is designed to fill a 10-minute period. 8am service also requires a pre-sermon selection from appointed singing groups/choirs for that week. There is also a post-benediction song that groups need to be prepared to present on the 2nd-5th Sundays (1st Sunday is usually a communion song played by the band).

Sunday 11am Services

On the 

· 1st Sunday, the Mass choir is scheduled to sing.

· 2nd Sunday, the Mass Choir is scheduled to sing.

· 3rd Sunday, the Men’s Chorus is scheduled to sing.

· 4th Sunday, ChoZen & Testify are scheduled to sing.

· 5th Sunday, the Music Ministry (everyone) is scheduled to sing.

 There is usually a 10:45 review  (in room 5) that the participants have been requested to attend. The praise & worship period is tentatively set for 11am. The praise & worship period is designed to fill a 15-minute period. 11am service requires a pre-altar call selection & a pre-sermon selection from appointed singing groups/choirs for that week. There is also a post-benediction song that groups need to be prepared to present on the 2nd-5th Sundays (1st Sunday is usually a communion song played by the band).

**Note: the pastor has requested that the “offering selection” be re-implemented. This transition is soon to come** 

Sunday 6pm Services

On the 

· 1st Sunday, the Mass choir is scheduled to sing (communion).

· 2nd Sunday, the Voices of Zion is scheduled to sing.

· 3rd Sunday, the Men’s Chorus is scheduled to sing.

· 4th Sunday (GYPO), Testify is scheduled to sing.

· 5th Sunday, the Music Ministry (everyone) is scheduled to sing.

6pm service usually consists of a 5-10 minute praise & worship period (except GYPO). There are usually 1 or 2 selections requested.

GYPO consists of  

· A review scheduled for 20-30 minutes (downstairs), depending on whether or not we have guests (5:30pm).

· 30-40 minute period of music which includes praise & worship songs as well as “selections”  

Wednesday 6pm Bible study

Wednesday night Bible study requires a Keyboard/Guitar player, and someone to lead the congregation in singing praise and worship songs within a 5-10 minute period. Depending upon who is assigned to the task, there may be 1 or more people covering both responsibilities. 

Saturday Rehearsals (Group breakdown) 

· ChoZen (children’s choir) rehearsal is scheduled for 2pm-3:15pm on the Saturdays that come before the 2nd & 4th Sundays.  The personnel for ChoZen are as follows:
· Head of children’s ministry, who is a general authority figure involved with the direction of the group in regards to material, compliance & harmony with the children’s ministry, and policy in regards to children & parents who may choose not to cooperate with, or may have trouble understanding the established standards set for the group.
· Teacher/Musician, who’s responsibilities are to 
· Participate in the submitting & selection of material, learn material, know material well enough to play & teach the material, and be prepared to direct material, if the need arises.
· Make certain that material (songs & lyrics) for the group are provided to the minister of music for the monthly music CD, by the 15th of every month (6 weeks ahead of designated month)

· Attend the musician’s rehearsal in which the selections for group will be rehearsed.
· Serve in this capacity at every rehearsal unless arrangements are made otherwise
· Serve on the designated days & times which group is scheduled to sing.
· Establish a functional, productive understanding between the director, singers, & musician(s), in regards to details of songs and music.
· Be prepared, willing & able to assist in preparing group for the monthly praise & worship songs, as well as 5th Sunday selections.
· The teacher/musician answers only to the minister of music, head of children’s ministry, and those in authority over them.

