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Welcome



Welcome



Dear Choir Director, 
	Thank you for bringing your choir to sing for us here at Norwich. Music forms an integral part of the Cathedral’s worship not just during term time but all year round, so we are enormously grateful to the choirs who sing for us on Saturdays and when our Cathedral Choirs are on holiday. We are acutely aware that these visits demand a huge amount of preparation and organisation, and thank you and your choirs most sincerely for all your hard work.
The following pack contains all the information you should require in advance of your visit. Please do take the time to read it carefully, noting in particular the details about the musical requirements for the different liturgies that take place here at the Cathedral. 
If you have any further questions at all, please do not hesitate to get in touch with our Assistant Organist who will be happy to help you. 
Norwich Cathedral is an inspiring and uplifting place in which to make music, and we hope very much that you will enjoy singing here. 

With thanks and best wishes, 
[image: ]
[image: ]
  	 Ashley Grote							Aidan Platten			s
         Master of Music					        Canon Precentor			
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[bookmark: _Toc113010345]FAQ for Visiting Choirs
When do I need to submit my music choices?
Music choices for your visit must be sent at least four weeks beforehand (or eight weeks beforehand for choirs visiting during August). It is advisable to send your choices as early as possible, keeping in mind that that we may be unable to accommodate them if the repertoire has already been chosen by the Cathedral Choir or another visiting choir.

Submitting music well ahead allows you time to choose an alternative if necessary, and avoids any rush or panic.

Can I choose a set of responses other than those prescribed in the list?
The responses must be chosen from the list on page 8, as this ensures our cantor has a copy of the music.

Do I need to provide a Cantor?
The Cathedral will always provide a Cantor for Evensong.




















Practical Information
[bookmark: _Toc113010346]Contact details: 		The Assistant Organist (the main point of contact for   
                                           Visiting Choirs)
assistantorganist@cathedral.org.uk 
visitingchoirs@cathedral.org.uk

Roger Lee, Sacrist
sacrist@cathedral.org.uk  01603 218325 

Helen Morsia, Liturgy and Music Administrator
liturgyandmusic@cathedral.org.uk 01603 218306

In all emails to Cathedral staff, please be sure to state the name of  your choir and the date of your visit to us.

Organists: 	You will need to provide your own organist to accompany your choir and play the voluntaries (though a cathedral organist will be on hand on Sunday mornings only to play hymns, the responsorial psalm and gospel acclamation). Although we can advise on appropriate deputy organists in the area (whom you would then need to privately reimburse) it is ultimately the responsibility of the Visiting Choir to provide an organist for their visit.

[bookmark: _Toc113010347]Parking: 	Limited parking is usually available in the Cathedral Close for a few cars. Please contact reception@cathedral.org.uk to let us know how many cars will be coming. Arrangements will also need to be made for any buses. Large coaches do not fit through the gate! 

[bookmark: _Toc113010348]On Arrival: 	Please make your way to the main entrance of the Cathedral Hostry where you will be met by Cathedral welcomers. They will be able to find verger to give you access to the Song School. For choirs arriving on a Sunday morning, please enter through the South Transept Door, as the Hostry may be shut at this time.	
 
[bookmark: _Toc113010350]The Song School:		Toilets are available at the Song School. The code for the Song School  
                                            door (the door by the entrance to the Refectory is 2065A).

	There is plenty of space for robing in the Song School itself & in the recreation room. The Cathedral choir robing rooms should not be used. Please don’t leave valuable items unattended in any area.

No music should be borrowed or taken from the Cathedral Choir music library under any circumstances.

Hymn books are available for visiting choir use but choirs may find it easier to make copies in advance of their visit. Please note there are no hymn books in the choir stalls. Please contact assistantorganist@cathedral.org.uk if you need us to scan any hymns to you.

