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Organization of the Department  

Academic Administration  
The Mary Morgan Moore Department of Music is one of six departments within the College of 
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3. To assign faculty workloads in ways that fulfill the Department’s responsibility to provide 
reasonable student access to courses across days and times, using prime time and non-
prime time teaching slots 

4. To prepare long-term course schedules that allow students to graduate in a timely manner 
5. To prepare course schedules and teaching assignments to ensure appropriate allocation of 

resources—including University facilities—and to be consistent with the Registrar’s 
guidelines 

6. To provide leadership and oversight in program reviews and outcomes assessment, 
including the core curriculum for internal and external reviews and/or to meet accreditation 
or licensing standards 

7. To work collaboratively with on-campus and off-campus University officials to assign 
proper curriculum alignment with community colleges 

Student Affairs  
1. To develop and implement plans to recruit, advise, mentor, retain, and graduate students in 

a timely manner 
2. To provide information and access to student services 
3. To adjudicate student concerns and grievances in a fair and consistent manner while 

upholding University policies and processes 
4. To oversee the maintenance of appropriate student records 

Management and Administrative Responsibilities  
1. To oversee facilities/office space allocation and equipment for faculty and staff in 

collaboration with the Dean including the filing of appropriate space allocation reports 
2. To ensure all Department and College committees are appropriately staffed each year with 

Music faculty 
3. To manage course fee requests and ensure appropriate use 
4. To manage departmental Maintenance and Operation (M&O), travel budget, and/or other 

fiscal affairs for the Department, while ensuring appropriate stewardship of resources 
5. To respond promptly to accountability and compliance matters 
6. To participate in College and/or University governance and planning 
7. To gather data and prepare documents or reports regarding departmental activities 
8. To develop and/or manage advisory boards 
9. To communicate resource needs to the College and University administration 
10. To secure resources for the Department, when appropriate, through grant writing and 

fundraising initiatives 
11. To work with College and University Advancement officers to manage unit resources 
12. To serve as a liaison between the University administration and faculty/staff 
13. To represent the Department internally and externally (e.g., Commencement, Advisory 
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Faculty Roles and Responsibilities, including Collaborative 
Pianists and Academic Advisors  
All faculty are expected to follow the University guidelines in the LU Faculty Handbook, 
specifically Chapter IV. Faculty-Student Relations, which governs instructional practices. 

Faculty  
1. To organize and conduct educational programs and courses of instruction in accordance 

with the policies of the Board of Regents, SACSCOC and NASM 
2. To contribute to the advancement of knowledge through research and creative activities 
3. 
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The academic advisors support the mission of Lamar University by enhancing student 
development and success through exemplary service, collaboration, and support in academic 
advising. They facilitate student success and engagement by advising, enrolling, tracking, and 
referring students to faculty, departments, support services, and activities.  

Administrative Assistant  
The administrative assistant (AA) for the Department reports directly to the Chair and provides 
clerical support for the Chair to facilitate efficient and effective operation of the Department. The 
AA is responsible for following all processes pertaining to purchasing, mailing, copying, 
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Department Personnel Review Committee 
Tenured faculty members will vote in committee to make recommendations on the candidacy of 
faculty members for tenure. A committee of assistant/associate/full professors will evaluate a 
candidate for assistant professor. A committee of associate and full professors will evaluate a 
candidate for associate professor, and a committee of full professors will evaluate a candidate for 
full professor. Guidelines for this committee can be found in Chapter II, Policies and Procedures, 
Section 16 the LU Faculty Handbook.  
 
Faculty Search Committees  
All faculty search committees are subject to the guidelines provided in the Policies and 
Procedures for Academic Searches manual provided by the Office of Human Resources. 
 
Graduate Faculty Committee 
All faculty who teach graduate courses are required to be members of the Graduate Faculty and 
are subject to the Regulations for Graduate Faculty Membership. The Graduate Faculty 
Committee shall be comprised of a minimum of three graduate faculty. The committee will seek 
input from all graduate faculty when considering new initiatives or developing or refining policies. 
The Graduate Area Coordinator will serve as the chair and report directly to the Chair. 
 
 Responsibilities of the Graduate Faculty Committee include: 

�” To consider all areas of academic policy as applied to graduate studies 
�” To serve in an advisory capacity to the Chair in matters of graduate academic 

standards and appeals 
�” To coordinate the progress and educational well-being of graduate students 
�” To review and recommend changes in graduate academic and attendance policies 

 
Area Coordinator Committee 
The Area Coordinators Committee consists of a representative from Core Academic (History and 
Theory), Music Education, Vocal, Brass, Woodwind, Percussion, Piano and Collaborative 
Keyboards, Composition, and Graduate. They are expected to uphold the Functions and 
Responsibilities of the Area Coordinators outlined in this handbook. 
 
Area Coordinators must be full-time faculty members with three years of full-time teaching 
service to the Department. Coordinators serve a three-year term. Depending on availability of 
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�” To plan and coordinate annual vocal and choral activities 
�” To discuss and implement recruiting and retention efforts, with approval from the 

Department Chair 
�” To coordinate the audition and scholarship process for the area 

 
Area Committees: Core Academic, Brass, Woodwind, Percussion, Piano, and Composition  
The committees for each of these areas are to be comprised of all full-time and adjunct faculty 
within each area. The chair for each committee is elected by the area faculty and may rotate as 
desired by the faculty and approved by the Department Chair. 
 
 The responsibilities of this committee include: 

�” To develop, apply, and update standards for applied instruction within the area 
�” To provide a clear and unified vision for the area 
�” To plan and coordinate annual concerts and activities 
�” To discuss and implement recruiting and retention efforts, with approval from the 

Department Chair 
 
Honors Recital Committee
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and administrative assistant. One member of the committee will serve as chair, as elected by the 
committee members. 
 
 The responsibilities of this committee are: 

�” To solicit feedback from the student body, discuss as a committee, and present 
topics to the Department Chair for consultation and consideration. 

�” To provide feedback to the Department Chair from the student body concerning 
issues such as academics, facilities, policies, procedures, and the overall student 
experience within the Department. 

�” To meet at least once per semester as a committee prior to meeting with the 
Department Chair to discuss, organize, and prepare an agenda for the semesterly 
meeting with the Department Chair. 

Music Office and Mailroom Policies and Procedures  
The Music Office and Mailroom are two of the most heavily trafficked, non-academic rooms in 
the Department. Consistent order and respect of one another is expected of faculty, staff, and 
students at all times.  

Music Office Policies and Procedures  
The Music Office is typically open during normal business hours, Monday through Friday from 
8:00am until 5:00pm. If the Music Office is temporarily closed during normal business hours, a 
note will be placed on the door indicating the time of return. 
 
Please consider the following reminders of professional office etiquette: 

�” Professional respect and collegiality are of the utmost importance. 
�” Faculty, staff, student workers, and administration are expected to always interact with one 

another in a collegial manner. 
�” The door to the Music Office is often closed in order to maintain a quiet work 

environment, unless determined otherwise by the administrative assistant (AA). 
�” Given the limited office space
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Chair office hours vary according to meetings and events. Faculty, students, and staff may set 
appointments via the AA at least 24 hours in advance. Same-day appointments will not be granted. 
Please include a reason for the meeting request and any materials that will facilitate the discussion. 
If the Chair’s office door is open, walk-ins are welcome. 

Mailroom Policies and Procedures  
General Information 
The mailroom maintains constant traffic throughout the day and is a public space for faculty and 
staff. It is not a faculty lounge, and students are only permitted to enter for placing items in a 
mailbox. All equipment in the mailroom is for use by faculty and staff only—students are not 
permitted to use any equipment without permission from the Music Office. Faculty should refrain 
from using any space (including their mailbox) for storage, as it is not a secure location and will 
clutter the room (and mailbox). If mailbox is full or if there is mail remaining in mailboxes 
between semesters, the office will place all mail from the mailbox on the faculty member’s desk in 
their office.  
 
Mailroom Security 



   
 

15 

Photocopy Machines 
Photocopy machines in the Department are limited to copying of materials for administrative, 
instructional, and research purposes only. They are intended for the exclusive use of faculty, staff, 
graduate/teaching assistants, and approved student assistants (on payroll) under the direction of 
faculty. The Department does not maintain a student copy center; therefore, students are not 
permitted to use the departmental photocopiers.  
 
Copyrighted materials may be photocopied only in accordance with the guidelines according to 
The United States Copyright Law. These guidelines are posted at every copy machine and should 
be strictly followed. In addition to copyrighted materials, the following are inappropriate for 
copying on departmental machines: personal materials, multiple copies of student term papers or 
projects for distribution in class, anthologies used in courses, multiple copies of ensemble scores, 
and complete copies of copyrighted scores. 
 
All faculty and staff will be given a copy code upon hiring. 
 
Lightbox Key 
Because recitals in the Rothwell Recital Hall occur after business hours, it is necessary for a spare 
lightbox key to remain accessible to faculty at all times. The spare lightbox key is located in the 
cabinet immediately to the left of the mailboxes. If the Phi Mu Alpha stage assistants do not have 
their lightbox key, then a faculty member may use this spare key. Immediately after the event, the 
spare key is to be returned to its original location in case it is needed for the next event. 

Student Organizations  
All student organizations must be registered through the LU Student Organization Services and 
adhere strictly to the policies and procedures set forth by the University. Each of these 
organizations will have a music faculty sponsor to assist them with organizational needs and to 
coordinate room reservations. The faculty sponsors are to closely monitor all activities within the 
organization and ensure that proper University policies are being followed. 
 
