
Setting up for worship (Worship Committee)
Entrance
Check around the whole Merri St. outdoor space, collect and dispose of 
any rubbish, broken glass etc. 

Lighting 
1. Sanctuary, switch on the wall near the east side flowers.
2. Whole church, switches are on the panel next to Tower room.
3. Passage light in the hall.
4. Olive Way light.

Tables
1. Collect tables from the corner behind the 

musicians pit.
2. Place alongside the font.

Setting up folders
Unlock the 1st & 3rd cupboards on the west side and the 3rd cupboard 
on the east side.  Get the two setting up folders out of the resources 
cupboard and place on the bench.
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Open and /or unlock all the doors

Main entrance door, one in colder 
months, both in warmer months

Side glass doors

Cupboard and kitchen doors, also 
unlock the kitchen door in the passage

Tower room door, also 
the external facing door if 
there is no display set up

Main hall door and door between 
and Olive Way.
*check that other hall external 
hall doors are closed and locked



After worship 
1. Turn off all lights (including hall lights which are usually turned on by 

the Morning Tea people).
2. Ensure that all doors are closed and locked (including Youth Hall, 

Deaconess storeroom, ASWC and office).
3. Check that the cupboards in the Gathering Space and Music Pit are 

locked.
4. Return the Setting up folders to the resources cupboard.
5. Remove any paperwork left in or around the pews.
6. Check all areas of the worship space and hall for ‘left behind’ property 

or rubbish, dispose of appropriately.
7. Make sure that the heaters in the Olive Way and Hall are turned off.

Baptismal font
1. Check water level & cleanliness
2. Empty if necessary using plastic 

jugs, cups and cloths from the 
Olive Way kitchen.

3. Dispose of water in the garden 
beds at the front of the church.

4. Refill with fresh water to level as 
indicated in the photo.
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Toilets
Check the toilets for cleanliness.  Pick up any rubbish and dispose of in 
the bins provided.  Replenish toilet paper if required.  Supplies are in the 
cleaning cupboard in the hallway, opened with the GMK key


