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Planning the Worship Service 
 
Meet with the pastor. 
 
Choose the choir songs and other presentational music.  
 
Use a worship planning tool to organize and streamline 
your work.  
 
Consider appropriate congregational songs from your 
song list.  
 
Introduce new songs with repetition.  
 
Discover creative elements of worship. 
 
Be aware of special inclusions in the service. (Lord’s Supper, baptism, parent-child dedication, 
graduate recognition, or other special observances) 
 
Throughout the process, Collaborate with the pastor.  
 
Finalize the service two weeks out.  
 

More on Worship Leadership Teams at 
klamm.us/WLT 

Check out the series on SONGS FOR 
WORSHIP at lamm.fyi/songseries 
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Preparing the Choir 
 

Scheduling songs 
 
Spending a few minutes on a song 6-8 weeks in a row will 
yield far better results that trying to learn a song in one or 
two rehearsals. 

Look at the plan for the next 8-12 weeks related to sermon 
topics. Also consider any special emphases, or other 
inclusions.  

Select appropriate choir songs to use as presentational music 
on each Sunday (assuming the choir sings weekly). 

Use some already-known songs, if appropriate, as well as 
introduce new songs. 

Calendar the selected presentational songs for each worship 
service for the next eight or more weeks to work from. 

Creating practice tracks 
 
You will find your choir will reach a higher level of excellence if you provide for them rehearsal tracks to 
use outside of choir rehearsals.  

Check out this guide to producing practice tracks on the blog, RenewingWorshipNC.org. It has detailed 
instructions to help you along the way.  Check out the article at: Lamm.fyi/choirtracks 

Rehearsal planning 
 
Here are some guiding principles for your planning: 

Look at your song schedule and then plan to begin a song 6-8 weeks before the week you will sing it.  

When you are rehearsing songs 6-8 weeks ahead, this creates a feel that every choir rehearsal is 
important.  

Songs the choir has sung before will not need as much rehearsal time. Consider memorizing the song. 

Begin the rehearsal with a time of worship, using the congregational songs for this week, or if a new 
song is coming soon, begin that a week or two earlier.  
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Once you spend time on the congregational songs, have the choir sing through the song coming up this 
week 

It works well to then go to a new song or one that requires some hard work while the people are still 
fresh. 
 
Don’t feel like you need to go over the entire song every week. 

Help the choir see patterns such as repeated sections to aid their learning.  
 

Rehearsal sheets 
 
Print a single or two-sided page that the choir picks up as they come in to rehearsal. Include several 
items on the page: 

• Rehearsal order.  
• Congregational song lyrics.  
• Announcements.  
• Advertise your church’s worship prep website and the worship ministry’s website 

Discipleship is an important part, perhaps THE most important part of choir 
preparation.  
 
A major responsibility of the worship leader 
is discipleship. In choral rehearsals, bring the 
lyrics to life. Help them understand the 
biblical foundations; help them connect 
their testimony with the testimony of the 
song; help them really understand what they 
are singing.  

Remember that Communication is 
HUGE 
 
Communicate with your choir members by email at least 1-2 times a week.  

Send out a follow-up email on Monday or Tuesday 

Send another email around Thursday or Friday  

Point them to the online preparation for the sermon and congregational songs. 
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Absentees 
 
Reach out each week to anyone who missed the choir rehearsal. Let them know they were missed, let 
them know anything they need to know about Sunday’s service to be better prepared, and find out if 
their absence was something that you can lift up in prayer  

Website for worship leaders. 
 
Post relevant information, upcoming song YouTube videos, practice tracks (which are copyright 
licensed), the upcoming anthem schedule, articles of interest, and more. 

Preparing the Band & Vocal Team 
The following steps have three ways to accomplish the task to meet whatever level of comfort and 
affordability of technology you have:  

1) WorshipPlanning.com or Planning 
Center utilization. 

2) ALTERNATE PLAN: Using other internet-
based tools that have no associated costs.  

3) OLD SCHOOL METHOD: using no email, 
no cloud services, no online technologies. Just in person, telephone, and physical printing/duplicating.  

Here are the steps to preparing your band and vocal team: 
 
Assign musicians to the service. 
 
