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Please take the time to get to know our program, what we stand for, all we offer 

and of course, one another. We work best as a team! 



THE DANCE POINTE 
INTRODUCTION 

 
Since 2009, The Dance Pointe has been creating dancers and cultivating artists. 
Our reputation for inspiring young people to be the best dancers they can be is 
one of the primary reasons for our success.  
 
We believe a teacher’s influence on a student’s future extends far beyond what 
goes on in the classroom. Our teaching philosophy is centered on instilling a 
passion for dance while building self-esteem and confidence in every child. The 
students’ well-being is our priority; their technical capability is secondary.  
 
The objective of this handbook is to keep our teachers and staff on the same 
page. The philosophies, policies, and information included in these pages reflect 
the attitudes, beliefs, and goals of the director, and all employees should 
attempt to integrate them into their working practice. Please take the time to 
read the entire handbook. We consider it a work in progress; it’s updated 
annually. Questions and suggestions are always welcome. 

 
CONTACT INFORMATION 
 
STUDIO:  
Western Greenwich Civic Center | 449 Pemberwick Rd | Greenwich, CT 06830 
 
MAILING ADDRESS: 
PO BOX 4831 | Greenwich, CT 06831 
 
Tel: 03.559.8634 
Email: studio@thedancepointect.com 
Web: www.thedancepointect.com 
 
Owner/Director 
Melissa Truelove Cell: 917.804.6671 
Studio Coordinator: 
Carolina Guasco Cell: 203.424.4282 
 
 
 



CALENDAR 2016-2017 
 
IMPORTANT DATES  

 
August 10, 2016 | Teacher Orientation 

August 31, 2016 | Teacher Orientation 

September 11, 2016 | Palace Theatre 

Children’s            

                                        Performance* 

September 15, 2016 | Fall Tuition Due 

September 17, 2016 | Classes Begin 

September 18, 2016 | Walk to End ALZ* 

November 15, 2016 | Costume Fees Due 

November 18-20, 2016 | Enchanted 

Forest* 

November 20, 2016 | Young 

Choreographer’s Festival 

January 21-22, 2017 | DanceFest Master 

Classes* 

January 28-29, 2017 | DanceFest Tech 

Rehearsals* 

January 29, 2017 | DanceFest 

Performance* 

June 13, 2017 | Last Day of Classes 

June 15&16, 2017 | Dress Rehearsals 

(SUNY) 

June 17, 2017 | Performance Day (SUNY) 

 

STUDIO CLOSURES 
 
October 3-4, 2016 | Rosh Hashanah 

October 10, 2016 | Columbus Day 

October 12, 2016 | Yom Kippur 

November 11, 2016 | Veteran’s Day 

November 22-26, 2016 | Thanksgiving 

Break 

December 22, 2016 - Jan 2, 2017 | 

Holiday Break 

January 16, 2017 | Martin Luther King Jr. 

February 14-25, 2017 | Winter Break 

March 16, 2016 | Staff Development Day 

April 10-15, 2016 | Spring Break 

May 27-19, 2017 | Memorial Day 

Weekend 

June 14-16, 2017 | Dress Rehearsals 

(SUNY) 

June 17, 2017 | Performance Day (SUNY) 

 

TO BE DETERMINED 

DanceFest 

Holiday Fundraising Showcase 

PowerHouse Competitions | Spring 

Relay For Life 

 

 



 
 
 
 



Studio Philosophy, Policies, and Procedures 
 

PART I: The Studio  
 
The First Class 
 
The first class of the season is the most important one of the year because 
everything you do in it sets the tone for the entire season. Time spent planning 
and organizing the first class is one of the best investments you can make as a 
dance teacher.  
 
Prepare for the various skill levels of your classes by setting goals for what you 
wish to accomplish with each group. Whether you’re working with novice 
recreational dancers or the most advanced groups, preparing a class structure 
that is appropriate for the skill level is key to a successful season.  
 
As you become acquainted with your students, gently establish your 
expectations and show your enthusiasm for dance as well as your interest in 
them. You want to convey that you are organized, in control, and love what 
you’re doing. Be prepared!  
 
Scan the entire room when communicating with your class, establishing eye 
contact with every student. Make sure that you do not focus only on those who 
happen to land in the front of the studio. If your class is in two rows, rotate all 
students to the first-row position often. Sometimes it’s a good idea to start the 
season with your students in a semicircle so that the most confident dancers 
don’t dominate the front of the class.  
 
Please take the first month of classes to learn ALL your students’ names. Learning 
your students’ names quickly is the first step to promoting their sense of self-
worth. Be sure to say each child’s name in the first class. If you pronounce a name 
wrong, remember the correct pronunciation the next time.  
 
The first day of classes can be unpredictable, so expect the unexpected and be 
prepared to handle it graciously. The studio is always hectic that day—you will 
have late arrivals and you might even have students who are in the wrong class. 
Remain calm and flexible. Acting flustered does not make a good first 
impression.  



 
Plan to be at the studio early so you can greet students and their parents as they 
arrive. If you are there early, your students will be less likely to run around the 
room or hang from the ballet barres. Classroom atmosphere and management 
style are set the first day. Be friendly but firm. If you tolerate a behavior in the first 
class, be ready to tolerate it all season. 
 
