Campbellsville University School of Music
Recital Policies & Procedures

The Campbellsville University School of Music is committed to presenting top-quality concerts and recitals from faculty, students, ensembles, and guest artists.  This document contains guidelines that have been adopted to address the needs of performers.  Performances held in Ransdell Chapel are subject to the policies and procedures of that venue.

RECITAL SCHEDULING

Scheduling will be made according to the following priority list:

· Bands, Choirs, Opera, Orchestra, and Ensembles

· Faculty/Guest Artists

· Graduate Students

· Senior required recitals

· Junior required recitals

· Additional School of Music recitals

· Events presented outside the School of Music (private studios, lectures, etc)

Requesting your recital date:

· Check the Calendar of Events in the Music Office for available dates.

· The secretary will hold the requested date and time.  It is your responsibility to make sure that your applied instructor, accompanist, hearing members, and any other people involved with your recital are available for the date you are requesting.  Recital dates/times cannot be altered without consultation between the applied instructor and the secretary.

· The Recital Reservation Form (with signatures) should then be submitted for all events after the date/time is approved by the applied instructor and the secretary.

· Once the recital date/time is confirmed, follow the steps described on the Student Recital Planning checklist.

RECITAL TIMES

Recitals are normally held in Gheens Recital Hall at the following times:

· Monday, Tuesday, Thursday, Friday – 8:00 pm

· Sunday – 3:00 pm

Recitals should not be scheduled on school holidays, or after the last day of classes.

RECITAL VENUES

Solo and small ensemble recitals are usually held in Gheens Recital Hall.  Large ensembles may perform in Ransdell Chapel pending approval from the Office of Campus Ministries.  Performances held in Ransdell Chapel are subject to the policies and procedures of that venue.

HEARINGS
· It is responsibility of the applied instructor and the student to set a date/time and recruit faculty members for the hearing.

· Hearings should be scheduled approximately four weeks, and not less than three weeks, prior to your recital date.

· All proficiencies must be completed before the hearing for the Senior Recital.

· Junior Serenade hearings require three faculty members, including the applied instructor.

· Junior Recital, Senior Recital, and Graduate Recital hearings require four faculty members, including the applied instructor.

· The student must prepare a hearing sheet for each faculty member.  It should include the student’s name, hearing date, recital type, recital date, and a list of the works and composers with space for comments between

CANCELLATIONS

· Please inform your applied instructor and the secretary of cancellations immediately.  Your applied instructor must sign the original Recital Reservation Form approving the cancellation. The change will be made on the SoM website and for late cancellations, as a courtesy to patrons, please arrange signs to be posted in the Gheens Recital Hall lobby indicating the cancellation.

· A new Recital Reservation Form must be filed to re-schedule a cancelled event.

· If you cancel, you are not guaranteed a new recital date that same semester.

REHEARSALS

· Rehearsal time in Gheens Recital Hall must be scheduled with the secretary and is limited to two hours per day for students preparing for recitals.  Rehearsal time may be further limited depending on the availability of the room.

· It is your responsibility to return the hall to its original condition at the end of your rehearsal.  Please end your rehearsal early enough to clear the stage and exit the hall when your scheduled time ends.

· There is no food or beverage allowed in Gheens Recital Hall.  Soloists are permitted bottled water off-stage.

· Please clear the stage, turn off the lights, and lock all doors when finished.

· Warm-up prior to curtain is available in the hall 30 minutes prior to the performance.  Recital workers will open the house once the performer is ready, but no later than 15 minutes prior to the curtain time.  Once the house is open, performers may continue warm-up in the Choral Room.

PROGRAMS

· Program information must be submitted via email, either as a Word attachment (with NO columns or table formatting) or as text in the body of the email to the secretary (music@campbellsville.edu) no later than five (5) working days prior to the event.

· No program shall use any illustration or caricature.  

· Programs shall use Times New Roman font.

· Paper for programs shall be selected from the normal range of colors available in the School of Music office.