The presidents from each organization will serve on the Student Advisory Committee and act as a 
conduit for sharing new ideas for the Department from the students to the Chair. 
 
While the Department does encourage students to participate in these student organizations, 
students (and especially the leadership of each organization) must be careful with the overall time 
commitment of extracurricular activities in relation to academic studies. Students interested in 
joining one of these organizations should consult the organizational profile in OrgSync. 

Kappa Kappa Psi  
Kappa Kappa Psi operates primarily as a student service and leadership recognition society whose 
chief aim is to assist the Director of Bands in developing the leadership and enthusiasm that is 
required of his/her band. KKY’s goals are to provide the band not only with organized and 
concentrated service activities, but also to give our membership valid and wholesome experiences 
in organization, leadership, and social contacts. The honorary nature of membership is based on 
the organization’s premise that “it is an honor to be selected to serve” this band, its department of 

https://www.lamar.edu/students/student-engagement/setzer-student-center/student-organizations/index.html
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https://www.lamar.edu/fine-arts-communication/_files/documents/music/f2.05-fillable.pdf
https://www.lamar.edu/fine-arts-communication/_files/documents/music/f2.05-fillable.pdf


   
 

18 

Faculty are expected to formulate an attendance policy for all classes consistent with Department 
and College policies and suited to the requirements of each course. Attendance policies should be 
included in all course syllabi and explained in detail at the beginning of the semester. 

Meetings, Retreats, Auditions, and Juries  
Faculty meetings, retreats, auditions, performances, and jury examinations are essential elements 
of the Department. According to the 
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meet all applicable distance learning standards provided in Section III.H. of the NASM Handbook 
prior to the course being offered online. All other standards of Lamar University and NASM are 
expected to be addressed during the Curriculum Council approval. 

Syllabi  
Each instructor shall prepare and distribute a syllabus or course outline for each course taught. The 
syllabus should be essentially the same for all faculty members who teach sections of the same 
course and may be prepared through committee action in the Department. The Music Office will 
maintain a file of current syllabi on all courses taught within the Department. All faculty are 
individually responsible for uploading their syllabi via Blackboard for each course. 
 

https://www.lamar.edu/students/registrar/registration/course-schedules.html
https://www.lamar.edu/students/registrar/registration/course-schedules.html
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exemptions include a degree recital, featured solo performance, professional audition, etc. that 
took place during the semester. 
 
The jury schedule will be determined by the Chair at the beginning of each semester, with requests 
for rooms and times made by the area coordinators. All sign-ups for jury times will be coordinated 

https://nam01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.lamar.edu%2Fforms%2Fmusic%2Fmusic-department-jury-form.html&data=04%7C01%7Cbshook%40lamar.edu%7C99c67b4e0832409385ff08d8811d411c%7C8cf8605bf7b2482486fb604423c32395%7C0%7C0%7C637401309927241273%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=XQOjrbp49xLwwq%2FrwOX5piitdOiaxIiD4R1tN2D01u8%3D&reserved=0
https://www.lamar.edu/catalog/general-academic-policies/index.html
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F = Fail. The course must be repeated to earn credit. 
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Class Rolls and Class Records  
Faculty are to work closely with the Music Office in assisting the Registrar’s Office with the 
verification of class rolls. The accurate and timely verification of these rolls is a significant 
responsibility of all full-time and adjunct faculty. Careful review of all rolls is required to ensure 
each student is enrolled in the correct course and section.  
 
In addition, detailed class records must be kept by all faculty each semester. This is the only way 
grade disputes can be reconciled later or when a faculty member is no longer employed at Lamar. 
Applied instructors should make a special effort to record a specific indication of how their grades 
were determined. These comments and explanations are to be contained within Blackboard and on 
the student’s jury sheet. 

Course Evaluations 
Semesterly course evaluations are a prime opportunity for students to provide faculty with 
feedback regarding their experience in the course. Faculty members should encourage students to 
complete the online course evaluation every semester, and then use these comments to assist with 
making improvements to the course when necessary. The faculty and Chair may use the results of 
course evaluations during the annual assessments of faculty, as well as in the tenure and 
promotion process. 

Regulations for Graduate Faculty Membership  
Faculty teaching graduate credit courses must be members of Lamar University’s graduate faculty. 
A candidate for membership must complete form G-4 (Application for Graduate Faculty 
Membership) and return it to the Department Chair, who shall then review and forward it to the 
Dean. The Dean shall review the application and forward it to the Office of Graduate Studies. The 
application shall then be considered by the Graduate Faculty Review Committee and the Graduate 
Council which then shall make the final recommendation to the Dean of the College of Graduate 
Studies for action.  
 
Further explanations and qualification can be found in Chapter II, Policies and Procedures, 
Section 9 - Graduate Faculty Appointment of the LU Faculty Handbook. 

On-Campus Presence and Office Hours 
Adopted by COFAC April 2022: 
An on-campus presence is essential for all full-time faculty who teach at least one in-person class 
within a semester. Being readily accessible to students outside of class is a vital component of 
student success and retention (see Teaching and Instructional Activities on the F2.08). Similarly, 
being on-campus and interacting with colleagues in faculty meetings, committee meetings, and on-
campus community and recruiting events assists with the missions of the department, college, and 
university and also fosters collegiality and collaboration among colleagues (see Service on the 
F2.08). The expectations for faculty to be on campus for such activities will be set by the 
Department Chair in consultation with the Dean. The expectation of the CoFAC is for 

https://graduatestudies.lamar.edu/forms.html
https://graduatestudies.lamar.edu/forms.html
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departmental faculty meetings to take place on campus (and in person) with all full-time faculty in 
attendance. 
 
Establishing consistent hours of availability is one of the most effective ways to assist students 
outside of the classroom. All full-time faculty teaching at least one on-campus course in the fall or 
spring semester should maintain a minimum of five office hours per week (posted on their office 
door and in their syllabi) for the duration of that semester. Faculty may offer office hours after 
5:00pm to accommodate students who work full- or part-time. Of the five office hours, a 
minimum of three are required to be on-campus and in-person. Department Chairs will establish 
the requirements for the remaining two hours as either in-person or virtual. Office hour 
expectations for faculty teaching in the summer will be determined by the Department Chair and 
approved by the Dean. 
 
During the posted on-campus office hours, faculty must be present and available for walk-ins, 
phone calls, and virtual meetings. These five office hours are not to be “by appointment only,” but 
faculty can accept student appointments during those times (as well as other times throughout the 
week).  
 
Full-time faculty who teach exclusively online are to maintain a minimum of five virtual office 
hours per week for the duration of the semester. During the virtual office hours, faculty should be 
easily accessible to all students via a virtual environment (Collaborate Ultra, Teams, Zoom, etc.). 
Virtual office hours may not be “by appointment only,” but faculty can accept student 
appointments during those times (as well as other times throughout the week). Other appointments 
are acceptable beyond the five office hours, but not in place of them. 
 
According to the LU Faculty Handbook, “Part-time faculty shall maintain office hours equal to or 
greater than the number of classroom hours required by their appointment. Those teaching online 
shall hold virtual or electronic office hours.” Those teaching on-campus shall hold on-campus, in-
person office hours. 
 
Faculty are also required to send their class schedules (including planned office hours) to the 
Music Office by the 10th class day in each semester. Faculty are encouraged to post a temporary 
schedule until 10th class day.  
 
Requests for exceptions to this policy are subject to review by the Department Chair and Dean. All 
requests for exceptions must be submitted to the Department Chair in writing at least two weeks 
prior to the start of the semester. 
 

Health, Wellness, and Safety  
This information is provided to address the accreditation standards of the National Association of 
Schools of Music (NASM) to increase awareness of the health and safety concerns of musicians. 
Furthermore, the Department seeks to promote an environment of wellness among its faculty and 
students. 
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According to the NASM Handbook: 
          

https://www.lamar.edu/students/student-engagement/student-health-center/index.html
https://www.lamar.edu/fine-arts-communication/speech-and-hearing-sciences/audiology-clinic.html
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Adapted from: Protecting Your Hearing Health: Student Information Sheet on Noise-Induced 
Hearing Loss – NASM/PAMA: November 2011, V-2. 

Vocal Health  
Students and faculty should be aware of vocal health in regard to personal practice and ensemble 
participation. 
 
Student Information Sheet on Protecting Your Vocal Health from the National Association of 
Schools of Music (NASM) and Performing Arts Medicine Association (PAMA). 

�” Vocal health is important for all musicians and essential to lifelong success for singers. 
�” Understanding basic care of the voice is essential for musicians who speak, sing, and 

rehearse or teach others. 
�” Practicing, rehearsing, and performing music is physically demanding. 
�” Musicians are susceptible to numerous vocal disorders. 
�” Many vocal disorders and conditions are preventable and/or treatable. 
�” Sufficient warm-up time is important. 
�” Begin warming up mid-range, and then slowly work outward to vocal pitch extremes. 
�” Good posture, adequate breath support, and correct physical technique are essential. 
�” Regular breaks during practice and rehearsal are vital in order to prevent undue physical or 

vocal stress and strain. 
�” It is important to set a reasonable time limit on the amount of time that you will practice in 

a day. 
�” Avoid sudden increases in practice times. 
�” Know your voice and its limits, and avoid overdoing it or misusing it. 
�” Maintain healthy habits. Safeguard your physical and mental health. 
�” Drink plenty of water in order to keep your vocal folds adequately lubricated. 
�” Limit your use of alcohol and avoid smoking. 
�” Day-to-day decisions can impact your vocal health, both now and in the future. Since vocal 

strain and a myriad of other injuries can occur in and out of school, you also need to take 
care of your own vocal health on a daily basis. Avoid shouting, screaming, or other 
strenuous vocal use. 