Ø Classroom atmosphere and management style are set the first day. Be 

friendly but firm. 
 
Beginning Your Class  
The Warm Up 
Begin each and every class, regardless of dance style, with an appropriate warm 
up. Warm ups should not be less than 15 min. Over the summer we will be 
setting a few warm ups together as a faculty to set a standard for all classes. 
The materials will be taught in the studio by each teacher in their appropriate 
style. 
 
A Positive Atmosphere 
 
Dance schools that maintain a positive atmosphere promote morale in students 
and their parents as well as in faculty and staff. We believe that atmosphere 
affects the overall success of our training goals. Students who know you care 
about them will want to be the best dancers they can be, for you and for 
themselves.  
 
Conversely, judging your students is detrimental to their education and your 
success as a dance teacher. Students who are made to feel that they are slow 
learners, or even losers, will stop dancing in order to avoid the degrading feeling 
they experience at the school.  
 
Our goal is to establish positive self-esteem and passion for the art of dance. 
Remember that every student can develop passion, regardless of skill level. Do 
everything you can to communicate that you believe each student will succeed. 
For starters, smile! It’s contagious, and it offers your students a sense of comfort 
by conveying warmth, approval, and caring. That’s only one way to send the 
message that each student is competent and valued. Give compliments often, 
even if they’re not about dance. Every child in every class has something to offer. 



For example, you might comment on a beautiful smile or commend a terrific 
effort. Treat your students the way you would want to be treated by a teacher. 
 
Ø Our goal is to establish positive self-esteem and passion for the art of dance. 

 
 
Equal Treatment for All 
 
Treat all students fairly. It is important that all students know they are as valued 
as any other dancer. You may find it easier to focus on the most talented 
students; however, favoritism leads to a negative atmosphere in the classroom 
and throughout the school. 
 
Avoid developing a competitive atmosphere in your classroom. Don’t compare 
students or repeatedly choose the same student(s) to demonstrate. Competition 
in the classroom can become destructive to the students and the school. Its 
negative effect tends to rub off on parents, creating problems that extend 
beyond the classroom. Encourage all students to strive for a personal best. 
Remember, most of them will never be at the top of the class.  
 
 
Choosing Your Words 
 
Your choice of words and your body language make a big difference in the 
message you send to your students. Avoid harsh, judgmental words or a sarcastic 
tone. Ignoring students can be just as detrimental to their self-esteem as a 
negative comment.  
 
Although offering corrections or tips for improvement is important, don’t merely 
point out mistakes. Offer an even balance of compliments and constructive 
corrections. Continual criticism, whether actual or implied, accomplishes nothing 
and can create an adversarial teacher-student relationship. Sometimes it’s easier 
to recognize mistakes than to see what is being done correctly or even 
particularly well, so keep an eye out for opportunities for positive feedback. 
 
There are several ways to soften the blow of repeated criticism. One is to offer a 
correction to the entire class rather than focusing on a particular student. 
Another method is to use the words “please” and “thank you” often. Common 
courtesy promotes a mutual respect between teacher and student. 



 
Ø Offer an even balance of compliments and constructive corrections. 

 
 
Set the Right Example 
 
If we expect our students to respect the rules and policies of our school, then 
teachers and staff must set the standard. It doesn’t do much good to establish 
policies if you don’t have the fortitude to enforce them.  
 
We established a dress code to help all students feel equal and to aid teachers in 
viewing their bodies and alignment. Your students will be more accepting of the 
dress code if you set an example, so dress like a professional. If you wear street 
clothes or non-dance attire, it appears hypocritical to enforce the dress code with 
your students.  
*Please choose solid color dance bottoms and solid top without logos or 
phrases. 
**Please be sure your shoes are style appropriate to what you are teaching 
 
If you expect your students to arrive on time and be prepared for class, you must 
do the same. Teachers who are late or unprepared send the message that such 
behavior is acceptable. Set a policy that students who arrive more than 10 
minutes late will only be allowed to observe the class.  
 
A great way to create the desire to follow the school’s policies is to offer 
encouraging words to those students who do. For example, saying, “Thanks, 
Susie, for always being here early” is a simple yet effective way to encourage late 
students to arrive on time.  
 
Our policy is that students are not allowed to use cell phones, iPads, or 
computers during class time. All such devices need to be OFF and IN dance 
bags, inside the studio to prevent theft. 
 
 

 

Teachers need to set an example…please put your device on AIRPLANE MODE while 
you teach. 
 



Discipline 
 

Ø Discipline is the foundation of any artistic endeavor. 
 
Teachers need to take responsibility for misbehavior in their classes. Discipline 
problems are often a reaction to boredom or a lack of interest in the material 
being taught. A high-energy class that keeps students constantly moving leaves 
little opportunity for misbehavior. Most bad behavior occurs when your attention 
is pulled away from the class (for example, when you tend to the sound system). 
Once students have enough time to be distracted, it is hard to bring their focus 
back to the class. The solution? Don’t give them enough time to act up! 
 
Another way to keep students engaged is by utilizing a dynamic tone of voice. A 
soft voice or monotone can cause students to lose interest in the class. Use 
words and tone to communicate confidence, excitement, and compassion. If you 
sound tired or bored, students will feel the same way.  
  
