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Welcome!
Welcome to the members’ handbook of Newport Philharmonic Choir! The document 
contains information about Newport Philharmonic Choir; what we are, what we do, how we 
achieve our goals and how all members can play their part. The Handbook runs alongside 
our Constitution and will be regularly updated. I hope you find it useful.
David Moses, Chair Newport Philharmonic Choir, April 2017

Overview of the Choir
Introduction
Newport Philharmonic Choir is a mixed SATB choir with around 70 members. We were
formed from the choir created for the 1988 National Eisteddfod, which was held in 
Newport.
Our repertoire covers a wide range of choral music both ancient and modern and we sing 
in many languages.
The Choir has strong links with Oratorienchor Heidenheim in Germany and several 
exchange visits have been made and joint concerts performed during our 20-year 
affiliation.

Our performances
We perform three main concerts every year; a concert of varied short pieces of music in 
Spring (usually May), an Autumn concert of classical works performed with professional 
soloists and orchestra (usually in October) and our charity Christmas concert in December. 
Members play an important role in publicising and selling tickets for our concerts.
We are invited to perform at many other local events and in support of local and national
charities.

Joining the choir
New members of the choir are welcomed with open arms! Prospective members are 
invited to join us for around three “trial sessions” (at no charge), after which there will be a 
short informal audition with the Musical Director to ensure you have been singing with the 
best section for your voice.

Rehearsals
Weekly rehearsals are held from 7:15-9:15 on Tuesday evenings during school term time.
They take place at Lliswerry High School, Nash Road, Newport NP19 4RP.
Our choir calendar is available on our website, showing our rehearsal and concert 
schedule.
You will be notified of any changes to rehearsals (dates or location) or any additional
rehearsals that are taking place.

Music
During your time with the choir, you will be provided with copies of many pieces of music.
Unless you have purchased it yourself, or it is hired from an external provider, the music
remains the property of the choir and should be returned in the event that you leave the 
choir.
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Subscriptions
Our subscriptions are £31 per term (£26 concession), plus a £4 per term contribution to 
our entertainment fund, which is used to fund our twinning visits with our sister choir in 
Heidenheim, Germany – Oratorienchor Heidenheim. Subs should ideally be paid within the 
first two weeks of each term, or can be paid on a yearly basis. Membership for retired 
choristers is at a reduced rate – see your section rep for details.
Choristers are encouraged to Gift Aid their subscriptions in order to benefit Choir funds.

How to pay?
You are strongly encouraged to pay your subscription by online bank transfer, this is the 
most efficient payment method.
Bank details:
Sort Code: 52-30-56, Account Number: 39721809.
Please use your name as reference when making a payment

How the choir operates (and how you can play your part)
This section of the Handbook gives you some background information about the 
organisation and running of the choir. You will see that there are lots of ways you can get 
involved, help the choir function, get to know your fellow singers better and feel part of a 
very friendly community. Hopefully, this gives you an understanding of the choir and some 
of the work involved. New faces are always welcome and our success depends on 
everyone playing their part.

Constitution
Newport Philharmonic Choir is a registered Charity (charity number 1010609) and is
governed by a constitution, a copy of which is made available to every choir member.
Ultimate responsibility for the governance of the choir lies with the Officers: the Chair; the
Vice-Chair; Secretary and Treasurer who have the functions and duties of charity trustees 
for the purposes of the Charities Act 2011.

Musical Director / Assistant Musical Director
The Musical Director (MD) is appointed by the committee. His role is to guide and tutor the
choir to reach the highest possible musical standards. He takes weekly rehearsals of the 
choir and conducts performances. In consultation with the committee, he chooses the 
musical programmes and appoints the soloists, musicians and other performers for 
concerts.
The committee also appoints the Assistant MD/Accompanist. His role is to accompany the
choir in rehearsals and concerts as well as to support the MD and to stand in for him when
necessary.
Details of our MD and assistant MD can be found on our website, and their contact
details are given on our separate “Useful Contacts” document.