�” If you are conTj
0 g
/T(n pr)3 d(f)3 ( you a)4 (r)-7 (e)4 ( c)4 (on)-10 (Tj
0 g
/T(n pr)3 d)3 ( 52 08 272.52 Tm
-2 (c)4 (ohol)-12 5002 Tw7.72 Tm
 ) de and in the. 

�” 

https://www.lamar.edu/fine-arts-communication/speech-and-hearing-sciences/speech-language-path-clinic/index.html
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Fight Fatigue and Sleep Deprivation 

�” Avoid stimulants like caffeine and nicotine. 
�” Have a good sleeping environment. Get rid of anything that might distract you from sleep, 

such as noises or bright lights. 
�” Stick to a sleep schedule. Go to bed and wake up at the same time each day, even on the 

weekends. 
�” See your health provider if you continue to have trouble sleeping. 
�” Avoid pulling an all-nighter to study. 

Get Physical Activity 

�” Stay active. Regular physical activity can help keep your thinking, learning, and judgment 
skills sharp. It can also reduce your risk of depression and may help you sleep better. 

Eat a Balanced Diet 

�” Talk with a nutritionist or dietician at a health clinic on campus or in the community about 
improving your diet. 

�” If you or someone you know is showing signs of an eating disorder, get help. Find a friend 
to go with you or offer to go with a friend to talk to a counselor or doctor who knows about 
eating disorders. 

Avoid Substance Abuse 

�” Access healthy activities and safe places on campus to meet friends. 
�” Avoid second-hand smoke. 
�” Don't drive after drinking or using drugs. 

Have Healthy Relationships 

�” Avoid relationships with those who drink heavily or use drugs, act aggressively, or treat 
you disrespectfully. 

�” If anything in your relationship makes your feel uncomfortable, talk to someone you can  
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Campus Safety  
The Lamar University Police Department (LUPD) is on campus to serve in the protection of your 
person, your property, and the University’s property.  
 
The LUPD is charged with the enforcement of University and systems regulations and all state, 
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Guidelines For Academic Advising  
Academic advisors provide academic advising and support for students by helping them navigate 
the University environment, guiding them towards campus resources and assisting them with 
course selection during the registration period and throughout the year. 
 
Every music student must meet with an academic advisor every semester to select and register for 
classes. Lower-level incoming freshmen and transfer students with fewer than 45 earned hours are 
advised in the Undergraduate Advising Center (UAC). Upper-level students with 45 or more 
earned hours are advised in the Department.  
 
Students will be sent an email to schedule an appointment through an online portal when class 
schedules are posted for the next semester (usually early November and early April). Web 
registration by students is not available for Music majors. Students will register for classes during 
the advising appointment. It is recommended that students review their degree plan and check that 
there are no registration holds before meeting with their academic advisor. 
  
Students have access to their academic advisors throughout the year. Should any questions or 
concerns arise, students are encouraged to email their advisor to schedule an appointment. 
 
Students are prohibited from participating in any course in which they are not registered. 
 
Students desiring to Audit a course (will not earn course credit or a grade) must have the written 
approval from the major’s Department Chair, instructor, and instructor’s Department Chair. 
 
Students and faculty should visit the LU General Academic Policies and Procedures for more 
information on advising. 

Degrees Offered in the Music Department  
�x Bachelor of Music (Band - Leading to Teacher Certification) 
�x Bachelor of Music (Choir - Leading to Teacher Certification) 
�x Bachelor of Music in Performance 
�x Bachelor of Music in Composition 
�x Bachelor of Arts in Music 
�x Master of Music in Music Education 
�x Master of Music in Performance 

 
The Music Department does not offer any double majors in Music (that would combine two of the 
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audition process (for prospective Music majors only). If the student is accepted into the Music 
program, he/she will complete the Change of Major Form, which requires signatures of Chairs 
from both the current major and the new major (or minor), as well as the advisor’s signature. 
 
Students who are currently a Music major, but who would like to change to the Performance 
major, must still complete the audition process to change their major. It is recommended that the 
student discuss their intentions with their primary applied instructor prior to requesting their 
audition. The primary applied instructor will inform the area coordinator and the audition will take 
place during the next jury. The jury panel will assess the audition and make a final determination. 
The Music Office will be notified of the decision via the electronic jury form and the primary 
applied instructor will discuss the results with the student. If the change of major has been 
approved, the student’s advisor will be notified. 

Process for Changing Major or Minor Away from Music  
Students who wish to change their major (or minor) away from Music must initiate the process by 
filling out the Music Department Change of Major / Minor Form. This form is automatically sent 
to the Department Chair, who will in turn forward it to the student's primary applied instructor, 
large ensemble director, academic advisor, and the Music Department administrative assistant. 
This form may also be completed by those who are withdrawing from the University completely. 
 
After completing this form, the student is to obtain the University Change of Major form, fill it out 
accordingly, and obtain signatures in the order indicated. 
 
Students are strongly encouraged to have conversations with their applied instructors, as well as 
their ensemble directors, regarding their intention to change their major/minor in order to preserve 
positive professional relationships. 
 
Changing a major (or minor) away from Music will nullify all existing Music Department 
scholarship agreements. Scholarships will be nullified at the beginning of the next semester once 
the change of major is complete. 

Piano Proficiency Policies and Requirements  
All students seeking a music degree at Lamar University, including transfer students, must 
demonstrate piano proficiency by completing the class piano course sequence prior to graduation. 
Students who audition and are accepted to study piano as their principal instrument are exempt 
from the piano proficiency exam and are not required to demonstrate proficiency in another 
instrument or voice.  
 
To achieve proficiency, typically all four class piano courses in the sequence are required (MUSI 
1181, 1182, 2181, 2182); however, students with prior piano experience, either as private lessons 
or piano classes taken at another institution, will be placed in a course level based on ability level 
determined by a piano placement exam at their initial auditio
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institution and wish to complete their piano requirement must take a piano proficiency exam 
equivalent to the final exam of MUSI 2182 Class Piano IV within the first twelve class days and 
receive a minimum score equivalent to a “C.” If the student is deemed deficient, the piano area 
coordinator will recommend they be placed in the appropriate level course in the sequence. 
 
A separate piano proficiency exam is not required for students enrolled in MUSI 2182 Class Piano 
IV.  Successful completion of the course with a minimum grade of “C” satisfies the departmental 
piano proficiency requirements. 
 
Specific questions regarding the piano proficiency requirements can be directed to the Piano Area 
Coordinator.  

GPA Requirements for Music Majors/Minors  
Students must maintain a cumulative LU GPA of 2.0 or higher in order to remain in “good 
standing” according to the University’s standards. Aside from first-semester freshmen and first-
semester students transferring from another university (for which no LU GPA exists in their first 
semester), the minimum cumulative GPA requirement for acceptance to any degree program in the 
Music Department is a 2.0. Students who fall short of this requirement will not be permitted to 
declare Music as a major or minor. 
 
Students must have a cumulative GPA of 2.75 to register for pedagogy classes (PEDG) offered by 
the College of Education and Human Development. which are required for the Bachelor of Music 
leading to Teacher Certification.    

Overload Requests for Students  
Undergraduate students who are enrolled in 12 hours per semester are considered full-. The 
maximum number of enrolled hours for an undergraduate student is 18. Undergraduate students 
who wish to enroll in more than 18 hours must receive approval from their advisor, Chair, and 
Dean. Typically, students who have a GPA lower than 3.0 will not be permitted to carry an 
overload. The maximum number of allowable hours (with overload approval) is 21. 

Advanced Standing Examinations  
The Music Department has determined that Advanced Standing Examinations (ASE) will be 
approved only in extremely rare circumstances, in which a letter of recommendation from the 
professor of the course in question is required. Students who have previously failed the course in 
question, or who have earned a “D” or lower in the course sequence, will not receive approval for 
an ASE.  
 
Students who wish to request approval must provide the Department Chair with a detailed request 
letter prior to the first day of classes in the given semester. This letter shall include 1) reasoning 
for the request explaining the nature of the extremely rare circumstance, 2) evidence of the 
student’s potential to pass the exam based upon prior study/learning (documentation strongly 
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carefully follow FERPA’s release of information procedure. It is important to note that FERPA 
only permits information to be released to an individual designated by the student. Filling out the 
Student Authorization to Release Educational Records form does not guarantee that Lamar 
University personnel will engage in conversation with whomever the student has designated. All 
conversations are to occur directly between Lamar University personnel and the student—not 
between Lamar University personnel and a third party. Even if the student is present along with 
the third party, Lamar University personnel are to receive questions directly from the student and 
respond directly to the student. Third parties not willing to follow this procedure will be dismissed 
from the meeting. 
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Due to the annual fluctuations of the unrestricted accounts, the Chair reserves the right to move 
funds from one index to another depending on departmental needs; however, it is recommended 
that the Chair discuss such potential changes with the individual index managers prior to making 
any transfers. 
 
For more information about the University Budget structure, see the Guidebook to Budget 
provided by the University. 

Faculty Travel and Studio Allocations Overview  
The Chair will prepare a departmental budget at the start of the fiscal year (September 1). Two 
facets of the departmental budget that impact faculty (and students) directly are the faculty travel 
and studio allocations. For more information regarding University faculty travel allocations, 
policies, and procedures, please see Policies and Procedures Related to Faculty Travel. 
 