Students will test the boundaries in a class and it is important to react to their 
behavior immediately but calmly. Be consistent. Sometimes you don’t have to 
say a word—a glance in the student’s direction or a moment of eye contact can 
send the message that you disapprove of a particular behavior.  
Sometimes silence is the best form of discipline.  
 
Ø A glance in the student’s direction or a moment of eye contact can send the 

message that you disapprove of a particular behavior. 

 
When you do speak up concerning misbehavior, be sure the students 
understand that it’s the behavior you are upset about, not them. Avoid 
comments that make children feel like failures. When they understand that 
everyone makes mistakes, they are more likely to learn from the error rather than 
resent the criticisms.  
 
Don’t allow those who continually create problems to be in the back of the room 
or hide behind other students. Move those students to the front of the room. By 
doing so you’re discouraging negative behavior and making them feel important 
at the same time. Try to keep students with behavior problems separated from 
each other. When you bring them to the front of the room, place them on 
separate ends of the line. Be prepared to go overboard with compliments (and 
express criticisms with care) in an effort to establish trust.  



 
Make sure well-behaved students are not punished for the actions of others. 
Although offering corrections in technique to the entire class avoids making a 
student feel singled out, blaming the whole class for one student’s misbehavior 
can have the opposite effect. The misbehaving student may be ridiculed by 
classmates who feel they paid a price for something they didn’t do.  
 
Persistent misbehavior must be addressed. If students are continually disrupting 
the class, it may be time to ask them to sit out the class for a particular period of 
time. Never let them leave the room—they might consider that a reward for their 
misbehavior. If parents complain about their children sitting out for a portion of 
the class, explain that it is your policy to never allow one student to distract 
others from learning. 
**IF YOU NEED TO TAKE THESE MEASEURES THE OFFICE/DIRECTOR NEEDS 
TO BE NOTIFIED IMMEDIATELY  
 
 
TIPS: CONTROLLING YOUR CLASSROOM 
ü A constantly moving, high-energy class keeps misbehavior at bay. 
ü Use your voice to keep students on task. 
ü React to misbehavior consistently; sending mixed messages is detrimental.  
ü Sometimes silence is the best form of discipline.  
ü Comment on the behavior, not the person. 
ü Keep troublemakers in the front of the class and separated from each other. 
ü If more action is needed contact the office/director 

 
 
Maintaining Enthusiasm 
 
Although classes always have a certain structure, usually consisting of a warm-up 
or barre, across-the-floor work, and combinations or variations, it’s OK to be 
creative. Enhancing the class with variety or the unexpected helps to avoid the 
potential for boredom, while constantly using the same movement, music, or 
format leads to a lack of enthusiasm in both teacher and students. The change 
can be as simple as starting a combination facing a different wall, holding class in 
a different studio, or using some unexpected music. Be aware that many of 
today’s children are accustomed to continual stimulation, so do what it takes to 
keep them focused and enthusiastic.  
 



The first few minutes of class are critical since that’s when students often lose 
interest, so starting with something unique could make all the difference. For 
example, make taking attendance fun and educational by asking students to 
respond with the name of a dance step, like shuffle or plié rather than saying 
“here” or “present.” While this activity has nothing to do with learning a 
movement, it stimulates the mind with something unexpected. Also, know what 
you want to accomplish before you enter the classroom. Investing time in 
planning eliminates the “dead time” it takes you to figure out what you want to 
do next, which is when you will lose students’ attention. Habitually winging it 
instead of planning your classes eventually catches up with you because students 
know you’re unprepared. Planning includes organizing your music; teachers who 
spend too much time at the tape deck or CD player almost always lose their 
students’ interest.  
 
Ø Students often lose interest during the first few minutes of class, so starting 

with something unique could make all the difference. 
 
Once class is under way, move around frequently so that the students have to 
pay attention to where you are. They may lose focus when teachers sit in a chair 
or stand in the front of the room for the entire class. Offer a change of pace every 
10 or 15 minutes. It can be as simple as changing direction—if you are facing the 
mirrors, ask the class to face the back wall for a few minutes. Or you could 
change a center floor exercise into an across-the-floor movement.  
 
Think about the level and abilities of your students and teach movement that is 
challenging but not discouraging. If the material is too difficult, students become 
frustrated and lose interest; even worse, they may feel that they aren’t good 
enough. 
Rather than asking students to attempt a new step or combination full-out right 
away, break down the material by starting with the basic movement. For 
example, if you’re teaching a turn combination, instead of starting with the full 
turn, simply demonstrate what’s happening with the feet. Once the students 
grasp that, then encourage them to try the move with the turn. If they’re not 
getting it, try changing the material or how you explain it.  
 
It is important to realize that students’ lack of interest might have nothing to do 
with the teacher or the material. They could be dealing with life issues such as 
divorce, conflicts in the home, problems with friends, or abusive situations. 
Whatever the circumstance, dance can allow students to forget their personal 



problems while they are at the studio. Self-expression through the art of dance 
and the release of tension through physical activity can help students cope with 
problems and build self-esteem.  
 
TIPS: MAINTAINING STUDENT INTEREST 
ü When choreographing for recitals, rehearse to a variety of music with similar 

styles, tempos, and rhythms. That way students won’t get bored by listening 
to the same music week after week. 