[bookmark: _Toc113010351]

Times of Services:		Mon-Fri	 5.30pm 	Evensong
Saturday 	 3.30pm 	Evensong (occasionally 5.30pm*)
				Sunday		10.30am	Sung Eucharist
  3.30pm	Evensong

[bookmark: _Toc113010352]                           *if Saturday Evensong is taking place at 5.30 your choir rehearsal in the stalls will be from 4.00-5.00pm. You will be told in advance if this is the case.
                          During Christmas holiday periods, mid-week Evensong will take place at 3.30 – this will be clarified in advance.
Choir rehearsals:	The Song School is available for visiting choirs to use at all times during their visit with exception of Saturdays (during term time) from 10.15-12noon. Access to the Song School, if locked, can be arranged through the Vergers.
Standard Rehearsal times in the Cathedral Choir stalls are possible at the following times and will be booked for you on confirmation of your visit:
				Weekdays	4.00-5.10pm
				Saturdays	2.00-3.00pm* (see above)
Sundays	9.00-10.10am (Eucharist rehearsal, Nave stalls)**
2.00-3.00pm (Evensong rehearsal)
**we would ask choir members not to assemble any earlier than 8.55 in the Nave stalls, to                    allow plenty of time for the 8.00 Eucharist to finish without disruption
Please note:   any of these times may be subject to change due to other events in the Cathedral but we will make every effort to find you a space to rehearse.

Practice time for organists:	
Monday-Saturday	9.00-10.00am (only on days when the visiting       choir is singing – this will automatically be booked for you)
		Sunday		           12.30-2.00pm 



By arrangement only:
Quiet practice may be possible at other times during the day subject to other diary bookings. This must be booked well in advance, and it will not be possible to accommodate this at short notice. Please contact sacrist@cathedral.org.uk to arrange this. We ask that organists are sensitive towards others in the buildings at all times.

The following times may also be booked if necessary (subject to the Cathedral diary):
Monday – Saturday*: 3.00 – 4.00pm
*If Evensong takes places at 3.30 on Saturday, practice is possible at 1.00- 
                                           2.00.
Saturday		4.45-6.00pm (only for choirs/organists singing      
			or playing on Sunday morning)
This slot can be used either by the organist, or for a choir rehearsal. This slot is not available during the Christmas holidays due to the earlier closing time of the building. Please contact sacrist@cathedral.org.uk to book this slot.

[bookmark: _Toc113010353]Procession Rehearsal: 	The duty verger will rehearse the processional routine during
your first rehearsal in the building.

[bookmark: _Toc113010354]Dress:	Robed choirs should wear cassocks when rehearsing in the stalls. Surplices ought to be left in the Song School and put on in the break between rehearsal & service. If your choir does not wear cassocks, we ask that all dress smartly and in a similar style.  Academic hoods may be worn for Festal and Sunday Evensongs, but are not worn for ordinary weekday evensongs, nor for Eucharists.
Lanyards:	Visiting Choir lanyards are provided for use, and can be found in a basket in the Song School. Please wear these at all times while in the Cathedral (except during services), and please also be sure to return them to the basket before leaving.

[bookmark: _Toc113010355]Refreshments: 	For choirs visiting for a full week a complimentary drinks reception can be held in the stunning Cloister after Friday Evening.  Pre-Booking, also via the Sacrist’s Team (sacrist@cathedral.org.uk), is required.  
	The Cathedral’s Refectory is outsourced and is usually open between 8.00 a.m. to 5.00 p.m. daily.  Please visit our website for further details.
[bookmark: _Toc113010356]Tours:	If you would like a free guided tour of the Cathedral during your stay, please contact Reception to book.
[bookmark: _Toc113010357]
Accommodation: 	Sadly, the Cathedral has no accommodation to offer visiting choirs. Listed below are some places visiting choirs have used when visiting us:

			Horstead Centre 	www.horsteadcentre.org.uk  
Telephone:  01603 737215  
Email:  horstead.centre@norwich.anglican.org

University of East Anglia  
Telephone:  01603 591918
Email:  www.broadviewlodge.co.uk

[bookmark: _Toc113010358]Safeguarding: 	Please see pg. 21 regarding your safeguarding form. 
Your choir will not be able to sing at Norwich Cathedral if this is not satisfactorily completed.
	
[bookmark: _Toc113010359]	If there are any issues/queries regarding Safeguarding, please contact our Safeguarding Officer: 07342 999386.


