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Caterpillar Dance School Contact Details 

 
We welcome any enquiries regarding this document, its content, 
structure or definitions. 
 
Please contact: 
 
Laura Dudman 
Caterpillar Dance School 
Rochester Dance Junction 
681 Maidstone Road 
Rochester 
Kent 
ME1 3QJ 
 
07939 241105 
caterpillardanceschool@gmail.com 
 
Confidentiality 
 
This document contains confidential information about Caterpillar 
Dance School. Parents, students or teachers may not disclose the 
confidential information contained in this document to any third 
party without consent. As a condition of receiving this document, 
the parent, student or teacher agrees to treat the confidential 
information contained in this document with the same level of care 
with respect to his/her own confidential information. 
 
Terms and Conditions 
 
This document is valid until further notice or revisions are made 
and is subject to the Caterpillar Dance School standard terms and 
conditions. Caterpillar Dance School reserves the right to vary the 
terms of this document in response to feedback, changes in 
teaching best practice and commercial interests.  
 
Caterpillar Dance School does not assume liability for any errors or 
omissions in the content of this document or any referenced or 
associated third party document, including, but not limited to; 
typographical errors, inaccuracies or outdated information.  
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Dear Students and Parents 
 
Thank you for registering with Caterpillar Dance School. I hope 
that you enjoy your lessons with us irrespective of whether you are 
dancing for fun, fitness, a career or all three. I have tried to write 
this handbook from the perspective of the student or parent 
attending a class to provide you with an overview of what you can 
expect when you enroll your child in the school and some of the 
activities we undertake throughout the year.  
 
Equally, for someone with more experience this also provides 
relevant information on how the school operates and how we can 
support you through your time with us.  
 
I ask you to take time to read this handbook and to keep a copy for 
reference. Like most people these days we are overloaded and 
bombarded with information so don’t worry if you think there is too 
much information; we will keep you updated with regular emails 
and for the more socially networked amongst you, you can keep 
updated via Facebook.  
 
We will also provide you with a website where you can keep track 
of class timetables, term dates, payment details, etc. so you don’t 
have endless pieces of paper and post it notes lying around. 
Handbook is regularly updated, so I would welcome any 
constructive comments, which would make this more useful to you. 
 
In the meantime, I would like to welcome you to Caterpillar Dance 
School and wish you luck as you embark on your journey into the 
world of dance. 
 
Yours Sincerely 

 
Miss Laura Dudman – Principal 
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1. Introduction 
 

 
1.1. History 

 
Caterpillar Dance School started in November 2007, as a 1-hour 
pre-school disco and ballet class for 3 to 5 year olds. Starting with 
just 8 children it has grown to around 200 children aged between 3 
and 18 years of age.   

Gradually, with the growth and progression of children in the lower 
school, we are now able to offer a wide range of classes for all age 
groups including Classical Ballet, Tap Dance and Modern Jazz, 
Musical theatre, Freestyle/Street Dance, Contemporary Dance and 
Acrobatic Arts. 

 

1.2. Ethos	

At Caterpillar Dance School, we believe in creating a positive 
learning environment of thinking dancers, who have excellent self-
awareness. We encourage individuality, creativity, and strive for 
excellence by challenging children in our classes so they reach 
their full potential.  

We are always looking for ways of developing our teaching further. 
We aim to produce confident and aspiring dancers, through shared 
knowledge and positive experiences. We believe teaching dance is 
about encouragement through understanding, thus striking a 
balance between discipline and enjoyment. Whether your child is a 
budding ballerina, top tapper or funky freestyler, we aim to provide 
a safe, comfortable learning environment, where your child can 
grow as an individual.  

Our team are passionate about dance and have experience in 
many different dance styles. Whilst a foundation in Classical Ballet 
or Contemporary is strongly advised, children at Caterpillar Dance 
School are exposed to a range of technique and performance 
classes. By offering a broad curriculum, we aim to develop a wider 
skills base for choreography, performance and appreciation.  
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2. Attending Caterpillar Dance School for the First Time 

The Parent and Student handbook has been designed to act as a 
point of reference relating to all aspects of how the school is run. 
The Handbook includes information which is available on the 
website but is formatted in a single document and includes aspects 
such as: 

� School Structure 

� Information updates 

� Registering for classes 

� Grades 

� Payments 

� Code of Conduct 

� Dress Code 

� Private Lessons 

� Examinations 

� Frequently Asked Questions (FAQ’s) 

 

2.1. Caterpillar Dance School Structure 

Caterpillar Dance School is divided into separate groups to enable 
parents to more easily identify information and for students to gain 
a sense of identity and progression. 

These areas include: 

� Little Caterpillars 3+years  

� Caterpillar Kids 8+ years  

� Caterpillar Teens 12+ years 

� Adult Dance/Fitness classes 
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2.1.2 Little Caterpillars  

Little Caterpillars and Pre-Primary Tap and Ballet  

This class provides children with an introduction to dance. The 
class is structured as a 45-minute session split between classical 
Ballet and tap dance. 

