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DUTY	STATEMENT:	VENUE	BOOKINGS	
 

 

DUTIES: 
1. Book rehearsal venues and rooms for musicology classes, in liaison with the Conductor. 
2. Book venues for General Meetings of the Society as instructed by the Committee, in liaison 

with the Secretary. 
3. Book venues for auditions, in liaison with the Registrar and the Conductor. 
4. Liaise with the website manager in relation to details of rehearsals being made available to 

members on the Society’s website. 
5. Forward invoices to the Treasurer for payment and liaise with them generally in relation to 

hire charges and the like. 
 

SKILLS AND EXPERIENCE: 
1. Access to the internet, a home computer and a printer that can support relatively current versions 

of the programmes (essential). 
2. Good communication skills (essential).  
3. A working knowledge of Microsoft Word and the ability to create spreadsheets in Excel (desirable). 

 
 
  

 
KEY RESPONSIBILITIES: The person performing the Venue Bookings role is responsible for the booking 
of venues for use by the Society for rehearsals, meetings, auditions and musicology classes (but not 
performances).  
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TASKS: 
BOOKINGS 

1. Booking of rehearsal venues for the next year needs to start in November. 

2. Venues for the dress rehearsals should already have been booked as part of the concert bookings. 
This is done by the Concert Manager. 

3. Prepare a spreadsheet of musicology class/rehearsal dates for the next year, for each Wednesday. 

4. Mark the start date of the rehearsal season for each concert. The first rehearsal of the year is 
usually in the first week of February, but occasionally start at the end of January. There is usually a 
week off after each concert, but that should be checked. 

5. Send the spreadsheet to the Conductor and ask if they want to use all the dates. 

6. When the Conductor has confirmed the dates, ask University Theatres (bookings: 
theatres@uwa.edu.au) for which dates we can book Winthrop Hall. The person responsible is 
Hannah Parker. 

7. When University Theatres have confirmed which rehearsals we can have in Winthrop Hall, contact 
Pip White at the Conservatorium of Music  (pip.white@uwa.edu.au and copy 
in concerts@uwa.edu.au) and ask whether we can have Tunley/Callaway for the remaining dates –
Tunley for the musicology class from 6.30pm to 7.30pm and Callaway for the rehearsal from 7.30pm 
to 10.00pm. (Bookings must be for multiples of 30 minutes). 

8. Note that, in the past, if the Conductor was unavailable for a rehearsal, their substitute did not take 
a music class, so the Tunley booking was cancelled if we knew of the change in advance. 

9. If the Conservatorium of Music advises that Tunley is not available for musicology classes on some 
dates, we then ask whether we can use Callaway.  

10. If Callaway is not available for a rehearsal from 7.30pm to 9.45pm, we seek an alternative venue, 
e.g. All Saints Uniting Church in Floreat.  The contact there is Cathy Tang (email: 
floreatuc2@westnet.com.au). In the spreadsheet, note where each music class and rehearsal will be 
held. 

11. Send a copy of the spreadsheet to the Treasurer and President and to the website manager. 

12. University Theatres may contact us during the year advising that they have to cancel one or more 
bookings (we get a very large discount on rehearsal charges, so other bookings take priority over 
ours). If that happens, contact Pip White at the Conservatorium of Music to book Tunley/Callaway.  
If they are not available, approach All Saints Uniting Church in Floreat. 

13. Change the spreadsheet to show the new venue, but make a note of where it was originally booked, 
and let the Treasurer and website manager know of the change. 
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14. In about February, the date of the AGM needs to be decided – it needs to be held before the end of 
June and is usually held in late May. Our preferred venue is Winthrop Hall, so the date should, if 
possible, be chosen from the dates when it is already booked for a rehearsal. If Winthrop Hall is 
already booked for the proposed AGM date, contact University Theatres. Ask to change the 
rehearsal booking for that date to a booking for our AGM, with the details as for the previous year's 
AGM. If Winthrop is not already booked (e.g. the AGM is not until June), ask whether it is available 
and book as above.  If it is not possible to use Winthrop Hall, you will need to book Callaway for the 
rehearsal and AGM and then the common room opposite for the social get-
together afterwards (eating and drinking in Callaway is not allowed). 

15. Update the spreadsheet, noting that Winthrop was originally booked for a normal rehearsal (on one 
occasion they tried to charge us twice) and, importantly, notify the Treasurer, Secretary and website 
manager. 

16. The three-yearly auditions for existing members are usually held at weekends, in one of the small 
rehearsal rooms at the Conservatorium of Music. If a venue at UWA is not available, a booking 
needs to be made at All Saints Uniting Church in Floreat. The Conductor or the Registrar will advise 
details of the length of time required for the auditions. 

ARRIVALS 

17. If a booking for a rehearsal is in Winthrop Hall, the Security Office needs to be telephoned 15 
minutes prior to the rehearsal, enabling the hall to be opened and lights switched on by the security 
person (contact number: 6488 3020). When opening venues at the Conservatorium of Music (e.g. 
Callaway and Tunley), a swipe card needs to be collected from the Security Office and returned at 
the end of the rehearsal and/or musicology class. The lights need to be turned on and a check of the 
piano is required. 

18. The piano in Winthrop Hall will need to be unlocked and opened at the start of rehearsal and closed 
and locked when rehearsal is over.  The key is situated in a cupboard in the anteroom adjacent to 
the hall. 

19. It is recommended that, half an hour prior to rehearsal, a check is made that all is in order before 
choristers arrive.  (Double bookings have been known to occur and Security has not been advised of 
our booking). 