ü Use progressions and across-the-floor combinations often. 
ü Let students be part of the choreographic process. Break them into groups 

and give them 10 minutes to create 16 counts of movement (more or less 
depending on the age). Add their movement to the combination you’re 
working on. Encouraging creativity fosters confidence and gives students who 
aren’t technically the strongest but are creative the chance to shine. 

ü Improvisation is a great way to encourage movement interaction and 
conversation among students and teachers. It creates an atmosphere of 
creative energy that students appreciate.  

 
 

Student-Related Issues 
 
Safety  
 
The safety of our students is a priority. Teachers should point out all emergency 
exits and where students are expected to go in the case of an emergency 
evacuation. In an emergency evacuation, take your attendance book, account for 
all students once the evacuation is complete, and attempt to remain calm.  
 
Teachers must notify the office about any potentially dangerous circumstances in 
a classroom or any other part of the school. These include (but are not limited to) 
ceiling leaks, problems with locks on exterior doors, extra-slippery floors, etc. All 
water spills must be cleaned immediately. 
 
Teachers will not allow students to bring food or drink other than bottled water 
into the classroom.  
 
Acrobatics or gymnastics teachers must use extreme care within the classroom. 
Students should not execute tricks without the full supervision of the teacher. 



Acrobatics or gymnastics teachers will not leave an assistant teacher alone in any 
class.  
 
Never put your students at risk by eliminating a proper warm-up or barre at the 
start of each class or rehearsal. This policy is in place throughout the season, 
including performance time.  
 
Teachers must not encourage students to execute tricks or movement that is 
inappropriate for their skill or age level. 
 
Transporting students to and from the school or to dance-related events in your 
own vehicle could create liability issues for you and/or The Dance Pointe. We 
discourage our faculty and staff from transporting students at any time, except in 
an emergency.  
 
 
Injuries 
 
If a student is injured during class, stop all activity immediately and clear the area 
in the vicinity of the student. Report the incident to the office. In the case of a 
serious injury, contact the Emergency Medical System (911) and ask the office to 
call the child’s parents immediately. Teachers are required to write a report 
pertaining to any serious injury. 
 
Teachers will never distribute medication of any kind, including aspirin. 
  
Ø Know where the first-aid supplies are, and familiarize yourself with basic 

emergency care.  

 
 
Music 
 
All music must be age appropriate. It is our policy to offer an education based on 
a strong moral and ethical foundation. Sensitivity to the messages and/or lyrics of 
the music used in the classroom is a must. If you question the appropriateness of 
a particular piece of music, make another choice. 
 
 
 



Ending the Class 
 
Class should end on a positive note. The last 10 minutes should focus on 
movement or choreography that the students are comfortable or familiar with. If 
they leave feeling frustrated or uncomfortable, they might decide that dancing 
isn’t their thing.  
 
Play a slow, lyrical song at the very end of class and let the students follow your 
simple port de bras or small movements as a cool-down. (Reverence) 
 
Every once in a while, end your class by asking your students a question, such as 
“What did you like most (or least) about today’s class?” Never get defensive, no 
matter what their response is, or you will inhibit them from speaking up again. 
Teachers never stop learning from their students! 
 

 



PART II :  General School Policies 
 

Teacher/Staff-Related Issues 
 
Studio Rules 
 
Teachers are expected to comply with the following rules. 
 
• Be professional at all times, showing respect for the art of dance and every 

student. Teachers should set a positive example by refraining from using foul 
language, demonstrating negative behavior, or making disparaging 
comments concerning anyone associated with the school. Respect for our 
staff is a priority. 

 
• Arrive at least 15 minutes prior to the first class of the day.  
 
• Request permission from the director before bringing guests into the 

classroom. We discourage family or friends from observing classes since they 
often distract both teacher and students. 

 
• No personal phone calls may be made from or received at the school (with 

the exception of emergencies).  
 
• All devices used for music purposes are to be on AIRPLANE MODE during 

instructional times 
 
• No students are allowed to sit at office desk. 
 
• Before leaving the classroom, shut down all components. Report any 

equipment problems to the director. 
 
• Be well informed. Check all bulletin boards and read all newsletters to stay 

up-to-date with school activities. Teachers should be able to answer 
questions from students and parents in an informed and professional way.  

 
• At times teachers will distribute notices, newsletters, and other information to 

their students at the end of class. Each item will be labeled with the students’ 



names. Absent students’ materials should be brought back to the office to be 
mailed. 

 
• Attendance is to be taken at the start of each class. If a child has missed two 

consecutive classes, notify the office. The director will call the parent to 
determine the reason for the absence. 

 
• Assistant teachers should not be left alone in the classroom for an extended 

period of time and should never be left alone during an acrobatics or 
gymnastics class. 

 
• Teachers are expected to attend all dress rehearsals and recitals. 
 
• Teachers are invited to take part in the staff piece. 
 
• Contacting students and/or parents via phone calls, email, text messages, or 

social-networking sites for personal reasons is prohibited without permission 
from the director. 

