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Guidelines for Operating the Sound System 
 
Preparation 
To fully support the musicians arrive at 8:30 to help set up the sound 
system.  The microphones are kept in the Deaconess Storeroom 
(unless otherwise indicated).  You will need a GMK key and the 
code to access this room.  

 
Microphones 

• basic microphones for musicians (black Woolworths shopping bag) 
• lectern microphone (sound desk cupboard) 
• hand held microphones (two in a box) 
• headsets (2 in black plastic cases and one in a blue cardboard box in sound desk cupboard) 
• 8 pageant headsets (two large boxes)  

 
Technical Set up 
Conventional wisdom is that operating the sound system is best learnt ‘on the job’.  Please make sure you 
work alongside an experienced sound operator to learn how to manage all the different variables.   
Experienced operators include:  Alistair Hunter, Shawn Whelan, Michael Cameron. 
 
Starting the Audio Visual system 
 
1. Turn on the first power switch 
2. Wait about 15 seconds (until the 

lights down below stop flashing) 
3. Turn on second power switch 
4. Set the Mode to Manual 

a. Press the MODE button on 
the silver panel 

b. Press the DOWN button 
three times until the display 
says “Manual” 

c. Press the MODE button 
again to confirm Manual 
mode 

d. Now the Mixing desk will 
work! 
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5. Turn on the TV screens 
a. Use the remote to turn on the screen, located on top of the Sound System in the LH cupboard. 
b. Stand near the screens, point the remote at the screens, press the on button twice.  Wait for 10-

15 seconds.  An LG logo should appear on the screen.  If it doesn’t press on again. 
c. Press 3 for the laptop and 1 for when Ian is using the screens for his sermons. 
d. Return the screens to 3 after the sermon. 
e. Make sure you turn the screens off after the service. 

6. Set the levels on the mixing desk 
a. Turn up the righ t hand slider to just slightly higher than the “U” mark to set the Master volume for 

the overhead speakers 
b. Turn up the sliders for each channel that’s in use, also to the “U” mark (or just above for vocals) 
c. Set the topmost knob (Gain) to roughly “2 o’clock” position 
d. The red knobs adjust the foldback in the musicians’ area.  Red knob #1 controls sound from the 

foldback speaker at the front of the musicians’ area.  Red knob #2 controls sound from the 
foldback speakers at the rear of the musicians’ area. 

e. Remember to turn on the 48V phantom power if using the DI boxes currently plugged into Input 1 
and Input 12 (Direct Input for guitar, bass, keyboards). Small mic’s attached to violins, etc., which 
plug into regular mic cables, may also need phantom power.  Also remember to use the Mute 
button above the slider to avoid loud “pops” when turning on phantom power, plugging in, 
unplugging, etc 

7. You’re all set! Use the individual channel sliders for small adjustments during the service. 
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During worship 
• Monitor sound, be aware of changing voices especially with respect to the lectern microphone 
• If Ian is going to be using the slides be ready to change the screens from 3 to 1 and then back again 

after the sermon 
• See also notes below. 

 
Shutting down 
1. Turn off the second (lower) power switch 
2. Wait approximately one minute for the system to cool down 
3. Turn off the first (upper) power switch 
4. That’s all! Don’t turn off any other switches, or else the whole system won’t come on properly for the next 

user! 
5. Make sure you turn the screens off using the remote and return the remote to the cupboard. 
 
 
Thoughts about effective use of our Sound System for worship 
Preamble – Once when I was liturgist I had arranged for a few extra people to participate in the liturgy and 
forget to arrange for sound checks which resulted in the sound quality not being as good as it could have 
been.  So here are my thoughts about how to ensure that the sound system is fully effective and supportive of 
the liturgy and our worship of God. Saide Cameron 
 
A copy of the order of service is provided to both the sound system and laptop operators. 
 
Notes for Liturgists 

• Always ask the sound operator for a sound check for yourself. 
• If you have arranged for extra people to participate in the liturgy 

o ask them to arrive at least 15 minutes early 
o arrange for a sound check  
o make sure they know how to use the lectern microphone (if this is what they will be using), ie 

§ tell them there is no need to move it, and 
§ don’t stand too close  
§ make sure they speak out not down and project their voices 

• If you or anyone else participating in the liturgy is planning to use a head set microphone or a hand 
held microphone make sure you 

o know how and when to turn it on and off  
o arrange for a sound check 

 
 

Notes for Sound Operators 
• Make sure you have a copy of the order of service.   

Ask Saide for a copy if you need one. 
• Ian will let you know when he is planning to use the AV system for his sermons.  A sound check will 

need to be carried out for this. 
• Check in with Ian and/or the liturgist about any special requirements for microphones. 

o Ensure that Sound Checks are done for all key participants. 
o Make notes on the order of service for when and where head sets and the hand held 

microphone are to be used. 
• Occasionally there will be a presentation from the laptop.   

o Ensure that the laptop operator has the sound cord plugged in. 
o Run a sound check for that as well. 

• Experienced sound operators have worked out the most effective settings required for different 
liturgists.  Check in with one of them or tune and learn as you go.  


