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Introduction  
 
The Worship Committee, in collaboration with the Minister, chooses Sunday Worship speakers, 
themes, and special events and selects or approves the Worship Leader for each Sunday. 
 
The Worship Leader is an important and cherished role - many would say privilege - in our congre-
gation which values Shared Ministry.  We are the planners and coordinators of each service, making 
sure it proceeds smoothly and offers every opportunity for various modes of worship and communi-
ty building. Our minister serves as her own worship leader and includes congregants and worship 
leaders for her own objectives. The following instructions are for services where you, the worship 
leader, are in charge, responsible for coordinating all the logistics and delivering many of the ele-
ments of the service. 
 
It’s wise for Worship Leaders to begin preparing well in advance of their service.  Some of the more 
experienced worship leaders expect to spend 5 hours in preparation.  Crafting a service with con-
gregants or other worship leaders or working with our invited speakers and thinking about all the 
details and connections isn’t hard, but advance coordination makes it all run so very much better. 
 
Below is a narrative list of tasks (page 2), an outline of a typical Order of Service (page 6), Speak-
ing Points (page 7), a condensed To Do Checklist (page 11), and Resources (page 12) for your ref-
erence. This might look daunting, but it is only long because every thing we can imagine you might 
need to consider is included. We expect the Worship Leader will be responsible for coordinating all 
the elements of each service to ensure an apparently seamless and meaningful worship experience 
for our members and visitors.  If any of these are a burden to you, please ask for help.  Some Wor-
ship Leaders are more experienced than others; some services require more logistics than others.  
And we are committed to teamwork for the sake of wonderful services – so ask for whatever you 
need.   
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Tasks Narrative  
 1. At least one month in advance of the Service – as soon as you know the speaker and have volun-

teered to be the Worship Leader: 
 a. Contact speaker, introduce yourself and ask what they want to know about the congrega-

tion. You might start by talking with whoever made the initial contact with the speaker to 
determine what has been shared and what remains to be communicated.  Things to com-
municate and consider:  

 o Location of our building and what our sanctuary looks like if they have never visited 
 o Timing of service – when we meet, for how long, discuss how long they will speak.  

We are committed to being finished as close to 11 as possible, so usually our speakers 
have 20 minutes.  Of course, that can be flexed depending upon how you time all the 
other elements of the service.   And the heavens don’t break loose if we run longer 
than 11.  ☺ 

 o General order of the service and the various elements therein  
 o How much they want to participate in music selection, readings, story for all ages.  

Some speakers engage fully, others just want to present their sermon/reflection and 
leave the other details to you.  

 o Would they enjoy leading a discussion period after the sermon?  Sometimes this is 
very appropriate and effective.  Other times it has been poorly-attended. 

 o Determine the title and description of the service; obtain a brief bio of the speaker ap-
propriate for both the Friday e-news and the web. 

 b. Submit a service description to the administrator for the Friday e-news and the web 
 o Provide to the worship chair the title of the sermon as soon as available. Provide to the 

church administrator and the internet team, the sermon title and a short, inviting (and 
hopefully compelling) write-up about the sermon, and a brief bio of the speaker. 
Please refer to an outside speaker as a ‘pulpit guest’ and when it is appropriate to 
use ‘Reverend’ we should be communicating what tradition they are ordained in. 
This will be needed two weeks prior to the service you are leading.  Earlier submis-
sions are always welcomed. 

 c. Talk to Special Music Coordinator and the worship committee chair about choosing and 
scheduling an accompanist, special music and musicians. The worship committee chair 
coordinates the accompanist schedule. If it’s a new accompanist, make sure instructions 
have been given to them about our service. Large hymn books meant just for the accom-
panists are in the worship closet and can be loaned out. Generally the worship chair is re-
sponsible for briefing a new accompanist ahead of time.We have heard the most satisfac-
tion after services where the music complements the mood and message of the service.  
Special music selections should not be longer than about 3 minutes each. 

 d. Begin preparing your welcome, introduction to Joys and Sorrows, offering, benediction if 
you will be doing that, any readings, your story for all ages, etc.   See Speaking Points, pa-
ge 7, for suggestions about these details. 

