Lakeside Academy of Dance
POLICY AND PROCEDURES
         TUITION: Yearly tuition will be divided into 10 equal monthly installments which are due on the first class of each month and no later than the 10th day of the month.  Any tuition paid after the 10thi day of the month will be subject to a late fee.  Please see “Late Fees” for amounts.  If your child is absent during the time tuition is due, it is your responsibility to drop the payment off to the dancing school, make a payment via paypal on the website or place it in the mail by the tenth of the month to avoid the late fee. 
1. Our tuition collection process is as follows: We are now accepting Paypal, Venmo and all major credit cards. NO fees will be assessed if you are paying for tuition.  There will be a 4% fee assessed for all other payments. Ie. Troupe Competitions and conventions. For customers that would like to be on automatic billing, please fill out a form with either me or Liz.  Your card will be debited on the 1st of every month.  Customers paying by check may place their payments in the black mailbox located in the hallway right as you enter the building or hand it to me or Liz.  Please make sure the students name appears in the memo section of your check to avoid any confusion.  If paying by cash, please give it directly to me or Liz and wait for a receipt.  
Payment arrangements in one or two installments are available.

2. Outstanding tuition policy: If you are suffering a hardship and will be late with tuition, please contact me and I will be happy to make arrangements with you.  Our collection process for unpaid tuition will be as follows:  First a phone call or email will be sent to the student’s home.  If no response is received, I will send a note home with the student.  If still no response is received, the outstanding tuition list will be posted on the studio bulletin board in the waiting room.  After these attempts have been made and still there is no response, the student will not be able to participate in class until full payment is received and payment arrangements have been made. Late fees will continue to accrue after this process.  However, I am more than willing to make concessions if you contact me regarding your balance.
3. “Late Fees”: A late fee of $10.00 will be applied after the 10th of the month in which it is due.  If left unpaid, additional late fees will accrue in $10.00 increments for each 10th day of the month that is left unpaid.  If you feel that I have made an error in my bookkeeping, please bring in a copy of your cancelled check and I will be happy to reimburse you for any late charges you may have accrued.  Please save your statement to show the charge for your cancelled check copy.  I must have this to reimburse you.  Cash payments will have a receipt that you may present for proof.   
4. Returned Checks:  Will be subject to a $20.00 charge for the first occurrence and a $30.00 for the second occurrence.  If there is a third occurrence, a $40.00 fee will be charged and the customer will no longer be able to pay by check.  (money order or cash only)
ABSENCE:  If a student misses class, full tuition is expected.  He/she may attend an alternative class as a makeup if one is available.  If there will be an extended absence due to illness or injury, arrangements may be made for tuition reimbursement with a physicians note only and will be at my discretion. No credit will be given for vacations or other obligations, as your tuition is guaranteeing a space for the student in class and preventing another student from enrolling.  There will be one snow day built into our schedule per class.  After which, if there is a cancellation due to snow it will be made up at a later date and you will be given a minimum of three weeks notice.   If you are unsure whether you have class, you may watch channel 3 for closings or delays.  There will also be a message on the dancing school voice mail and on our website.  Please do not assume classes are cancelled if school has been.  

Again, communication is the key and if you are presented with an unusual situation that will prevent you from attending class, let me know and I will do what I can.

If you need to withdraw from the studio at any time, written notice must be given. There is a 30 day withdraw policy. Parents are responsible for their child’s tuition 30 days after I have received their notice.   A student that withdraws without notice will be responsible for tuition during their absence, prior to readmission.  
PARENT/TEACHER/STUDIO COMMUNICATION
     It is absolutely crucial that our lines of communication are always open.  I communicate news, recital info, special events, costume payment due dates and all other information about the studio via two resources; white boards and email.  Our white boards are posted on the  in the waiting room.  Please come in and check the bulletin board to be sure you have not missed anything.  
     It is very helpful that I have your email address.  It is the most efficient way to communicate with all of my families at once.  I will be entering all of your email addresses on our email list from your registration forms.  If your email address changes during the season, please email me your new address.
     It is important that parents are involved in their child’s dance education.  Please understand that it is your responsibility to read the material provided so that you are up to date on all information, payments, procedures, dates etc.  I know that parents are busy, but you have only your child (children) to think about and at the dancing academy, I have many.  Our year will run much smoother if we work together.
  Recital – date: Sunday June 7th
The recital is not mandatory, however, it is a valuable part of a dance education and I strongly encourage my students to participate.  The recital date will be set in the fall once the high schools have set their yearly calendars.  It is typically mid to late June depending on the availability of the auditorium at a local school.  You will receive a Recital Handbook in the month of February which will answer many questions and have many details.
1. Recital Costumes- Costumes will need to be ordered by December in order to have them for June.  Unless given written notice that your child will not be participating in the recital, your child will be measured fro their costume and will require a deposit. Costumes range between $55-$70 dollars for the Toes and Taps and young students classes, and $75-$90 dollars for all other classes.  All costume selections will be made by the class teachers once music selections have been made.  A non-refundable costume deposit of $55 dollars per costume will be due during the first week of October, and the balance will be due by the end of January.  I must send costume payments to the companies to reserve our space in their client list. In case there is a withdrawal of a student, I may be able to restock their costume for a smaller fee, if the specific company has that policy in place.  Official orders will be placed in December and we will not receive them until May or June. 

