Chorus Handbook Table of Contents
· Welcome from the artistic/music director

· Board list with affiliations

· Staff list with roles and contact information

· Contact information for the chorus’s principal office

· A brief history of the chorus and its current programs (including education outreach, other affiliated ensembles, etc.)

· Chorus mission and vision statements

Rehearsals & Performances

· Season overview

· Time and location (for multiple ensembles, include all venues and times for rehearsals)

· Attendance policies (required attendance, leaves of absence, absence notification)

· Music (purchased or rented, markings, check-in and checkout procedures, black folders?)

· Behavior/Decorum expectations (punctuality, concert etiquette, etc.)

Chorus Leadership Roles & Responsibilities

· Section leaders

· Chorus leadership: president, other officers, and key volunteers
· Paid singers

· Mentors or buddy systems

Attire

· Men

· Women

· Children’s choruses: touring attire, formal attire, informal attire for each ensemble

· Purchase/rental/return policies

· Special occasion attire (e.g. red cummerbunds for holiday concerts, costumed events)

Audition & Reaudition Policies & Procedures

Communication Policies & Methods

· Chorus publications

· Method of communication with singers (direct mail? weekly email? Google group?) by chorus manager? section leaders? choir president? artistic director?) 

· Announcement policy at rehearsals

· Privacy policy

Administrative

· Dues/Tuition (amount, payment plans available, payment schedule, scholarships)

· Parking
· Singer Information Forms (completed at audition? required for “good standing”?)

· Ticket policy (discounted tickets for singers? how and when to order?)

· Concert and rehearsal venue addresses and directions

· Touring expectations, policies, and procedures

· Fundraising activities 
Rehearsal & Performance schedule (subject to change)

Volunteer Opportunities (parent committee, chaperones, office help, ushers, committee/task force opportunities, gala/special event support)

Roster of Singers (could include photos and full contact information, per your privacy policy)