If funds are available, the Chair will set aside funding for each of the following areas to be used 
for/on students as part of the studio allocation: 

�” Each Applied Instrumental Studio 
�” Vocal Area (one allocation that can be combined or split between studios) 
�” Music Education 
�” Music History 
�” Composition Studio 

 
These funds will not roll over from year to year. All purchases must be requested by March 1. 
Any remaining funds not used by March 1 will be absorbed by the Department for other needs. All 
requests are to be officially submitted no later than one month in advance.. 
 
Studio allocation funds are to be spent only on items that directly impact students, such as 
equipment, sheet music, guest artists, subscriptions, etc. These funds may not be used for faculty 
travel. Requests for using studio allocation funds should be entered via the Studio Allocation 
Purchase Request Form. 

University Purchases  
The University has very strict rules regarding purchases with University funds. If these rules are 
not followed, purchase orders will be returned. For this reason, it is recommended that all 
purchase orders be entered at least one month in advance of expected delivery. Index managers 
are responsible for being familiar with the rules outlined by the Purchasing Office. Last-minute 
requests cannot be guaranteed. 

Requesting Purchases  
All purchases made by an index manager only need final Chair approval via the Cardinal Purch 
system. It is the index manager’s responsibility to manage their own funds with minimal 
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Purchase requests made by faculty (within their studio allocation) are to be made directly to the 
Chair by filling out the Studio Allocation Purchase Request Form. 
 
Any materials that include a Lamar University logo (shirts, posters, programs, etc.), must include 
the exact logo to be used in the requisition for approval prior to production.  

Procurement Card 
Lamar University offers all departments a MasterCard Procurement card (ProCard) program for 
ordering supplies or business services. The program is a fast, flexible alternative for processing 
low dollar value purchases from vendors that accept the MasterCard credit card. The card is 
available for use with state and local accounts except those in the Restricted Funds. 
 
The Procurement Card Program is authorized by the State of Texas Building and Procurement 
Commission (TBPC) contract with Bank One. With the ProCard the end user will be able to 
purchase non-restricted commodities of less than $250 for E&G (State) or less than $500 for local 
funds, directly from vendors without issuing a purchase order or entering an accounting 
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Checks should be mailed to: 
Lamar University  
Department of Music 
C/O Department Chair 
PO Box 10044 
Beaumont, TX 77710 

 
Upon receipt of the check, the Music Office will complete the Lamar University Gift & Donation 
Form and submit it to the Advancement Office.  

Contracting Guest Musicians, Students, and Guest Artists  
It is imperative that all vendors are secured in writing no later than one month prior to the event 
to ensure timely processing of paperwork for payment. The hosting faculty member/director is 
responsible for communication with the vendors and Music Office. The Music Office will not be 
held liable if deadlines and policies are not followed. 

Hiring Vendors as Temporary Employees  
All vendors being hired by the University as temporary employees must fill out a hiring packet 
and complete an I-9. The I-9 must be completed by the vendor either at the LU Human 
Resources Office or another official HR office. Once these forms are completed, the Music 
Office will prepare and submit the Employee Personnel Action Form for guaranteeing payment. 
The (FPAF) will be processed after services are rendered. 

Hiring Students for Special Events 
The process for hiring students to perform for an event (for pay) will be the same as hiring a 
temporary employee. Any students who are likely to perform (for pay) at any point during the year 
are strongly encouraged to fill out a hiring packet in September to ensure that payment is 
processed and received as soon as possible. 

Payment for Guest Artists/Lecturers  
All requests for guest artists must be processed by the hosting faculty member through the Guest 
Artist Request Form. 
 
All vendors (such as guest artists/lecturers) who have been offered compensation will be 
compensated for the service provided, as long as the details are communicated and approved prior 
to confirming the vendor’s involvement in the event. In order to do this, the Music Office will 
submit a requisition. The requisition must include an email showing proof that the hosting faculty 
member communicated the promised amount, New Vendor Information Form (if they have never 
been paid by Lamar before), Certificate of Completion (if they will be interacting with minors), 
and a W-9 (to be provided by the hosting faculty member/director and completed by the vendor). 
These forms must be received by the Music Office no later than two months prior to the event. 
Upon receipt of these forms, the Music Office will prepare the requisition, attach a PDF of the 
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Procedures for more information on how to request a room). Upon leaving a classroom, faculty 
are to close and lock the door of the classroom that was in use—especially Rothwell. 
 
Students are permitted in the Music Building on weekends, but the building must remain locked 
for security purposes. To request access to the building, a faculty member should make a request 
to the chair on behalf of their applied student, which includes their name, L#, major, applied 
instrument/voice, and name of their applied instructor. Once the request is made to the chair, the 
students may call LUPD and request access. Students must have a valid LU ID and L# to be 
granted access. Propping doors (or illegal/unauthorized entry) is strictly forbidden and will 
result in the loss of access privilege.  
 
Students are permitted access to the main building, instrument storage room, and practice rooms. 
All other rooms (Wiley, Rothwell, classrooms, computer lab, etc.) require written approval from 
the Chair, along with a faculty member present at all times. 
 
Students must get the approval of the Percussion area coordinator to access the Banner building on 
evenings and weekends. 
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�” Room 218 is typically used as a small ensemble rehearsal room or classroom space, as 
needed. Faculty may reserve this room by filling out the Room Reservation Request Form. 

�” Private lessons for personal financial gain are not permitted on the Lamar University 
Campus, and removal of University instruments or equipment from campus to teach 
private music lessons is not permitted. 
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Instrumental and Choral Locker Policies and Procedures  
The Department has several lockers for students to use throughout the long semesters. While these 
lockers are secured with a padlock, Lamar University cannot be held responsible for any items lost 
or stolen from these lockers. Students who do not request a locker and have an instrument will be 
required to keep instruments out of the locker room, hallways, practice rooms, classrooms, or any 
other room in the building. 
 
The lockers will be managed and monitored by the graduate band assistants. At the end of each 
semester, all lockers will be cleaned out. Locker availability for the next semester will be 
announced by graduate band assistants. The process is as follows: 

Locker Clean Up Process 

�” An announcement will be made via email, signs on the bulletin board, and at Departmental 
Recitals that lockers must be thoroughly cleaned out by the proposed date or belongings 
will be removed and kept in a secure location for a limited duration. The students will be 
asked to leave the locks on their old locker (unlocked) after they have been cleaned out.  

�” All locks will be collected and returned to the Band Office. In the event that a student has 
misplaced their lock (or if it is damaged), the student will be subject to a $25 fee. In the 
event that a locker is still locked, all belongings will be removed and will be placed in a 
secure location for a limited duration. 

�” After all locks are returned, the cleaning process (provided by KKY) will commence and 
will include: 

�|  Removal of all belongings from the lockers 
�|  Clean lockers (inside and outside) with paper towels and Windex 
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University Equipment  
Students, faculty, and staff are to familiarize themselves with, and adhere to, the official Lamar 
University policies regarding the use of State-owned property. These policies can be found under 
Section 2 - General Policies, Policy Number: 2.13 - Use of State-Owned Property. 

General Care / Maintenance 
Lamar University provides facilities and equipment for use by students, faculty, and staff. Due to 
the specialized nature of our resources, these items purchased with State and University funds are 
reserved for use by students, faculty, and staff within the Department. Persons or organizations 
outside the Department who wish to use Department facilities or equipment must receive 
permission from the Chair (see Equipment Loan Policy). 
 
All students, faculty, and staff are to treat facilities and equipment with the highest respect and 
care in order to enjoy greater longevity of our resources. Those who ignore this general principle 
will lose their privileges. 
 
The Music Office strives to keep the buildings and departmental equipment in excellent working 
condition. Should any departmental property require repair, please inform the Music Office 
immediately. The Music Office wil l then submit a Work Order. If an instrument needs repair, 
please inform the appropriate applied faculty member and/or the appropriate ensemble director. 
 
When moving heavy equipment or items in bulk (such as chairs and stands), always use the 
appropriate rack or cart to prevent damage to the equipment and/or building. Always use multiple 
people when moving many items or anything that is heavy or cumbersome. See Piano Policies for 
specific information about moving pianos. 
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�” No items may be placed on pianos, with the exception of the pianos in faculty offices 
where faculty may place music and other lightweight items that will not damage the case. 

�” Absolutely no food or drinks should be placed on any piano at any time.  
�” 
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need to be moved to Wiley, the Piano Area Coordinator must be notified and the move 
approved by the Chair. 

�” When not in use, the concert piano should be stored stage right under the Sara and Hugh 
Thompson dedication plaque. After any use of the piano, the faculty member responsible 
for the room reservation must ensure that the concert piano is returned to the designated 
storage area and the older, satin finish piano is returned to stage center. 

�” No items should ever be placed on the concert piano even when covered. This includes 
bottled water, instruments, cases, laptops, etc. 

�” When not in use, the concert piano must remain covered and locked at all times. 
�” Avoid unnecessary touching of the case of the instrument when uncovered. It has a high-

gloss finish and easily shows fingerprints. 

