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Introduction 
The purpose of this handbook is to provide insight to both parents and students of the expectations and 
requirements of the vocal music department at Andover Central High Schools.  Please read this information 
thoroughly, as it will be a great reference tool. 
 
Objectives 

→ To develop fundamental music concepts.  Students will have a proficient knowledge of music 
theory and music history through performance and classroom lecture and lab. 

 
→ To develop knowledge of the emotional and cultural values that can only be obtained through 

music.  In order for an audience to relate to the emotional value, higher-level thinking is an 
essential part of performance in music. 

 
→ To develop quality life skills that can be used in any walk of life.  Participation in the vocal music 

program requires self-discipline, organization, time management, team work, responsibility, 
and commitment. 

 
 
 



 
Vocal Music Classes 
Select Mixed Ensemble (Chorale) 

This ensemble will serve as a representative in our community of the Vocal Program.  This ensemble 
will perform at Civic functions, concerts, various schools within the district, as well as performing at 
various festivals and contests.  Membership is by audition only and is open to sophomores through 
seniors.  Auditions will be held each January/February for membership in the group for the following 
school term. Students must be enrolled for a full year to be a part of this class. 
 

Select Singers Small Ensemble (Singers) 
This small select ensemble will serve as a representative in our community of ACHS’s Vocal Music 
Program. This ensemble will perform at Civic functions, concerts, various schools within the district, as 
well as performing at various festivals and contests. Membership is by audition only and is open to 
sophomores through seniors. There is a maximum enrollment limit in this class of 24 singers. Auditions 
will be held each January/February for membership in the group for the following school term. 
Members must be enrolled for a full year in two choir ensembles to be a part of this class. 

 
Women’s Chorus 

This ensemble is only open to female students.  This ensemble will perform at Civic functions, concerts, 
and various schools within the district.  Membership is by audition only and is open to sophomores 
through seniors.  Auditions will be held each January/February for membership in the group for the 
following school term. Students must be enrolled for a full year to be a part of this class. 
 

Men’s Chorus 
This ensemble is only open to male students.  This ensemble will perform at Civic functions, concerts, 
and various schools within the district.  Membership is by audition only and is open to sophomores 
through seniors.  Auditions will be held each January/February for membership in the group for the 
following school term. – when offered, students must be enrolled for a full year to be a part of this 
class. 

  
Concert Choir   

This ensemble will perform at Civic functions and concerts.  This is a non-auditioned choir and is open 
to freshmen through seniors and is a semester by semester based enrollment class. 

 
Uniform Code 
It should be considered the highest honor to be allowed to wear the uniform of your organization.  When in 
uniform, you are no longer an individual; you are a representative of your school and community.  Uniforms 
will be worn at all public performances (unless you are instructed otherwise.)  You are not to eat while in 
uniform.  Wear your uniform with pride.  WHEN IN UNIFORM, REMAIN IN COMPLETE UNIFORM unless you are 
instructed otherwise. 
 
 Uniform Requirements: 
  Men 
  1. Tuxes/suits 
  2. Black dress shoes w/black socks 
  3. Trimmed facial hair 
   
  Women 
  1. Dresses 



  2. Hair pulled back away from face 
  3. Character shoes provided by student 
 
Uniforms will be issued to each student and are that student’s responsibility for the year.  If damage is 
incurred due to mishandling, the student will be financially responsible.  You are required to turn in the exact 
uniform that was issued to you at the end or the year.   
 
Replacement costs include: 
 Bowtie /tie   $10 
 Vest    $25 
 Tuxedo   $150 
 Dress (es)   $100-$200 
 
1. You are responsible for keeping your uniform in the best condition possible.  Once you have a uniform 

checked out to you, it is your  responsibility and obligation to ensure its return.  If stolen, lost, or 
damaged, it is the responsibility of the student to repair or replace the uniform at their expense. 