· Directors responsibilities are to
· Participate in the submitting & selection of material, learn material, & know material well enough to direct the material within the parameters established by the teacher/musician.
· Attend the musician’s rehearsal in which the selections for group will be rehearsed.
· Serve in this capacity at every rehearsal unless arrangements are made otherwise 
· Serve on the designated days & times which group is scheduled to sing
· Participate & cooperate in establishing a functional, productive understanding between the director, singers, & musician(s), in regards to details of songs and music
· Be prepared, willing & able to assist in preparing group for the monthly praise & worship songs, as well as 5th Sunday selections
· The Director answers only to the Teacher/Musician & those in authority over him.
· Administrator’s responsibilities are to
· Document & organize any & all information related to this group. This would include
· Meeting minutes
· Attendance
· Song lists (including upcoming group selections, praise & worship material, 5th Sunday material, & calendars)
· E-mail/call lists
· Disciplinary situations (pending, current, & past)
· Announcements (to group & about group)
· Schedule changes
· Orientation status
· Reminders for meetings, rehearsals, etc.
· Uniforms
· Material (CD’s & lyrics)
· Upcoming dates/events 
· Disseminate any and all information as needed or requested by the teacher/musician or those in authority over him.
· Provide a monthly report of the status of the group to the minister of music by the last Friday of every month.
· Determine & delegate to assistants whatever is most helpful to the Teacher/Musician during rehearsal, and what is most helpful to the Administrator when rehearsal is not in session. 
· Coordinate the parental assistance component. The administrator should reserve the right to request the parents to assist with the participation of children to whatever capacity that is deemed necessary. 
· The administrator answers only to the Teacher/Musician & those in authority over him.
Assistants are responsible for

· Providing help & support in whatever way is requested by the teacher/musician & administrator. This may include

· Helping to teach/sing parts

· Helping to teach/remember words

· Helping to organize children

· Helping to organize activities

· Helping to prepare/distribute materials 

· Helping to encourage children

· Helping to keep the communication clear within the parental assistance component

· Serving in this capacity at every rehearsal unless arrangements are made otherwise
· Serving on the designated days & times which group is scheduled to sing.

· Learning material, knowing material well enough to direct the material, and/or sing material (with children) within the parameters established by the teacher/musician.
· The assistants answer only to the Teacher/Musician, administrator, & those in authority over them.
Voices of Zion (women’s group) rehearse from 3:30pm to 4:45pm on the Saturdays before the 1st, 2nd, & 4th Sunday. The personnel for Voices of Zion are as follows:

· Teacher/Director (see Keyboard player 2 in chapter 1)
· President 

· Spiritual Leadership 
· Coordination of group (i.e. uniforms, outings, schedule changes, etc.)
· Dissemination of information
· Administrative Assistant

· Document &  assist in the organizaton of any & all information related to this group. This may include
· Meeting minutes
· Attendance
· Song lists (including upcoming group selections, praise & worship material, 5th Sunday material, & calendars)
· E-mail/call lists
· Announcements (to group & about group)
· Schedule changes
· Reminders for meetings, rehearsals, etc.
· Uniforms
· Material (CD’s & lyrics)
· Upcoming dates/events 
· Disseminate any and all information as needed or requested by the teacher/musician, president, those in authority over them.
· Provide a monthly report of the status of the group to the minister of music by the last Friday of every month.
· The administrator answers only to the Teacher/Musician, president, & those in authority over them.
Men’s Chorus rehearses from 3:30pm to 4:45pm on the Saturdays before the 1st, 2nd, & 3rd Sunday. The personnel for the Men’s Chorus are as follows: 

· Teacher/Musician
· Participate in the submitting & selection of material, learn material, know material well enough to play & teach the material, and be prepared to direct material, if the need arises.
· Make certain that material (songs & lyrics) for the group are provided to the minister of music for the monthly music CD, by the 15th of every month (6 weeks ahead of designated month)

· Attend the musician’s rehearsal in which the selections for group will be rehearsed.
· Serve in this capacity at every rehearsal unless arrangements are made otherwise
· Serve on the designated days & times which group is scheduled to sing.
· Establish a functional, productive understanding between the director, singers, & musician(s), in regards to details of songs and music.
· Be prepared, willing & able to assist in preparing group for the monthly praise & worship songs, as well as 5th Sunday selections.
· The teacher/musician answers only to the minister of music, head of children’s ministry, and those in authority over them. 