Equipment Loan Policy  
Lamar University and the Department of Music have many equipment resources for student and 
faculty use. These items, if removed from campus or used for any length of time by one 

https://www.lamar.edu/fine-arts-communication/_files/documents/music/inPg 23 0 R/8 4745 2aHcommunication/_files/documentsRI/URI(33 2430 2834 2542 31u368(ht/13 0 R/Pg 123 0 R/S/LBody>><</K 45/Lang(EN-US)/P 27925.19 ype/Annot>><</S/URI/URI(4ttps://www.lamar.edu/fine-arts-communication/_files/documents/music/inPg 23 0 R/8 4745 2aHcommunication/_files/documentsRI/URI(33K 2836  64]/Lang0>><</K 2799 0 R/P 26  64]/Lang0>><</K 2799 0 R/P 25  64]/Lang0>><</K 2799 0 R/P 24  64]/Lang0>><</K 2799 0 R/P 23  64]/Lang0>><</K 2799 0 R/P 26  64]/Lang0>><</K 2799 0 R/P 21  64]/Lang0>><</K 2799 0 R/P 20  64]/Lang0>><</K 2799 0 R/P 19  64]/Lang0>><</K 2799 0 R/18dy>><</K[23<</Ob822 US)/P 2789 0 R/Pg 123 0 R/S/L14dy>><</K[23<</Ob827 US)/P 2789 0 R/Pg 123 0 R/S/L10dy>><</K[23<</Ob826808 0 R/Type/OBJR>>]/Lang(EN-U101(ENMCID 20 R/Type/OBJar.edMCRng(ENMCID 60 R/Type/OBJar.edMCRng]dy>><</K[23<</Ob82S<</S/S/Typ1 0 R/Pg 123 0 R/S/L97dy>><</K[23<</Ob824<</S/S/Typ1 0 R/Pg 123 0 R/S/L93dy>><</K[23<</Ob823<</S/S/Typ1 0 R/Pg 123 0 R/S/L89dy>><</K[23<</Ob822<</S/S/Typ1 0 R/Pg 123 0 R/S/[75 2831 0 R]dy>><</K[23<</Ob821<</S/S/Typ1 0 R/Pg 123 0 R/S/[2832  0 R2833 0 R]dP/P 26  64]Pg RI(33K 2831  64]/L2831 0 R/K 2799 0 R/P 30  64]/L2831 0 R/K 2799 0 R/84dy>><</K[23<</Ob829<</S/S/Typ1 0 R/Pg 123 0 R/S/L80dy>><</K[23<</Ob828<</S/S/Typ1 0 R/Pg 123 0 R/S/[24 2837 0 R]dy>><</K[23<</Ob820<</S/S/Typ1 0 R/Pg 123 0 R/S/[2834  0 R2835  0 R2836  0 R2837  0 R2832  0 R2839  0 R2840  0 R2841  0 R2842  0 R2843 0 R]dP/P 36  64]Pg RI(33K 2853  64]/L2833 0 R/K 2799 0 R/P 52  64]/L2833 0 R/K 2799 0 R/P 51  64]/L2833 0 R/K 2799 0 R/P 50  64]/L2833 0 R/K 2799 0 R/P 49  64]/L2833 0 R/K 2799 0 R/P 48  64]/L2833 0 R/K 2799 0 R/P 47  64]/L2833 0 R/K 2799 0 R/P 46  64]/L2833 0 R/K 2799 0 R/P 45  64]/L2833 0 R/K 2799 0 R/P 44  64]/L2833 0 R/K 2799 0 R/70dy>><</K[23<</Ob843<</S/S/Typ1 0 R/Pg 123 0 R/S/L(hty>><</K[23<</Ob842<</S/S/Typ1 0 R/Pg 123 0 R/S/L(2ty>><</K[23<</Ob841<</S/S/Typ1 0 R/Pg 123 0 R/S/ 58dy>><</K[23<</Ob840<</S/S/Typ1 0 R/Pg 123 0 R/S/ 54dy>><</K[23<</Ob839<</S/S/Typ1 0 R/Pg 123 0 R/S/L50dy>><</K[23<</Ob838<</S/S/Typ1 0 R/Pg 123 0 R/S/ 49dy>><</K[23<</Ob837<</S/S/Typ1 0 R/Pg 123 0 R/S/ 42ty>><</K[23<</Ob836<</S/S/Typ1 0 R/Pg 123 0 R/S/ 38dy>><</K[23<</Ob83S<</S/S/Typ1 0 R/Pg 123 0 R/S/L34dy>><</K[23<</Ob834<</S/S/Typ1 0 R/Pg 123 0 R/S/L2869  64]/Lan31 0 R/K 2799 0 R/P 64  64]/Lan31 0 R/K 2799 0 R/P 63  64]/Lan31 0 R/K 2799 0 R/P 62  64]/Lan31 0 R/K 2799 0 R/P 61  64]/Lan31 0 R/K 2799 0 R/P 60  64]/Lan31 0 R/K 2799 0 R/P2ty>><</K[23<</Ob859<</S/S/Typ1 0 R/Pg 123 0 R/S/L18dy>><</K[23<</Ob858<</S/S/Typ1 0 R/Pg 123 0 R/S/ 14dy>><</K[23<</Ob857<</S/S/Typ1 0 R/Pg 123 0 R/S/ 10dy>><</K[23<</Ob856<</S/S/Typ1 0 R/Pg 123 0 R/S/ 9dy>><</K[23<</Ob85S<</S/S/Typ1 0 R/Pg 123 0 R/S/L2ty>><</K[23<</Ob854<</S/S/Typ1 0 R/Pg 123 0 R/S/L2869  64]/Lan26  64]Pg 799 0 R/P 68  64]/Lan26  64]Pg 799 0 R/P ty>><</K[23<</Ob867<</S/S/Ty22 US)/Pg 123 0 R/S/L24dy>><</K[23<</Ob866<</S/S/Ty22 US)/Pg 123 0 R/S/Par/P 1432 071/Pg 123 0 R/S/Link>><</A 2807 0 R/19<</S/S/Ty22 US)/PgRefeRI/ceRI(33 24372 0 0]/H/I/Rect[420.65 476.919 498.492 490.718]/StructPar54.37 388.881 527.166 384.676ot>><</S/URI/URI(1ttps://www.lamar.edu/fine-artD[y22 US)/XYZ 807 0S<<.18]S/GoTo0 R/S/P6/P 1432 074/Pg 123 0 R/S/Link>><</A 2807 0 R/13<</S/S/Ty22 US)/PgRefeRI/ceRI(33 24375 0 0]/H/I/Rect[420.65 476.919 498.492 490.718]/StructPa221.379 550.266 339. 61 564.061ot>><</S/URI/URI(0ttps://www.lamar.edu/fine-artD[yype/OBJXYZ 8072805<.18]S/GoTo0 R/S/P2/P 1432 077/Pg 123 0 R/S/Link>><</A 2807 0 R/11<</S/S/Ty22 US)/Pg W 0>>/Border70 0 0]/H/I/Rect[146.074 155.345 257.543 169.144]/StructP69.75 6/Sub5265/0inkL(h9.19not>><</S/URI/URI59ttps://www.lamar.edu/fine-arts-communication/_files/documents/aculty-staff/human-resourang(EolicP 279ual/hr 279ual-sec2-13g 123 0 R/S/L2891  64]/Lan0 2834 Pg 799 0 R/P 87  64]/Lan0 2834 Pg 799 0 R/P 86  64]/Lan0 2834 Pg 799 0 R/P 85  64]/Lan0 2834 Pg 799 0 R/P 84  64]/Lan0 2834 Pg 799 0 R/6ody>><</K 37/Lang887 </S/S/Ty26 0 R/Pg 123 0 R/S/L57dy>><</K[23<</Ob882 </S/S/Ty26 0 R/Pg 123 0 R/S/L53dy>><</K[23<</Ob881 </S/S/Ty26 0 R/Pg 123 0 R/S/[47 3088 0 R]dy>><</K[23<</Ob880 </S/S/Ty26 0 R/Pg 123 0 R/S/L 0 R/ 64]/L2887  64]Pg RI(33K 2890  64]/L28882834 Pg 799 0 R/4 ty>><</K[23<</Ob8 2808 0 R/T26 0 R/Pg 123 0 
https://www.lamar.edu/finance-and-operations/administrative-services/property-management.html
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Instrumental Methods Class Loan Process 

Every instrumental methods class requires students to have the appropriate instruments to 
participate in class. It is imperative that all methods instruments are in good working condition 
prior to the start of every semester. Below is the process all faculty and graduate assistants are to 
follow in order to ensure a smooth loan process for methods courses: 
  

�” No later than one week before the start of each semester, the graduate assistants will 
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�” At least two weeks prior to the end of the semester, the graduate assistants will contact 
each instructor to acquire information on final check-in. A graduate assistant will be 
available throughout Finals Week for those classes in which instruments are needed 
through that time. 

�|  Please note that the graduate assistants will have posted instrument check-in times 
for students in ensembles and for those who do not need the instrument after those 
dates. If an instructor has coordinated with a graduate assistant for a final check-in 
after these “general” check-in times, they should communicate this information to 
the students in their class so that they know to wait. 

�” When instruments are returned, it is the graduate assistant’s responsibility to make sure 
they are in good working condition and all pieces and parts are contained within the 
instrument case. 

Laptop Loan Policy for Faculty 

Faculty may request a laptop for their office/work use in lieu of a desktop computer. Since this is a 
portable device, all faculty with a University-owned laptop must complete the Remove Equipment 
From Campus Request form on an annual basis (due by August 31 of each year). 

Loaning Equipment to Non-Lamar Entities 

On very rare occasions, the Department may loan certain equipment to entities outside the 
University. All requests shall be made directly to the Chair for evaluation. If approved, all entities 
shall be required to fill out a loan contract with the Department and then be approved by Property 
Management. These non-Lamar entities will assume full responsibility for all equipment during 
the loan period. 

Purchases and Repairs  
All equipment purchases and repairs must be coordinated through one of the appropriate index 
managers (Director of Bands, Director of Choral Activities, Opera Director, Jazz Band Director, 
or Camp Director) or through the Music Office. All purchase requests are reviewed and approved 
by the Chair. 
 