 
• All communication with students and/or parents will be made through 

 The Dance Pointe. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Choreography 
 
All choreography must be age appropriate. All movement and concepts must be 
based on the skill levels as well as the ages of your students. Eliminate technical 
feats that are difficult for the majority of the class. Be unique in concept, utilizing 
many formations and patterns. Be sure every student has the opportunity to be 
at the front of the classroom or stage at some point during the choreography.  

 
• All choreography created by our faculty is the property of The Dance Pointe. 

If you are no longer with The Dance Pointe, all choreography created by you 
during your employment may be utilized at the discretion of the director.  

 
• For a period of one year after its creation, choreography taught at The Dance 

Pointe may not be set on any other students or at other schools without the 
permission. 

 
• Choreography must be age appropriate, without the potential to be 

considered sexually provocative.  
 
• Choreography must be original in concept and movement. The use of other 

teachers’ or schools’ concepts or ideas is strictly prohibited. 
 

• Credit for choreography will be given in all performances programs and when 
applicable at dance competitions. 

 
• Changes to choreography, may be made by the director at any time. We do 

not wish to impinge your creativity but may need to adapt a piece for a 
number of reasons. Please understand it is not personal.  

 

 
 
 
 
 
 
 
 
 



 
Class or Choreography Placement 
 
It is The Dance Pointe’s policy to employ faculty who understand the art of 
choreography and have the skills to make students look their best and feel 
confident.  
We believe in always doing what is best for the child in determining class 
placement or participation in choreography. Therefore class placement and 
casting in choreography should be based on the following student criteria, not 
on the impression you hope to make as a teacher/choreographer:  
 

• self-esteem  
• readiness for a challenge 
• potential 

 
It is important to recognize that some students who may not be the most 
talented but possess the drive and determination to succeed can help set an 
example for those who have talent but lack the drive.  
 
 
Junior & Senior Company Admission/Invitations 
 
It is with the previous explanation in mind that we invite dancers to join the elite 
companies. We are so strongly dedicated to the dancers and young PEOPLE we 
are creating, that we would choose someone with dedication and potential over 
a dancer born with natural ability and a mediocre attitude. 
Both Jr and Sr companies are INVITE only.  These dancers are chosen from what 
we have observed over the course of their dance history with The Dance Pointe. 
Please feel free to bring any dancer recommendations to the office but use  
disscretion. Please do not make any promises or imply anything to students in 
advance. 
 
Company Requirements 

• Positive Attitude 
• Readiness For the Challenge 
• Ability to be Criticized and learn from mistakes 
• Availability to perform throughout the year 
• Willingness to dance for good causes and improve one’s community 
• All members perform in all year end recitals 



 
 

Ambassadors In Leotards | Germany Tour  

Ambassadors in Leotards is an incredibly unique summer dance opportunity. 

Students dedicated to the art of dance and performance are invited by The 

Dance Pointe to travel to Germany and Switzerland where they participate in an 

intensive dance training program and perform at local venues, generating 

revenue donated to a local children’s hospital. This bi-annual program offers the 

experience of European culture, language, arts, dance and friendships that last 

far beyond the studio walls. This program has been developed by Melissa 

Truelove and is based upon her own experience as a professional dancer in 

Germany and the decades worth of summers spent performing overseas as a 

young adult. Melissa Truelove has been traveling as a dancer to Germany since 

1990 and began taking dancers herself in 2009. 

These dancers are chosen by the director from the Senior Company members. 

 
Competition | PowerHouse 
 
It is our goal to instill in our students a passion for performing rather than merely 
the desire to win awards. Toward that end, intensive dancers have performance 
opportunities other than competitions. They perform in; local fundraising events, 
young choreographer festival, DanceFest, and even perform overseas for good 
casues. We believe the lessons learned through concert performances are as 
valuable as the competition experience.  
 
However, with the right focus, the experience gained in competition can be an 
excellent source of self-confidence. If the dancers feel good about a 
performance and understand that they become better each time they go 
onstage, they are truly growing through the competition experience 
 
Through participation in competitions, we hope to instill in our students an 
appreciation for other dancers and schools. We are not out to beat anyone; 



instead, we hope to motivate both students and faculty by exposing them to the 
highest caliber of talent available. Only then can we produce the best dancers 
and teachers possible. For us, competition is an education! 
With that said we have begun the PowerHouse Program. 
 
Teams: RED, GOLD, BLACK 
 
PowerHouse Director: Kristine Bellemare 
Competition Dates: TBD 
Competition Policies:  
Being a member of The Dance Pointe competition team is an 8-9 month 
commitment.  In order for our teams to be successful, it is important that we have 
the entire team to work with as much as possible. 

*All competition students must be enrolled in a Dance Pointe hip hop class.  

Please observe the following attendance policy: 

 dancer may have 2 unexcused absences from September—May. Additional 
missed practices must be made up with a private lesson at cost of the dancer.  
       *Excused absences include but are not limited to illness with a medical 
excuse and school events required for a grade. 
If a dancer will be absent from practice, simply send us an email with the reason 
for absence, in advance to let us know. 
       *A private lesson cannot replace the importance of a team practice. If a 
dancer has a lot of unexcused absences and does not have an acceptable 
knowledge of the routine, the dancer will not be able to compete in the next 
upcoming competition/performance. The competition/performance fee is non-
refundable if the dancer is not able to perform. 
       *Dancers cannot miss the practice before a competition or performance. 
Doing so will result in her inability to compete or perform. 