** Note: the teacher/musician position currently is not permanently filled. Therefore the minister of music assumes the responsibility until position is filled**

· Directors responsibilities are to
· Participate in the submitting & selection of material, learn material, & know material well enough to direct the material within the parameters established by the teacher/musician.
· Attend the musician’s rehearsal in which the selections for group will be rehearsed.
· Serve in this capacity at every rehearsal unless arrangements are made otherwise 
· Serve on the designated days & times which group is scheduled to sing
· Participate & cooperate in establishing a functional, productive understanding between the director, singers, & musician(s), in regards to details of songs and music
· Be prepared, willing & able to assist in preparing group for the monthly praise & worship songs, as well as 5th Sunday selections
· The Director answers only to the Teacher/Musician & those in authority over him.
· Administrator’s responsibilities are to
· Document & organize any & all information related to this group. This may include
· Meeting minutes
· Attendance
· Song lists (including upcoming group selections, praise & worship material, 5th Sunday material, & calendars)
· E-mail/call lists
· Announcements (to group & about group)
· Schedule changes
· Reminders for meetings, rehearsals, etc.
· Uniforms
· Material (CD’s & lyrics)
· Upcoming dates/events 
· Disseminate any and all information as needed or requested by the teacher/musician or those in authority over him.
· Provide a monthly report of the status of the group to the minister of music by the last Friday of every month.
· The administrator answers only to the Teacher/Musician & those in authority over him.

Mass Choir rehearses from 5pm to 6:30pm on the Saturdays before the 1st, 2nd, & 4th Sundays & at 7pm on Thursdays.  The relative personnel are as follows:

· Teacher/Musician: (also see Keyboard Player 1)

· To work directly with the Minister of Music in carrying out the program for the music department.  To attend rehearsals as assigned and be prepared to teach songs and play at rehearsals as requested by the Minister of Music.  To play on assigned Sundays and for other assigned events.  To give direct supervision to the Choir Directors, Section Leaders and other choir members.  The Musicians are responsible for directly supervising the Choir Directors.  The Musicians are to get with the Choir Directors prior to rehearsals and prior to any singing engagement (this includes Sundays) to give direction regarding what songs will be sung, who will be teaching various songs, and who will be directing various songs.  Musicians are also responsible for creating opportunities for a variety of choir members to lead songs,  to be considered by the praise & worship leader for leading the praise periods for their respective choirs, direct the choir, share ideals that will help to improve the choir, and serve in various leadership positions.

· Choir Directors:

· Serve under the leadership of the Musician in charge and lead choir through various songs while they are singing. They can (like any other choir member) make song recommendations to the Musician in charge. It is imperative that the Choir Director and the Musician in charge stay on one accord, The Choir Director is to constantly nurture and insist the Choir Members give their very best to the Lord every time they sing.

· President:

· Interfaces with the Department Head, The Minister of Music, and the Musician(s) in the choir in which they serve as President to carry out the program for the music ministry. The President is the direct supervisor of the Vice President, Secretary, Choir director and Section Leaders. The president is to encourage, and provide facilitation services for each leader under his or her direction to fulfill their responsibilities. For instance, the President should make sure that Section Leaders are making calls to various Choir Members for rehearsals, special meetings, etc. The President is also responsible for representing the choir or having a representative at monthly leadership meetings.

· Secretary: 

· To collaborate with the Minister of Music to keep track of outside singing engagements and keep choir informed as appropriate. Takes meeting minutes at Choir meetings and elections. Ensures that new choir members are given a copy of this document.

· Provide a monthly report of the status of the group to the minister of music by the last Friday of every month.
Testify rehearses from 6:30pm to 7:30pm on the Saturdays before the 2nd & 4th Sunday, & at 5:30pm before the 3rd Sunday. The relative personnel for Testify are as follows: 

· Teacher/Musician (also see Keyboard player 2 in chapter 1)

· To work directly with the Minister of Music in carrying out the program for the music department. To attend rehearsals as assigned and be prepared to teach songs and play at rehearsals as requested by the Minister of Music.  To play on assigned Sundays and for other assigned events.  To give direct supervision to the choir directors, Section leaders and other choir members.  The Musicians are to get along with the Choir Directors prior to rehearsal and prior to any singing engagement (this includes Sundays) to give direction regarding what sings are to be sung, who will be teaching the various songs, and who will be directing various songs.  Musicians are responsible for creating opportunities for a variety of choir members to lead songs, lead the praise periods for their respective choirs, direct the choir, share ideals that will help or improve the choir and serve in various leadership positions.

· Director

· Serves under the leadership of the Musician in charge and lead the choir through various songs while they are singing. They can (like any other choir member) make song recommendations to the Musician in charge. It is imperative that the choir director and Musician in charge stay on one accord. The Choir Director is to constantly nurture and insist the Choir Members give their very best to the Lord every time they sing.

