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Welcome  

Thank you for deciding to sing with Suffolk Singers. We hope you enjoy singing 

with us and take advantage of all the opportunities that singing with Suffolk Singers 

provides.  

 

The choir has a constitution which sets down the general framework and principles 

of how it operates. It is not however intended to provide specific detail about how 

the choir is run on a day to day basis and so this handbook has been produced to 

provide answer to questions you may have and to provide an insight into how the 

choir operates, the standards we aim to achieve, our expectations of you, and your 

commitment to the Choir. Copies of both the constitution and this handbook are 

available on the choir’s website. 

We hope you find the handbook useful. If there is further information that you feel 

could usefully be included in the document, please let us know and we will do our 

best to keep it relevant and up to date. 
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1. Background   

Suffolk Singers is a member of Making Music and a Registered Charity (No. 1182547). We are primarily an a 

cappella choir, formed in 1991, with a membership of up to 34. We perform a wide range of music in a variety of 

venues in Suffolk and further afield, at times sharing the platform with soloists and occasionally other choirs. We 

are also asked to assist at charity fundraisers and to sing at weddings.  

Our desire to sing and make good music drew us together and the friendship and warmth that has developed in 

Suffolk Singers underpins everything we do. We also enjoy social events such as cake fests, summer barbecues 

and a Christmas party.  

We are very fortunate to have as our Music Director Claire Weston, formerly Principal Soprano with English 

National Opera. Claire is only the 3rd Music Director in the choir’s history. 

 
2. Rehearsals     

Rehearsals are held during school term times on Thursday evenings from 8pm to 10pm at Otley Village Hall, 

Chapel Road, Otley, Suffolk IP6 9NT. Additional rehearsals may also be held in the week leading up to a concert 

and occasionally at other times as required. There is normally a fifteen minute break during rehearsals when 

refreshments are available. 

Members should bring a 2B pencil for marking music. Hired or borrowed music should have any marks erased 

before they are returned to the choir librarian.    

A register is kept of attendance at rehearsals. If members are not able to attend a rehearsal they should provide as 

much notice as possible and inform Alma Gower who maintains the register. Members are expected to attend as 

many rehearsals as possible. 

Time available at rehearsals is limited and it is not always possible for members to hear their specific parts played 

to them during rehearsals. Choir members are therefore encouraged to spend time at home learning their parts. 

This particularly applies to new members who may find that they need to spend time outside of rehearsals catching 

up on pieces that are part of the normal repertoire of the choir but that new members may be unfamiliar with.  

There are a number of resources available to members to help with learning parts. Links are sometimes provided to 

the choir website which enable choir members to access recordings of pieces to be used at future concerts. 

Websites like Cyberbass and Choraline provide learning aides such as rehearsal files in the form of MP3 and MIDI 

files which often provide a recording with individual parts highlighted to assist with learning. Recordings of pieces 

can also be found on You Tube and other websites.  

Please keep all mobile phones switched off during rehearsals and concerts.   

3. Music  

Members will be issued with the music for each programme and there is normally no additional charge to members 

for loan of music. Music is supplied to members in a folder which is intended only for delivery and collection of 

music to and from the librarian, Peter Frost. Members should provide their own bags for transporting music whilst 

it is in their possession. It is the responsibility of each member to ensure that any borrowed music is returned 

promptly to the librarian once it is no longer needed. Markings should be removed from all borrowed music prior 

to it being returned to the librarian. Delays in returning scores, or the loss of music, may result in library fines, for 
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which you may be liable. Photocopying of music is strictly forbidden. Copyright law is very strict, and large fines 

have been levied on other choirs where the law has been broken.    

The Music Director is generally responsible for selection of the music, to be appropriate for an event and taking 

into account the composition of the choir. Suggestions for new music are welcomed but under reasonable 

expectation that scope for their inclusion is limited.  

4. Concerts & Events     

Suffolk Singers is very active and performs in a number of different settings both within and outside Suffolk each 

year. The choir normally performs four or five major concerts each year and may also perform at other events such 

as weddings and charity events. An annual choral workshop is also organised by the choir which is well attended 

by choral singers from across the region.  

Members are informed of dates of future concerts and events as far in advance as possible.  A list of these is 

maintained by Alma Gower. If you are unable to sing at a particular concert, please inform Alma in plenty of time 

so that timely decisions can be made about the music to be performed and to bring in additional resources if 

necessary. 

5. Concert Dress  

All choir members participating in public performances are required to wear the agreed concert dress.   

Ladies:             Long black dress, black shoes and necklace.  

Gentlemen:       Open-necked plain black shirt, black trousers, black shoes and cuff links. 

All clothing is purchased by the choir from its preferred suppliers at no cost to choir members Necklaces and cuff 

links are of a specific design and are also provided for members’ use. Matching earrings for ladies may be 

purchased as personal items.   

Suffolk Singers black folders are issued by the librarian to all members for use in concerts; these should be 

returned to the librarian as soon as possible after a concert.  

Choir members are responsible for looking after their clothing and jewellery ready for their use during choir 

events. However, all items remain the property of Suffolk Singers and should be returned in the event that a 

member no longer sings with the choir. 

6. Management  

The management structure of the choir is set out in the Constitution, copies of which are provided to all new 

members when they join the choir and are also available on the website. The choir is run by a committee of 

members who are elected by the membership at its Annual General Meeting. Since Suffolk Singers is a registered 

charity (registered number 1182547) committee members are also trustees of the charity.  

Trustees are elected to serve fixed three year terms as set out in the constitution. Trustees can serve a maximum of 

three consecutive terms. 
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Opportunities exist for members to become involved in the running of the choir both in a formal capacity as a 

trustee and informally by volunteering to carry out various practical tasks which contribute towards the smooth 

running of the choir. If you have skills that would be of use to the choir or if you would like to become more 

involved in any capacity, please talk to a committee member.   