MUSIC DETAILS AND CHOICES

Please note that the hymn choices for will be sent no earlier than three weeks before your visit. Though not essential, it is our tradition here to sing outer verses (first and last) of hymns in unison, and inner verses in harmony.
Please submit music choices no less than 4 weeks prior to visit.  N.B. all music choices are subject to the approval of the Music & Liturgy Department and may need to be revised if other visiting choirs have already selected the same repertoire. It is essential we receive your choices early as the Cathedral Music Scheme is printed two weeks in advance. Please tell us exactly how you would like your choir’s name to be printed on the pew sheet – we will need this well in advance, and will be unable to amend later.
Upon arrival, you will be provided with printed order of service books, should you require them.
[bookmark: _Toc113010360]




[bookmark: _GoBack]
EVENSONG
		
For Evensong the following music is required:
		Antony
Aston
Ayleward
Byrd
Clucas
Ebden
Gibbons/Bernard
Grote
Holmes
Leighton
MacDonald
Martin
Moore
	Morley
Nicholas
Plainsong
Reading
Rose
Sanders
Shephard
Smith (4 part)
Smith (5 part)
Statham
Sumsion
Tomkins
Tallis




	

	
	

	
	

	
	

	
	

	
	

	

	
	


Responses 	One set for the duration of visit. 







	
You are advised to choose from the list above. You are welcome to request to sing another set of responses – please email a PDF copy of the score to the Assistant Organist (assistantorganist@cathedral.org.uk). We cannot guarantee to accommodate this.






Psalms	Provide your own Psalm chants using the BCP text. You will be advised which Psalms are allocated for your visit (they can be found on pg. 25, though they will vary from the table on Sundays and certain Feast Days).
It is the custom of the Cathedral to sing all the Psalms for the day at Evensong alternating monthly between the morning & evening psalms. It is strongly hoped that visiting choirs will follow the same principle but if choirs feel unequal to singing all the designated psalms, please contact Robbie Carroll (assistantorganist@cathedral.org.uk) to agree a shortened form.
The Gloria is sung at the end of each Psalm.
Canticles 	The canticles do not need to be a huge, grand setting.  Please do not underestimate the time it can take to put music together in the building.  A simple setting sung beautifully will be appreciated much more.
Anthem 	(At a Festal Evensong an unaccompanied motet may also be required – you will be advised if this is the case)
Dismissal 	Music supplied in this pack.
Organ		Title and composer (required for Sunday services only)
Voluntary 
Introit – it is not our custom to have introits at Evensong and so this will not be required

[bookmark: ESrunningorder][bookmark: _Toc113010361]
Running order for Evensong
ON SUNDAYS EVENSONG PROCEEDS WITHOUT ANNOUNCMENT.
Assembly	The choir should line up no later than 5 minutes before the service in the Locutory (the room that links the Nave to the Hostry by the Donations Desk). 
Confession 		(on Sundays during Lent)
Responses 		A priest will cantor; no organ note required. 
Welcome 		(not on Sundays)
Office Hymn		Announced after opening versicles
Psalms			Announced (if more than one psalm the Gloria is sung after each)
First Lesson
Silence			Choir stands as the reader passes the choir stalls
Magnificat
Second Lesson
Silence			Choir stands as the reader passes the choir stalls
Nunc Dimittis
Creed
Responses & Collects  (4 collects during Advent & Lent, 3 at all other times of the year)
Anthem
Sermon & Hymn 	(On Sundays only)
Said Prayers
Sung Dismissal  	Music supplied. 
Organ Voluntary	Title & composer (required for Sunday services only)
At Festal Evensongs a processional hymn follows immediately after the anthem. Details of the Festal Liturgy for the day will be supplied if necessary.
Psalms, Canticles and Responses for Evensong should use the texts from the Book of Common Prayer (1662).
[bookmark: _Toc113010362]
SUNG EUCHARIST
For Sung Eucharist the following music is required:
Mass setting  		Gloria, Sanctus, Benedictus, Agnus Dei
During Lent & Advent the Gloria is replaced by the Kyrie. 