· Acknowledgements may only appear on Senior and Graduate recital programs and shall be limited to four lines of text as laid out on the program and may cite only parents, spouses, other immediate family members and professors closely involved with the preparation of the recital.

· Titles of compositions shall include complete and accurate information in appropriate citation style.

· Composers shall be listed by full name with birth and death years in parenthesis, or birth year only if the composer is still living. Example, (b. 1949)

· The guidelines for recital programs are to be enforced by the School of Music secretary in consultation with the appropriate applied professors and the dean of the School of Music.  

· Program notes should be included in all programs.  The applied professor bears primary responsibility for the precise nature and content of program notes.  

· The guidelines, or any part thereof, may be suspended or changed only by approval of the School of Music faculty.

EQUIPMENT

· Six Wenger chairs and six metal stands are available off-stage in the Gheens Recital Hall.  The Steinway piano and bench will be on stage.

· Equipment in excess of that listed above must be secured with permission from a music faculty member.  Percussion equipment must be checked out from the percussion instructor.  Chairs and stands from the band room must be checked out from the director of bands.

· All equipment must be returned in its original condition to its original location immediately following the event.

RECITAL WORKERS

· Recital workers are scheduled by the secretary.

· Recital workers will open the hall, set the lighting, curtains, and unlock the doors.

· Recital workers will distribute programs and recital slips.

· Given sufficient notice and instruction, recital workers can also assist with staging.

· It is the performer’s responsibility to provide setup diagrams at least one hour prior to curtain time.  Explain any other special needs directly to the recital workers.

RECORDING

· All recitals in Gheens Recital Hall are recorded on DAT (Digital Audio Tape) and subsequently dubbed to CD. Students desiring a video recording must make arrangements independently.  A list of individuals capable of producing video recordings is available in the School of Music office.
· To obtain an audio recording of the performance, the recording fee must be paid in advance of the event.
· One compact disc recording - $5
· Each additional compact disc recording - $1
RECEPTIONS

· Students who hold post-event receptions are responsible for cleaning up the lobby afterwards.  Alcoholic beverages and open flames (candles) are not permitted on campus.
· Reception tables and chairs are stored in the coat room just off the lobby.  Please return tables and chairs to the coat room immediately following the reception.
Campbellsville University School of Music
Student Recital Planning Checksheet

Junior Serenade - 6-12 minutes

Junior Recital - 25-30 minutes

Senior Recital - 30 minutes minimum

Master’s Recital - 40-60 minutes

Semester Before

· Check scheduled Junior Serenade date or
· Find a partner for Junior or Senior Recital.

· Check in Music Office for possible performance dates (get 2 or 3)
· Check with applied instructor’s availability of possible recital dates

· Check availability of accompanist

· Confirm recital date with accompanist and instructor

· Submit completed & signed Recital Reservation Form to SOM Secretary

· Set a tentative hearing date at least 3 weeks prior to recital date

· Check proficiency exam status.  ALL required proficiencies must be completed before the Senior Recital Hearing.
Two Months Before

· Confirm partner & date.

· Confirm hearing date. Recruit a jury.

· Serenade: Minimum of 3 faculty, including applied instructor.

· Junior/Senior Recital: Minimum of 4 faculty, 2 being full-time; includes applied instructor

· Verify that accompanist has all music to be performed

· Recheck proficiency exam status.

One Month Before

· Hold hearing.

· Pay accompanist’s honorarium (due on day of hearing)

· Junior Serenade: $15 min.

· Junior/Senior Recital: $50 min.

· Graduate Recital: $75 min.

· Student and instructor discuss program notes.

Two Weeks Before

· Schedule dress rehearsal with accompanist in Recital Hall
· Submit program notes to instructor for approval.
One Week Before

· Give final (instructor approved) program notes to SOM Secretary.
· Select recital program paper color.
Two Days Before

· Check with SOM Secretary on status of printed programs

· Confirm stage manager (if required)

· Confirm recording engineer
Campbellsville University School of Music
Date of Application______________
Recital Reservation Form
1. Contact Music Secretary to check on Gheens Recital Hall availability.