Faculty (non-index managers) who wish to request large purchases (beyond their studio 
allowance) or arrange for a repair should present their request to the Budget Committee for 
evaluation and inclusion in the annual purchase request report. Faculty members who elect to 
purchase items with their personal funds will not be reimbursed unless their purchase has 
previously been approved by the Chair. 

Internet, Computers, Phones, and Copiers  
Use of University technology is reserved for official Lamar business only. All individuals using 
this equipment are required to be aware of, and follow carefully, the policies set forth by the 
University (Section 2 - General Policies, Policy Number: 2.13 - Use of State-Owned Property) 
 
Regarding use of photocopy machines, review the Photocopy Machines paragraph under 
Mailroom Policies and Procedures in this handbook. 
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Annual Inventory  
Each year, the Property Management Department requires an annual inventory of all University-
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academic calendar dates (the official version is located on the LU website) and any University 
event that involves a large number of our students or faculty (such as Commencement and the 
Scholarship Banquet) in order to prevent scheduling events that would conflict with the University 
calendar. All faculty will be granted view-only access to the departmental calendar to assist them 
with scheduling. Students do not have access to the departmental calendar. 
 
When scheduling events, the Music Office and f ( of).h. 
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The Music Office must proof all final drafts no later than two weeks prior to the event. 
 
 





https://www.lamar.edu/marketing-communications/guidelines/policiet510 2695elin


   
 

55 

Mass Communication Outside the Department 

Throughout the year, the Department sends mass emails to alumni, local directors, prospective 
students, and other constituents. Faculty may promote their specific concert or event by sending an 
email to the TMEA Region chair and request that it be forwarded to the appropriate directors 
within the region. Faculty members who would like to send an email to a larger audience by using 
a contact list maintained by the Department should send their announcement to the Chair who will 
then forward the email to the requested audience. 
 
It is imperative that faculty who email the Region 10 chair only send messages that promote the 
specific event being coordinated by the faculty member (to avoid duplicate or conflicting 
information). In other words, officially promote your own events, not the events of others via 
email. An applied instructor may promote their studio recital or own faculty recital, but should not 
send a mass email about an upcoming ensemble concert, as this is the responsibility of the 
ensemble director. 
 
Reminders when sending out concert or event promotions to the directors in Region 10: 

�” Be concise 
�” Provide all necessary details (date, time, place, etc.) 
�” Send no more than two emails to be forwarded for each event 
�” Subject line should be simple and appropriate 
�” Provide contact information  
�” All promotional flyers/attachments need prior approval from the Chair 
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Policies Related To Faculty Recruitment, Outside 
Employment, Annual Performance Evaluation, And 
Merit Review  

Faculty Recruitment  
Lamar University is committed to attracting and retaining faculty members at the highest levels of 
excellence and accomplishment. To that end, the hiring process for ensuring this result must be 
scrupulously followed. The Chair will announce all full-time vacancies whenever there is a need 
to create a new position or fill a vacancy of a current position. For full-time vacancies, the Chair 
will appoint a search committee, according to the policies in the LU Faculty Handbook. When a 
vacancy is declared, it will be advertised through appropriate channels. Applications, resumes, and 
other relevant materials (as requested by the committee) will be solicited and collected from 
interested applicants regardless of race, gender, or ethnic background. 
 
The search committee is to review the applications and invite three qualified candidates to the 
campus for an interview. At the conclusion of the interview process, the committee is to provide a 
list of strengths and weaknesses (such as a SWOT analysis) for each candidate to the Chair, along 
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Under normal circumstances, faculty are not permitted to require the purchase of any products or 
services provided by their endorsing company. Any exceptions must have written approval from 
the Chair. 

Annual Performance Evaluation of Faculty (F2.08)  
All faculty members (full-time and adjunct) are to be evaluated on an annual basis by the Chair. 
All faculty are to review the guidelines provided by the University in the LU Faculty Handbook - 
Performance Evaluation of Faculty, Chapter 2, Policies and Procedures, Section 44. Specific 
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Tenure and Promotion Guidelines  
All tenure-track and tenured faculty (below the rank of full professor) are encouraged to review 
the LU Faculty Handbook for the most up-to-date information regarding the policies and processes 
related to promotion and tenure. Tenure-track faculty are to be aware that they are required to have 
a second- and fourth-year review prior to applying for tenure/promotion. Additionally, faculty 
should consult the Dean’s office with any questions or clarifications to ensure a smooth and 
efficient tenure and/or promotion process. -



https://www.lamar.edu/finance-and-operations/financial-services/procurement-and-payment-services/travel.html
https://lamar0.sharepoint.com/:b:/s/MusicDept.Office/EXA41HafYpBGi1qALSeu4gMBd8yTksc5aqjLI8qsiOyJtA?e=lTO44u
https://lamar0.sharepoint.com/:b:/s/MusicDept.Office/EapT7sf7gJtEirPldSSULJkBWBnLtcALSodaBqW6Ch1ThQ?e=rqEEl9
https://www.lamar.edu/_files/documents/finance-operations/administrative-services/travel/chrome-river-travel-guide-general-2022.pdf
https://www.lamar.edu/_files/documents/finance-operations/administrative-services/travel/chrome-river-travel-guide-general-2022.pdf
https://www.lamar.edu/fine-arts-communication/_files/documents/music/f2.05-fillable.pdf
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c. If a faculty member splits his or her travel allowance to cover multiple trips, it is 
important to note that their total reimbursement for all trips will not exceed the 
faculty travel allowance for the year. 

4. The Chair will review the request, and the Music Office Administrative Coordinator will 
confirm if any other requests by the same faculty member have been submitted and/or 
approved. 

5. Faculty may track their Pre-Approval in Chrome River once they submit it by accessing 
the “Tracking” tab within their submitted Pre-Approval. Faculty should consult the 
Administrative Coordinator if they have any questions regarding report approval status. 

6. After travel is complete, faculty must complete the expense report in Chrome River.  
Faculty will receive no reimbursement until the Expense Report is submitted and approved 
in Chrome River.  Faculty should include an itinerary and/or agenda from the conference 
indicating which events they participated in and/or attended. 

7. If all forms are filled out correctly and all timelines are followed accurately, the faculty 
member should receive reimbursement within one month of returning from travel. 

a. Faculty may track their reimbursement by accessing the “Tracking” tab located 
within their submitted Expense Report. 

 

Student Travel Policies and Procedures  
There are a variety of circumstances that could involve students and faculty traveling together 
throughout the year. Any time faculty and/or students travel for anything related to their academic 
studies, proper procedures must be followed, even if the travel is not required as part of a course. 
This type of travel could include off-campus ensemble concerts, recruiting tours, athletic event 
performances, studio gatherings, attending concerts in a group (such as the Houston Symphony or 
Houston Grand Opera), etc.  
 
All faculty involved in travel with students should read the LU Student Travel Procedures (last 
section of the webpage) before planning any trips.  
 
Faculty are not permitted to meet with students on an individual basis off campus, unless it is 
part of University-sponsored travel that has been pre-approved. Faculty member(s) in charge of 
the event are responsible for complete and thorough compliance to ensure safety. 

Ensemble Travel Policies and Procedures  
This type of travel is typically required of students as part of their participation in an ensemble. 
Such travel could include off-campus ensemble concerts, recruiting tours, athletic event 
performances, etc. and usually involves some funding support from the University. 
 
All travel that is required of students as part of a class must be included in the instructor’s syllabus 
at the beginning of the semester. This also means that the instructor is expected to have made all 
appropriate preparations and permissions (both internally and externally) well in advance to 
complete the travel. 
  

https://www.lamar.edu/students/safety-and-security/university-policies.html
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Depending on the type of travel, the following forms and information may be required: 

�” Carefully review the Student Travel Procedures 
�” List of all students and faculty traveling, including L#s - required 
�” Letter of request to excuse students from classes (to be signed by the Chair and then 

distributed by requesting faculty member) - required if students will be absent from class 
�” Off-Campus Event Risk Management Form - required 
�” Activity Release and Indemnity Agreement for Participants (18 years or older) - required 
�” Proof of student health insurance 
�” Request to Drive Lamar University Vehicles - required for drivers 

�|  All faculty who will be transporting students with their own vehicle or a university-
owned vehicle must be officially approved 

�” Request to Travel 
�” F2.05 - Request To Be Absent From Assigned Schedule - required if faculty will be absent 

from assigned schedule for more than one day 
�” If a cash advance will be needed, faculty are to carefully review and follow the Travel 

Advance Policy and Procedures 
�” If buses or vehicles are being rented for student travel, then the requisition for the buses 

must include the list of students and L#s 
 
Different deadlines may apply to different types of travel. It is highly recommended that all travel 
be pre-approved at least one semester in advance, and then all forms be submitted no later than 
one month prior to travel. 

Small Group Travel Policies and Procedures 
This type of travel is typically not required by for a course and is usually extracurricular (with no 
funding support from the University). Such travel with a group of students (accompanied by a 
faculty member) could include studio gatherings and out-of-town concert attendances. Even 
though these events are extracurricular, LU employees still have responsibilities to the University. 
No travel/event will b2 (ngs)-1 2 (o di)-2 (f)3 (f)3 (e)4 (r)3 (e)4 ( c)4 (o8-)3 (of) ( c)4no 

https://www.lamar.edu/students/safety-and-security/university-policies.html
https://www.lamar.edu/about-lu/administration/risk-management/off-campus-event-risk-management-form.pdf
https://www.lamar.edu/_files/documents/risk-management/lu-adult-participation-release-and-indemnity-revised-12-8-2020.pdf
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Policies And Procedures Related To The Audition 
Process And Scholarships  





   
 

66 

recording is acceptable if the primary applied instructor is unable to attend the 
audition). 

