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Away in a Manger Children’s Christmas Service 
Director Guide  
Planning Steps  
1. Completely review all the material contained on the CD. The media files on the CD contain 
RTF, PDF, and TIFF files. RTF files may be altered with additions, deletions, or rearrangement 
of materials. PDF and TIFF files are readable and printable only and are not able to be altered. 
Please note that text files for use in the Worship Service include WS in their file name. The order 
of the audio recordings on the CD begins with all the music needed for the Worship Service, 
followed by the music required for the separate Early Childhood program. 

2. Meet with your pastor at least two months before the service, and go over the service together, 
enlisting his guidance in adapting the service for use in your church setting. Make sure he is 
comfortable with the details of the service. Together select a suitable date for the service.  

Among other things, he will want to decide whether there will be a sermon, Holy Communion, 
or offering during or after the service. The pastor may elect to eliminate some of the music 
and/or substitute other hymns. The RTF version of the Worship Service is completely adaptable. 
You may delete, add to, or rearrange all parts of the service. If you prefer to simply print the 
program without changing it, it is available in PDF for this purpose. 

3. Copies of the complete teacher version of the service should be run off and distributed as early 
as possible to the entire Sunday School staff, the pastor, the musician, and any others assisting 
with the service. Delete, combine, and replace readings, recitations, and music as desired. In the 
RTF version, you may type in names for each part assigned. The Psalmody may be deleted, 
depending on time constraints and the number of children involved. The RTF version is the only 
version to which changes can be made. 

4. Determine which grades and individuals will do certain recitations and songs. Then, individual 
and grade-level scripts should be run off in the necessary quantities and distributed to the 
teaching staff. These scripts are provided for you on this CD in both the ESV and the KJV. You 
can find the files esv.scriptWS.rtf and kjv.scriptWS.rtf in the folder marked “Worship Service.” 
It is helpful to reproduce a set of these each week for distribution to the students. This will help 
to ensure that the parts make their way home for practice with parents. Suggest that the children 
paste the scripts to their bathroom mirror to review as they brush their teeth or put them on 
refrigerator doors so parents can help review them. Encourage children to keep a copy in the car 
or van to practice as they travel.  

5. Five weeks prior to the service, schedule at least one meeting for all adult leaders involved 
with the service and do the following:  

• Go over the service in detail.  
• Select students to read the Scripture selections and the Christmas meditations. 
• Hand out the teacher copies and the student practice sheets.  
• Explain the service, play the music on the CD, and sing the hymns together.  
• Schedule practice times for each grade level on the Sundays before the service.  
• Schedule two full practices, perhaps on Saturday mornings or Sunday afternoons the 

two weeks before the service. These full practices should rehearse the service in 
order, including the processional, seating for each class, and the recessional, along 
with a complete run-through of the service from start to finish. Remind the children 
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that it is a privilege and honor to be permitted to help lead the people of God in their 
worship. Explain that they should follow the pastor’s example in how they speak, 
stand, and walk in church. 

• Enlist a volunteer to coordinate and collect costumes and props as required in the 
script. 

• Select students to take on the roles of Mary and Joseph. Decide what costumes they 
will wear.  

• Ask volunteers to put together shepherd and angel costumes for the other students if 
you elect to have them costumed. White robes with wings and simple halos for the 
angels are appropriate. The shepherds’ costumes are simple enough to make with 
striped bathrobes or fabric, ropes for belts, hand towels and rope for head coverings, 
and cardboard staffs or large wooden sticks to carry.  

• Select students to carry in the banners at the appropriate times in the service. 
Schedule practice time for these students so they are comfortable with how to manage 
and place the banners. Secure banner poles and stands. Three will be needed. 

• Ask the pastor or another adult who has some training and experience in public 
speaking to work with the students who have individual speaking parts. These 
students will need coaching in how to project their voices and how to speak their 
parts. They will need much practice in front of a microphone. Coach them about 
walking up to the lectern and returning. Suggest they reverently bow before the altar 
and then walk back to their seat.  