The committee is: 

Martin Corrall – Co-Chair  

Alma Gower – Co-Chair  

Andy Gledhill – Secretary  

Mike Gregory – Treasurer  

Peter Frost 

Roger Robinson 

Sandra Taylor 

Stephen Harding 

Beverley Vankoningsveld 

 

7. Code of Conduct  

We want the choir to be enjoyable, successful, friendly and fulfilling. In order to achieve this we ask for a 

commitment from you to take responsibility by:  

- attending regularly and punctually;  

 

- working to the best of your ability;  

 

- treating all members, staff and visitors with courtesy and respect;  

 

- behaving in a way that projects the best image of the choir; 

 

- following the choir’s policies and procedures;  

 

- using acceptable and appropriate language;  

 

- ensuring the health and safety of self and others and reporting any dangers, hazards and accidents; 

 

- ensuring no hazardous or illegal substance or articles are brought into the choir’s environment;  

 

- taking care of your own property and the property of others; and  

 

- notifying the Membership Secretary, Sandra Taylor of any change of address or other contact details.   

8. Newsletter  

A newsletter is often produced and distributed following committee meetings to keep members informed of 

decisions made by the trustees.   
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9. Comments / Suggestions  

The committee is pleased to receive any comments and suggestions from members about the running of the choir. 

All comments and suggestions are taken seriously and can be communicated through any member of the 

committee.    

10. Membership  

The choir is limited to a membership of 34 to ensure that the correct balance is maintained. New applicants for 

membership are invited to attend two rehearsals to give them the opportunity to experience how the choir works 

and so enable them to decide whether they would like to join. They are then asked to attend an informal audition, 

usually at the end of the second rehearsal, after which the Music Director decides whether the applicant will be 

offered a place in the choir. In the event that there is an opening in the relevant section of the choir, a successful 

applicant may be offered a place immediately. Where, however, no places are available at that time, the applicant’s 

name may be placed on a waiting list until such time a place becomes available.  

11. Membership Fees  

The annual membership fee is set from year to year by the Committee and is currently £144 per annum. 

Membership fees may be paid annually, or monthly by standing order. Tax-paying members are requested to 

complete a Gift Aid declaration form to enable the choir to reclaim income tax from HMRC under the Gift Aid 

scheme. Further information is available from the Treasurer, Mike Gregory.   

12. Fundraising  

The Committee and membership work hard to raise funds to meet the cost of concerts and events. The choir seeks 

funds from a variety of sources including sponsorship, donations and sometimes through fund raising and social 

events. It is often through successful fundraising campaigns that the choir is able to provide opportunities to sing at 

prestigious venues and events and members are therefore encouraged to support and participate in fundraising 

events when the opportunity arises. 

 

13. How we look after your personal data 

Suffolk Singers only collects members’ data when it is lawful and necessary for the purposes of the choir.  Suffolk 

Singers has its own Data Protection Policy explaining how we collect, manage and retain your data, and how we 

comply with the General Data Protection Regulations.  Please ask anyone from the committee, the Choir Data 

Protection officer or send us an email, and we will send you a copy.  A members name and contact details will be 

collected when they first join the choir, and will be used to contact the member regarding choir membership 

administration and activities. Other data may also subsequently be collected in relation to your membership, 

including payment history for ‘subs’.  Suffolk Singers does not collect and store more data than we need, and we 

always endeavour to keep your data up to date with an annual review. 

Once we have your data, we always ensure that it is secure: password protected electronically and secure storage 

for paperwork.  Access to your data is only given to committee members and authorised choir contractors when it 

is clearly necessary for the running of the choir.  As a member you have: a right to be informed; access to your 

data; a right to change your data; a right to object to your data being used and a right to delete your data.  We only 

share your data with other members with your consent, and upon request in writing to the Membership Secretary 

or the Data Protection Officer. 
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If you have any questions about your data, please contact the Choir Data Protection Officer, Kirsty McLaughlin 

who will be happy to help.  

14. Safeguarding 

Suffolk Singers believes that a child, young person or vulnerable adult should never experience abuse of any kind 

and we recognise that we have a responsibility to promote the welfare of all children, young people and vulnerable 

adults. The choir has adopted a safeguarding policy which sets out the principles which guide our approach to 

protecting vulnerable people and procedures for raising and dealing with concerns regarding incidents of potential 

abuse.  

The full Safeguarding Policy and Procedure can be found on the Choir’s website. The choir’s Safeguarding Lead is 

Stewart McKenna and all issues or concerns regarding safeguarding should be directed to him in the first instance. 

15. Complaints Policy & Procedure 

The choir has a complaints policy and procedure which is available for use by members, staff and visitors in the 

event that the standards expected and set down in the choir’s code of conduct are not met. A copy of the 

complaints policy and procedure is available on the Suffolk Singers website.   

16. Tour Bursary Fund 

Suffolk Singers is committed to ensuring that members are able to fully access the opportunities that the choir 

provides through its activities. It is recognised that not all members have an equal ability to pay and the choir 

wishes to ensure that ability to pay is not a barrier to members taking part in activities.  

The choir regularly undertakes singing tours both in the UK and in other countries which necessitates members 

fund their own travel, accommodation and other costs. For some members, this represents a considerable financial 

burden which some may have difficulty meeting. To ensure that as many choir members as possible can take part 

in its tours, the choir sets aside funds to assist those in genuine hardship to participate in its tours. 

Details of how the fund operates and the procedure for applying for funding is available on the Suffolk Singers 

website. Applications should be made in the first instance to the Treasurer. All applications are treated with the 

strictest confidence. 


