PERFORMANCE COORDINATOR DUTIES AND RESPONSIBILITIES

Mission Statement:    To assist with the children of the Mt. San Antonio College Children’s Choir  

                                    at each performance.  To maintain order and safety of the children and to 
                                    assure a smooth, well-run performance.

Plan to attend all performances unless a suitable replacement has been approved by the Performance Manager.  EVEN IF THE PERFORMANCE IS TERMED “VOLUNTARY” OR “SELECT” YOU NEED TO ATTEND.

1. Carefully select chaperones and provide an opportunity for each of your chaperones to help with as many events as possible.  The same chaperones should work the dress rehearsal and the performance(s) if at all possible.   
2. Most performances require 4 chaperones plus the Performance Coordinator.  Never assume the Choir Coordinator is staying to chaperone.

3. Coordinate arrangements with the Artistic Director for events in which multiple choirs will be performing because you may need fewer chaperones.  Also occasionally, at private events, fewer chaperones will be needed.

AS SOON AS THE PERFORMANCE SCHEDULE IS AVAILABLE AND YOU HAVE YOUR LIST OF TRAINED CHAPERONES:

4. Discuss performance plans and details with the Artistic Director (location, number of chaperones needed, timing, special needs, etc.)  Clarify any questions.

5. Begin recruiting required chaperones – it’s easiest to initiate contact with them via e-mail but call the ones who do not list an e-mail address.  List all known concerts and details known about each and ask for volunteers. 
6. Concerts that are added at later dates will need to be handled as soon as you become aware of the need for chaperones.  Send a group e-mail to all chaperones and recruit for that event.

ONE WEEK PRIOR TO THE PERFORMANCE:

7. E-mail reminders to chaperones assigned to that performance and ask that they affirm their availability.  Recruit any replacements needed.

PERFORMANCE DAY:

8. 45 minutes prior to singer call time:  Arrive at site and check in with Artistic Director or staff person in charge of this particular performance.

9. Determine:  drop-off/pick-up location, sign-in location, singer gathering area, waiting area for parents (if available), dismissal process. Find restrooms and drinking fountains.

10. Only designated chaperones can be in gathering and performance areas.  Do not allow parents who are not designated chaperones in the practice and performance areas.  You may be required to ask people to leave.

THIRTY MINUTES PRIOR TO SINGER CALL TIME:

11. Greet chaperones.

12. Assign numbered badges (Remind them to return it).

13. Assign each chaperone to a specific location and duty (arrival, uniform check, restroom duty, hall duty).

14. Discuss logistics.

DURING SINGER ARRIVAL:

15. Assign chaperones to perform uniform checks as the singers arrive. 
FIVE - TEN MINUTES AFTER CALL TIME:

16. Get count of missing but expected singers from Choir Coordinator.

17. Inform staff or director of singer count status.

18. Conduct final uniform check and report infractions to MSACCC staff.

19. Assist Director with line-up, counting, and arrangements as requested.

FOLLOWING WARM-UPS:

20. Confirm logistics including timing, path to enter performance, path to leave performance.

21. Communicate plans to all chaperones.

22. Stay with choir to assist in any way.

23. Help keep singers quiet as necessary.

24. Confirm if director wants to speak with singers following the performance.

25. REMIND SINGERS TO TURN OFF THEIR CELL PHONES

26. Severe disciplinary infractions or habitual offenders should be reported to the director.

DURING PERFORMANCE:

27. Maintain a watchful eye on singers, assisting chaperones if needed.  
FOLLOWING PERFORMANCE:

28. Dismiss chaperones as appropriate for number of singers.

29. Collect chaperone badges.

30. Check for any item left behind.  Clean up and dispose of trash and water bottles.  Give recovered lost items to MSACCC staff.  Return warm – up room to original furniture configuration.

31. Oversee orderly dismissal of singers.  Performance Coordinator must remain with staff member until the last singer has been picked up.  The MSACCC policy requires that an adult remain with the staff person in charge for insurance purposes.

32. Inform staff when your singers are all picked up and you will be dismissed.