2. Complete this form (including the signature of the sponsoring faculty member) and submit to Music Office.

3. A copy of this form will be returned to the sponsoring faculty member.

4. Submit program information at least 5 working days before event.
Use TAB to move through the fields.

	Student:
	     
	Instrument/Voice Part:
	     

	
	

	Applied Instructor: 
	     
	Accompanist:
	     

	
	

	This is a… 
	 FORMCHECKBOX 
 Junior Recital
	 FORMCHECKBOX 
 Senior Recital
	 FORMCHECKBOX 
 Graduate Recital

	
	

	Degree Sought…
	 FORMCHECKBOX 
  BA
	 FORMCHECKBOX 
 BM-ME
	 FORMCHECKBOX 
 BM-CM
	 FORMCHECKBOX 
 MAM
	 FORMCHECKBOX 
 MM-ME
	 FORMCHECKBOX 
 MM-CM

	
	

	Hearing Date:
	     
	Time: 
	     
	Place:
	     

	
	

	Recital Date:
	     
	Time:
	     
	Place:
	     

	
	

	
	

	Applied Instructor’s Signature:
	

	
	This faculty agrees to be responsible to unlocking and locking the Gheens Recital Hall, starting and ending on time, and returning the space to its original condition after the event (chairs & stands backstage, piano covered, other equipment returned to original location).

	
	

	Accompanist’s Signature:
	

	
	

	
	

	Recitalist’s Signature:
	

	
	

	
	

	Normal Equipment setup:

The Steinway piano and a bench will be on stage.  Six Wenger chairs and six metal stands are available backstage.
Other equipment available with permission.
	Recital Times:

· Evening events begin at 8:00 pm.   Evening recitals may be scheduled M, T, R, F only.

· Sunday afternoon recitals begin at 3:00 pm.

· Events will be entered on the Recital Hall schedule with a 30-minute set-up time preceding the starting time of the event.

· Recital workers will open the house no later than 15 minutes prior to curtain time.  Once the house is open, performers may continue to warm-up in the Choral Room.

	Recording:

All student recitals will be audio recorded, with the exception of recitals held off-campus.  To obtain a recording of the performance, the recording fee must be paid in advance of the event.

The following charges apply:

· One compact disc recording-$5

· Each additional compact disc recording-$1

	Event Programs:

Program information must be submitted via email, either as a word attachment (with NO columns or table formatting) or as text in the body of the email, to Anne Gibbs (acgibbs@campbellsville.edu) no later than five (5) working days in advance of the event.  

Program information includes a list of works and composers (with birth/death dates), program notes, and all performers including accompanists.

Programs will be produced according to the “Guidelines for Recital Programs” approved by the music faculty in Sept. 2004.

	REHEARSAL POLICY: Gheens Recital Hall will be reserved for recital performances between 7:30 and 10:00 pm on Monday, Tuesday, Thursday and Friday evenings.  If no performance has been scheduled in the hall seven (7) days prior to the date in question, then rehearsals may be scheduled during the standard recital time.  Rehearsal times must be scheduled in the Music Office.  Times are based on availability.  It is your responsibility to return the hall to its original condition, turn out the lights, and lock all doors after rehearsals.  There is no food or drink permitted in Gheens Recital Hall.

	CANCELLATIONS: Please inform your applied instructor and the Music Office of cancellations immediately.  Your applied instructor must sign the original Recital Registration Form confirming the cancellation. The change will be made on the SoM website and for late cancellations, as a courtesy to patrons, please arrange signs to be posted in the Gheens Recital Hall lobby indicating the cancellation.  A new Recital Reservation Form must be filed to re-schedule a cancelled event.

	Applied Instructor’s Signature:
	

	
	By signing, the applied instructor confirms that this recital has been cancelled.  To reschedule, a new Recital Reservation Form must be filed in the Music Office.


