
 
Due to the timeliness of our Worship Service on Sunday morning and due to time deadlines for our 
Worship Folder, we have developed a set of standards for all announcements at East Hills. 
 
First of all…announcements happen in a variety of forms: 

� In the Worship Folder. 

� On the web site. 

� Verbal announcement in church. 

� In the E-Update. 

� The Ministry Tables in the lobby 
 
If you would like something in the Worship Folder: 

� It must be turned into the office or emailed to Sharon Solomon (sharons@easthills.info) by 
Wednesday afternoon.  (Worship Folders are printed on Thursdays). 

� It should be written in paragraph form and preferably not in caps since then we can cut and 
paste it (all caps means we have to retype it). 

� Events and ministry announcements may be edited for content or space for the “Ministry 
Updates” section of the Worship Folder. 

� Because of space, events and ministry announcements may be omitted from the “Ministry 
Updates” section of the Worship Folder until the event gets closer (things will be listed as 
they are prioritized here in the office). 

� It can/will be listed under “Upcoming Events” where there is room and in order of 
upcoming dates. 

� No inserts are allowed in the Worship Folder other than Connection Cards.  If something is 
inserted, it will be at the discretion of Pastor John or Pastor Mark. 

 
If you would like something on the website: 

� Add my email address (johns@easthills.info) to your email to Sharon and ask that it be 
added on the website.  If you miss the deadline for the Worship Folder, you can still send it 
for the website that week.  (John is off on Fridays-Saturdays and won’t check email til Sun.) 

� The web team and/or I will decide where it belongs on the website (news, events, ministry 
page and/or the home page. 

� Events and ministry announcements may be edited for content or space. 

� We will also add it to the calendar on the home page. 

� This would apply to any “thank yous” you would like to make after a ministry event has 
happened or if you want to write a follow-up update for the news section on the web. 



If you would like something announced in church: 

� All announcements in church are based on what Sharon has in to her on Wednesday for the 
Worship Folder. 

� Calling after that date will not necessarily mean an announcement will be made unless we 
made a mistake in the office or if it is timely and “must” be announced (to be determined by 
Pastor John or Pastor Mark). 

� In order to keep announcements to a minimum on Sunday morning, not everything in the 
Worship Folder gets announced.  We also try to limit announcements to what is pertinent to 
the whole church, not a specific group (i.e. a LIFE Group announcing they are having a bbq 
will not be announced). 

� All announcements are mentioned quickly (as a bullet point) with a referral to the Worship 
Folder and/or Ministry Table for more information.  In other words, about 10-15 seconds.  
Each Sunday will focus on one or two announcements to key on (to be determined by Pastor 
John or Pastor Mark). 

� As a general rule, we start announcing events three weeks prior to the event happening.  
Earlier than that only creates disinterest, and is not effective. 

 
If you would like something in the E-Update: 

� We use our church announcements and Worship Folder for the E-Update, purposely not 
putting everything in every week so as not to overwhelm our people.  These will be 
prioritized and included based on timeliness of the event. 

� If you miss the deadline for the Worship Folder, you can still send it to me directly or 
contact me for the E-Update.  (The E-Update is done on Thursday – usually later morning – 
and sent out later afternoon.) 

� The E-Update’s content is determined by Pastor John since it is he who sends it out. 
 
If you want to use the Ministry Tables on Sunday mornings: 

� Almost every ministry falls under one of our five ministry areas in the lobby (LIFE Groups, 
Outreach/Missions, Men’s/Women’s Ministries, Student Ministries, and Children’s 
Ministries).  Talk to your Ministry Supervisor about using the table on Sunday morning. 

� Flyers, signups, etc. should be handed out at the table and someone should be there to 
answer questions and drum up interest. 

� Reminder:  All Ministry Tables should have someone there every Sunday and after each 
service. 

 
 

Whereas in the past, all announcements were made Sunday morning; now all announcements 
have five such places, making them more effective (1-the Worship Folder, 2-the web site, 3-in 
church, 4-the E-Update, and 5-the Ministry Tables).  Thanks for helping us in this area.  Should 
you have any questions, please do not hesitate to call the church office and ask for Sharon 
Solomon or Pastor John Stewart.  951/776-9111 