 e. Decide whether you would like to involve other congregants in the service – perhaps to 
light the chalice, or do a reading, or tell the Story for All Ages.  Coordinate with them as 
needed and be sure to instruct them in the best use of the microphone.             
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 2. At least one week prior to the Service 
 a. Stay in touch with the speaker – you are their lifeline to UUCWI.  We want them to feel 

welcomed and as appreciated as we are appreciative of their time spent with us.  If they 
need to be picked up at the ferry, and you do not want to do that yourself, enlist the help of 
someone in the congregation.   And make arrangements for a return to the ferry, too!   
Many of us are ready to help. If they are driving, ensure they have directions and are clear 
about the ferry schedule.   

 b. Select hymns – Which hymns will best support the theme of the sermon? If you don’t 
know the music already, the Worship Committee can counsel you on the melodies.  Select 
songs “singable” for congregants who may or may not know how to read music.  It is good 
when the opening hymn is child friendly. Send the Order of Service to the accompanist the 
week before the service indicating how many verses of each hymn selected so they can be 
well prepared.  If there will be a hymn new to the congregation, or one that is more diffi-
cult to sing, ask accompanist to play it through once with emphasis on melody before the 
congregation sings. 

 c. Finalize the Order of Service.  See page 6 for a model. The Church Administrator and oth-
er worship leaders are glad to help. Always ask for help when you want it.  We are a team. 
E-mail the order of service to the Church Administrator no later than Wednesday before 
your service.  Sooner is better.  She will proof and format it, ask you any questions that 
arise and work with you to ensure it reflects your desires.  She will print and place the or-
ders of service in the leather box on the desk in the office. 

 d. Write out your script in full, including action cues and needed props to assure smooth flow 
between segments (large print helps) and practice reading it aloud slowly and clearly. 
Practice, practice, practice is the key to feeling confident and relaxed. You may want to 
have it in a 3 ring binder for easy use on Sunday. 

 e. Coordinate with your sound technician, listed on the Worship Calendar. If you are design-
ing a particularly complicated service with lots of speakers, it would be wise to work with 
your sound tech from the time you begin your design!  They will need your order of ser-
vice and help you identify sound cues and which microphones will best serve your needs.  
This person is a critical ally on the day of the service! 

 f. Coordinate with your room set up person, listed on the Worship Calendar.  The existing 
team only sets the room in the standard configuration with chairs facing the front of the 
room, the altar and podium up front.  If you want to set up a circle, or face the north win-
dows, or any other variation, it will be up to you to help the set-up team.  And as always, 
other worship leaders will be happy to assist you!  Advise the set up person which hym-
nals are required. 

 g. Design your altar: It is up to the worship leader to decorate the altar.  When fresh flowers 
and greens are available, many leaders choose to make a floral arrangement.  Others have 
used shells, ferns, and precious objects. There are table cloths on the shelves in the hall-
way. Feel free to enlist the help of someone in the congregation or worship committee.  
Remember, we are a team! 

 h. Confirm two ushers, listed on the Worship Calendar. Make sure they understand their du-
ties. Ushers don’t serve very often and it’s easy to forget all the little tasks they cover 
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(watching time to close the doors, removing the ribbons, counting, etc). If someone fails to 
appear, it is always possible to recruit ushers on Sunday morning. 

 i. Contact Treasurer to arrange for checks, if needed.  
 j. Send Video Release Form to speaker electronically. Tell speaker we also have a hard copy 

here for them to sign, if they’d prefer. Release Forms are on the UUCWI website under 
Worship Committee Documents. There are also hard copies in a folder at the sound booth. 
There are both short-form and long-form releases. Check with Worship Committee mem-
bers as to which is appropriate. 