6. Devise a plan to process the children into and out of the church. A seating chart for each grade 
is necessary. Practice several times processing in and finding the proper seats while the 
processional hymn plays.  

7. Give the church secretary a congregation copy of the worship service and the service CD to 
make copies for the congregation’s use. Note the end of the service where the names of service 
participants may be included.  

8. Have teacher copies of the service for all participating adults and children in grades  
4–8, highlighting their parts with a highlighter marker. Mark a copy for the costume/props 
person so he or she can prompt students to appear at the proper times. 

9. If your pastor wishes to include a sermon, it should occur after the Gospel reading and is so 
noted in the service.  

10. The service includes directions for a choir. This could be your parish children’s choir or 
simply a group from the Sunday School who will learn well the music assigned for the “choir.” 
This group would be seated together either in the front with the other children or in the 
balcony/choir loft. The service does not require a separate choir but provides for one for 
churches who have a children’s choir. 

11. There is some music intended for child instrumentalists (violin, trumpet, flute, etc.), if you 
desire to use and incorporate it into your service. This music is found in the file labeled 
instrumentsWS.pdf in the “Music” folder.  
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FOR THE SMALL SUNDAY SCHOOL 
This service can be adapted for use in a small church setting. Where you think there is too much 
for the children to learn to say or sing, mark those parts for Sunday School teachers or parents of 
children. Another option is to have a group of three or more read a part together or simply 
combine some shorter readings so fewer children can cover them. 

Banners could be prehung if you don’t have children who can carry them in.  

The service will work without dressing children up in costumes. Simply eliminate the 
instructions for the entrance of the holy family, angels, shepherds, and such that appear between 
the readings. 

Within the RTF version, you have the ability to cut, add to, or rearrange the parts of this service 
as you see fit for your setting. If you don’t want to sing the psalm, the congregation can speak it 
or it can be left out. You may elect to replace some of the carols with those your children and 
church are more familiar with. This program and instructions form a guide that allows you the 
freedom to adapt as necessary.  

 

BANNER INSTRUCTIONS 
There are three separate banners. These banners are intended to be fully constructed before the 
service. To construct the banners, print off the patterns for the images and words that are 
included in the Clip Art folder on the CD-ROM. These images will be used to construct the 
banner before the Christmas service. To make the banner background, use a piece of fabric that 
is at least 5 feet long and 3 feet wide. The fabric for the banner could be felt, corduroy, or ultra 
suede. Any fabric that is strong and will hold its shape is suitable. Textured upholstery fabric has 
been used with much success in banner construction. Remnants can be easily and inexpensively 
purchased from a fabric store. Make a pocket hem at the top of the banner to hold a dowel rod.  

There are several ways to construct the banner. Your local print shop can print or copy the 
banner images onto large paper that can then be cut out and traced onto fabric and embellished. 
You may opt to print out the images on transparent paper and use an overhead projector to 
project the image onto a piece of fabric hung on the wall. The images can be traced onto the 
fabric, then cut out and assembled. Or, you may use the images as a guide to create your own. 

The completed banners are (in order as they appear in the service): 

1. baby Jesus in the manger with the words The Little Lord Jesus 

2. the Agnus Dei and manger with the words Morning Is Nigh 

3. the Sacraments and manger with the words Be Near Me, Lord Jesus 

The words on the banners are from the much loved carol and theme for this service, Away in a 
Manger. They are meant to be a visual cue that when connected with the carol, readings, and 
recitations helps to clearly proclaim the message of Jesus’ birth and what it means for 
humankind. 
 
TELL US WHAT YOU THINK: We design these services with you, our customer, in mind. 
Please let us know if we are serving you well or if there is a way that we could improve this 
product. Contact us at: sundayschool@cph.org with your questions or comments. We also 
welcome pictures and stories about how this service was used in your congregation! 