2. Never trade uniforms with another student.  You are expected to turn in  the same uniform you were 
issued. 

3. The uniform is to be worn in its entirety.  A complete uniform includes:   
Men:  coat, pants, bowtie, dress/tux shirt, vest, black socks, trimmed facial hair and black dress shoes 

 Women:  dress, hair pulled back, character shoes. 
4. Uniforms are cleaned each summer so that they will be ready for the fall.  It is your responsibility to 

keep that uniform in said conditions.  This is a DRY CLEAN ONLY material and extensive damage will 
result if the product is washed.   

5. Slight alterations will be necessary with some uniforms.  This is the responsibility of the member.  AT 
NO TIME SHOULD MATERIAL BE CUT FROM THE UNIFORM.   

7. The uniform is to strictly be kept at the school and NOT at home. After each concert, each student is 
responsible to hang every piece of their uniform up in its proper place, in NUMERICAL ORDER. Failure 
to hang up ones uniform will result in time being owed to Ms. Miller for each item of the uniform 
found on the floor. Time for clothing items left out are as follows: 
Pants : 5 min 
Dress/tux shirt: 5 min 
Tie/bowtie: 5 min 
Vest: 5 min 
Tux/Suit coat: 5 min 
Dress Shoes: 5 min 
Dress: 25 min 
Character Shoes: 5 min 
*The time doubles each time the same uniform is not hung-up. 

 
 
Rehearsal Guidelines 
1.  Bring all music to rehearsal. 
2.  A pencil should be included everyday in your binder. Having a pencil is crucial to quality musicianship. 

No pencil in your binder will affect participation points 
3. Keep all folders and music AT THE SCHOOL unless instructed to do otherwise. 
 
 
 



 
 
 
Class Room Expectations: 

1. We will be in our assigned seat with our music and pencil WHEN the bell rings. If not, a tardy will be 

issued regardless of being in the room. 

 

2. As soon as the bell rings, we will be ready to stand up and warm up. 

 

 

3. We will have respect for our choir director and will not talk when they are giving direction or working 

with a specific section. 

 

4. Phones are not allowed in class. They must be stowed in a bag when one enters the door. We do not 

want phones out in our room unless specified. We are a family and interact as such. If you choose to 

have a phone out during the hour, it will be confiscated and turned into the office where it may be 

picked up at the end of the school day. 

 

5. If in Singers, Women’s Choir or Chorale, you are enrolled for a full year. Only concert choir is a 

semester by semester commitment. 

 

 

6. We are here to SING and master the skills of what it means to be a choir singer, this will be expected of 

us in our groups attitude and actions. 

 

7. Students are responsible for keeping their choir uniform in tip-top fashion. Any damages to the 

uniform will result in repair charges to that student (please consult handbook on website for more 

information.) 

 

 

8. Students are personally responsible for any and all alterations to their uniform (Do NOT cut off 

material). The alterations lengths will be specified in class and posted to google classroom. 

 

9. Communication is a MUST when it comes to performances. Unexpected illness and family emergencies 

may be excused with the attendance of a USD385 concert and a report written on that performance. 

The rubric for that report will only be given once communication has been made. Other conflicts with 

concerts/performances are unexcused. 

 
 

10. Students will be expected to be a member of google classroom and check it daily.  

 
 
 
 
 



Grading 
Percentage Breakdown 
 40% Daily Participation/Rehearsal Etiquette 
 50% Concert Performance 
 10% Assessment: rhythm reading , sight-singing and  ensemble singing 
  
Grading Scale 
 A 90-100% 
 B 80-89% 
 C 70-79% 
 D 60-69% 
 F 59%↓ 

The instructor reserves the final word on determining a rounded percentage. 

Daily Work 
Participation points will be earned each day class is held. Each student will start his/her class period with 0 
points for the day and have the opportunity to earn a total of 4 points max. per day. If a student should 
choose to not follow the classroom guidelines, they will not earn all 4 of their participation points for the day. 
If a student is not earning their participation points due to lack of effort, they will be notified. 
Grades will be entered at the end of the week.  One score will be entered for the whole week.  Example:  If we 
have a 5 day school week, each student will have 20 possible points (4 points per day) that will be entered at 
the end of the week. 
 