Responsorial Psalm 	Music will be sent to you in advance of your visit.
Gospel acclamation  	Music supplied in this pack.
Gospel verse		Music will be sent to you in advance of your visit.
Sursum Corda 	Music supplied in this pack.
Communion motet
Organ Voluntary 	Title & composer
[bookmark: Eucharistrunningorder][bookmark: _Toc113010363]
Running order for Eucharist
One of our resident organists will play the hymns, responsorial psalm and gospel acclamation at the Cathedral Eucharist on Sundays when visiting choirs are with us. This is not a judgment on the musicality of visiting organists or their competence. It is simply that our organists know both the style of hymn playing (and therefore hymn singing) that the congregation is used to, and are also familiar with the speed at which the liturgy moves here. Accompanying the visiting choir for the ordinary of the Eucharist and the Anthem and voluntaries before and after is left to the visiting organist. On Sunday mornings, whichever resident organist is playing will arrive at 10.00am to rehearse the gospel acclamation and responsorial psalm. 
Assembly 	The choir should line up no later than 5 minutes before the service in the Locutory (the room that links the Nave to the Hostry by the Donations Desk).
The service follows the order listed in the printed books for each season, copies of which will be provided by the vergers. Hymns are not announced. The following things should be noted:
Introit Hymn 	Sung in procession.
Kyrie (during Advent and Lent) OR Gloria at all other times
Responsorial	Is sung immediately after the Old Testament lesson in the following format: Psalm
1. The organ plays over the response in unison octaves. 
2. The choir immediately sings the response once.
3. The choir and congregation then sing the response once. 
4. The choir then sings the verse of the psalm (which can be accompanied if     
    preferred), with the response sung by
    the choir and congregation at the appropriate points.  A Cathedral 
    organist will accompany this.


Gospel Acclamation 	Follows immediately after the Gradual Hymn. Music and 					instructions supplied. Please select the response appropriate to the 			season as printed later in this booklet.   A Cathedral organist will 
accompany this.  


Offertory Hymn	Please note that whichever Cathedral organist might play improvised                  
                      ‘interludes’ between verses if the offertory collection etc. is not yet finished.
Sursum Corda  	Music supplied in this pack.
Sanctus and 		Please note if Benedictus is particularly long please make a musical
Benedictus		cut.  In some circumstances it may be omitted with the prior
agreement of the Canon Precentor.

Agnus Dei 		This is sung during the administration of Holy Communion before
 the Communion motet.

Sung Dismissal 	From Easter to Pentecost only. Music supplied.

LIVE STREAMING
It has become our custom to livestream worship on Sundays for those who are unable to attend the services in person. We will be continuing this during visiting choir residencies and the videos will remain on our YouTube channel for no longer than 7 days. 


[bookmark: _Toc113010364]Notes for Organists

USE OF THE ORGAN IS RESTRICTED TO THE FOLLOWING:

	1. 	The Master of the Music, Organist, Assistant Organist. 
	2. 	School organists – with permission 
	3. 	Visiting recitalists. 
	4. 	Accompanists for visiting choirs. 
Anyone else must have specific permission from the Master of the Music, Organist or Assistant Organist. 

[bookmark: _Toc113010366]Practice times:	See page. 6
[bookmark: _Toc113010367]Registration:	There is a copy of the notes on appropriate registrations and balance for services in the Nave or in the Choir to be found on the console (as well as on page) On Sunday mornings, a cathedral organist will be on hand to advise on registration.
[bookmark: _Toc113010368]Voluntaries:	Please provide details of the titles and composers of your organ voluntaries for Sunday services. These should be sent at least 4 weeks in advance to the Assistant Organist.
[bookmark: _Toc113010369]Evensong:	Evensongs on Sundays proceed without announcement.
	Before the service, quiet organ music should be played for at least 5 minutes. The organist should stop playing once the choir are ready in the stalls and are facing inwards. Your improvisation should end in the key of the responses.
	Responses: Priest will cantor, no note required.
	Sunday hymn (after sermon): unannounced and follows immediately after sermon.
	Sung Dismissal: Unaccompanied, music supplied. No note required.	

[bookmark: _Toc113010370]Eucharist:	One of our resident organists will usually play the hymns, responsorial psalm and gospel acclamation at the Cathedral Eucharist on Sundays when visiting choirs are with us. Accompanying the visiting choir for the ordinary of the Eucharist and the Anthem and voluntaries before and after is left to the visiting organist.
Before the service, organ music should be played from approx. 10.15am., and should stop at precisely 10.23am so that the notices can be read. After the notices, a Cathedral organist will improvise/play the Processional Hymn.
The service follows the order listed in the printed books for each season, copies provided by the vergers.
Sursum corda: sung unaccompanied. The cathedral organist on duty will be on hand to tell you whether a note is required for the celebrant.
Communion: if the congregation is still receiving communion once the Agnus Dei and communion motet are complete, some soft organ improvisation may be appropriate. A cathedral organist will be on hand to advise on this.
Sung Dismissal: from Easter to Pentecost only, with organ accompaniment. Music and instructions supplied.