 3. The day of the service 
 a. The first order of business is to relax and enjoy yourself.  Yours is the face visitors will 

remember.  A week later they’ll recall your smile, the tone of your voice, how well 
“seen” they felt by you.  They may not remember your words; they will remember your 
demeanor. Make it a gift to yourself. 

 b. Arrive at least 45 minutes early to ensure the room is set up to yours and the speaker’s 
specification. Be sure that: 

 • Offering baskets are on the back chairs 
 ▪ Orders of service are at back door  
 ▪ Blue ribbons are on the back 2 rows of chairs so people will sit toward the front. 
 ▪ Hymnals are on chairs 
 ▪ The Welcome Circle sign is near the podium so you can show it during welcome.  It 

is stored just inside the sanctuary closet door, on the wall to the left 
 

 c. Arrange the altar. Items are stored in labeled baskets on the shelves in the hallway. If  
  any supplies are running low please notify the Worship Chair. 
 • Arrange flowers or other decorations  
 • Check oil level in Chalice - there is a bottle of oil in the bottom section of the hall 

closet. 
 • Light the little starter candle for the chalice about 10- minutes before service begins.  
 • Place bowl of sand and 10-15 candles for joys and sorrows.  Think about placement 

of both so people don’t set their sleeves on fire as they move from the chalice to the 
sand bowl.  Take time to scrape the wax off the wicks so the candles will light easily 
for each congregant. 

 d. Greet the special musicians, ushers, and readers. Know who will be playing the hymns, 
and who is providing refreshments. You generally want to familiarize yourself with eve-
ryone who will be helping to make the service run smoothly. 

 
 e. Greet the speaker. Orient them to the sound system, the musicians, greeters, early church 

members. Generally make the speaker feel welcomed and embraced.  If the speaker 
wants quiet to get centered, offer them use of the library. Check with the speaker about 
their preference for open or closed windows, and overhead fan, if it is hot. 

 
 f. Review the ushers’ tasks with them. They should close one of the doors at about 9:58 so 

folks know to enter and sit quietly. This is necessary for you to be able to start on time. 
Ask ushers to remove the ribbons (or ask someone else) about 2 minutes prior to the start 
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of the service. Ask them to count adult attendees 10-15 minutes into the service.  Later 
you will provide that count to the Worship Cmte chair. Instruct the ushers on how to col-
lect the offering. They will start at the front of the room, moving down the outside aisles 
immediately after the music commences. They wait at the back of the room until the mu-
sic concludes, and then one of them returns both offering baskets to the altar.  

 
 g. Coordinate with ALL the players – to ensure everyone is ready to start on time. 

 
 h. Remember to breathe!  Smile! Relax! 

 

 4. After the service   

 a. Job well done!  Congratulate yourself, take a deep breath, and receive the appreciation of 
all who offer it. 

 b. Thank the special musician and the speaker, escort them to the refreshments. 
 c. Make sure that guest minister/speaker and guest musicians receive honorarium.  The 

Treasurer should have prepared any checks beforehand. 
 d. Some cleaning up will need to be done –there will probably be lots of help.  But it is 

wise for the worship leader to stay engaged until all the work is complete. 
 e. Return the speaker to the ferry if appropriate. 

 f. Send a photo of the Video Release Form to Internet Cmte (as of July 2019, Sarah Rich-
ards and Mavis Cauffman) 

 g. Give attendance total to Worship Cmte Chair 
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Typical Order of Service 
The Church Administrator will do the formatting and add announcements.  The sequencing of 
hymns, whether you want to do a reading, responses to the chalice lighting, the offertory and the 
joys and sorrows are all choices you get to make  What is printed here are only options.  Change, 
add, omit as you desire.  
Prelude name of guest musician 
 
Opening Words name of Worship Leader 
 
Welcome and Introductions 
 
Chalice Lighting 
 
*Affirmation   (spoken together) 

Love is the spirit of this congregation and service is its practice.   
This is our great covenant; to dwell together in peace,  
to seek truth in love, and to help one another. 