· President:

· Interfaces with the Department Head, The Minister of Music, and the Musician(s) in the choir in which they serve as President to carry out the program for the music ministry. The President is the direct supervisor of the Vice President, Secretary, Choir director and Section Leaders. The President is to encourage, and provide facilitation services for each leader under his or her direction to fulfill their responsibilities. For instance the, the president should make sure that section leaders are making calls to various Choir Members for rehearsals, special meetings etc. The President is also responsible for representing the choir or having a representative at monthly leadership meetings. 

· Secretary

· To collaborate with the Minister of Music to keep track of outside singing engagements and keep choir informed as appropriate. Takes meeting minutes at choir meetings and elections.  Ensures that new choir members are given a copy of this document.

· To provide a monthly report of the status of the group to the minister of music by the last Friday of every month.
· Assistant Secretary

· To be available to the secretary to assist in carrying out the duties of the Secretary. 
Shout Singers currently rehearse at 6:30pm on the Saturday before the 1st Sunday and the
Saturday before the 3rd Sunday. The current relevant personnel are: 
· Shout coordinator 

· Participates in maintaining a functional, productive communication between the young adult ministry & music ministry component assigned to this area of service.

· Organizes the service, program, & gives direction and instruction in regards to how the music component is to be involved. 

· Approves funds allocated in order to compensate musicians.

· Participates in submitting appropriate material

· Teacher/Musician
· Participate in the submitting & selection of material, learn material, know material well enough to play & teach the material, and be prepared to direct material, if the need arises.
· Serve in this capacity at every rehearsal unless arrangements are made otherwise
· Serve on the designated days & times which group is scheduled to sing.
· Establish a functional, productive understanding between the shout coordinator, singers, & musician(s), in regards to details of songs and music.
· Be prepared, willing & able to assist in preparing group for the monthly praise & worship songs, as well as 5th Sunday selections.
· The teacher/musician answers only to the minister of music, and those in authority over him. 

· Administrator
· Document & organize any & all information related to this group. This may include
· Meeting minutes
· Attendance
· Song lists (including upcoming group selections, praise & worship material, 5th Sunday material, & calendars)
· E-mail/call lists
· Announcements (to group & about group)
· Schedule changes
· Reminders for meetings, rehearsals, etc.
· Uniforms
· Material (CD’s & lyrics)
· Upcoming dates/events 
· Disseminate any and all information as needed or requested by the teacher/musician, minister of music or those in authority over him.
· Provide a monthly report of the status of the group to the minister of music by the last Friday of every month.
· The administrator answers only to the Teacher/Musician, Minister of music & those in authority over them.
5th Sunday Music Ministry Presentation

· The minister of music currently selects the songs for this effort
· The administrator assists in the same general administrative responsibilities as earlier mentioned in this document as needed and/or requested by the minister of music. 
· The Head Director of mass choir currently appoints the directors for selected songs.
· All music ministry participants are expected to participate.
· Anyone interested in singing is welcome to rehearse on the Saturday before the 5th Sunday & to sing on the 5th Sunday.
· Department Head:
· To give oversight and direction to the entire music department.  This includes staffing, scheduling, assignments, etc.  The Department Head is the direct supervisor of the Minister of Music.

· Minister of Music:

· To carry out the program set by the Department Head (which includes following the schedule as set forth in this document, giving direct supervision to the musicians, choir officers, choir directors, section leaders, and choir members.) 

· To ensure that choirs are working in harmony and that the rehearsals are orderly, and that songs are selected prior to the day the choir is scheduled to sing. 

· To identify new talent and or expose new talent and assist in fine tuning the music department.  

· To take suggestions regarding songs for the choirs to sing and to teach the songs or designate a musician, choir director or volunteer at his or her discretion. 

· To review music along with the musicians to check for theological accuracy, a clear Christian message, and appropriateness for Mt Zion’s worship setting. 
· To ensure that whatever needs to happen in regards to the music component of Mt Zion is covered, addressed, accounted for, prepared for, etc., and that all of these Group’s presentations reflect as much.
· To monitor the efficiency, quality, & Word emphasis/application of these efforts. 
· To assume accountability of these Groups in regards to their respective places within the music ministry, church ministry, and church body. 