 
 
 

 
 
 
 
 



 
Attendance 
 
We expect competition choreographers to attend all competitions. Your 
presence boosts morale and confidence in the students, especially the ones you 
teach. We work as a team, always available to support each other.  
 
Competition Entries 
 
No teacher may enter students in a dance competition without the permission of 
the school director. 
 
 
Cash Scholarships 
 
Soloists will receive a school credit for the amount of any cash scholarship 
awarded. It will be applied to lessons, costumes, entry fees, or other expenses 
related to dance training. 
 
Cash scholarships awarded to dancers who perform duos, trios, or ensemble 
pieces will be deposited in the Ambassadors in Leotards treasury to be utilized 
for master classes, guest choreographers, and other activities.  
 
An exception to this policy is when a cash award is presented for choreography. 
In that case, monies will go to the teacher/choreographer. 
 
Ø We believe the lessons learned through concert performances are just as 

valuable as the competition experience.  

 
 
 
 
 
 
 
 
 
 
 



Teaching for Other Studios 
 
Your employment at The Dance Pointe requires that you do not teach at another 
school within a 25-mile radius. Exceptions may be made on certain occasions. 
Though we do understand this is not a full-time position, we do ask that any 
situation is discussed and reviewed. 
 
Students at The Dance Pointe will not act as assistant teachers for any classes 
outside of The Dance Pointe without the permission of the director. 
 
Students at The Dance Pointe cannot be invited to take classes taught outside of 
The Dance Pointe without the permission of the director. 
 
 
Need a Sub? 
We follow a school calendar and there are many built in school vacations. With 
that said PLEASE do your best to take your vacations in the allotted dates. 
If you have an exception and need a sub it is your responsibility to find a teacher 
to teach for you. 
The Dance Pointe will provide you with a substitute teacher list of teachers both 
on our staff and in the local area. 
Please refer to the warm up curriculum we created when you sub a class. 
 
I l lness 
Of course, we all get sick. However, we do expect that you use your discretion 
when choosing to call-in. Again, we would ask that you help find a substitute for 
your class(es) if possible. We do not cancel and reschedule classes so you would 
not be compensated for the time. 
 
Meetings  
 
Faculty and staff are expected to participate in all faculty and staff meetings. 
 
Meetings are held in: 
August | Curriculum, orientation & schedule 
November | Recital Info 
Spring | General meeting 
Post Show Reception 
 



We encourage you to feel that the door is open to discuss any issues, ideas, or 
suggestions.  

 
 
Confidentiality 
 
As the result of your employment at The Dance Pointe, you will acquire and/or 
have access to confidential information belonging to The Dance Pointe . This 
includes such materials as The Dance Pointe personnel information, student lists, 
mailing lists, passwords, suppliers, handbooks, financial information, records, 
business plans, prospect names, business opportunities, confidential reports, and 
contracts, as well as other information specific to The Dance Pointe . 

 
As a condition of employment, you must and hereby do agree that all such 
information is the exclusive property of The Dance Pointe and that you will not at 
any time disclose to anyone any such information, whether or not it has been 
specifically designated as “confidential.”  
 
If you are ever unsure of your obligations regarding this policy, it is your 
responsibility to consult with the director for clarification. 
 
Information pertaining to students and/or their families, whether financial, 
personal, or confidential, is never to be discussed with anyone other than the 
director. 

 
 
Personal Information 
 
It is important that the personnel records of The Dance Pointe be accurate at all 
times. In order to avoid problems with your tax liability or our ability to 
communicate with you regarding schedule changes and the like, The Dance 
Pointe requires that you promptly notify the director of any change in your name, 
home address, telephone number, number of dependents, or any other 
information pertinent to your employment with The Dance Pointe . 
 

 
 
 



Use of Property and Studio Space 
 
The Dance Pointe will provide you with the necessary equipment and/or studio 
space to do your job. None of this equipment should be used for personal use, 
nor should any equipment be removed from The Dance Pointe unless approved 
by the director..  
 
Studio space will not be used for classes, rehearsals, private lessons, or 
choreography sessions, either for The Dance Pointe students or outside 
students, unless such use has been scheduled by the office and/or approved by 
the director. 
 
Policy on Staff Use of Social Media  
 
Use of Facebook, Twitter, LinkedIn, blogging, and other online social media 
vehicles is commonplace. This policy is intended to provide The Dance Pointe  
faculty and staff with guidelines to eliminate any confusion concerning the use of 
social media. 

 
Being able to share your activities, events, and news and those of The Dance 
Pointe  without prior director approval means that The Dance Pointe  trusts that 
you understand and accept the fact that you are a mentor, teacher, and leader to 
your students. Be thoughtful about how you present yourself in online social 
networks.  

Faculty and staff should assume that their posts will be seen and read by The 
Dance Pointe  students, their parents, and your colleagues and peers, and that 
they will presumptively associate such posts with The Dance Pointe .  

Keep in mind the following when considering whether to share The Dance Pointe 
-related information:  

• You DO NOT have permission to reveal any information that compromises 
The Dance Pointe . By that we mean that you are asked NOT to share 
personal information about the director, your students or their families, 
your fellow employees, or anything that is proprietary and/or confidential to 
them or The Dance Pointe .  