[bookmark: _Toc113010371]Organ specification:  see pg .20

[bookmark: _Toc113010373]Supplied Music


[bookmark: _Toc113010374]Gospel Acclamations (played by a cathedral organist) 
One of the following three Gospel Acclamations is used (depending on the time of year). 

Ordinary Time
[image: ]
Lent
[image: ]
Eastertide
[image: ]
Immediately after the second hymn, the organ plays following the acclamation in OCTAVES. The CHOIR then sings the acclamation. The CHOIR AND CONGREGATION then sing the acclamation once.
After the CHOIR AND CONGREGATION have sung the acclamation, the GOSPEL VERSE is sung (this will be sent to you in advance, and can be accompanied if preferred). At the end of the Gospel verse, the CHOIR AND CONGREGATION immediately sing the acclamation once.
The Deacon then announces the Gospel ‘The Gospel according to Saint…’ At this point the organist plays a unison G ‘gathering note’, and the choir then sing:
[image: ]
At the end of the Gospel, the Deacon announces: ‘This is the Gospel of the Lord’. At this point, the organist plays a unison C ‘gathering note’, and the choir and congregation sing:
[image: ]
The organ then plays over the acclamation in OCTAVES. The CHOIR AND CONGREGATION then sing the acclamation ONCE
An organ improvisation (played by a Cathedral organist) follows to cover the return of the procession, until the Preacher reaches the pulpit.
[bookmark: _Toc113010377]Sursum Corda
The Preface Dialogue below may be either said or sung (according to which member of clergy is celebrating). 
[image: ]





[bookmark: _Toc113010378][image: ]Evensong Dismissal (Ferial) weekdays
[image: ]
[image: ]
[image: ]


[bookmark: _Toc113010379]Evensong Dismissal (Festal) At weekends (Saturday and Sunday) and on Feast Days
[image: ][image: ]

[image: ][image: ]









[bookmark: _Toc113010380]Evensong Dismissal (Easter – Pentecost) – usually sung in G major*
[image: ]
[bookmark: _Toc113010381]Eucharist Dismissal	(Easter to Pentecost)
[image: ]


[bookmark: Psalms][bookmark: _Toc113010385]The Organ
The pedal lights will automatically turn on with the blower, the console lights are operated by a switch at the lower right of the console (near the pedalboard).

Piston Libraries and channels

Libraries
The black rotary knob on the left-hand side of the console marked LIBRARY controls which library is activated. 
Library 1 is for Visiting Choir organists. Please be sure that you are on Library 1 and please do not change any pistons on any other libraries. 

General Channels
General Channel 1 is set up as a crescendo for hymns at an average evensong – please do not change this. You are welcome to change any other general channels on Library 1. Usually the volume should be between piston 2-5 but on Festal evensong days if the choir and congregation process during a second hymn to the High Altar or a chapel at the east end, higher volumes are needed to support the singing – up to piston 10 for a larger congregation.

Divisional Channels
There are 16 divisional channels per library.
Library 1 Divisional 1 is set up on the Great and Swell as a general crescendo for accompanying.  Usually it is not necessary to play louder than Swell 7 and Great 5 when accompanying the choir in the Choir Stalls.  For Nave accompaniment Swell 7 and Great 4 is usually sufficient.  In each case the swell box rarely needs to be fully open. 
Divisional 2 is set up as a Nave crescendo but for accompanying it is best to use the settings on Div 1.
Divisional 3 is set up with ideas to accompany Tudor repertoire.
You are welcome to set up Divisional Channels 4-16 but please do not alter Divs 1-3.

The Solo box is quite near the console and may appear louder to the organist than it does downstairs. In terms of accompanying and balance, it should be generally possible to use the same approach to registration/balance on both sides of the Screen – with the exception of the Choir division, which does not speak as prominently in the Nave.

Cameras and choir mics
The top drawer of the cabinet directly to the left of the console contains a slide-out control panel with controls for the console cameras and choir mics. The large green on/off switch will activate both the cameras and mics.

The three screens are for the following zones of the Cathedral:

Left - livestream (angle cannot be modified)
Centre - Choir (East End)
Right - Nave (West End). The grey preset buttons labelled 1-5 switch automatically between different camera view points. It is also possible to pan the camera angle and zoom in/out manually. To decide which screen to control, please press either 1 or 2, and then the Cam button (1 = Choir screen, 2 = Nave screen).

