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1.  before you start 
 
I find the best time to prepare the order of service is the previous Wednesday evening.  
The official cut-off time for entries in the order of service for the following Sunday is 18.00 
on Wednesday.   
 
Typically an order of service has to be prepared every week, but extra ones are 
sometimes needed for special services at Christmas and during Holy Week.    
 
You’ll need the following items of information to complete the order of service: 

1. A draft order of service from whoever is leading worship, including running order, 
hymn numbers, and Bible readings (ideally with page numbers from the pew 
Bibles). If the minister wants to include any liturgy, for example Communion 
responses, this too should be included in the draft order. 

2. Details of events in the church calendar, e.g. Scottish country dancing and the art 
group. I find the best reference for these is the excellent Dates for Your Diary 
supplement which Susan Giddons (see 5. contacts) includes in Cornerstone, the 
church magazine, which is also available on the Scots Kirk website (under what's 
on -> dates for your diary1) and is distributed to all members of the order of service 
team. During holiday times, most of these events are suspended. Susan’s calendar 
also includes the following regular events, all of which should be mentioned in the 
order of service when appropriate: 

o Holy Communion on the first Sunday of every month, and special Sundays 
such as Easter, Christmas, and Pentecost. 

o Potluck lunch in the church hall on the first Sunday of every month. This 
should be mentioned in the last OoS of the previous month, to give 
people an opportunity to prepare food, e.g. "after the service – potluck lunch. 
Bring some food to share, but there's enough to go round even if you don't." 
Also note that the standard reference to tea & coffee in the church hall 
after the service should be omitted on potluck (Communion) Sundays. 

o Soup & cheese lunch in the fellowship centre on the first Wednesday of 
every month. 

3. Details of events and information which are not in the church calendar. Typically 
these are emails including information about Sunday school, Bible study, Kirk 
session meetings, and so on. I will ensure that the people who send these emails 
check the order-of-service rota on the Scots Kirk website (worship -> orders of 
service), so they know who to inform. 

 
A good way to see how these events come together is to look at old copies of the order of 
service, which can be found on the Scots Kirk website -> worship -> orders of service2. 

                                                
1 http://www.scotskirklausanne.ch/dates-for-your-diary/  retrieved 8 July 2017 
2 http://www.scotskirklausanne.ch/orders-of-service/  retrieved 7 July 2017 
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2.  preparing the order of service 
 
As you would expect, the best place to start is with the previous week’s order of service, a 
Word file of which is always sent to all members of the order of service team by email 
every week. 
 
Edit the name of the file appropriately (20xx month date. doc, e.g. 2017 July 9 .doc for 
Sunday 9 July 2017), changing date and month if necessary.  
 
Now open the file in Word.  Page 1 should never be changed, so focus on the service 
order (pages 2-3) and the church notices (page 4). 
 
 
2.1.  pages 2-3: service order 
 

1. If the worship leader has prepared the draft, it’s unlikely you’ll have to do much 
beside cutting & pasting. Try to fill pages 2-3 evenly by adjusting the spacing if 
necessary. A good place to make the page break is often when the children go out 
to Sunday school, but this isn't always the case. 

2. Change the date at the top of the page. 
3. Sometimes the worship leader will also give a Sunday a name from the Christian 

calendar (e.g. second Sunday of Lent) which also needs to be included in the title 
part of page 2. 

4. If it's clear who the organist is (typically Melody Suter, but Deirdre Kraege plays one 
a month; both names can be found in 5.  contacts). 

5. Be careful when copy-pasting hymns and Bible readings from the minister’s draft 
order. If you’re not careful, you can end up picking up different tab settings, making 
it harder to line up all the numbers and titles. You may of course be thinking that 
life’s too short for lining up numbers and titles, and you’re probably right. But mine 
isn’t! 

6. Some ministers include hymn tunes, some don’t. If you’re not given the hymn tune, 
just leave the end of the line blank. 

7. Some ministers include Bible page numbers, some don’t. If you’re not given the 
page number, just leave the end of the line blank (unless you happen to have a pew 
Bible handy and can find this yourself).    

8. If you look carefully at a few old orders of service you’ll see that I’ve tried to 
standardise fonts, spacing, typefaces, etc. (Helvetica preferred, though not 
often by the ministers preparing the draft OoS!). There are many more important 
things in life than these, so don’t worry about them too much. But if the appearance 
of the order of service is too inconsistent, people might have trouble reading it. I 
think at least a little attention to detail is justified and, believe it or not, I have had 
complaints in the past when Times New Roman was used instead of Helvetica. Not 
'friendly' enough, apparently). As regards font size, 11 pt is recommended on pages 
2-3, with 10 pt preferred on page 4, where it's often necessary to squeeze more text 
into a smaller space. Use bold where the congregation contribute, e.g. during 
'people' parts of liturgy, hymns, Amen at the end, etc., and italics for hymn tunes, 
Bible readers' names, the Lord's Prayer, and so on. 



how to prepare the order of service 
 

issue 2                                                          8 July 2017                                                     
Ross Bennie 

4 

9. Some ministers have more items in the service order, some have less. If there are 
many items to include, you may have to remove a few blank spaces here and there 
to squeeze everything onto one page. Don’t reduce the font size if you can possibly 
avoid it. 