 
*Hymn # xxx  title of hymn  this one should be fun for the kids to sing 
 
A Time for All Ages (name of the story & author if appropriate) name of story teller if different 

than worship leader 
 
Joys and Sorrows 
 
Offering and Offertory  guest musician’s name 
 
*Hymn #xxx  title of hymn 
 
Reading  title and author if appropriate  
 
Sermon Title Speaker’s name 
We call this a “Sermon” if presented by a minister or faith leader.  Otherwise it’s a “Reflection” 
 
*Hymn # xxx  title of hymn 
 
Benediction and Extinguish the Chalice 
 
Postlude 
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Speaking Points  
 
Below are the speaking points you should cover as the Worship Leader.  You have poetic license to 
put these ideas into your own words.  Practice. The more confident you are delivering all this, the 
more the congregants will relax and enjoy themselves.  If you forget something somewhere, pick it 
up later.  Your goal is to be welcoming, to convey your conviction that this is the best place any of 
us could be on a Sunday morning. We recommend worship leaders write a script  then practice so 
you are so familiar with the content that you don’t have to read every word. Eye contact with the 
congregants is as important as following every word of your script.  We are not judging you – we 
are being welcomed and led by you. And we so appreciate this gift of yourself - your wisdom and 
your compassion - that you are bringing to us.   
 
There are links to resources at the end of this document – a wealth of ideas and inspirations to 
seed your own thoughts. 
 
Here are some of the considerations you will make as you plan: 

 • Remember that smooth transitions are vital to the flow of a service. Although nobody ex-
pects perfection, the more a worship leader thinks through the service and plans for transi-
tions in advance, the more smooth and effective the service will be. 

 • Be sure to "walk through" the service so you are prepared for everything that needs to hap-
pen.  And sometimes things go wrong.  The more relaxed you are, the better you can re-
spond to a hiccup when it occurs. 

 • What is the ideal room/chair/podium/music stand/altar arrangement? 
 • Where will you and other participants sit? 
 • If the choir is singing, coordinate with the choir director -- there are some limitations on 

where they can be relative to the piano. 
 • What microphones do you want and where?  There are LOTS of trade-off with mics and the 

equipment sometimes changes!  Your sound technician can help you determine what will 
work best for your particular service, speakers and logistics 

 • Will you carry your script or leave it on a stand/podium? 
 • Do you want other voices in the service – if so whom will you ask? With multiple speakers, 

be sure they come early so there is time to walk through the service.  
 • Do you want others to light the chalice or say the words? 
 • If you are projecting visuals during the service, plan all needed equipment (your sound tech 

can help), positioning, timing and who will do what when. 
 • Do you need someone to turn lights on/off during the service?  If so, that will be the job of 

your sound tech. 
 • Things to consider around music specifically: 

 o Where should the special musician(s) be positioned ... when they are playing and 
when they are NOT playing? 

 o Do they need microphones?  Music stands? 
 o Have you confirmed hymn numbers and signals for being ready to play? 
 o Will musicians play during transitions?  If so, what signals are needed? 
 o Agree on tempi and feel of the music 
 o Do you need song leaders .... to help with new/unfamiliar hymns, rounds, etc?   

 • Do YOU need quiet time before the service to gather your thoughts and become mentally 
prepared to lead worship? 
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Ideas for content  Please note that you will not say EVERYthing in here – these are just points to 
consider including :  
 
OPENING WORDS - something relevant and inspiring to the theme today – your choice 
 
WELCOME AND INTRODUCTIONS – your goal here is to create an ambiance of warmth and 
welcome, to create a community of people worshiping together rather than a room full of individu-
als sitting in isolation from each other: 

 • You may want to ring the bell to call us to sacred celebration or to worship 
 • Welcome everyone 
 • Thank musicians 
 • Tell people where they are – UUCWI 
 • Introduce yourself as Worship Leader 
 • Tell folks we are served by our minister Rev Emily Melcher 
 • If Emily is present, introduce her 
 • If Emily is not present, share when she’ll be back next 
 • Introduce today’s speaker, relevance of his/her topic to UU principles and if appropriate the 

month’s theme. Please refer to an outside speaker as a ‘pulpit guest’ and when it is appropri-
ate to use ‘Reverend’ we should be communicating what tradition they are ordained in. 

 • Make a special welcome to visitors 
 • Invite people new to UUCWI (if any in the crowd) to read our principles on the back of the 

Order of Service 
 • Invite visitors to look for the person with the Welcome Circle sign. 
 • You might want to invite people to greet their neighbors – pay attention to people in the 

back who might be isolated so they are greeted as well 
 • Encourage everyone to stay for refreshments after the service 
 • Point people to the announcements printed in the Order of Service 

 
CHALICE LIGHTING - something relevant and inspiring 
This is an opportunity to invite someone from the congregation to participate – this is your choice.  
It’s also a place where we can involve our youth.  Perhaps you even invite an entire family to do the 
chalice lighting. 