To activate the mics, please press Console speakers, and also select which set of mics you would like to use (Choir/East End or Nave/West End). It is also possible to use headphones. There is also a speaker on the wall opposite the console which feeds through the Cathedral sound system. Please do not alter the East/West End mics balance.

Before you leave, please check the following:
- that you have replaced the blue cover
	- that you have switched off the screens/choir mics (green switch)
	- that you have switched off the console lights (switch on lower right)
	- that you have switched off the speaker on the wall behind you








[bookmark: Organspec]Organ Specification
[image: ]
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[bookmark: _Toc113010389]


VISITING CHOIRS SAFEGUARDING STATEMENT

All visiting choirs are expected to read and complete the Statement below. This form must be submitted at the latest four weeks in advance of your visit. Your choir will not be able to sing at Norwich Cathedral until this form has been satisfactorily completed and returned. 
NAME OF VISITING CHOIR: Norwich Cathedral is committed to the nurturing, protection and safekeeping of the children, young people and vulnerable adults in its care. 
1. It is the responsibility of Cathedral staff, volunteers, members of the congregation, members of visiting choirs and all contractors working on site to prevent the physical, sexual, emotional, financial or spiritual abuse of children, young people and vulnerable adults and to report any abuse, alleged or suspected.
2. The Chapter adopts the House of Bishop’s Safeguarding Policies and Practice. Details of all the most up to date policies and practice guidance are available on the Church of England website: https://www.churchofengland.org/safeguarding/safer-church
3. The overarching policy statement relating to both children and vulnerable adults which should be read and used by all is: Promoting a Safer Church (2017) available at: https://www.churchofengland.org/sites/default/files/2017-12/PromotingSaferChurchWeb.pdf

Will anyone under the age of 18 be singing or travelling with your choir? Yes/No

DATE(S) OF VISIT: 
On behalf of the choir named above I confirm:
1. that we have our own Safeguarding Policy/Statement, which I am sending along with this form (If you do not have a policy/statement please also fill out the form on pg. 23)
2. that we are familiar with the House of Bishop’s Safeguarding Policies and Practice and Promoting a Safer Church (2017) and agree to abide by its policies and procedures.
3. that I am providing with this form a full list of all members of the party including director(s) and organist(s), notifying the Cathedral of any subsequent changes in writing/via email or in person at the start of the visit
4. that all of those proposing to sing, play the organ, direct the choir or act as a chaperone during our visit to Norwich Cathedral have been told that if they have any conviction or are barred from working with children or vulnerable adults (or are currently being investigated about such issues) must be in contact with the Cathedral’s Named Person or Safeguarding Advisor directly to discuss safeguarding arrangements.
5. I am aware it may constitute a criminal offence to knowingly provide false information.



	Please list the names of everyone in your party, including organists and conductors
If by the deadline you are unable to provide a definitive list of names, you should supply a provisional list and update it subsequently via email 


	











	For choirs with members under 18yrs of age please give the names of accompanying chaperones with their Disclosure and Barring Service (DBS) certificate number or its equivalent


	Names of chaperones with DBS number

	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Names of any accompanying clergy (if not given above)

	
	




Signed:

Name:
Date:
Position in the Choir:
Full Postal Address:




Telephone:


Email: 



Please complete and return this form if your choir does not have a safeguarding statement/policy


Safeguarding Statement

for

…………………………………………………………………
(Name of Choir)




……………………………………. (Name of Choir) is committed to the nurturing, protection and safekeeping of the children, young people and vulnerable adults in its care. 

1. It is the responsibility of choir members and those working with the choir to prevent the physical, sexual, emotional, financial or spiritual abuse of children, young people and vulnerable adults and to report any abuse, alleged or suspected.

1. The Choir adopts the The Church of England’s House of Bishop’s Safeguarding Policies and Practice. Details of all the most up to date policies and practice guidance are available on the Church of England website: https://www.churchofengland.org/safeguarding/safer-church

1. The overarching policy statement relating to both children and vulnerable adults which should be read and used by all is: Promoting a Safer Church (2017) available at: https://www.churchofengland.org/sites/default/files/2017-12/PromotingSaferChurchWeb.pdf

1. Members of the choir, and those working with them, have had their safeguarding responsibilities explained to them and their attention has been drawn to the above policies and practice guidelines.


Signed:	………………………………………………………………………………………….

