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The following document provides guidelines and processes that are followed for the 
with respect to promoting / announcing about other ministries / organisations 
Last Updated:  16 September 2021 
 

Arrival 

1. Arriving on time is very crucial to be able to handle any technical glitch that may 
arise. The following schedule is to be followed:  
 

• 8.30am Team arrives + setup 

• 9.00am Sound & streaming test  

• 10.00am Start streaming  
 

2. The team rostered is requested to ensure that everything is set up before the 
prayer at the church location. Kindly ensure that there is no disturbance caused 
by team members moving around at this time.   

 

Roster & availability 
1. On the Sundays that you are rostered, please ensure you are present. Kindly plan 

for the Sundays that you are rostered. Avoid last minute swaps unless there is an 
unavoidable situation.  If there is a need for a swap, please inform team ahead of 
time, so that they can plan accordingly.  

2. Punctuality is very crucial as it is your responsibility that streaming happens 
uninterrupted as per schedule 

3. Volunteers rostered are requested to keep their schedules as much as possible.  
 

Training and technical skills 
1. Training is conducted once in 6 months. This is to induct new members and to 

discuss and recap any improvements we’ve made over the months. All team 
members must attend this training.  
 

Handling equipment 
1. The equipment needs to be handled with utmost care. Suitable training will be 

provided.  
2. There is a software guide for Macbook shared with the team. The software is 

quite sophisticated, and we need to study and make suitable changes to 
accommodate the current bandwidth available 

3. Our cables are very delicate. Please note they are wound after use as per 
instructions. Kindly do not dump them in the 4G bag in a hassle to leave as that 
would be treated as irresponsibility.  
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4. We check all our equipment every Sunday morning after service. If we find any 
issue with the equipment, we will try to clarify with the person rostered the 
following Sunday  

5. Please note, all the equipment is under your responsibility for the Sunday you’re 
rostered. No equipment should be left unattended. 

6. Staff rostered for that week will be bringing the equipment on almost all the 
Sundays. The person handling streaming needs to ensure the 4G bag and laptop 
is handed back to a church staff. 

7. Memory cards need to be safely put back in the camera bag. We have two cards 
every Sunday.  

 

Communication 
1. Please ensure you communicate via Call, SMS, WhatsApp. We have a group on 

WhatsApp where we communicate. If by any chance you don’t find a response to 
your text message, please call.  

2. Please call 30 minutes and inform if you anticipate being delayed for any reason, 
so that we get enough time to make alternate arrangements.  

Technical Help 
1. Spurgeon will be available on call and on Teamviewer application to sort out any 

technical issue faced with the software. However please ensure this is clarified 
before 9:30am. 

2. Thimmaraju will be available on call or at church premises most Sundays if any 
help is needed 

 

Teamviewer access: Go to Finder -> Applications -> Teamviewer -> Share the password 
to Spurgeon 
 

Renewal Dates 
Spurgeon and Thimmaraju to put a reminder to the dates and ensure renewal is done a 
week in advance.  
 

Livestream Head 
Zhiloni – 97749 32071 
 
IT Team 
Spurgeon 9480195469 
Thimmaraju 9141239875 
Maheswar Reddy 99865 86110 
 
 


