
   

 

Colchester School of Dance Policies  

Equal Opportunities  

We welcome everyone to The Colchester School of Dance, regardless of age, race or gender and 

encourage all our students to work together and to develop respect for others. We will make every 

effort to help every student to work towards their full potential throughout their time at the school, 

and encourage students to work independently and to develop their own individual skills. We take 

time to get to know the pupils as individuals and aim to meet the needs of each individual, working 

in partnership with them and their families.   

Complaints and Appeals  

We are always keen to hear feedback from students, parents and staff members and value new 

ideas and input. In the event of a complaint from a student or parent, we encourage the 

complainant to speak to the Principal, Miss J. Hansford. Every effort will be made to discuss the 

problem and an appointment will be made where appropriate to speak to the Principal. If the 

problem is not resolved verbally, the complaint should then be addressed to the Principal in writing. 

The Principal will then respond to the complaint in writing within a period of 10 days. ALL complaints 

will be recorded in a Complaints Log Book, along with details of how the complaint was resolved.  

Registration  

Parents or guardians of all students must fill out a registration form before attending lessons, this 

form must state clearly the full name and address of the student and any emergency contact 

numbers, once signed the parent/guardian has then accepted responsibility for all of our policies 

including the following:  

Giving staff permission to :  

Administer first aid  

Apply plasters  

Take photographs and videos which may be used for future promotional purposes.  

Fees and Payment  

All fees are due at or before the first class of each term. These dates must be adhered to. Any 

student in financial difficulties MUST speak to the Principal to discuss this and make plans for 

payments by instalment. Any fees not paid by the end of the first week of term are subject to a 

15% surcharge to cover additional administration costs.  If fees and the surcharge are not received 

by half term then the student will lose their space and will be refused entrance to class.   

Half a terms notice or fees in lieu are required for discontinuing any class. 

 Cancellation of classes  

The school reserves the right to cancel classes in extreme circumstances, e.g. Facilities problems, 

teacher illness and will replace classes if possible within the same term or following term. Refunds 

will only be made if the school cannot replace classes.   Replacement of classes and refunds will not 

be made in the event of ‘Acts of Nature’ e.g. snow closure. 



   

 

In the case of cancellation the school will try to notify all parents of students by text, email and on 

the school website.  

In the event of injury or illness where a child cannot attend lessons the school will not refund classes 

if already paid.  

Covid-19 Update – 20 July 2020 – Should classes be cancelled due to an outbreak of the virus in the 

school or another lockdown, then all lessons (Full timetable) will move to the Zoom online 

platform until further notice.  Fees will not be refunded or reduced. 

Child Protection  

The protection of the students at the School is of paramount importance and we work to ensure that 

all staff are trained and experienced in the subjects they teach. Students are encouraged to discuss 

any concerns and these will be recorded in a Log Book.   

 All students must stay within the premises until collected by an adult and all students under 5 years 

must be accompanied by an adult.  Parents are not allowed into the studio unless invited by the 

teacher, a waiting area is provided.  Registers are kept of attendance at classes and the School keeps 

an up-to-date list of emergency contact numbers for each Student.  The School holds a first aid box 

on site and the Principal and all teachers employed by the school are qualified to administer first aid.  

All teachers who work within the Colchester School of Dance are licensed as chaperones and have a 

current DBS enhanced disclosure for this position. We also make sure that various parents are 

licensed chaperones during the shows and all group activities.  All teaching staff are qualified by 

either the Imperial Society Teachers of Dance (I.S.T.D) or Royal Academy of Dance (R.A.D.) and 

attend annual courses to update on new work.  

Covid-19 update – 20 July 2020.  All students must be dropped off by the entrance to the main 

building of Stanway School or Earls Colne village hall.   Senior Students will be allowed to wait 

within the communal area (waiting room in Stanway, Corridor in Earls Colne).  Younger students 

will be collected by a teacher or teaching assistant and accompanied to the studio.  Parents/Carers 

must not enter the building or use the waiting room/bathroom facilities.  Social distancing must 

be adhered to at all times before, during and after classes. 

The first aid Box has been updated to contain PPE for staff if required when administering first aid. 

In the event of classes moving over to the Zoom online platform all students and parents must 

adhere to the rules for online classes as follows: 

A code and password will be emailed to parents before the lessons.   

An area that is free of objects and easy to move around in must be prepared for children by their 

parents/carers.  For tap dance a wooden board or tap floor must be provided. 

All children must be in uniform with their hair tied back. 

Students will be directed via zoom to an online waiting room and the teacher will let the student 

in once the class has started. 

All students/parents must make sure that the sound is on mute and their video off.  Teachers will 

let you know when to turn these on. 

 

 

 

 



   

 

Examinations  

Students are entered for Imperial Society Examinations in Ballet, Tap and Modern/Jazz by invitation 

of the Principal.  Students must have reached the age of 7 before they can be entered for 

examinations and only under special circumstances can students below this age be entered.  Those 

chosen to take an exam will receive a letter of invitation; if for any reason you do not want your child 

to take the exam then you must inform the Principal verbally or in writing no later than 2 weeks 

upon receipt of invitation.  If you do not inform the Principal then you will be liable to pay the exam 

fees.   Fees must be paid by the closing date on the attached invitation to prevent cancellation of 

exam.    Refunds for examinations are not given unless the student can provide a doctors sick note, 

upon receipt of this a 50% refund towards another exam is given.  

All graded examinations are accredited on the national qualifications framework (NQF) and are 

outlined below:  

I.S.T.D. Grade 1 – 3 – NQF Level 1 (equivalent - GCSE grade 1 - 3)  

I.S.T.D. Grade 4 – 5 – NQF Level 2 (equivalent - GCSE grade 4 - 9)  

I.S.T.D. Grade 6 – NQF Level 3 (equivalent – A/AS Level)  

Students who successfully pass Grade 6, Intermediate Foundation, Intermediate, Advanced 1 or 

Advanced 2 can gain UCAS points from these examinations for University entrance.  