Name:		(BLOCK CAPITALS)……………………………………………………………………...

Position:	………………………………………………………………………………………….

Date:		………………………………………………………………………………………….



[bookmark: _Toc113010390]Reporting a concern whilst at Norwich Cathedral
[image: ]

Named Person for Safeguarding:  	
Canon Andy Bryant 	
01603 218331
canon.missionandpastoral@cathedral.org.uk


[image: ]
Cathedral Safeguarding Advisor:	
Peter Sayer		
07342 999386 
peter.sayer@dioceseofnorwich.org

In the absence of the Named Person, please contact the Canon in Residence via the Chapter Office 01603 218300. 
Out of the regular Chapter Office hours the contact is via the Vergers’ Team on 01603 218325. 
[image: ][image: ]If a child or adult is in immediate danger or requires medical attention call 999


[bookmark: _Toc113010391]Checklist/reminders

Please send your music choices (including organ voluntaries) as soon as possible but no later than FOUR weeks before your visit.
Please return your safeguarding form no later than FOUR weeks before your visit.

You will receive the chosen hymns for your visit
 no earlier than THREE weeks before your visit to us.

We will endeavour to send you the appropriate psalms, responsorial psalm and Gospel verse (Sunday morning only) as far in advance of your visit as possible.
Have you booked parking if needed?
Do you need to book a tour?  
Choir Leaders – have you passed this document on to your organists?






If you have a question please read carefully through this guide and, hopefully, the answer will be found!  For anything not covered in this guide please contact visitingchoirs@cathedral.org.uk .

Morning and Evening Psalms
According to the Book of Common Prayer

It is the custom of the Cathedral to sing all Psalms for the day at Evensong alternating monthly between the morning and evening psalms.  We can accommodate requests to sing a shorter portion of psalms – this must be agreed well in advance.

For use in January, March, May, July, September, November 

	Day
	Morning
	Evening

	1
	1-5
	6-8

	2
	9-11
	12-14

	3
	15-17
	18

	4
	19-21
	22-23

	5
	24-26
	27-29

	6
	30,31
	32-34

	7
	35,36
	37

	8
	38-40
	41-43

	9
	44-46
	47-49

	10
	50-52
	53-55

	11
	56,57
	59-61

	12
	62-64
	65-67

	13
	68
	69, 70

	14
	71,72
	73, 74

	15
	75-77
	78

	16
	79-81
	82-85

	17
	86-88
	89

	18
	90-92
	93, 94

	19
	95-97
	98-101

	20
	102, 103
	104

	21
	105
	106

	22
	107
	108, 109

	23
	110-113
	114, 115

	24
	116-118
	119.1-32

	25
	119.33-72
	119.73-104

	26
	119.105-144
	119.145-176

	27
	120-125
	126-131

	28
	132-135
	136, 137, 138

	29
	139-141
	142, 143

	30
	144-145
	146

	31
	147-148
	149-150





For use in February, April, June, August, October, December


	Day
	Morning
	Evening

	1
	6-8
	1-5

	2
	12-14
	9-11

	3
	18
	15-17

	4
	22-23
	19-21

	5
	27-29
	24-26

	6
	32-34
	30,31

	7
	37
	35, 36

	8
	41-43
	38-40

	9
	47-49
	44-46

	10
	53-55
	50-52

	11
	59-61
	56, 57

	12
	65-67
	62-64

	13
	69, 70
	68

	14
	73, 74
	71, 72

	15
	78
	75-77

	16
	82-85
	79-81

	17
	89
	86-88

	18
	93, 94
	90-92

	19
	98-101
	95-97

	20
	104
	102, 103

	21
	106
	105

	22
	108, 109 
	107

	23
	114, 115
	110-113

	24
	119.1-32
	116-118

	25
	119.73-104
	119.33-72

	26
	119.145-176
	119.105-144

	27
	126-131
	120-125

	28
	136, 137, 138
	132-135

	29
	142, 143
	139-141

	30
	146
	144-145

	31
	149-150
	147-148














Map of the Cathedral Close
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What to do if...

You have concerns about possible abuse
(including allegations):
¢+ In an emergency, call emergency services 999

¢ Otherwise, consult the Named Person for Safeguarding
Canon Andy Bryant (01603 218331) or, if unavailable,
Canon Aidan Platten (01603 218314).

¢ Decide together whether to seek advice or to make an
immediate referral to police or care services (see back
page).