4 points – Is engaged for the entire rehearsal and does everything the teacher expects (in addition to  
      all required in point 1.) 

3 points – Realizes when music is needed (when asked to sing) and when silence is needed (in addition  
          to all required in point 1.) 
2 points – Has correct body alignment & makes rehearsal markings when indicated to do so (in addition  

      to all required in point 1.) 
 1 point – Has all materials, is sitting in assigned seat and is participating 
 0 points – Had many errors in judgement or chose to not participate 
 
The instructor reserves the right to not give points if a student has chosen not to earn them. 
 
*Students will be specifically individually assessed within the large group by the teacher at random for a 2 
week segment during the semester. The individual student will be assessed on their rehearsal etiquette 
including; proper body alignment, whether they are writing in rehearsal markings, if they are talking and/or 
singing when they are supposed to and their overall level of engagement. Students will be ranked on a pre-
determined scale ranging from unsatisfactory-proficient. The student’s ability to do the above marked criteria 
at a proficient level will determine whether the student receives a full 40 points at the end of the 2 weeks or 
not. 
 
Materials Needed 
Every student must have each day: 

1. A black ½” 3-ring binder with the student’s name.  They are available at Wal-Mart for $2.47.  A 
folder cabinet is available in the classroom, or they may keep them each day. 

2. A pencil must always be in the folder.  
 



 
 
 
 
 
 
Concert Attendance 
Choir is a performance-based class. Concerts are mandatory and are worth 50% of each students overall 
grade. Every effort is made to schedule concerts around other school-related activities. Only in extreme cases 
will missing a concert be permitted. Advance notice (2+ weeks) should be given as soon as a conflict arises. Of 
course, in some cases, such as a death of a family member or a severe illness, that would not be possible. 

If a concert is missed and is excused by the director, the student shall write a 2-page, 5-paragraph, single-
spaced (Times New Roman size 12 font) essay with legitimate sources in MLA citation over a topic of the 
director’s choosing.  This must be completed within a week of the missed concert to have a chance of making-
up some of the points not earned having missed the concert. 

Please see the attached calendar and mark these dates on your calendar at home and in your agenda book. 
Several other performance opportunities may arise throughout the year. In these cases, notice will be given 2+ 
weeks in advance. 

** Please note that Regional Solo/Ens always falls on the date of the ACT.  Please make plans to take the ACT 
in the Fall or in February. 

Rhythm reading, sight-reading and singing assessments, etc. 
Over the course of the semester, the instructor must determine what areas of the curriculum need 
improvement. Rhythm reading assessments are to assess student’s ability to read and clap correct rhythms 
while count singing. Sight-reading assessments are to assess a student’s ability to show correct solfedge hand 
signals while maintaining proper rhythm/meter and pitch reading a new line of music (daily practice will be 
done to prepare students for all assessments). Singing assessments are to help build quality musicianship. 
Singing tests are not a punishment but a tool to see where problems are occurring within the music.  Singing 
tests will be done in quartets, not individually. The singing assessment will be a segment of a current choral 
piece being rehearsed in class. Students will be assessed within the quartet for their ability to keep rhythm, 
steady pitch, good tone and elements of ensemble (including: blend, intonation, vocal quality etc.) 
 
Writing Exercises/Student Assessment 
The writing exercises in this class are used to assist each student in becoming a reflective learner. The 
exercises will be used at least twice a semester. Students will assess their personal rehearsal etiquette in a 
given rehearsal. These assessments are to be honest in order to hopefully mark students progression/indivual 
improvement throughout the year. It is also a tool for students to honestly and critically asses themselves in 
their work, so they are able to correct themselves down the road when a teacher is no longer present. 
 
Extra Rehearsals 
There will be occasional rehearsals before school (7:00a.m. – 7:50a.m.) If an extra rehearsal is needed the 
students will be given as much advance warning as possible. Juniors and Seniors who decide to go on the 
annual trip, will have rehearsals before school.  These rehearsals are mandatory and should only be missed in 
extreme circumstances. 2+ weeks notice of an absence should be given as soon as a conflict arises. The 
teacher and student will then discuss options to make up the absence.  Participation points will be given in the 
Concert Attendance portion of the grade. 



