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                                    Policies and Procedures
These Policies and Procedures have been established to help maintain the high performance standards expected of the Master Chorale of South Florida (MCSF).  All members of the MCSF are expected to read, accept and adhere to them.  Each new concert season, all members will be asked to sign an acceptance form acknowledging his or her understanding and acceptance of said Policies and Procedures. 

I.   ACCEPTANCE AND COMMITMENT
1. Acceptance as a member of the MCSF by the Artistic Director of the MCSF confirms your commitment to participate in all rehearsals and concerts listed in the season schedule.
2. Members will be expected to work on the assigned music outside of rehearsals to ensure proficiency for performances.

3. All members agree to accept and abide by any decisions of the Artistic Director of the MCSF.

4. Members agree to abide by all other policies, procedures, rules, regulations and guidelines outlined in this document.

II     ATTENDANCE

1. Attendance at all rehearsals (sectionals and full chorus) and performances is mandatory.  All absences must be in writing and cleared by the Artistic Director of the MCSF.

2. Full chorus rehearsals start promptly at 7:30 PM on Monday evenings unless otherwise noted in the chorus rehearsal schedule.  Monday rehearsals are held at ArtServe, located at 1350 E. Sunrise Blvd. in Ft. Lauderdale.

3. Excused absences will be granted only for reasons of work, illness, or critical family circumstances and must be requested as early as possible.

4. Please sign out in our "Red Book" in advance if you know you will be absent for a rehearsal or a concert.  If you have a last minute emergency absence, call Carole Sandvos (954  472-5159) the day of the rehearsal/performance.  Messages can be left on her answering machine.  

5. Any member who misses two consecutive rehearsals, or 20% of total rehearsals for a given program,  for whatever reason, may be required to sing an RTS  (Repertory Testing Session) for the Artistic Director.  The member will be expected to have learned the material covered in the rehearsal(s) he or she has missed. 
6. Excessive absences may, at the sole discretion of the Artistic Director of the MCSF, result in dismissal from the MCSF.

7. Any absence from piano/dress rehearsals, any rehearsal with the orchestra or from a performance must be discussed personally with the Artistic Director of the MCSF, who may choose to prohibit the member from performing the concert or the concert series. 

III     PERSONAL RESPONSIBILITY

1. All members will be asked to sign video, audio and photographic releases,           as well as acceptance of the By-Laws.  These must be on file before the second rehearsal of each season.

2. Upon acceptance to the chorus, all new members must pay a $50.00 fee which is payable to the Master Chorale of South Florida.  

3. Any evidence that a member is not functioning to his or her full capacity because of drugs or alcohol, will result in immediate dismissal.

4. Inclusion in the MCSF – especially before, during and after concerts at any venue – makes you an ambassador of the Master Chorale of South Florida (MCSF) organization and its Board of Directors.  Appropriate behavior is expected of all members.

5. Members must provide a preferred phone number where they can be reached, or where a message can be left for them in case of cancellations, venue or call time changes, etc.   Only one message will be left at that number, and it is the singer’s responsibility to check for any messages.

6. Each member of the MCSF will receive a roster showing names, addresses, and phone numbers of fellow members who wish to share that information.  This information may be used only to contact other Chorus members for Chorus business.  It must not be shared with any person who is not a member of the MCSF.  Any abuse of this policy, whether for personal or commercial reasons will result in immediate dismissal.

IV      REHEARSAL ROUTINE
1. Unless otherwise indicated, all regular rehearsals will begin at 7:30 p.m.

2. Be on time, in your seat, and ready to begin at the appointed time.  Seating assignments are made by the Artistic Director of the MCSF and may only be changed with his/her approval.

3. Be sure to allow sufficient time before rehearsal to pick up any information or announcement sheets being distributed at that time.

4. Come to the rehearsal attentive, receptive and with a positive attitude.

5. Always have at least two sharpened pencils handy.  All markings required or suggested by the Artistic Director of the MCSF are your responsibility.  You must mark phrasing, diction, dynamics, attacks, releases, etc., all of which will be dictated at rehearsals.

6. If you miss a rehearsal, you must contact someone in your section before the next rehearsal to update your notes and markings.

7. Wear your nametag at every rehearsal.

8. Instructions for parking at different rehearsal and performance venues will be provided by the Chorus Administrator before rehearsal.

9. Do not talk during rehearsals.  If you have a question concerning the music, raise your hand at an appropriate time.

10. Make sure that beepers, cell phones, watch alarms and other such devices are turned off during rehearsal.

11. There is to be no food or beverages  (other than bottled water)  in the rehearsal hall.   

12. Visitors may be allowed at rehearsals with the prior permission of the Artistic Director of the MCSF and must be requested through the Chorus Administrator.  
13. There will be a 10 minute break during each rehearsal, of which the first three minutes may be used for announcements.

V     CONCERT ROUTINE
1. Call times will be one hour and thirty minutes before performance time unless otherwise specified. 
2. All chorus members should have the mobile phone number of their respective section leader. 

3. If you are running late, call your section leader who will notify the Chorus Administrator.

4. Section leaders should arrive at least 10 minutes prior to the chorus call time in order to receive instructions from the Stage Manager.

5. Once you arrive at a concert venue, always follow the instructions provided by the Chorus Administrator or the MCSF Stage Manager.

6. To avoid accidents, do not enter the backstage area until you are cleared to do so by the Stage Manager.

7. If the start of the concert is to be delayed it will be determined by the Stage and Front of House Managers, and will be communicated to the Director, chorus, orchestra and soloists.

8. Do not begin filing onto the stage until instructed by the Stage Manager.

9. Music must always be in a black folder, to be purchased by the chorus member from the librarian.

10. When entering and leaving the stage, carry your folder in your upstage hand (away from the audience) with your arm down at your side.