 
10. page 4: church notices 

 
I. Today’s worship leader. If the minister is away, I usually try to put in a few words of 

welcome and a very short biography (minister, interim moderator, or even Google 
can provide this). If someone stays for a few weeks (e.g. Dave Robinson), I think it 
helps to give the congregation some warning as to when his/her last Sunday will be.  
People like to say goodbye and might not be here on the guest minister’s last 
Sunday. 

II. Most of the items on this page come straight out of Cornerstone’s Dates for Your 
Diary. 

III. Some items come from emails. I encourage people to send emails because it 
makes them think about how their message will be worded. When someone comes 
up to me and asks, “Could you just put something in the order of service about…?” 
my heart sinks. When the time comes to write the message you never know what 
the person really wants to say, and it takes time and more communication to get it 
right. Ask people to email their notices and they are the ones who do the drafting, 
saying exactly what they want to. Then it’s just a copy/paste job from the email. 

IV. What to include and when: always include at least one more Sunday service, so 
people know what to expect the following week. On the other hand, I usually don’t 
include anything until it’s less than a month away.  

V. Important events, e.g. the church bazaar: I’ve used a 1x1 cell table to draw people’s 
attention to such events.  I’ve also experimented with shaded tables and fancy 
borders for the tables. Both experiments failed, because the greyscale didn’t 
photocopy well and another Word installation didn’t support the unusual border, 
respectively. Keep it simple. 

VI. Vertical spacing:  the best way to do this is with Word’s paragraph spacing 
function, not carriage returns. I use a 6-point gap between each day in the calendar, 
as you can see by examining any previous order of service. In summer, there will 
be little to report on page 4, but it gets busy again before Christmas. It may be 
necessary to change to a condensed font or to reduce the vertical spacing a little. 

VII. Try to leave some space for the Scots Kirk’s bank details at the bottom of the page.  
The font size is always smaller than for the rest of the notices, but you can shrink it 
even more if that’s the difference between squeezing in all the notices and not. If 
there really isn’t enough space, remove the bank details stuff.  Whoever does the 
OoS the following week can paste it back in. So at least check the bank details are 
there, just in case they were removed the previous week. 
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3.  updating the website  
 
Once the order of service is complete, a pdf copy has to be posted on the Scots Kirk 
website, as well as repositioning last week's order of service. 
 
There is a link to a video on the website (under worship -> orders of service3) which 
explains how this is done. The website is changed using the Squarespace content 
management tool. A second video in the same location explains how to login to 
Squarespace the first time4, after which it is recommended you save the password and the 
Squarespace web location so you can get in much more quickly the next time. It is 
unnecessary to log out of Squarespace when you've finished updating the website. 
 
Once you know what you're doing, updating the website takes a maximum of five minutes, 
and only then if your internet connection is slow (uploading the pdf files may take a minute 
or two). It's much easier and quicker than it used to be. 
 

                                                
3 http://www.scotskirklausanne.ch/orders-of-service/  retrieved 8 July 2017 
4 via https://account.squarespace.com  retrieved 8 July 2017 
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4.  informing those who need to know 
 
Once the order of service is complete and the website has been updated it’s time to inform 
the people who need to know. These are (see 5.  contacts for email addresses): 
 
Send .doc and .pdf versions of the file to the following recipients: 
 
Janet Beard  1st choice for photocopying 
        OR 
Janet Shaner  2nd choice for photocopying (only if Janet Beard is unavailable) 
 
minister  (or guest worship leader) as a courtesy 
organists  always email both Deirde Kraege and Melody Suter 
   (.doc file is for Melody Suter; it can be spoken by her PC) 
OoS team  so we have latest OoS, in case we can't get it from the website 
 
There’s no rota for photocopying, so we rely on deputising. If Janet Beard's going on 
holiday, she will inform us in advance. Janet Shaner will do the same. If neither of them is 
available, as a last resort, the minister or concierge (see 5.  contacts) may be able to make 
copies at the church.  
 
And don’t hesitate to email or call Ross (076 502 61 03) if anything in this document isn’t 
clear. 



how to prepare the order of service 
 

issue 2                                                          8 July 2017                                                     
Ross Bennie 

7 

5.  contacts 
 
These are the people you’ll typically be in contact with when preparing the order of service: 
 
Janet Beard   mailto:pbeard@bluewin.ch  1st choice photocopy person 

Ross Bennie   rosmor@mac.com   OoS team coordinator 

Jean-Noël Alex de Réland jnadereland@hotmail.fr   concierge / OoS team stand-in 

Williams Devadason williams.devadason@gmail.com webmaster 

Karma Fussell  kfussell@me.com   treasurer / OoS team member 

Susan Giddons  susan.giddons@sunrise.ch  Cornerstone editor 

Alice Goodman  alice.goodman@sunrise.ch  Sunday school / youth group 

Deirdre Kraege  deirdre.kraege@gmail.com  organist 

Ian McDonald  minister@scotskirklausanne.ch Scots Kirk minister 

John McKillop  swissowl47@gmail.com  OoS team member 

Sylvia McKillop  sylviamckillop@gmail.com  Bible-reader coordinator 

Morven McLean  morven@gmx.ch   OoS team member 

order of service team oos@scotskirklausanne.ch  all members of OoS team 

Janet Shaner   Janet.Shaner@imd.ch  2nd choice photocopy person 

Jim Sharp   jimsharp@bluewin.ch  regular substitute minister 

Melody Suter   melaska@sunrise.ch  organist 

Susan Wood   susanwoodsmith@gmail.com  OoS team member 