Committee
The management of the choir is delegated to the committee. As well as the Officers 
detailed above, the committee includes a Chair, Secretary, Vice Chair, Treasurer, section 
representatives and other roles.
Committee members are nominated and voted for at the AGM, which is held each March. 
Each committee member serves a three-year term, and can be re-elected for a maximum 
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of four terms. Responsibilities of the committee include planning and reviewing events, 
raising and spending money, discussing choice of music for our concerts, planning social 
events and making decisions that may arise from time to time. Below are some notes on 
some of our committee roles and responsibilities.
Section Representatives (SR): each section has a representative whose role is to be the
link between their section and the committee and/or MD. The SRs keep track of 
attendance within their section and also provide a list of who is singing at each concert. If 
you are unable to attend a rehearsal, please ensure you inform your SR (in advance in 
possible). Our current SRs are detailed within our separate “Useful Contacts” document.
Librarian: the librarian is responsible for ensuring that choristers are provided with 
musical scores, either by hiring them or by organising their purchase. They also ensure 
that music owned by the choir is catalogued and stored safely. Our current librarian is 
detailed within our separate “Useful Contacts” document.
Registrar: the registrar keeps the list of members and their contact details (so please 
ensure you notify her of any changes in those details). In conjunction with the Treasurer, 
they ensure that subscriptions are paid. Our current registrar is detailed within our 
separate “Useful Contacts” document.
Other tasks organised by the committee include: publicity for concerts and recruitment 
drives, organising ticket sales for our concerts, printing posters and flyers, producing the
programmes for our concerts, procuring advertisements in our concert programmes from
local businesses, stage management and recording of our concerts, publishing a regular
newsletter, managing our website and Facebook page, organising fundraising and social
events.
This is not an exhaustive list, but as you can imagine, all of these duties take time and 
effort, and all assistance received from choir members is gratefully received.

Rehearsal Etiquette
Before the rehearsal starts
• Make sure you have a pencil to make any necessary marks on your music
• Switch off your mobile phone, or put it to silent mode
• The rehearsal starts promptly at 7:15, so please make sure you are in your seat and 
ready to start by 7:14 at the latest!

During the rehearsal
• Please keep talking to the very minimum during the rehearsal. Even if the MD is not
rehearsing your section, you may find that what he is discussing with other sections is
useful / interesting. Background noise is distracting and can mean that important
instructions are missed.
• It is very important to make pencil markings in your score to remind you of all the
conductor’s directions. You should mark in where you are told to breathe (or not), changes
to printed dynamics, indications as to the colour of sound required, and helpful tips about
vocal technique for specific passages.
• There will be a break about an hour into the rehearsal. During the break notices will be
given out; these will be general “housekeeping” information as well as information about
local events coming up that may be of interest to the choir. The weekly raffle will also be
drawn during the break, and once a month the monthly draw will take place. An email is
sent out following every rehearsal with a summary of the notices and the pieces rehearsed 
that night. This should allow anyone who misses a practice to catch up with missed 
learning during the week.
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Before the next rehearsal
• Please take some time to carry out any preparation that the MD has requested; this could
be to look over your part for a specific piece, or to listen to learning tracks or pieces of
music.
• Consistent attendance is important to ensure the choir learns and grows together. Please
let your Section Rep know if you are not able to attend a rehearsal. Attendance at 75% of
rehearsals is required in order to participate in our concerts. This is at the discretion of
the MD.

Workshops
From time to time the choir holds workshops – usually on a Saturday. It is a chance to
concentrate on vocal technique, sight-reading, or tricky bits of the music we are 
rehearsing, and, importantly, have fun singing together. Your membership fee covers these 
fine events and all members are strongly encouraged to attend.

Concert Etiquette
Concert Etiquette is important. Our appearance and behaviour at a concert creates a
powerful impression. It is important to look and act as professional as we actually are – 
and it’s easy, too!