2. Recital Tickets- Tickets will be available for purchase two weeks prior to the recital.  A ticket price will be established once a venue has been chosen and production costs assessed.  Tickets are usually around $20 depending on the facility used.  Ticket sales are used to offset the cost of the rental for the dress rehearsal and recital, as well as, the backdrop, program, sound, lighting rental, technicians, police officers, overtime custodial and staff services, props and other equipment.  More information will be available to you in the “Recital Handbook”, which you will receive in October.  

3. Dress Rehearsal- It is mandatory for all students participating in the spring recital to attend dress rehearsal.  A $25 dress rehearsal fee per student will be implemented. This fee is due by January 31st. A schedule will be provided to you as the season progresses.  The dress rehearsal is on Friday, June 5th.
           Attendance/Behavior
 Every child is important to the progress of his/her class.  A child should not miss more than 3-4 classes per 5 month period.  If I feel that a student’s repeated absence is hindering the progress of the class, I will notify the parent and suggest a “solo help class.”  This class will be available for $15.00 for a ½ hour.  If a student’s attendance renders them unable to keep up with the class material, I will notify the parent and suggest a solution, perhaps a change of classes or not participating in the recital will be the answer.  It is my goal to provide the best dance education possible for all of my students and this required dedication from my students.  For students who are new to the dance world, think of your class as a team.  If you are repeatedly absent from practice, you negatively affect the progress of your team and would certainly not be able to play in a game.  The same holds true for behavioral problems.  A student that continually disrupts a class will first have their parent contacted.  Often times younger students are not used to taking directions and merely need some time to become acclimated to the dance studio environment.  However, on the rare occasion that a student’s behavior does not change for the better once a parent has been notified or sufficient time has passed, I will refund the portion of tuition for classes not attended and ask that the student withdraw from the program.  Please be aware that siblings in the waiting room exhibiting poor behavior are a distraction as well to the classes in session.  We ask that noise be kept to a minimum in the waiting room while class is in session.  Please also be aware, that there is no food or beverage other than water in our waiting room.  Please dispose of your garbage in the can provided.  Dirty diapers must go home with you, not left in our garbage or bathroom.
Dance Attire-
     All students are required to wear proper dance attire and footwear to class and have their hair up and off their face. i.e. If your hair touches your shoulders, then it is to be secured in a bun, braid or ponytail.  Please wear little or no jewelry when you attend class.   Also, please maintain proper hygiene.  Dance is a strenuous activity and is done in close quarters.

The following dress code should be observed:

Toes and Taps:   Any color leotard or unitard and pink, black or tan tights.  Ballet skirts are allowed if the student is not distracted by it.  A dance sweater, sweatshirt and legwarmers may be worn for warm up only.

All Troupe Ballet classes and Pointe:    Troupe leotards and Pink and Black tights only.  No other clothing may be worn for these classes.  If you are not in the proper dance attire, you will sit out of the class for that day.  I will be taking orders for all troupe leotards during the first week of classes. The cost for each leotard is $40.00
Beginner thru teen jazz and Lyrical: You may wear any color/style leotard and tights, dance shirt, camisole or Jazz pants.  No baggy pants, pajama bottoms or sweatpants are allowed.

Tap:  Same attire as Jazz class.  

Hip Hop- Same attire as Jazz class.

Acro- Same attire as Jazz Class., however, no shoes.

Mommy and Me- Same attire as Jazz class.

Shoes- Please wear proper shoes to class.  Shoes may be purchased at Dance Village in Manchester.  Just let them know you are from Lakeside Academy of Dance and they will fit you for your class.  Please do not purchase shoes from discount retail stores.  They are not of good quality and do not provide the correct support
Troupe Dress Code Requirements
ALL TROUPE MEMBERS ARE REQUIRED TO PURCHASE A TROUPE WARM UP SUIT AT THE BEGINING OF THE SEASON.
All troupe participants must have the following shoes: 

· Capezio Carmel jazz boots
· J sams black tap shoes 

· Capezio Hunami ballet shoes 
· Canvas lyrical slip on
 Troupe Calendar:
 A Troupe calendar will be provided to you on Shutterfly.  You can download the app on your phone and it will sync to your calendar.  You have should have received and email invite from Liz.  If you have not, please email me or Liz to sign up.

Studio Calendar:

There is a studio calendar located in the waiting room.  Please note the vacation days we will observe. We tend to follow the Middletown School vacation days. Tuition is based on the entire calendar and will not waiver.  There will most likely be extra rehearsals for the Troupe dancers and/or make up classes during the vacation weeks.   You will also find all costume payment reminders and competitions, as well as any other performances on there.  Please make sure you are checking the website weekly.
Class Placement:  It will be my decision only as to what class a student will be placed into.  All choreography will be done by me or one of the other teachers.  Students are placed in class by dance ability and not necessarily by their age.  Their experience and the number of years they have studied will be taken into consideration.  Students should always be challenged but not struggling.  All private and semi-private lessons are by invitation only.  
Troupe Classes:  These classes are by audition and invitation only.  There are certain techniques a student must be able to execute in order to be in these classes.  The students in Troupe must also attend certain classes.  Some children may be accepted into a troupe, and then asked to audit the next level troupe class.  In this case, the student can attend both of the troupe classes in hopes that they can move up to the next level sooner.  This gives the child the opportunity to work on their technique and see what is expected of them in the next level.  When a child is asked to audit a class, it is not mandatory, nor do you pay for the classes they audit.  In some cases, the child may be asked to perform with the class they audit.  The Troupe class will compete at least twice a year.