�|  Vocal Division: vocal faculty meet with the Director of Choral Activities to discuss 
auditions and determine admission status and scholarship.  

�|  Piano Division: applied piano faculty member(s) determine admission and 
scholarship status utilizing the audition scores sheets and Department application. 

�|  Composition Division: review of prospective composition majors occurs outside 
the audition day and admission/scholarship determinations are based on the 
student’s composition portfolio (and secondary performance area). 

�” Immediately following an Audition Day: 
�|  Instrumental Area raw adjudication sheets should be collected and given to the 

Audition Coordinator. The Audition Coordinator will input raw data before 
discussions begin between the Director of Bands and the applied instructors.  

�|  Vocal, Piano, and Composition raw adjudication sheets can be kept after the 
audition for discussion with the appropriate faculty.  

�|  Once the respective area reaches decisions on all students from that audition day, 
the ensemble directors (and Piano and Composition Area Coordinators) should 
confirm all decisions with the Chair via email (with attached documents, 
spreadsheets, or links to appropriate information). 

�v Directors are responsible for operating within their scholarship budget. 
Documentation, designed by each director that tracks the scholarship 
allocations within the area, should be forwarded to the Chair to ensure the 
budget is not overextended. 

�|  Once all decisions have been approved by the Chair, then the coordinators are to 
send audition results and scholarship amount offers to the Audition Coordinator. 

�|  However, please submit admission/scholarship decisions to the Chair for approval 
before giving them to the Audition Coordinator. Information given to the Audition 
Coordinator will be treated as “green light” information, meaning there is no need 
to wait for anyone’s further approval to communicate the admission results with 
students.  

�v The Audition Coordinator will process/communicate scholarship offers as 
soon as possible once all approvals have been given. 

�” All prospective students (including majors, minors, and non-majors) must audition on one 
of the primary audition dates scheduled at the beginning of the year. Except in rare cases, 
the Department will not host individual audition dates until after the final scheduled 
audition day (with the relevant applied faculty present). There will be no “scholarship 
only” auditions permitted by directors for non-majors. All prospective students—
regardless of major—must audition in an official manner with proper documentation. 
Generally, auditions after the final audition day are for admission only—scholarship funds 
will have already been expended by this point. 

�|  In the event that there is scholarship money available after the final scheduled 
audition date, all decisions regarding admission and scholarship must involve 
discussion between the appropriate applied faculty and director, as well as receive 
Chair approval. 

�|  
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the next official audition day (which is usually in late November or early 
December). 

Information to be Given to Audition Coordinator  

1. All raw adjudication sheets from the area’s audition (will be recorded in a Master Results 
Spreadsheet and then placed in the prospective student’s file).  

2. The area’s “decision” for each prospective student (some of this info is implied in the 
application). A decision is ALL data needed to process a student into the Department.  

a. The following decisions should be provided by the student’s primary performance 
area (with possible input from Composition on secondary instruments): 

i. Admission to Music: Y or N? 
1. If Y, to what program/degree? 
2. If Y, entering what semester?  

ii.  Music Dept. Scholarship: Y or N?  
1. If Y, how much annually? 
2. If Y, starting when? 

b. This next set of information is also part of the decision, but should be provided by 
the Theory/Composition, Piano, and/or Academic Advisor: 

i. Theory Placement results  
ii.  Piano Placement results  

Post-Decision Process 

�” Audition Coordinator inputs all raw adjudication forms into a Master Results Spreadsheet. 
Scholarship offer information is kept on this spreadsheet. This spreadsheet is specific to 
one year’s audition cycle and is used as a guide for the Audition Coordinator for making 
the scholarship offers through the myScholarships portal. 

�|  Note: Each area director is responsible for a “scholarship budget” (provided 
annually by the Chair) and should have their own spreadsheets to keep track of this 
data over the years. This is crucial. It should be kept up to date and available for the 
Chair to review, if requested.  

�” The Audition Coordinator completes a second Admission Info Spreadsheet, accessible to 
both the Administrative Assistant and Academic Advisor. This allows them to review 
elements of each student’s decision that relate to enrollment/advising. 

�” Once all decisions have been made and all spreadsheets/documents are complete, the 
Audition Coordinator should send all audition materials (audition form, application, piano 
placement exam, theory placement exam, etc.) to the Music Office for filing no later than 
August 1. 

Admission Notification and Offering 

As quickly as can be done, the Audition Coordinator will use musicauditions@lamar.edu web 
account to send official admission results via email to the students. The emails relate one of three 
outcomes:  

1. Admission granted with forthcoming scholarship offer 
2. Admission granted but no scholarship 
3. Not accepted 
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https://www.lamar.edu/fine-arts-communication/music/admissions/index.html
https://www.lamar.edu/fine-arts-communication/music/graduate-degrees/index.html
https://www.lamar.edu/financial-aid/index.html
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engagement. Failure to comply with this policy could result in the reduction or cancellation 

https://www.lamar.edu/financial-aid/index.html
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recommendation should be made to the Chair in writing and the documentation should be placed 
in the student’s file. 
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Policies And Procedures Related to Ensembles, 
Applied Lessons, And Recitals 

Major Performance Ensemble Requirement  
Performance in ensembles is essential to individual and collective musical growth. Furthermore, it 
provides students with further opportunities to learn repertoire, pedagogy, rehearsal techniques, 
and many other skills necessary as a music educator and performer.  
 
NASM requires students to receive the “requisite experience (a) at an advanced level and (b) 
consistent with major areas of study and degree or program levels.” Therefore, all students are 
required to follow the major performance ensemble requirement outlined in their degree plan. 

Major Performance Ensembles  
In order to comply with the NASM standard and provide ensemble experiences that are 
“consistent with major areas of study and degree or program levels,” the Music Department 
recognizes the following ensembles as major performance ensembles that correspond to specific 
degree requirements: 

�” Marching Band (fall semester) 
�” Wind Ensemble, Symphonic Band, and University Band (spring semester) 
�” A Cappella and University Chorale (fall and spring semesters) 

 
All other ensembles (aside from the Chamber Music requirement for certain degrees) will be 
considered electives and are not required for any specific degree plan. Jazz Band shall not be 
considered a “major performance ensemble” because the Music Department does not offer a 
degree in jazz studies. The Williams Scholarship in Music provides a significant scholarship to 
students enrolled in the top Jazz Band, thus providing students with a financial incentive (rather 
than a degree requirement) to enroll in the course and offset the total cost of their tuition. 
 
In order to fulfill the major performance ensemble requirement, students are required to enroll in a 
major performance ensemble and perform on their primary applied instrument or voice. Students 
may perform in an additional ensemble on a secondary instrument if approved by the primary 
applied instructor and ensemble director.  
 
Placement in ensembles will be managed by the director of each ensemble.  

Marching Band Requirement  
At Lamar University, instrumental music majors (BM and BA) are required to provide three years’ 
service to the Marching Band. This includes football post season endeavors (such as FCS playoff 
games) and spring semester events/trips.  Failure to adhere to the commitments and expectations 
of the Marching Band as stated in the syllabus, handbook, and other literature could result in loss 
of scholarship, forfeiture of future leadership positions within the band, or other similar 
consequences. 
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Students who are pursuing a degree that contains a Marching Band component are to be enrolled 
in Marching Band for the requisite number of semesters according to their degree plan. For 
example, an instrumental Music Education major will be required to enroll in Marching Band for a 
minimum of three consecutive fall semesters. Students pursuing an instrumental music minor are 
required to perform as a member of the Marching Band, since Marching Band is the major 
performance ensemble in the fall. Students who opt out of marching band once the degree 
requirements have been met must audition to perform in a concert ensemble to fulfill their degree 
requirements.  
 
Transfer students may transfer in Marching Band credit, as long as the previous institution’s 
Marching Band was comprised of the same/similar marching components as the LU Marching 
Band. Once a student has completed three consecutive fall semesters of Marching Band, they may 
elect to perform in one of the other major performance ensembles for band, rather than Marching 
Band, in order to retain their scholarship (with approval from the Director of Bands and Chair). 
However, if a student does not enroll in Marching Band and does not perform in one of the major 
performance ensembles for band, then the student will forfeit all scholarships associated with 
Marching Band, Wind Ensemble, or Symphonic Band. 
 
All students who are enrolled in applied lessons are required to enroll in a major performance 
ensemble on their primary instrument (reminder: Marching Band is the major performance 
ensemble in the fall for years 1–3). Exceptions may be made depending on the specific instrument, 
as long as the student, primary applied instructor, and ensemble director are in agreement. In the 
fall, instrumentalists are encouraged to enroll in both the Marching Band and one of the concert 
bands.  
 
Students enrolled in Marching Band receive a scholarship for being in that ensemble, which is 
separate from the “Music Department Scholarship” that requires participation in the Wind 
Ensemble, Symphonic Band, or University Band.  
 
Students who are unable to march or perform due to written instructions of a physician will still 
enroll and attend all class meetings. These students will assist with instruction and/or logistics.   

Chamber Ensembles  
The Music Department offers several opportunities for students to hone their ensemble skills 
within smaller groups. These include, but are not limited to, jazz combos, brass quintets, 
woodwind quintets, clarinet quartets, saxophone quartets, studio ensembles, piano accompanying, 
etc. Some faculty may choose to arrange specific groups and others may let them happen 
organically. In either situation, students are encouraged to use these opportunities to collaborate 
and learn music and musicianship in a more intimate setting.  

