Audio Team Guidelines

1. Arrive 30 minutes before the service begins.

2. Make sure the pulpit mic is at the right position.

3. Set up a mic for the piano if necessary.

4. Ask Sunday service coordinator whether any additional mic is needed (for worship leaders).

5. Check battery using power meter if a wireless is needed (remember to take out the battery after service). Turn on wireless receiver.

6. Plug in all the cables (including the one for MP3 recording) before turn on the mixer. 

7. Test all the microphones. To test a mic either click your fingers near to it or speak into it in a normal voice (Don’t tap the mic or blow sharply into a mic to test it!). You do know why techies say "testing one, two, three" don't you? That's because they can't count as far as "four").
8. Turn on the tape recorder, insert a tape (make sure you put it in the right way).

9. Set the tape player at the “” position by select the “” button so that you can tape both sides. If the recorder does not reverse automatically, do it manually.
10. Tape the service from the beginning to the end. You should also remain in audio booth from start to the end.
11. Mute microphones that are not in use. Stay alert so that you know when you should turn it on. Adjust the volume if necessary (The duty of audio stuff is not just  to turn on all the channel/mics and leave them there till the end. You need to do much more to become a good mixer)
12. Try to fine tune each mic/channel with “Equalizer controls (High, Mid, Low) to get the best sound quality. But don’t use graphic EQ (shown below) unless you are really good at it (Spending too much time fussing with these is probably the most common mistake beginner/intermediate mixers make; pros use as little EQ as possible).
                                       
13. Avoid to pick up cough, sneeze, or any other abrupt noises (say, when speaker is moving the mic).
14. When finish recording, mark the tape with “Date”, “Speaker Name” and “Title of message”. Make certain copies for Sunday school teachers.

15. Pull all the faders down on the mixer, and then turn the power off before unplug any cable. Make sure that no one is just about to make yet another announcement, since powering the mixer up and down repeatedly is bad for it.

16. If you are unable to work your assigned event, it is your responsibility to find an alternate and contact your team leader. Use consideration when rescheduling by offering to switch events with an alternate. Please do not wait until the last minute. 