• Faculty and staff members should neither claim nor imply that they are 
speaking on behalf of The Dance Pointe .  



• When posting videos of your own choreography, don’t post it in its entirety; 
it is important to include only snippets to avoid plagiarism of your work. 
Please do not post choreography created by anyone else on the The Dance 
Pointe faculty without permission from that choreographer. Always include 
a choreography credit for any video you post. 

• Respect the law, including those laws governing defamation, discrimination, 
harassment, and copyright and fair use. As stated in this handbook, faculty 
and staff should never post negative comments about other schools or 
teachers. Also, please do not post negative comments about school 
activities such as competitions, conventions, and performances or about 
the directors of those events. 

• Don’t use the The Dance Pointe logo unless specifically authorized to do 
so. 

• Show proper respect for people’s privacy and for topics that may be 
considered objectionable or inflammatory, like politics and religion.  

• Ensure that your social networking conduct is consistent with all of the 
policies contained in the The Dance Pointe Faculty and Staff Handbook.  

• Make sure that your online activities do not interfere with your job 
performance. 

 
Camaraderie Among Faculty and Staff 
 
No one understands the life of a dance teacher more than your peers. Positive 
communication and relationships among teachers and staff members create an 
atmosphere conducive to a positive education for students.  
 
Sharing knowledge and experience among colleagues improves the quality of 
our teaching and the students’ training. If you are a newer teacher, take 
advantage of your more experienced peers by observing their classes. Be open 
to suggestions and appreciate those who take the time to help you and your 
students. 
 
Support your co-workers. While it’s natural to be envious of others at times, 
consider this: a success for a fellow teacher is a success for you when we’re all 
working as a team.  
 
Remove yourself from any gossip related to students or their parents, fellow 
teachers, or office staff. If you do hear gossip, don’t repeat it. Be especially 



cautious about what you say regarding your students or our faculty outside of the 
school. 
 
 
Camaraderie With Other Schools and/or Teachers 
 
At The Dance Pointe we respect all other dance teachers and school owners. Do 
not discuss rumors or gossip with your students or their parents regarding any 
other school or teacher at any time. Teachers who speak negatively about their 
peers outside or inside of the school are not setting the right example; nor does 
such behavior reflect our policy to respect those who share our passion for the 
art of dance.  
 
 
Ø A success for a fellow teacher is a success for you when we’re all working as a 

team. 
 
 
 
Confidentiality  
 
These topics are considered confidential and are not to be discussed or 
disclosed in or outside of the school: 
• Teachers’ compensation 
• Personal information about students, parents, faculty, or staff members  
• Discussions or decisions made at faculty meetings 
• Financial concerns or balances due from a particular parent with that family’s 

child, any other student, or another parent 
• Discounts or special arrangements with a student or parent 
• The school’s mailing lists, student phone numbers, or email addresses  
 
Ø Teachers may not copy or distribute student/family information at any time. If 

you would like to make personal contact with a student or parent, you must 
obtain permission from the director. 

 
 
 
 
 



 
Compensation Details 
 
Teachers are entitled to the following benefits: 
• Payment is made every two weeks.  

 
• Teachers will not receive compensation for classes canceled due to inclement 

weather; as dancers are encouraged to make up classes on their own, we do 
not reschedule. 

 
• Teachers receive a tuition scholarship for their own children. Scholarships do 

not include costumes, entry or workshop fees, or other expenses unrelated to 
tuition.  

 
• Teachers may attend, without charge, all workshops or master classes hosted 

by the school. We encourage all teachers to attend.  
 
• Teachers will receive (2) complimentary tickets for the annual recital 
 
• Teachers will receive a recital/end of year bonus 
 
• An administrative wage of $12 per hour will be offered to teachers who are 

asked to work in the office during registration or other activities (not including 
teaching classes or attending faculty and staff meetings). 

 
• All teachers are considered are considered subcontractors and must supply a 

FEIN or SSN. You will receive a 1099 annually. 
 
• Please plan ahead, set aside %33 of your wages for taxes come April. 
 
 

Ø Teachers who cover a class for another instructor must submit an invoice in 
order to receive compensation. Invoices must include the number of hours 
worked, date and time of the classes taught, and the name of the teacher 
replaced. Please turn invoices in at the office. 

 

 
 



 
 
Resignation  
 
You are requested to submit notice of resignation in writing to the director at 
least two (2) weeks prior to the date it would take effect. This will assist The 
Dance Pointe in planning for your departure. 
 
 
Automatic Dismissal  
 
The commission of any offense considered serious enough by the The Dance 
Pointe director, without limitation to those outlined below, will, except in 
extraordinary circumstances and at the sole discretion of the director, be 
followed by the immediate dismissal of that employee. Civil and/or criminal 
penalties may also apply.  
 
• Making false statements or omitting pertinent facts on an employment 

application or in an employment interview. 
• Threatening, assaulting, fighting with, or harassing another employee, 

student, parent, or anyone else encountered during your working hours at 
The Dance Pointe .  

• Stealing or deliberately damaging any The Dance Pointe property or other 
employees’ property. 