Applied Lessons  
Students (majors and minors) enrolled in applied lessons are required to attend one private lesson 
(for 55 minutes) a week with their primary applied instructor, as well as attend and participate in 
the corresponding studio class (also for 55 minutes). The grade earned by the student will be 
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consistent with the expectations set forth by the primary applied instructor outlined in the syllabus. 
Students who are enrolled in secondary applied lessons are not required to attend studio class, nor 
are they required to perform in Departmental Recital. They are, however, required to perform a 
jury. 
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ensemble. Voice students enrolling in non-major applied lessons will be placed in MUSI 1183 
(Class Voice/Secondary); instrumental students enrolling in non-major applied lessons will be 
placed in MUAP 1101 (with the appropriate instructor’s section number). Since this is a one-
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students, deviations from this policy may be considered on a case-by-case basis in consultation 
with the Department Chair.  
  
Students are not permitted to advance to upper level “early,” or before they have successfully 
completed four semesters of lower-level lessons. 
  
Percussion Area: Upper Division Requirements 
  
After completing all assigned barriers and lesson material as prescribed in the Percussion 
Handbook, writing a short percussion-related research paper, and performing an upper division 
barrier, students may then take upper division lessons. It is the student's responsibility to be sure 
that all other Department of Music requirements (theory, ear training, piano, etc.) are met before 
signing up for upper division lessons. 
  
LEVELS OF PERCUSSION CURRICULUM 
  
Our percussion program at Lamar University is centered on providing a complete percussion 
education. In doing so, the curriculum for applied lessons is designed to n 



   
 

79 

  
Composition Area: 
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be no rescheduling. Failure to perform on a scheduled date will result in a grade reduction at the 
discretion of the applied instructor. The following rare circumstances will excuse the student from 
his/her scheduled performance: 
 

1. Illness with authorized doctor's note  
2. Physical injury  
3. Immediate family emergency  
4. University-approved absence  

 
Repertoire performed in the Departmental Recital is at the discretion of the applied instructor. All 
selections must be eight (8) minutes in length or shorter. Students may use a Lamar faculty 
collaborative pianist or perform without one, depending on the requirements of the music. Due to 
the limited availability of performance slots, chamber ensembles will only be scheduled with 
special permission from the instructor of record and will not count toward the performance 
requirement for individual students. 

Studio Recitals 
Applied instructors are encouraged to present studio recitals featuring the students in their studio 
each year. This provides the students with yet another opportunity for solo performance. A 
departmental collaborative pianist will be provided free of charge for one studio recital per year 
(pending availability). Faculty and students must follow the policies provided in the Collaborative 
Pianist Policies. 

Student Degree Recitals 
Several of the Music degrees offered at Lamar University require a recital during the final 
semester of applied study. Students presenting recitals in order to fulfill degree requirements must 
be enrolled in applied lessons at the time of the recital. Students are not permitted to give recitals 
during their clinical teaching semester. All degree recitals must be presented on campus, and 
students must own the original sheet music for each piece being performed. With permission from 
the primary applied instructor, a student may be exempt from a jury in the semester during which 
the degree recital is performed. 

Degree Recital Requirements and Prerequisites 
All Music Education undergraduate majors must earn a “C” or higher in four semesters of lower-
level applied lessons and three semesters of upper-level lessons. In the third semester of upper-
level lessons, the student is required to present a senior recital (30 minutes).  
 
All Music Performance undergraduate majors must earn a “C” or higher in four semesters of 
lower-level applied lessons and four semesters of upper-level lessons. Performance majors are 
required to present two recitals: a junior recital (30 minutes) and a senior recital (60 minutes). The 
junior recital typically takes place during the student’s 6th semester, and the senior recital in the 
8th semester. 
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Recital Reservation Process / Checklist 

The primary applied faculty member is responsible for coaching the student recitalist through 
the following procedures. 
 
Semester prior to the recital: 

1. The student meets all of the prerequisites for presenting a recital. 
2. The student receives permission from the primary applied instructor to initiate the recital 

reservation process and begins choosing the recital repertoire. 
3. The student and primary applied instructor secure two additional faculty members to be on 

the Recital Review Committee. The student and Recital Review Committee fill out the 
Degree Recital Approval Form (final signature approval will occur after recital 
completion). 

4. The student secures a collaborative pianist (if required) and all other musicians who will 
perform on the recital. 

5. The student provides all individuals involved in the recital (primary applied faculty, 
committee, accompanist, other musicians, etc.) with a list of potential recital dates and 
times (and also include dates/times for the pre-recital faculty hearing and/or dress 
rehearsal).  

�|  An important step here is for the student to consult the departmental calendar with 
the primary applied instructor to identify dates with no other Music Department 
conflicts. 

�|  Students are permitted one, 2-hour block for a dress rehearsal in Rothwell that must 
occur Monday through Thursday during the day (to conclude by 4:30pm). 

6. After receiving feedback from all individuals involved, the student must select the final 
dates and times for the recital and pre-recital faculty hearing/dress rehearsal and fill out the 
Recital Request Contract. This form requires the signature of the primary applied 
instructor and accompanist (if applicable) before being submitted to the Music Office. 

7. The Music Office will announce the degree recital scheduling window to students and 
faculty. Students are to arrive (with the completed Recital Request Contract and alternate 
dates) and schedule their recital during this window (first come, first served). Once 
approved by the Chair and Music Office, the recital will be officially added to the 
departmental calendar.  

�|  The Recital Request Contract must be received by the Music Office during the 
scheduling window and in accordance with the Accompanist Policies. 

�|  Students are encouraged to have 2–3 alternate dates selected in case a scheduling 
conflict arises during the scheduling window. 

�|  The Room Reservation Request form is not required for degree recital scheduling. 
8. The Music Office will send a confirmation email to the primary applied instructor, student, 

and collaborative pianist (if applicable). The original Recital Request Contract will be 
placed in the student’s file. 

�|  Faculty are encouraged to view and confirm that the recital and dress rehearsal 
dates appear in the departmental calendar after receiving this confirmation. 

9. Students should then begin scheduling rehearsals with collaborative pianists and other 
musicians performing in the recital. 

�|  Students and faculty are to review, and adhere strictly to, the Collaborative Pianist 
Policies. Failure to do so will result in recital cancellation.  
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To be completed no later than
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Recital Reception Procedures 

Students are welcome to host a small post-recital reception in the Music Building Lobby with 
faculty supervision. In order to do so, the student must: 

�” Cover all costs. 
�” Keep the reception to 30 minutes or less. 
�” Know that alcohol is prohibited. 
�” Understand that they are personally responsible for whatever food/drink is offered. 
�” Coordinate setup and teardown on their own. 

�|  All trash should be completely contained within the garbage receptacles. 
�|  All tables, chairs, etc. must be returned to their original location immediately after 

the conclusion of the reception. 
�|  Fees may be imposed for improper cleanup or damage. 

�” Confirm all cleanup is sufficiently completed by consulting with the primary applied 
instructor prior to leaving after the reception. 

Recital Program Instructions 

The Music Office follows a standardized format for concert programs. For all recital and concert 
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Performance Attire, Stage Deportment, and Audience Etiquette  
For all concerts and recitals it is important that performers and audience members alike carry 
themselves in a professional manner. Many audience members may never have attended a concert 
or recital before, so students and faculty are to model the best behavior. 

Performance Attire 
Ensemble Directors determine all attire for ensemble performances. For solo performances, such 
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prior teaching relationship with participating students and typically should be college faculty at 
another institution besides Lamar or have comparable professional experience.  
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Code of Student Conduct  
The following is excerpted from the Code of Student Conduct. All students are expected to review 
the entire policy annually. Failure to adhere to the policies outlined by the University will result in 
the appropriate corrective action and/or punitive measures. 
 

This Code of Student Conduct, hereafter also referred to as this code, is applicable to any 
student currently enrolled; enrolled in the previous semester/session and eligible to enroll 
in the next consecutive semester/ session; or newly or readmitted and eligible to enroll in 
the next semester/session…. This code is adopted pursuant to authority granted by The 
Texas State University System Board of Regents. 

 
Each student is expected to be fully acquainted and comply with all published policies, 
rules, and regulations of Lamar University and of The Texas State University System, 
copies of which shall be available to each student for review online. The University will 
hold each student responsible for compliance with these published policies. A violation 
occurring off campus while participating in a university-sponsored program may be as if 
the violation occurred on campus. Students are also expected to comply with all federal 
and state laws. Any student who violates any provision of those laws is subject to 
disciplinary action, notwithstanding any action taken by civil authorities. This principle 
extends to conduct off campus that is likely to have an adverse effect on the university or 
the educational process. 

Professional Use of Email and Text Messaging 
Official Lamar University communications may be distributed to faculty, staff, and students via 
University-supplied e-mail addresses. All faculty, staff, and students are expected to read 
University email sent to their campus address at least once every day (and at least once a week 
during the summer if not enrolled in or teaching a course), and understand that campus actions 
may be based on this expectation. No personal email accounts shall be used for sending 
University business. 
 
While text messaging is often a quick and easy way to communicate, the use of text messaging is 
discouraged for conducting official business. Alternatively, email provides a much better way to 
communicate, forward, and archive messages for future reference. 

Email and Text Message Etiquette  
Remember the “New York Times Rule” when writing emails or text messages: “Don’t put 
anything in an email that you wouldn’t want to see on the front page of the New York Times.” This 
simple rule will help avoid embarrassing lapses in judgment and prevent potential conflicts. 
Instead, take time and carefully review each email before sending. 
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Title IX Information - 
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Appendices  

Appendix A –  Music Department Organizational Chart  
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