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1. Act as a Trustee of the Chorale, fulfilling all requirements set out in the Constitution. 

2. Act at all times in the interests of the Chorale, in collaboration with other Board members. 

3. Prepare for and attend Board meetings, including reading circulated papers. 

4. Adhere to Chorale policies and procedures and contribute to their development and periodic 
review. 

5. Ensure personally assigned actions are followed up and reported back. 

6. Communicate and represent the decisions of the Board to the members. 

 
1. Act as a Trustee of the Chorale, fulfilling all requirements set out in the Constitution. 

2. Manage the business of the Board of Trustees, ensuring that all necessary tasks are carried out. 

3. In association with the Secretary, prepare the agendas for Board meetings. 

4. Chair Board meetings, or exceptionally, appoint an Acting Chair for individual meetings where 
necessary. 

5. Where necessary, take action on behalf of the Board and report such actions to the next Board 
meeting. 

6. Develop and maintain the Chorale’s event and development plans. 

7. Ensure that the Chorale’s policies and procedures comply with the requirements of the 
Constitution and any other legal requirements. 

8. Ensure that the Chorale’s policies and procedures are consistently applied by the Board and 
members. 

9. Manage the relationship between the Chorale and the Musical Director and Assistant Musical 
Director. 

10. Annually, conduct a formal appraisal of the Musical Director. 

11. Chair the Annual General Meeting and any Extraordinary General Meetings. 

12. In association with office holders, prepare the Annual Report of the Board to the members and 
Charity Commission. 

13. Represent the Chorale to external bodies and the general public. 

14. Promote the work of the Board and the Chorale to the members. 
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1. Act as a Trustee of the Chorale, fulfilling all requirements set out in the Constitution. 

2. Schedule Board meetings and circulate notices to Board members. 

3. Invite agenda items from Board members. 

4. Draft agendas for Board meetings for agreement with the Chair. 

5. Produce and circulate Board agendas and papers to members. 

6. Take minutes of meetings and circulate to Board members. 

7. Manage the Musical Director or Assistant Musical Director appointment process. 

8. Manage the Board’s online documents storage and archive.  

9. Issue formal notice of the Annual General Meeting (AGMs) and any Extraordinary General 
Meeting (EGM). 

10. Draft the agenda, for agreement with the Chair. 

11. Organise reports, accounts, previous minutes and agenda for circulation. 

12. Inform members of Board vacancies and circulate role descriptions and nomination forms. 

13. Oversee the election of officers and Board members at the meeting. 

14. Take minutes and circulate to members. 

15. With the Musical Director and Assistant Musical Director, keep the rehearsal venue under review 
and evaluate alternatives as necessary. 

16. Ensure the rehearsal venue provides appropriate facilities. 

17. Book weekly rehearsal venues and venues for workshops where applicable. 

18. Resolve any issues arising on rehearsal nights, e.g. problems with lighting, piano, etc. 

19. Support the Rehearsal Refreshments Manager, as appropriate. 

20. Ensure soloists are contracted in a timely fashion based on details supplied by the Musical 
Director. 

21. Ensure biographies for soloists and details of the orchestra/accompanying musicians are 
obtained for event programmes. 

22. Maintain a list of people to be offered complimentary tickets. 

23. Issue invitations to guests to be offered complimentary tickets. 

24. Manage the website, ensuring that it is current, accurate, well-structured, complete and 
compliant with Data Protection Policy. 

25. Ensure office holders and the Musical Director are aware of information required for the 
website to be provided by them and associated deadlines. 

26. Promote and monitor use of the Members’ Section, and brief members as necessary. 
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1. Act as a Trustee of the Chorale, fulfilling all requirements set out in the Constitution. 

 

2. Issue regular requests for items for weekly notices. 
3. Prepare and distribute weekly notices. 

 

4. Ensure Chorale rules and policies are readily accessible to members. 
5. Ensure information on event dates and programmes and rehearsal schedules are readily 

accessible to members. 
6. Prepare and maintain new member information pack. 

 

 

1. Act as a Trustee of the Chorale, fulfilling all requirements set out in the Constitution. 

 

2. Manage and keep under review the Chorale’s visual identity. 
3. Develop and maintain visual identity guidelines for use on the website, other digital resources 

and in all printed materials. 
4. Monitor and ensure compliance with visual identity guidelines.  
5. Develop and manage stock of photos of the Chorale for use in online and printed resources. 
6. Develop, maintain and promote the use of the Chorale’s free-standing display. 

 

7. Develop and manage the Chorale’s presence on Facebook and any other approved social 
media. 

8. Develop and maintain the public profile of the Chorale including coverage in the press, on TV, 
on radio and on external websites. 

9. Maintain contact records in accordance with the Data Protection Policy. 
10. Where appropriate, advertise membership opportunities. 

 

11. Develop and maintain Sponsorship Policy. 
12. Identify and recruit sponsors. 
13. Obtain sponsor logos for use in online and printed resources, ensuring compliance with sponsor 

requirements. 
14. Manage relationships with sponsors and advise Secretary of any guest invitations to be issued. 

 

15. Develop and maintain Policy on the Friends of the Chorale. 
16. Identify and recruit members of the Friends. 
17. Manage relationships with members of the Friends. 

 

18. Identify and recruit advertisers for season brochures and event programmes. 
19. Invoice programme and season brochure advertisers and ensure payment. 