11. Stay standing until all Chorus members are on stage.  Sit on the cue that will be given by a designated person.

12. Bring nothing on stage except your music – no purses, fanny packs, magazines, water bottles, etc.

13. If you use lozenges, unwrap them before going on stage.

14. Do not cross your legs when seated on stage.

15. Stand with the orchestra when the Orchestra Director comes on stage.  If the Chorus sings the first number, stay standing when the orchestra sits to play, and open your folder when the Director turns to face the orchestra.  Otherwise, sit when the orchestra sits.

16. Watch carefully for all stand/sit cues.  Use paper clips or tabs to minimize the number of pages you have to turn.  Turn pages as quietly as possible.

17. Do not follow the soloists or the orchestra in your score.

18. At the end of a musical section, as the orchestra plays the remaining measures, do not drop your folder, relax your stance, or otherwise indicate “relief” at being “finished” for the moment.

19. If the stage is crowded, stand on an angle facing the Orchestra Director.  Always follow the instructions and directions of the Stage Manager or your section leader.
 

20. Always stand toward the front of the riser to make more room for those behind you.

21. Men, please keep your hands out of your pockets at all times.

22. At the end of the composition, close your folder when the Orchestra Director turns to face the public.  Then return it immediately to your right hand at arm’s length.

23. Stay standing until the Orchestra Director leaves the stage.  Sit when the concert master sits and stand on cue from the Orchestra Director of Artistic Director of the MCSF.

24. Do not stamp your feet on the risers when the Orchestra Director, Soloists, and Orchestra are acknowledged.  If the Orchestra Director asks you to stand, sit again when the orchestra sits.

25. Once the applause has ceased, immediately and professionally file off of the stage following the leader(s) previously delegated by the Stage Manager.

26. Should the urge to sneeze or cough occur, see below for suggestions.

· DO NOT:  

· Turn around on stage.
· Talk while on stage.

· Wear cologne, perfume, scented powders or aftershave.

· Argue with the stage manager or your section leader about any instructions given.

· Wave from the stage to friends, family, etc.

· Rub your face or scratch while on stage.

· DO:  Maintain a professional demeanor at all times while on stage.

VI     SECTION LEADERS
1. Each section will have a Section Leader appointed by the Artistic Director of the MCSF.

2. The Section Leader will be responsible for helping the Artistic Director achieve the required artistic performance of the section during rehearsals and concerts.

3. Since no talking is allowed during rehearsal, converse with your Section Leader about musical questions during the break or after rehearsal.
4. The Section Leaders will help the Artistic Director of the MCSF coordinate the seating of the section for rehearsals and concerts.  He/she may suggest that you be seated in a different place or that you undergo an RTS if he/she considers it necessary.  Once your seat has been assigned, do not argue over it.

5. The Section Leader may request of the Artistic Director of the MCSF extra sectional rehearsals if he/she considers it necessary to optimize the section’s performance.  You will be expected to attend those rehearsals.

VII      DRESS CODE

The dress code, which will be in effect for all performances unless otherwise indicated, is as follows:

LADIES:

· Ankle length black dress, with sheer jacket, ordered through our uniform committee.

· Pearl necklace, also provided through our uniform committee.

· Black hose and closed-toe black dress shoes.

Do not wear:

· Any jewelry other than pearl necklace, a watch, and stud earrings.

· Large or shiny hair ornaments.

· Glitter.

· Anything that draws attention to yourself.

MEN:
· Black tuxedo, standard satin collar, no shawl collars.

· White, wing-collar, flat-pleated tuxedo shirt.

· Black bow tie and black cummerbund.

· Black shoes ( no sneakers ) and black socks.

· No tux vests; black, standard cummerbunds only.

Do not wear:

· Loop or long earrings.

· Anything that draws attention to yourself.

Any chorus members who do not have the proper uniform, as determined by your section leader, will not be allowed to perform!
VIII     MUSIC AND FOLDERS
1. Music and folders will be the responsibility of each chorus member.

2. Music and folders may be ordered/purchased through the librarian.

3. You will not be allowed to perform without your black folder.

IX      AUDITIONS AND REPERTORY TESTING SESSIONS  (RTS)

1. All members may be re-auditioned periodically, at the discretion of the Artistic Director of the MCSF.

2. Re-auditioning may be required by the Artistic Director for any member who is inactive for a period from three months to six months. 

3. Re-auditioning will be mandatory for any member who is inactive for more than six months.   
4. If it is determined that you are not sufficiently prepared for a performance, you will be asked to perform an RTS.

X      USE OF MCSF NAME
1. You are encouraged to include your active participation in the MCSF in your resume, biography, or other similar documents.

2. You must never insinuate or claim that you are receiving any type of monetary compensation for your involvement in the MCSF.

3. The use or replication of audio and video recordings or photographs of the Chorus, its Artistic Director, or its Assistant Director in any personal advertising or promotion, including but not limited to radio and television commercials, newspaper ads, handbills, house programs, billboards, announcements, news releases, posters, flyers, web pages, or any similar media or publication is strictly prohibited and is a violation of applicable laws.

4. Any misrepresentation or exploitation of your status as a member of the MCSF will be pursued by the MCSF, and failure to adhere to these policies will result in your immediate dismissal.

Suggestions for things to try if the urge to sneeze or cough occurs:
1. Keep Kleenex in folder pocket and be as inconspicuous as possible.

2. Slow movements, lower head to cover nose-wiping or blowing.

3. If you can’t stop coughing and are able, duck down and get off the stage inconspicuously.

4. If you cannot get off the stage, stand and look professional.  Do not even try to sing, unless you can do so without coughing.  