 
 
 
 
Absences/Tardy Policies 
School policy written in the ACHS handbook will be strictly adhered to. If a student misses class and does not 
return with an excused admit slip, they will earn 0 participation points for the day missed. An Unexcused tardy 
will result in a 2 points not earned in their participation points for that day. 

 
Private Lessons 
Every choir member would benefit greatly by taking private lessons.  Private lessons will advance the 
individual's playing ability, both technically and tonally.  A list of qualified Private Instructors is available 
through Mr. Engels.   
 
Use of Illegal Substance 
Use of or possession of alcoholic beverages, drugs or drug paraphernalia will result in a referral for 
administrative discipline which may involve suspension from school and/or a student being dismissed 
permanently from the Choir Program.  If any such act occurs on an out-of-town or a scheduled activity trip, 
parents will be contacted and required to immediately pick up the student.  The police will be involved with 
regards to these concerns.  Procedures will be followed according to Andover USD #385 Activity Participation 
policies set forth by the Administration.  Members will be subject to disciplinary action if they commit any of 
the following violations: 
 1. Arrest and conviction for breaking the laws of Kansas. 
 2. Use of or possession of tobacco in any form. 
 3. Use or possession of alcoholic beverages at any time. 
 4. Use of marijuana or any illegal drugs at any time. 
 5. Abuse of prescription/non-prescription drugs at any time. 
The Andover Vocal Music Department has a “0” tolerance policy towards substance abuse.   
 
Transportation 
1. Students will be expected to ride on the school transportation provided when furnished.  Any other 

form of transportation must be cleared to the Building Principal prior to the event.  Riding in private 
vehicles without permission can result in loss of travel privileges and/or loss of membership to the 
organization. 

2. Students will only be allowed to ride home with their parents from an off  campus function.  Due to 
liability concerns, parents may not check out any student other than their own from a choir function 
off campus.  Any variation to this policy must be cleared in advance with the building principal.   

3. All busses will leave promptly at the designated time.  Please be early to all departure times. 
4. Students are expected to obey the standard rules of conduct when on a school activity trip.  

Chaperones, Bus Drivers, and Instructional Staff will be in supervision of students traveling with the 
choir.  Students are expected to respond appropriately to any instruction given by the  supervising 
chaperone.  Any violation of this policy should be reported to the Director as soon as possible.   

6. All overnight trips will require a Student/Parent Contract. 
7. A student traveling with the choir that will require special medical  attention or that must be on 

medication while traveling will need to have a written permission slip from their parents with the 
specific instructions with regard to the medication. 

 
 



 
 
 
 
Eligibility Policy 
Each student who represents his/her school in any competitive activity must meet the rules of eligibility as 
established by the KSHSAA and the Andover Board of Education.  These include but are not limited to: 
1. A student must be in good standing.  A student who is under penalty of suspension or whose character 

or conduct brings DISCREDIT to the school or to the student body as determined by the High School 
Administration, is not in good standing and is INELIGIBLE for a period of time as specified by the 
Principal. 

2. A student must have passed five subjects of unit credit his/her previous semester of attendance and be 
currently enrolled in at least five subjects of unit weight. 

3. A student is a bona fide student with regular attendance and good citizenship in class and in school. 
4. A student’s conduct and standards are satisfactory and do not bring discredit to themselves or their 

school. 
5. There will be an activity study hall to help students who are not eligible.  This will be coordinated 

through the Activities Director. 
 