¢ If you remain concerned, cannot contact the above and

want to talk to Cathedral’s professional Safeguarding
Advisor, contact Peter Sayer (07342 999386).

¢ Keep a record of what happened, your concerns and
your actions.

¢ Only tell others who need to know.
¢ Do not alert the alleged perpetrator.

A child, young person or adult wishes to disclose
they have been abused:
¢+ Listen. Keep listening. Do not question or investigate.

¢+ Do not promise confidentiality; tell them we need to
share this.

¢ Assure them they are not to blame.

¢+ Tell them what you are going to do and that they will
be told what happens.

¢+ Make careful notes of what is said, record dates, times,
events and when you are told.

+ Report it to the Named Person for Safeguarding
(01603 218331), or the Cathedral Safeguarding
Officer (07342 999386).

¢+ Only tell those who need to know.

Things to Remember

. Treat everyone with respect, setting a positive
example for others.

Respect personal space and privacy.

Ensure any actions cannot be misrepresented
by someone else.

Challenge unacceptable behaviour.

Do not put anyone, including yourself, in a
vulnerable or compromising situation.

Do not have inappropriate physical or verbal
contact with others.

You must not keep allegations or suspected
abuse secret.

If you feel worried about something you have seen or heard,
always seek advice.

You must not keep allegations or suspected abuse secret and
do not promise that you can keep information confidential.
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Contact details

Contact details continued

Cathedral Named Person for Safeguarding:
Canon Andy Bryant
canon.missionandpastoral@cathedral.org.uk
01603 218331

Cathedral Safeguarding Officer:
Peter Sayer
peter.sayer@dioceseofnorwich.org
07342 999386

The Canon Precentor:
CanonPrecentor@cathedral.org.uk
01603 218314

Norfolk County Council Children’s Services:
0344 800 8020

Norfolk County Council Adult Services:
0344 800 8020

Police: Dial 101
Dial 999 in an emergency

Norwich Cathedral Safeguarding webpages:
www.cathedral.org.uk

Helplines:
Childline

support and advice for children

www.childline.org.uk or 0800 I 111
NSPCC

for adults worried about a child

www.nspcc.org.uk or 0808 800 5000
Stop it Now/Lucy Faithfull Foundation

for an adult worried about their own behaviour or another’s behaviour towards children

www.stopitnow.org.uk or 0808 1000 900

Additional sources of help can also be found at:
www.churchofengland.org/safeguarding/promoting-safer-
church/reporting-abuse-and-finding-support
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Contact details continued

Cathedral Named Person for Safeguarding:
Canon Andy Bryant
canon.missionandpastoral@cathedral.org.uk
01603 218331

Cathedral Safeguarding Officer:
Peter Sayer
peter.sayer@dioceseofnorwich.org
07342 999386

The Canon Precentor:
CanonPrecentor@cathedral.org.uk
01603218314

Norfolk County Council Children’s Services:
0344 800 8020

Norfolk County Council Adult Services:
0344 800 8020

Police: Dial 101
Dial 999 in an emergency

Norwich Cathedral Safeguarding webpages:
www.cathedral.org.uk

Helplines:
Childline

support and advice for children

www.childline.org.uk or 0800 I 111
NSPCC

for adults worried about a child

www.nspcc.org.uk or 0808 800 5000
Stop it Now/Lucy Faithfull Foundation

for an adult worried about their own behaviour or another’s behaviour towards children

www.stopitnow.org.uk or 0808 1000 900

Additional sources of help can also be found at:
www.churchofengland.org/safeguarding/promoting-safer-
church/reporting-abuse-and-finding-support
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Contact details continued

 

 

Police: Dial 101 

Dial 999 in an emergency 

 

Norwich Cathedral Safeguarding webpages: 

www.cathedral.org.uk 

 

Helplines:

 

Childline 

support and advice for children 

www.childline.org.uk or 0800 1111 

 

NSPCC 

for adults worried about a child 

www.nspcc.org.uk or 0808 800 5000 

 

Stop it Now/Lucy Faithfull Foundation 

for an adult worried about their own behaviour or another’s behaviour towards children 

www.stopitnow.org.uk or 0808 1000 900 

 

Additional sources of help can also be found at: 

www.churchofengland.org/safeguarding/promoting­safer­

church/reporting­abuse­and­finding­support
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