Assign personnel through your online worship planning account. (WorshipPlanning.com or Planning 
Center).  

ALTERNATE PLAN: Create a private, closed group on Facebook for just your musicians, create an event 
for each worship service and invite those you want to participate to that event.  

OLD SCHOOL METHOD: Call each musician or talk with them in person to make sure they can play on a 
given week.  

Finalize your worship plan. 
 
It is best if you complete this about two weeks ahead of time. When selecting a song for the service, 
merely pull the song from your worship planning application library into the service and all the 
associated files come with the song.  
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ALTERNATE PLAN: Use Word or Excel (or other apps) to lay out the service plan. Include all the needed 
information in the service flow for the musicians and save it as a PDF for digital distribution. Use a cloud 
storage account, such as DropBox, Box or Google Drive to create service folders in which you can drop 
all needed print and audio files for each song as well as the service flow and any other support 
documents. You then share the folder with your musicians and they can access all they need there.  

OLD SCHOOL METHOD: Print out the worship plan and distribute copies of it and the needed sheet 
music to each instrumentalist. Burn a CD of all demos they need to hear.  

Include song maps and other notes for each song. 
 
Include all the notes about song maps, arrangements, etc. in the worship planning app. 

ALTERNATE PLAN: In your word processor or spreadsheet, include the song map and information about 
the introduction or bridge between the songs. Your musicians will get that information in the PDF you 
create and upload to the cloud folder.  

OLD SCHOOL METHOD, Use the same plan as the ALTERNATE PLAN, but you just print it out and 
distribute it. 

Notify musicians that the music is ready. 
 
Just click on “send a message” in WorshipPlanning or Planning Center and it notifies your scheduled 
musicians that their music is ready with a link to the worship plan, so they can go there, download their 
music to their devices or printer, listen to the reference audio file, and begin preparation for our 
rehearsal.  

ALTERNATE PLAN: Send out a message 
to your Facebook Event Page 
participants, email the group, or text 
the group. Give them a direct link to 
the cloud folder with all the resources 
they need. 

OLD SCHOOL METHOD: Just place the 
printed music, worship plan sheet, and 
CD in their hands at least one week 
before their rehearsal. If needed, mail 
the package to them to make sure they have plenty of preparation time. 

Here’s a bonus thought: Purchase ForScore for storing music, marking it up as needed, embedding demo 
tracks with each song, creating set lists, turning pages with a Bluetooth pedal, etc.  
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Rehearse! 
 
Gather the band together and rehearse each piece. This should be done preferably on a day other than 
the day of the worship service.  

Your vocalists would benefit from rehearsing their parts separately from the band at this time, then put 
them together perhaps on the worship run-through. 

Worship Run-Through. 
 
Meet with the band, vocal team and tech team the day of the worship service in order to go through 
every song in completion—just as if you were leading in the worships service 

 

Preparing the Media 
 
Eight uses for video in the church In no 
particular order: 

• Announcements 

• Mission Videos 

• Short Videos 

• Testimony Videos  

• Lyric Displays of Congregational Songs 

• Graphics on Screen for Sermon Support 

• On-screen Images 

• Image Magnification 
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Weekly Workflow 

Weeks ahead, discover and plan for special videos to be used in service. 

Look at the worship flow that you created for this service. Think through every piece of the service and 
determine what may enhance that part of the service with the use of the screen. Review the ideas in the 
listing I just discussed to prompt your thinking. 

Determine backgrounds for lyrics. 

Determine if screens will be active at all times or not and plan accordingly. Some parts of the service 
may or may not be enhanced with an on-screen images.  

Create a new playlist in presentation software for that service and begin dropping in or creating all the 
components for the service from beginning to end. 

As you create each song, make sure that the lyrics and song map match what you intend to do in 
worship.  

For applications like ProPresenter, you can also determine what is shown on the rear screen to help the 
worship leaders carry out their responsibilities.  

Many pastors produce their own sermon support materials. If in PowerPoint or Keynote, use their native 
applications, or preferably import the slides into your worship presentation software.  

Once all your media is compiled and ready to go, you should create a tech sheet to help guide the 
volunteers that run the presentation during worship.  