High School Lettering 
A student may letter in choir by maintaining a “A” or above average in their ensemble, be present at all choir 
activities throughout the entire school year and maintained a good, positive attitude. Each student who 
accumulates a total of 10 or more points each year will earn their choir letter or pin.  The student is required 
to document their accumulating points.   
 Festival Entries 
  Regional level     2 points 
  State level     4 points 
  “1” ratings     2 points 
 Honor Groups (District and State) 
  Audition for District VI   4 points 
  Membership in District VI   8 points 
  All State Choir     12 points 
 Large Group Contest 
  “1” rating     4 points 
  Out of State trip Participation   3 points 
 Other possible points 
  Private lessons taken    5 points 
        for entire year 
  Section Leader/Choir Board   2 points 
  Summer Camps    6 points 
 Bonus points 
  Senior      4 points 
  Junior      3 points 
  Sophomore     2 points 
  Freshman     1 point 

In order to letter you must earn at least 10 points.   

 



Fund Raising 
Fund Raising is a great aid to the development of the vocal music program, as well as funding for your portion 
of the annual trip. Opportunities will arise throughout the year to assist in raising funds for the department. 
Each student is expected to participate in helping to grow the program. Additional information will be given to 
students as it becomes available. 
School Calendar Dates: 
 
Concert Choir – SEMESTER/SEMESTER 
10/08/2019 Fall Concert Dress Rehearsal 6:30-9:00pm  ACHS Auditorium 
10/09/2019 Fall Concert, Call: 6:15pm Concert 7:00pm   ACHS Auditorium 
12/10/2019 Winter Concert Dress Rehearsal 6:30-9:00pm  ACHS Auditorium 
12/11/2019 Winter Concert, Call: 6:15pm Concert 7:00pm   ACHS Auditorium 
03/25/2020 Black & Gold Concert, Call: 6:15pm, Concert 7:00pm ACHS Auditorium 
04/24/2020 Possible Festival Trip     TBD 
05/04/2020 Razzle Dazzle Dress Rehearsal 6:00-9:30pm  ACHS Auditorium 
05/05/2020 Razzle Dazzle Dress Rehearsal 6:00-9:00pm  ACHS Auditorium 
05/06/2020 Razzle Dazzle Matinee  1:00 – 3:00pm  ACHS Auditorium 
05/06/2020 Razzle Dazzle Revue Show, Call: 6:15pm, Concert 7pm ACHS Auditorium 
 
Treble Chorus – FULL YEAR 
09/26/2019 GAD Performance, 6:05pm call 6:20pm Performance TBA 
10/08/2019 Fall Concert Dress Rehearsal 6:30-9:00pm  ACHS Auditorium 
10/09/2019 Fall Concert, Call: 6:15pm Concert 7:00pm   ACHS Auditorium 
12/10/2019 Winter Concert Dress Rehearsal 6:30-9:00pm  ACHS Auditorium 
12/11/2019 Winter Concert, Call: 6:15pm Concert 7:00pm   ACHS Auditorium 
TBD  Holiday Seminar Performance 9:40am   ACHS Auditorium  
02/15 – 02/16/2020 KC Choir Tour – leave ACHS @ 8:00am, return by 3:00pm following day 
03/25/2020 Black & Gold Concert, Call: 6:15pm, Concert 7:00pm ACHS Auditorium 
03/28/2020 KSHSAA Regional Small Ensemble Festival TBA Goddard Eisenhower HS 
04/25/2020 KSHSAA State Small Ensemble Festival TBA  Andover Central High School 
05/04/2020 Razzle Dazzle Dress Rehearsal 6:00-9:30pm  ACHS Auditorium 
05/05/2020 Razzle Dazzle Dress Rehearsal 6:00-9:00pm  ACHS Auditorium 
05/06/2020 Razzle Dazzle Matinee  1:00 – 3:00pm  ACHS Auditorium 
05/06/2020 Razzle Dazzle Revue Show, Call: 6:15pm, Concert 7pm ACHS Auditorium 
 
