Ann St Presbyterian Church Committee of Management

Checklist of Duties for the Door Roster

Preparation

1. Arrive by 9:15 am

2. Fold Orders of Service and any other handouts and put into Hymn Books

3. Bring offering bags to front of Church

4. Put up Hymn numbers and page references for Reading

5. Check that there are 8 Hymn Books with Order of Service etc. at the side door, one in the pulpit, organ, lectern, and PA desk.

6. Refill water jug and clean glasses for Minister and Organist

7. Check that water container in front of church is full

8. Make sure there are plenty of paper cups with water container for the morning including providing for the Korean service.

Main Duties

9. Distribute Hymn Books at front door

10. Welcome members and visitors.  Refer all visitors to persons on the Welcoming Committee 

11. Take up offering.

12. Count the number of adults and children and ensure this is recorded when counting the offering. The count should include all those present on the premises, including Sunday School and Crèche.

At the conclusion of the Service

13. Count offering and sign return.

14. Ensure all Hymn Books have been collected and put away.

15. Check toilets are locked.

The third person on Door Duty

Please note that the third person on Door Duty is there only to help count the collection when necessary.  They will not be expected to participate in the other door duties for the day, unless they are prepared to do so.  One other person on door duty may take up the hymn books and tidy the Church while the collection is being counted.

If unable to attend on the day rostered, please contact another member to take your place.


