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Choir Coordinator

A volunteer parent or Mt. SAC student will be appointed as Choir Coordinator for each choir by the MSACCC Artistic Director.

JOB DESCRIPTION.

As a Choir Coordinator, you have one of the most rewarding volunteer positions with the MSACCC.  You are expected to wear many different “hats” during your service.  Your primary roles and responsibilities are described below.

The Information Source.

You are often the primary and most accessible source of information for the singers, their parents and even the Directors and the public.  Your first task should be to: READ THE HANDBOOK, COVER TO COVER.  You must know and understand these policies in order to administer and communicate them.

The Chief “Delivery and Collection” Person.

You are responsible for delivering all material prepared by the staff or others for delivery to singers in your choir.  You are also responsible for collecting all the forms and any other communications from the singers, and delivering them safely to the administrative assistant.

The Rehearsal Chaperone.

You will attend all rehearsals and performances for your choir.  If you cannot attend a rehearsal or performance, it is your responsibility to find a substitute and train the substitute in such essentials as getting and distributing handouts, collecting materials for the office and keeping attendance properly.  If a problem occurs in finding a substitute for a performance, contact the administrative assistant or artistic director for possible help.  

You should arrive at least 30 minutes before any rehearsal, dress rehearsal or performance.  It is helpful if you can stay at performances as an extra chaperone, particularly since you may be the only one other than the Director who knows the names of all the singers.  Maintain communication with the administrative assistant or designated person as to whether you are needed as a chaperone after your Choir Coordinator duties are fulfilled.  Also, you will always have with you a roster showing parent names and phone numbers.  

You must keep in mind that singer safety is the top priority.  You should never leave if any of your singers are not under the supervision of a responsible person.  The administrative assistant is responsible for singer pick-up from performances and dress rehearsals.

The Attendance Records Manager.

The Choir Coordinator takes attendance at all rehearsals and performances, reporting absences to the Director at the close of rehearsal or performance on the Choir Attendance report.  Again, you should refer to the Handbook for the current guidelines on absences.  Each choir has its own standards for the number of allowable absences and the choirs in which such absences can be made up.
General Operating Tips and Guidelines.
1. Encourage the singers to take responsibility for filling out the pre-arranged absence forms in advance of an absence.  Keep pre-arranged absence forms and rehearsal make-up forms with you to encourage written communication.  (It works well to keep a box of pre-arranged absence forms on your sign-in table at all times during rehearsals.)  Any time a choir member walks up to you to tell you about an absence, you should hand them a blank form and ask them to put it in writing.

2. When a student fills out a pre-arranged absence form, the student takes the form to the director for their signature.  The director will sign it and note if the absence is unexcused and then the singer gives the form to you for your record keeping.

3. Keep all pre-arranged absence forms from your choir for your records.  You may need them to justify absence numbers for a Director or parent.

4. Coordinators should inform those members who have decided not to continue in the program that the student needs to send a written note of resignation.  Coordinators should give the MSACCC administrative assistant the names of any students dropping out.  She will inform all the appropriate staff members and attend to other follow-up activities.  Please inform the staff as soon as you are aware that a singer is dropping from the program.

5. If a singer misses 3 consecutive weeks of rehearsal without notifying their coordinator, the coordinator will inform the MSACCC administrative assistant, who will inform all the appropriate staff members and send a letter to the singer telling them that they have been dropped from the program.

6. Coordinators will call each absent member who has not contacted them starting approximately 30 minutes after the start of a rehearsal to inquire about the absence.  In order not to alarm those parents whose children are present and have not signed in, it is recommended that the Coordinator say something like “Our records show that -----------------------has not signed in tonight and I was just calling to inquire …”  Please indicate their response on the absence report.  Before starting to make phone calls, you should see if the child is present if possible.  It is not unusual for children to forget to sign in.  Also, many times a parent or singer will call in an absence very close to time for rehearsal to start.  Before making calls to singer’s homes, talk to the administrative assistant and check with the choir director to see if any additional absences have been reported.

7. When choir members are absent from a rehearsal and information is distributed, Choir Coordinators should collect the information for those absent, put their name on it, and make sure they receive it at the next rehearsal.  If time is a factor in the distribution, leave it in the office to be mailed and, if necessary, make phone calls to those absent.

8. It is the responsibility of the Choir Coordinator to maintain communication with the choir members as needed and directed by the Directors and staff.  The line of communication recommended is a phone tree for each choir.  It is your responsibility to set up a phone tree for your choir.  Usually if you send out a note asking for volunteers, you can have a tree set up easily.

9. The first line of communication for members and parents is the Choir Coordinator.  Please listen carefully and direct the necessary communication to the appropriate person.

10. The choir coordinator is responsible for passing out all handouts, statements, or any other items placed in your folder by the office.  The choir coordinator is also responsible for collecting and turning in to the office, any tuition, fund raising, or communication with the office that the children give you at your table.

11. Make sure you keep your stapler, paper clips, and tape handy in order to keep handouts organized.  Don’t hesitate to ask other parents who are “hanging out” during a rehearsal for help in collating handouts.  They are usually very willing to help.  Collate and staple handouts, so that you put one complete packet in each singer’s hands.

12. Following each rehearsal, you should complete an attendance report.  This report should be placed in the Director’s folder.  They should initial it and then return it to your file.

13. Forms that should be available from Choir Coordinator:  pre-arranged absence, rehearsal makeup, extra detail sheets on performances, other past hand-outs, and for your use, attendance reports.

	When making excused and unexcused absences in your attendance book, please use the following codes to make each book consistent and easily read:

	Excused:
	Unexcused

	I – Ill

T – Transportation

C – Church

S – School

D – Death

V – Vacation

F – Family conflict
	HC – Honors Choir

TH – Theater

SB – Spring Break

SP – Sports

E – Excused for reason not listed above

-- - absent from voluntary function
	U – Unexcused

X – Absent from mandatory function