Chorale – FULL YEAR 
10/08/2019 Fall Concert Dress Rehearsal 6:30-9:00pm  ACHS Auditorium 
10/09/2019 Fall Concert, Call: 6:15pm Concert 7:00pm   ACHS Auditorium 
12/10/2019 Winter Concert Dress Rehearsal 6:30-9:00pm  ACHS Auditorium 
12/11/2019 Winter Concert, Call: 6:15pm Concert 7:00pm   ACHS Auditorium 
03/06 – 03/11/2020 Junior/Senior Chorale Choir Tour   Dallas, TX 
03/25/2020 Black & Gold Concert, Call: 6:15pm, Concert 7:00pm ACHS Auditorium 
04/15/2020 KSHSAA State Large Group Festival TBA  Buhler HS 
05/04/2020 Razzle Dazzle Dress Rehearsal 6:00-9:30pm  ACHS Auditorium 
05/05/2020 Razzle Dazzle Dress Rehearsal 6:00-9:00pm  ACHS Auditorium 
05/06/2020 Razzle Dazzle Matinee  1:00 – 3:00pm  ACHS Auditorium 
05/06/2020 Razzle Dazzle Revue Show, Call: 6:15pm, Concert 7pm ACHS Auditorium 
05/17/2020 Graduation Performance 12:45pm  ACHS Gym A 
 



Singers – FULL YEAR 
08/26/2019 GAD Performance, 6:05pm call 6:20pm Performance TBD 
10/08/2019 Fall Concert Dress Rehearsal 6:30-9:00pm  ACHS Auditorium 
10/09/2019 Fall Concert, Call: 6:15pm Concert 7:00pm   ACHS Auditorium 
10/11/2019 WSU All-State Audition Workshop, 8:00am – 3:30pm WSU 
11/02/2019 SCKMEA Auditions     Goddard Eisenhower HS 
12/06/2019 National Anthem BB, call 5:45pm, 6:00pm Performance Gym A 
12/07/2019 SCKMEA Honor Choir  All-day   Wichita East HS 
12/10/2019 Winter Concert Dress Rehearsal 6:30-9:00pm  ACHS Auditorium 
12/10/2019 National Anthem BB, call 7:15pm, 7:30pm Performance Gym A 
12/11/2019 Winter Concert, Call: 6:15pm Concert 7:00pm   ACHS Auditorium 
TBD  Holiday Seminar Performance 9:40am   ACHS Auditorium 
12/20/2019 National Anthem BB, call 5:45pm, 6:00pm Performance Gym A  
02/07/2020 National Anthem BB, call 5:45pm, 6:00pm Performance Gym A 
02/14/2020 National Anthem BB, call 5:45pm, 6:00pm Performance Gym A 
02/21/2020 National Anthem BB, call 5:45pm, 6:00pm Performance Gym A 
02/25/2020 National Anthem BB, call 7:15pm, 7:30pm Performance Gym A 
03/25/2020 Black & Gold Concert, Call: 6:15pm, Concert 7:00pm ACHS Auditorium 
03/28/2020 KSHSAA Regional Small Ensemble Festival TBA Goddard Eisenhower HS 
04/25/2020 KSHSAA State Small Ensemble Festival TBA  Andover Central High School 
05/04/2020 Razzle Dazzle Dress Rehearsal 6:00-9:30pm  ACHS Auditorium 
05/05/2020 Razzle Dazzle Dress Rehearsal 6:00-9:00pm  ACHS Auditorium 
05/06/2020 Razzle Dazzle Matinee  1:00 – 3:00pm  ACHS Auditorium 
05/06/2020 Razzle Dazzle Revue Show, Call: 6:15pm, Concert 7pm ACHS Auditorium 
*Singing the National Anthem at home ACHS Basketball games IS a required performance. 
 
*Festival Dates are TBD but are a REQUIRED dates to be at for all choir members 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 

Keep the ACHS Vocal Music Department Handbook for your records.  
 

Remove this page and return with the required signatures. 
 

This is your first assignment, and it counts toward your grade! 
 
 
 
 
Detach, sign, and return this sheet on or before Friday, August 23, 2019. Keep the policy sheets and calendar 
as your copies for future reference. 
 
 
 
 
I have read and accept the 2019-2020 ACHS Vocal Music Department Policies, 
 
 
  
 
 

 

 
 

 
 

 
 
 

Parent/Guardian (print)   Parent/Guardian (sign)  Date 

 

 

 

 

 

 

 

Student (print)     Student (sign)    Date   