 • There are ideas at the UUA web site: www.uua.org/worshipweb/main.html 
 • See the back of our hymnal for more ideas, starting at 447 
 • You might provide an optional chalice response.  Some  options: 

 o May love reign among us here, in this hour of community.  
 o We light this chalice to remind ourselves to treat all people kindly because they are 

our brothers and sisters, to take good care of the earth because it is our home, and to 
try to live lives filled with goodness and love because that is how we will become the 
best men and women we can be.   

 
AFFIRMATION 

 • invite people to “rise in body or spirit” and join you in the unison affirmation printed in the 
Order of Service and to remain standing for the opening hymn. (otherwise folks have a stand 
up-sit down-stand up-sit down experience ☺) 
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OPENING HYMN select one here that is especially accessible for our youth and children. 
 
 A TIME FOR ALL AGES 

 • the story will set the theme for the sermon – it can be a preview of the whole service 
 • If you are not doing the story yourself, introduce the story teller  
 • Invite youth to the front of the room to join the story teller but make sure it is just a choice. 
 • As much as you are able, tell the story instead of reading it.  That engages both youth and 

adults much more effectively.   Remember, this is a story for everyone, not just the children.  
You want to keep the adults just as engaged as the children. 

 
CHILDREN DEPART – your goal here is to make the youth departure ceremonious and special 

 • Some Worship Leaders say the words: The youth will now take the light of our community to 
their classes   

 • Consult with the Worship Committee about the most recent design for this transition.  
 
PERSONAL JOYS & SORROWS – your goal here is to further build a sense of shared commit-
ment to each other through sharing what is happening in our lives, worrying us, filling us with sor-
row and/or celebration.  This is a sacred time 

 • Say something that invites people to come forward 
 • You can also invite silence first so people can decide whether they want to speak 
 • This is to be a personal matter and not an announcement of an event 
 • Explain candle ceremony 
 • Ask people to introduce themselves, keep it short, and use the microphone 
 • Finish by lighting a candle for the unspoken joys and concerns we hold within 
 • You may or may not want a congregational response, such as a moment of silence, to the 

joys and concerns.  It’s your discretion depending on how long the service will run.  One we 
have used from time to time: 

 o May the joys and concerns spoken here this afternoon  
And those which remain unspoken,  known only to those who hold them close  
May all these joys and concerns be enfolded in the warmth of this community  
And may that warmth extend in sympathy and compassion to all who are hurting in our 
wider world. 

 
HYMN - Invite people to rise in body or spirit and join you in singing.  Selecting hymns that sup-
port the theme of the service contributes to a more coherent service  You can also select something 
that honors the joys and sorrow process 
 
OFFERTORY  

 • say some words to create a space for generosity  
 o there are many ways to contribute to the life of this congregation & we are grateful 

for all of them 
 o You can also invite someone in the congregation to share a moment of gratitude 

about their involvement in UUCWI (preplanned). 
 o invite people into a point of view that sharing of our money is a sacred act too 
 o acknowledge that some folks pay monthly by mail – invite them to hold the basket 

for a moment and receive a prayer of appreciation 
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 • invite them to enjoy an interlude with our musicians 
 • the ushers should return the offering to the altar after the music concludes.  Say some words 

of acknowledgement and gratitude for their generosity.  Your intention is to continue to 
make money sacred in this context 

 
READING – this is optional and will be determined by you in consultation with the speaker.  Think 
about what it will contribute to the flow, intention and spirit of the service 

 • this might be a responsive reading from the hymnal or an insert in the order of service 
 • it might be a reading the speaker has chosen 
 • it might be a prayer 
 • it might be given by the speaker, the Worship Leader, another congregant 

 
SERMON or REFLECTION 
 
HYMN  
 
BENEDICTION AND EXTINGUISH THE CHALICE  you may do this, or the speaker  
 
POSTLUDE   
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Task Checklist - a condensed to-do list of all the info above 
 