Don’t forget to provide excellent training for your tech people. 

Preparing the Congregation 
 

Many churches are publishing materials (online 
and/or hard copies) to help their congregations 
prepare personally and as a family for worship 
each week. Here are some ideas that can prompt 
your thinking in how to best help your 
congregation: 
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CONTENT 
 
Sermon preparation.  
Give the scripture passage and some information (perhaps a brief synopsis) to help people prepare for what 
will be presented in the sermon. 
 

Prayer points.  
Give specific prayer points that will help people prepare their hearts for worship and lift up those 
planning and leading the times of worship.  
 
Songs of worship.  
You may include YouTube links to the songs, especially those that show the lyrics so your congregation 
can worship with the songs during the week.  
 
Follow up from last week . 
You may include questions and additional commentary for people to consider after last week’s worship 
service to continue their engagement with God’s Word for the day. 
 
Family worship cues.  
Finds ways to help your families worship together at home. Create some family worship encounters that 
bring all generations together around the same truths.  
 

DISTRIBUTION 
 
Your prep piece can be distributed several ways. You 
may find one or more of these will serve your 
congregation best. A multi-faceted approach may be 
most effective.  
 
Online content. Prepare a web page with the weekly 
information that is readily accessible to various online 
platforms. This can be on your church’s existing 
website or a special site built for this purpose. 
 
Social Media. Use Facebook, Twitter, and other social media avenues to connect the content with your 
people during the week. 
 
Email. Consider weekly and/or daily emails with content for the week. 
 
Downloadable/printable PDF. Prepare a nice looking one or two page prep sheet for families to print 
out or view online. 
 
Printed Handout. Distribute the material at your corporate worship service for the coming week’s 
content.  
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Realize that each church is unique, and how you can best prepare your congregation should be tailored 
to meet your congregation’s needs. 

Preparing 
Personally for 
Worship 
How do you as a worship leader personally prepare for the 
corporate worship service? This can make a powerful impact 
on your leadership. These are some ways to prepare for 
leading worship: 

Prepare spiritually. 
 
Spend time with God throughout the week. Make worship a 
natural part of your life throughout the day.  

 

In my interim worship leader positions, I was doing a few things to help our congregation in this 
area:  
 
* I created a congregational, open website that each week gave information about the sermon and 
provided a video with lyrics of every congregational song. The site also had links to many devotional 
sites for our congregation’s use. 
 
* I posted regularly to our church’s Facebook page with links to the worship prep site with 
encouragement to prepare for worship. 

 
* I embedded new song videos with lyrics on the church Facebook page. 
 
* I included prayer prompts for worship on the church Facebook page. 
 
* A weekly email went out to the church members with a copy of the church bulletin, including the 
songs we will sing. There was a URL given with encouragement for the congregation to go to the 
worship prep website to better prepare for worship. 
 
* The bulletin and on-screen announcements promoted the webpage for worship prep.  
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Prepare yourself for leadership. 
 
Transitions & Introductions.  
 

Utilizing Scripture.  
 

Writing Out Your Verbal Transitions.  
 

Compiling Resources.  

 
As you come well-prepared, you will find that you have greater freedom in your worship and a greater 
ability to worship while leading 
 

Final Thoughts  
 
Now that you have planned and prepared well, it is time to lead well. If you have done all of the 
personal, spiritual and musical preparation as well as all the other pieces of preparation we have looked 
at, then commit your time to God and lead the church in worship. Keep the focus on God and not on the 
worship leaders. Set an environment, removing distractions that keep people from worshipping. The 
better you and your team prepare ahead, the more you will be able to truly worship as you lead. 
Celebrate the transformed lives that result in times of worship!  

Give God the glory!  

 

Want to go deeper in understanding how to really help your congregation renew its worship and be 
more participative in worship? Foundational worship leader training that has been experienced by 
thousands around the world is now available in a video-driven, interactive online class. This is a self-
paced, fully online version of the Worship Leader Boot Camp that includes 29 videos with 6.5 hours of 
instruction and a 114-page Worship Leader Handbook in PDF format.  
 
[Cost $30] Limited time: $20 with coupon code “424” 
 