Standard dress codes
Depending on the concert, concert dress for men consists of either:
• Dinner jacket with appropriate trousers, white shirt and black or red bow tie (you will be
told prior to the concert which one to wear), red pocket handkerchief and black shoes
• Black shirt, smart black trousers, black socks, black shoes.
Concert dress for ladies consists of:
• Red choir scarf, black top and smart black trousers or a long black skirt (at least mid calf
length), black socks/tights and black shoes. Tops should have at least 3/4 length sleeves 
(i.e. below the elbow) and look smart, discreet and professional.
• You will be provided with the red choir scarf prior to your first concert, and it will remain
the property of the choir, to be returned if you leave the choir.
• If the concert dress varies from the above it will be made clear to you in advance. Please
stick to the code and ask your voice rep if you are uncertain. If you don’t have an item,
discuss with your voice rep – it might be possible to borrow it.

Folders
• Unless told otherwise for a specific concert, your music should be in an official black 
choir folder, which has the choir logo on the front. One of the committee members has 
black folders for sale and you will be reminded of the need for this as a concert comes up.

Entering and leaving the stage
• The seating plan for each concert will be planned in advance. It will depend on the
concert venue and the number of choristers singing in the concert. Your Section Rep will
inform you of the seating plan and your co-operation with this is appreciated.
• The choir will line up off stage and then file onto the platform, row by row. When in place
you should hold your folders closed to your chest. Members should stand until the whole
choir is on stage, and will be directed to sit once everyone is in place. The choir will leave
the stage row by row.
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• Don’t worry! Entering and leaving and sitting and standing during the performance will
be covered at the final rehearsal.

While on stage
• Please don’t: talk or fidget, wave to friends and relatives in the audience, eat or drink (this
includes water – professional singers manage without water on stage – so should we).
• Be sure not to flick over to the next page at the end of a movement, or be tempted to turn
pages unnecessarily, especially during quiet orchestral passages and solos. You can be 
seen and heard!
• At the end of a piece, remain still until the conductor lowers his hands.

Interval
• During the interval, members may socialise with the audience but should return in good
time to line up for the second half of the concert.

Music
• If you have hired music you will be told as a concert approaches what the arrangements
are for returning it. Please return hired music on time and with all markings removed,
otherwise the choir is charged for its loss.

Above all
Relax, enjoy it, keep your eyes fixed on the conductor and give it your all! The audience 
has paid to come and see a performance and we owe it to them and to ourselves to deliver 
one. And we all love singing!
If you have any questions at all in the run up to a concert, please ask your Section Rep.

Other useful information
Social Events
The choir generally holds a Christmas dinner in late December and a summer social in 
June/July. Members are encouraged to attend these events; it gives people a chance to 
relax and get to know each other, particularly members of other sections. Family and 
friends are also encouraged to attend these events.

Fundraising
Although many of the choir’s costs are covered by subscription payments, extra 
fundraising activity takes place in order to keep subscriptions as low as possible and to 
enable us to perform works with an orchestra. Every year we run a monthly draw; entry is 
£10 and all members and family and friends are encouraged to take part. We also run a 
weekly raffle of food and drink items and a weekly book sale.
For the past 10 years the choir is fortunate to have been invited to take part in the Newport
Uskmouth Rotary Draw. The proceeds from the raffle tickets sold as part of this initiative 
are all given directly to the choir. Choir members are asked to do their best to sell £10 
worth of tickets each.
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Choir Patrons and Supporters Database
We have a number of Patrons who support the choir. The cost of being a patron is £30 a 
year and in return the Patron is entitled to a complimentary ticket to each of our main 
concerts, and an invitation to other concerts organised by the Choir. Patrons are also be 
entitled to join in any social events organised by the Choir, and their support is 
acknowledged in each concert programme. If you have friends or family who would like to 
become a Patron, please speak to the Choir Secretary, or they can apply online through 
our website.
We also send out information about upcoming concerts to our supporters. Our preference 
is to communicate with our supporters electronically as this is the least costly and most 
efficient way to do so. If you know of someone who would like to be added to our 
database, please let the Choir Secretary know.

Policies
The choir has the following policies, copies of which are held by the Secretary and can be
provided on request:
• Volunteer Management
• Health & Safety
• Grievances
• Financial Controls
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