Shows and performances  

All students in the school are invited to perform in the show, parents must sign a form one term 

prior to the show and agree to encourage regular attendance to class and to pay for the hire or 

purchase of costumes.  

Only licensed Chaperones are allowed backstage during rehearsals and performances and you must 

sign your child in and out of backstage.  

Further rules and regulations regarding school performances are sent to parents one term prior to 

the show. 

Further Training/other schools  

Any students wishing to pursue a career in dance are supported and encouraged by the school.  The 

school can advise on suitable vocational and professional training colleges and can assist in entrance 

requirements for auditions.  

If any student of the C.S.O.D. wishes to attend another dance school whilst training at the C.S.O.D. 

they must inform the Principal first so that she can determine whether or not the school in question 

abides by the guidelines set down by the Council for Dance Education.  Students are not allowed to 

attend the C.S.O.D. if they are attending another school that is not affiliated to an awarding body.  

Safe dance practice and professional code of conduct is of paramount importance to the school and 

although we are fully supportive of other accredited schools we do not support schools with 

unqualified teaching staff.  For a general guideline, schools who are accredited offer examinations 

with an awarding body such as the I.S.T.D, I.D.T.A, R.A.D, or B.B.O.  

 



   

 

Further information  

The Principal retains the right to expel a student for unruly behaviour.  

The School shall not be liable for any loss or damage to the student’s person or property occurring 

on school premises.  

All Students attend the school at own risk.  

Health & Safety  

The Colchester School of Dance aims to keep the working environment of the studios, tidy, clean and 

free from hazards in conjunction with the Stanway School and Earls Colne Village Hall. 

Covid-19 Guidelines update 20 July 2020 

Please do not send your child to class if they have the following symptoms: 

High temperature, Fever, Cough or difficulty breathing.  Please seek and follow NHS advice and 

consult the 111 online coronavirus service. 

You have travelled to the UK from any of the affected areas and should be in quarantine for 14 

days. 

You have been in contact with someone who may have contracted coronavirus. 

Children must wash their hands with soap and water or use a commercial hand sanitiser before 

entering the buildings and the studios and when they leave. 

If children feel they are developing a cold or flu like symptoms during class then they should 

inform their teacher who will then contact the parent/carer to arrange for collection. 

 

Facilities  

The Dance studio has a Harlequin dance floor suitable for all types of dance as well as roll out mats 

suitable for Acrobatic dance. The studio has temperature controlled heating and air conditioning and 

strip fluorescent tubes provide light.  Fire exits are clearly displayed in the studio and an electronic 

security card system is in place for entrance to the building and the studio.  

Covid-19 update  - 20 July 2020 – The studios will be cleaned by staff at Stanway school and Earls 

Colne village Hall before and after our classes.   The studio floor and Ballet Barres will be cleaned 

by teaching staff between lessons. 

The studio floor will be marked out with tape so dancers can observe the 2 metre social 

distancing.  The Ballet Barre will also be marked out with tape for this purpose. 

Electrical and fire safety procedures  

Fire evacuation procedures are displayed on the walls within Stanway School and in the hallway of 

Earls Colne Village Hall.  

Location of fire exits  

Double doors at back of the studio.  Single door in the corridor of the small hall in Earls Colne and 

double doors in the main hall. 

Fire evacuation procedure  



   

 

In case of fire, sound the alarm bell or alternatively if the alarm bell sounds (one continuous alarm) 

then proceed with class out of the fire escape onto the back playground with register or the village 

hall car park.  

Those in the waiting areas do similarly, check here and toilets.  

Once in assembly point, take register and inform emergency services on arrival.  

Accidents and First Aid  

Accidents during class are reported in the accident book which is located in the black filing cabinet.  

Simple first aid is applied but if a serious problem is identified then the guardian is informed and 

student is taken home or an ambulance is called whichever is deemed appropriate first.  

First Aid  

All teachers are first aid qualified. 

Covid-19 update – 20 July 2020 – The first aid box has been updated to contain PPE for teachers 

and staff is required when administering first aid. 

Responsibilities  

All teachers who work within the Colchester School of Dance are I.S.T.D. trained and qualified.  

Teachers in their own individual classes carry out their own visual risk assessments on a continual 

basis and are responsible for their own safe practice in class by keeping up with continual 

professional development via course and reading material.  Teachers are also responsible for taking 

class registers and following evacuation procedures.   Records of names, addresses and contact 

numbers are kept by the Principal on a database and contact numbers are kept by the principal via a 

mobile phone.  All teachers have contact with the Principal during class times should they need to 

contact in an emergency.  

All new students sign or have their guardians sign a registration form which supplies their contact 

details and medical history, giving various permissions as well as agreeing to the school policies.  The 

siblings and parents who wait on site during class time are responsible for their own health and 

safety.  

Covid -19 update 20 July 2020 – Parents or carers are not allowed onsite or to use the waiting 

room or bathroom facilities. 

Liability Insurance  

The School has an Employers and public liability insurance on a group policy, some teachers may also 

have their own insurance in addition.  

For off site classes such as shows and presentations, these policies still apply however the general 

building policy is the responsibility of the venue and we would carry out a risk assessment when 

entering the venue.  

 Covid – 19 update – 20 July 2020 – A full risk assessment has been carried out for both the 

Stanway Studio and Earls Colne Village Hall.   A further review will be undertaken 2 days prior to 

opening and on a day to day basis by teachers and staff. 



   

 

 