• Disclosing or selling company confidential information or trade secrets, 
including student contact information, mailing lists, etc. 

• Reporting to work under the influence of alcohol, narcotics, or other drugs 
other than medications prescribed for the employee by a physician. 

• Conviction of a felony offense and/or imprisonment. 
• Taking unauthorized leave or failing to show up work more than two (2) 

times without notifying the director. 
• Inappropriate relationships with students. 
• Working for another school within a 25-mile radius of The Dance Pointe  

without acquiring permission from the director. 
 
 
 
 
 



 
PART III 
RECITAL INFO 
 
Our performances are a story…they incorporate all styles and dancers. We pride 
ourselves on the organization, creativity and camaraderie our year end 
performances create. They are crafted with care and organized based upon; the 
theme, students’ siblings, dancers’ course load, talent and age. 
 

• Themes are chosen by the director over the summer 
• The theme is a SECRET until movie night in January 
• Music is mainly chosen by the director/coordinator but please suggest a 

piece of music if you are inspired! 
• Costumes are chosen by the director/coordinator 
• Measurements are taken by the director/coordinator in November 
• Costume payments are taken by the office 
• Choreography is all yours!!! The storyline will be explained then you are 

free to execute as your creativity tells you 
• Recital dates are set: June 15&16 Dress | June 17, 2017 Performances 
• We produce (3) shows on June 17 at SUNY Purchase 
• Soloists and leads are chosen from JR & SR companies 
• ALL props must be approved by the director/coordinator PRIOR to 

beginning your choreography 
• ALL choreography needs to be FINISHED by May 1 (plan accordingly) 
• Teachers are expected to attend all dress rehearsals & performances 
• Teachers are invited to perform in the staff piece (rehearsals take place 

over spring break) 
 

 
 
 
 
 
 
 

 
 
 
 



And Finally .  .  .  
 
Thank you for reading this handbook and welcome to our staff! 

 
This Faculty and Staff Handbook shall be interpreted, construed, and enforced in 
all respects in accordance with the laws of the State of [name of state; e.g., 
Massachusetts]. 
 
We have supplied a separate copy of the Acknowledgement Form below. 
 
Please be sure to sign, date, and return this form to the director after reading this 
Faculty and Staff Handbook! 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



Acknowledgement Form 
 

This Faculty and Staff Handbook has been prepared to enhance your 
understanding of the policies, practices, and benefits of The Dance Pointe ; it is 
important that you read this entire handbook. We reserve the right to make 
changes at any time without notice and to interpret these policies and 
procedures at the discretion of the director.  
 
After you finish reading this Faculty and Staff Handbook and within seven (7) days 
of receipt of it, please sign, date, and return this Acknowledgement Form. Make 
a copy of these pages for your records before submitting them. 
 
By signing below, you acknowledge that you have read and understood the 
policies outlined in this Faculty and Staff Handbook. You agree to comply with 
the policies contained in this handbook and to read and understand any 
revisions to it and be bound by them. You understand that this handbook is 
intended only as a general reference and is not intended to cover every situation 
that may arise during your employment. This Faculty and Staff Handbook is not a 
full statement of The Dance Pointe policy. Any questions about its contents can 
be discussed with the director. 
  
You acknowledge that this Faculty and Staff Handbook is not intended to create, 
nor shall it be construed as creating, any express or implied contract of 
employment for a definite or specific period of time between you and The Dance 
Pointe or to otherwise create express or implied legally enforceable contractual 
obligations on the part of The Dance Pointe concerning any terms, conditions, or 
privileges of employment. If you are subject to a written employment agreement, 
and if any terms of that agreement conflict with the contents of this handbook, 
your employment agreement shall control shall be considered binding.  
 
 
         
Employee name (print legibly)  
 
          
Employee signature 
 
 
Date         



 
 

Faculty and Staff Photograph & Video Release Form 
I hereby irrevocably consent to and authorize the reproduction, publication, 
and/any other use by The Dance Pointe and grant permission to the rights of my 
image, likeness, and sound of my voice as recorded on audio- or videotape 
without payment or any other consideration. I understand that my image may be 
edited, copied, exhibited, published, or distributed and I waive the right to 
inspect or approve the finished product wherein my likeness appears. 
Additionally, I waive any right to royalties or other compensation arising from or 
related to the use of my image or recording. I also understand that this material 
may be used for any lawful purpose, including illustration, promotion, 
advertising, web content, and television. 
 
By signing this release I understand that this permission signifies that 
photographic or video recordings of me may be electronically displayed via the 
Internet or in the public setting. 
 
There is no time limit on the validity of this release, nor is there any geographic 
limitation on where these materials may be distributed. 
 
This release applies to photographic, audio, or video recordings collected as 
part of my classes, rehearsals, or performances for The Dance Pointe . 
 
By signing this form I acknowledge that I have completely read and fully 
understand the above release and agree to be bound thereby. I hereby release 
any and all claims against any person or organization utilizing this material for 
educational purposes. 
 
Full Name___________________________________________________  
 
Address/P.O. Box________________________________________ 
 
Phone ___________________________ Fax _______________________ 
 
Email Address________________________________________________ 
 
Signature____________________________Date____________________________ 
 



 


