Instructions for Women’s Week 2014 Services
Each element of this liturgy contains components for both an in-person and online experience. We strongly encourage your church to attempt to do in-person worship simultaneously with the online worship.  Decide ahead of time which social media you plan on using: Facebook and/or Twitter and/or Google+ and/or YouTube.  You may use one, two, or all social media available!  Which one you use is up to you.  Consider which media is most used by individual members of your congregation or by the congregation itself.  For instance, do you actively use a Facebook page or are you more active on Twitter? Does your congregation have a Google+ following?  Do you ever use YouTube?
Onsite Participation
Prepare the Physical Space:  

Altar cloths, candles, communion ware.
A bell to note times of transition
Basic communion elements — perhaps one loaf of bread to get started and the juice or wine your congregation typically uses.
Set up Prayer stations with art supplies, instructions, other materials (Service One)
Copies of the scripture or Bibles that each person can use.
Tech Equipment and Tech Helpers in the Congregation 
While you won’t need fancy video cameras or videographers, you will need: 

· At least two tech savvy people, possibly three (look to your Youth Group!)
· Any two Laptops with online access, preferably Wi-Fi capable for ease of placement
· A camera with the capacity to upload photos and videos and/or a smart device such as an iPhone, Droid, iPad, or other tablet with Internet access. 

· An LCD projector and the appropriate connectors or HDMI cable/adapter
· A blank wall or screen easily visible to the congregation
· One of the tech savvy people will act as the Online Facilitator and use the first laptop to log into your congregation’s Facebook page and/or Google+ and/or YouTube and/or Twitter to broadcast what’s happening in your physical space while reaching out for comments to people who might be joining via a Facebook page or a Twitter feed. 
· The second laptop should be connected to the projector and used to project your congregation’s social media.  Have a tab open and running for each media you use so that the Online Facilitator can toggle between them to reveal the updated feeds.
· The second and perhaps third tech savvy person will be taking pictures and video clips and posting them to Facebook and/or the other media as quickly as possible so as to achieve as close to real time as possible.  
Other Worship Leaders
Along with your Online and Onsite Facilitators and your “tech savvy” folks, you will need:
· Three readers with distinctive voices
· Music leader
Onsite Participants should Bring:  
· Bread for communion (A bread that is significant to them in some way. Perhaps is the bread they make for toast every morning for breakfast. Maybe it’s the white bread with the crusts cut off just like their mom put in their sack lunch. Maybe it’s a favorite Sourdough from a local bakery that reminds them  of a special trip to San Francisco. Perhaps it’s the tortillas that their abuela made for Sunday meals.)
· A journal, paper and pen or pencil for reflection times (in Service One).

· Their smartphone or tablet, if they have one. We’re going to use them as instruments of prayer at this service!

· A personal item that reminds them of God’s presence that they will get back after worship

Online participation

Invite Folks to Participate Online
Who would you like to connect with during this service?  People you pray for each week?  A mission partner you have been corresponding with but never met?  A Women’s Fellowship in a faraway congregation? Is there a family member at a distance? An ecumenical friend? Your prayer has joined you with them in spirit; now invite them to join you in real time prayer!

You will need to do very clear pre-worship communication through email, newsletters and announcements to your congregation’s regular attendees as well as to people at a distance. 
You will also want to post about the upcoming event several times beforehand on Facebook and other social media your congregation uses.  Perhaps create a Facebook Calendar Event (Click “Events” on your church’s Facebook page and fill in the blanks) to generate interest in the wider audience and even get people to sign up by saying they will “attend”.

Space Preparation for Online Participants: 
This instruction can be included in advance notices and invitations to be sent out to people who may be joining on-line; they may also be pasted into the body of the description of the church event in Facebook 
(These instructions may be modified depending on which media your congregation elects to use.)  

Create your own altar space at home.  The altar space should include:
· A plate and cup for communion (something that has significance to you)
· Bread that is somehow significant (Perhaps is the bread you make for toast every morning for breakfast. Maybe it’s the white bread with the crusts cut off just like mom put in your sack lunch. Maybe it’s a favorite Sourdough that reminds you of a special trip to San Francisco. Perhaps it’s the tortillas that your abuela made for Sunday meals.)
· Juice or wine appropriate for Communion.

· A journal or paper, pens, pencils and any art supplies(for Service One).

· A personal item that reminds you of God’s presence.

· A real candle or an LED candle light if real flame is not an option.

· A pretty cloth, an icon or anything that would make the space sacred to you.

Tech Preparation for Online Participants

In addition to preparing the altar space, make sure that it is near your computer or accessible with a laptop or tablet.  You may also wish to have a smartphone or camera with uploading capabilities with which to take photos of your altar space to post in your congregation’s Facebook feed.
· Before the time for worship, sign on to your computer or laptop

· Sign into Facebook and go to our church’s Facebook page at:  Insert the link to your church’s Facebook Page here, and/or the link(s) to other media you re using, such as Twitter.  Use this bullet to provide the Online Participants with direct links to the social media you intend to use.  Facebook is cited here as an example.
· If you don’t have a Facebook page you can create one easily by going to https://www.facebook.com and filling in the blanks to sign up.  Or, you may want to ask a relative, friend or neighbor to assist you.  It is just as simple to sign up for a Twitter account at: https://twitter.com.
· Sign up for  a Google+ account at www.Google.com.  Google+ will link you to “Hangouts on Air” (Google Hangouts are a version of videoconferencing similar to Skype that allows groups to connect) which broadcasts to anyone who logs on and simultaneously records and uploads to YouTube. Here’s a link to the technical specifications: http://www.google.com/+/learnmore/hangouts/onair.html. 
· At the designated time and once you have accessed your congregation’s Facebook page and/or Twitter page you will begin seeing written posts, pictures and videos made by your congregation’s online facilitator as well as others in the congregation.  
· Once you have accessed the congregation’s page, we will be asking people to tell us that they have joined us by posting: “I am listening in … *name your city/state/country*.” 
· Add your posts, pictures or videos to the congregation’s Facebook page by and typing in the box below the heading that says: Post | Photo/Video, or clicking onto Photo/Video.  Facebook will prompt you what to do next.  This will add your post on the congregation’s page.  Once you type your post or upload your picture, don’t forget to hit “Enter”.  There may be a delay, but within a minute or so, you should see your post added to the page.
·  “Like” posts by clicking onto “Like” and or comment on any posts and even share them with your friends, if you are not new to Facebook.  Below all posts you should see the words: 
Like – Comment – Share.  Click whichever action you would want to take.
· As you are comfortable, please feel free to share your thoughts, pictures, or videos by posting them to the congregation’s Facebook page.
· We encourage you to add #UCCtransfigure and #Yourchurchname to your posts so that they may be seen by the wider church.  The hashtag (#) simply allows social media like Facebook and Twitter to filter and group posts with the same hashtags together so that someone searching for activity for this event can do so by typing #UCCtransfigure into the search box.  This will enable users to see all relevant posts, from anywhere, as they are posted, if that hashtag has been added.
We look forward to your joining us online for this new and transfiguring event.  We anticipate that this will be a fun and interactive experience for all involved.  We also look forward to hearing about your experience.
Instruction for Women’s Week 2014 Services was written by the Rev. Nicole Havelka, with contributions from Suzy R. Shallowhorn, of Pilgrim-St. Luke’s & El Nuevo Camino UCC in Buffalo, NY.
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