At least one month prior to the Service 

 1. Contact speaker 
 2. Submit a service description to the administrator for posting on the web 
 3. Talk to the Worship Cmte or Worship chair about music 
 4. Begin preparing your script 
 5. Decide whether you would like to involve other congregants 

 
At least one week prior 

 1. Stay in touch with the speaker 
 2. Send the speaker the Video Release Form and explain why we request they sign 
 3. Select hymns, and let the accompanist know what they are ahead of time 
 4. Finalize the Order of Service and send to Administrator no later than Wed. 
 5. Write out your script and time it 
 6. Coordinate with your sound technician 
 7. Coordinate with your room set-up person; let them know what hymnal(s) are needed. 
 8. Confirm ushers 
 9. Design the altar 
 10. Contact Treasurer 

 
Day of Service 

 1. Relax and enjoy yourself! 
 2. Arrive at least 45 minutes early 
 3. Arrange the altar 
 4. Review mic placement with sound tech 
 5. Greet special musicians, ushers, readers 
 6. Greet the Speaker 
 7. Review Usher’s tasks 
 8. Coordinate with all to stay on schedule 
 9. See that the speaker signs the consent form (Blank forms are in the file cabinet in the sanctuary 

closet.  There is a simplified version for member-speakers at the sound booth)   
 10. Check the oil level of the chalice 
 11. Put J&S candles (remove wax from the wicks) 
 12. Light your starter candle 
 13. Put the Welcome Circle sign near the podium 
 14. Locate the bell if you plan to ring it to start the service 
 15. Watch the time! It’s easy to get engaged with people sitting up front and not notice 10:00 ap-

proaching  
 
After the Service 

 1. Congratulations! 
 2. Thank the special musician and speaker 
 3. Ensure speaker, musicians receive honorarium if due 
 4. Be sure clean-up is complete; close windows 
 5. Take speaker to ferry, if appropriate 
 6. Send a photo of the Video Release Form to Internet Cmte 
 7. Give attendance total to Worship Cmte Chair 
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Resources 
 
2019 UUCWI People who can help - 
Worship Committee - all members 
Emily Melcher - Minister 
Mavis Cauffman, Sarah Richards - Internet Committee 
Linda Good - Special Music Coordinator 
Becky Myrick - Worship Committee Chair 
Eileen Soskin, Mavis Cauffman - Hymn and Music Advisors 
  - Administrator 
David Edwards - Choir Director 
John Fetrow - Treasurer 
 
For opening words, chalice lighting, joys and concerns, offertory, benediction: 

 
 • Our UUCWI Hymnal 
 • Mavis has a couple books on worship for brief loan to worship leaders 
 • The Unitarian Universalist Association has lots of material suggestions: 

https://www.uua.org/worship/words  
• Michael Dowd and Connie Barlow have been collecting “best practices” from UU churches 

they have visited all around the country and offer them to us all on their Great Story web 
site: http://www.thegreatstory.org/UU-practices.html 

 
For stories:  We encourage you not to read a book. Please paraphrase, simplify, or tell as a story. 

• Local library – the librarians will even help you find a story for a specific theme 
• Mavis and Terra have personal libraries of stories. Our retired school librarians – Joann, 

Camille, Joan - may have suggestions 
 • The developing collection in the sanctuary closet, above the hymnals, includes fairly recent 

(as of 2019) collections of stories for use in worship, some published by our UU publishing 
houses Beacon Press and Skinner House. 

 • consider making up a story of your own to exactly convey your message.   
 • Consider a myth from other cultures 
 • Aesop’s fables 
 • Folktales of the Native American by Dee Brown 
 • Treasury of Classic Stories for Children by Eric Carle 
 • 33 Multicultural Stories from Other Lands by Pleasant de Spain 
 • Wisdom Tales from Around the World by Heather Forest 
 • Her Stories – African American folktales by Virginia Hamilton 
 • Just So Stories by Rudyard Kipling 
 • Echoes of the Elders by Chief Lelooska 
 • Illustrated Myths of Native America by Tim McNeese 
 • Favorite Folktales from Around the World by Jane Yolen 
 • Stories adapted for church by Rev. Rick Hoyt, a UU minister in Santa Clarita, CA 