The Ballet part of the class incorporates basic ballet vocabulary 
and mime. We use props to make the class fun and interactive and 
focus on co-ordination and correct posture. Mime and storytelling 
help children develop their creative skills and imagination; which 
are important in child development. This class is suitable for all 
abilities and encourages group work and confidence building. 

The tap part of the class is fun and energetic. We teach technical 
exercises and short sequences in a fun way using syllabus and 
popular music. We teach tap rhythm, and basic tap vocabulary to 
help improve co-ordination, which is further developed in stage 2 
of the programme.  

Children are assessed through class assessment and UKA medal 
tests. During the two-year programme children have the 
opportunity to collect the 6 balloons which make up the UNI-TED 
medal tests from UKA. In stage 2 of the programme, children work 
on aspects of the ISTD pre-primary syllabi, promoting a strong 
foundation for further dance training. 

 

Primary Ballet  

Suitable for Primary School Children in year 2 upwards 

In this class children aged 6yrs and above have the option to take 
the ISTD Primary class test Ballet Exam. 
 

Primary Tap  

Suitable for Primary School Children in year 2 upwards 

In this class children have the option of taking the ISTD Primary 
Class Tap Exam once they are 6 years old. 
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Performing Arts  

Learn to sing, dance and act. Build confidence in reading and 
speaking out loud, challenge your performance skills and work as 
a team. This lesson leads to a short performance piece based on a 
West End musical production or play twice a year. Each lesson 
consists of a warmup, followed by learning a section of the routine, 
song or script. 
 

Street Dance  

Freestyle/street involves, spins, kicks and leaps as well as many 
other diverse steps and movements with lots of different arm and 
hand actions. You will experience a fusion of modern music and 
dance styles, encouraging freedom of expression and artistry. 
Because the nature of freestyle is so diverse – routines and music 
may be influenced by hip hop, street jazz or pop videos. Each 
lesson will include a warm up and set of short combination steps 
followed by a routine, which will be added to each week. 
 

Acrobatic Arts  

Acrobatic Dance is the beautiful fusion of classic dance technique 
and the precision and athleticism of acrobatic elements. As seen 
on ‘So You Think You Can Dance’, ‘America’s Best Dance Crew’ 
and ‘Dance Moms’, Acro is an especially challenging style for 
dancers to master as training in both dance and acrobatic 
elements is required. 

It includes balancing, limbering, tumbling and partnering, based in 
flexibility, contortion and strength. 

The Acrobatic Arts professional curriculum for is designed to 
promote excellence in tumbling, flexibility, strength, balance, 
contortion and partner/group stunting for dancers. As part of the 
training children will develop flexibility, and technique required to 
perform tumbling and partner/group tricks on stage as part of a 
complete dance routine. 
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2.1.3 Caterpillar Kids (8 years+) 

ISTD QCF GRADED SYLLABUS CLASSES 1-4 

These exams fall within the QCF, which is a government standard 
across all levels of learning from Secondary to Higher Education 
and is regulated by Ofqual. These exams provide a framework for 
parents and students to follow and provide a guaranteed guide as 
to your progression. This is especially useful for students looking 
to pursue dance as a career as the exams are recognised by 
professional colleges and further education establishments. 

 

Imperial Classical Ballet 

Ballet is an excellent way of developing strength, flexibility, control 
and improving posture. The ISTD Imperial Classical Ballet syllabi 
have been carefully developed in order to provide a fully 
comprehensive training both for children and young adults. Each 
grade consists of set exercises and a dance, which is assessed by 
an external examiner. Children in this class will have an 
opportunity of working towards the ISTD graded examinations and 
class tests. 

Modern Theatre Dance 

This ISTD modern syllabus has proved extremely popular due to 
its ability to adapt, develop and evolve with the changing fashion in 
dance. The syllabus combines modern dance, jazz and other 
dance styles. Children will learn set exercises and dances 
choreographed to popular music. They will also have the 
opportunity of working towards the ISTD graded examinations. 

The ISTD Jazz Awards provide a basic grounding in modern Jazz, 
and are ideal for the late beginner or as a recreational course of 
movement. Boys' work has been developed to meet increasing 
demand for a modern dance training for boys. 

Tap Dance 

Tap dance is one of the most enjoyable and rhythmic forms of 
recreational dance. It is excellent for developing musicality, co-
ordination and also great fun. Each grade consists of set exercises 
and a dance, which is assessed by an external examiner. Children 
in this class will have an opportunity of working towards the ISTD 
graded examinations. 
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PERFORMANCE BASED CLASSES 

Acrobatic Arts 

Street Dance 

Performing Arts (Musical Theatre) 

 

Contemporary and Lyrical Dance (8yrs+) 

This classes fuses together a mix of the essential performance and 
technical skills an aspiring dancer in this genre needs. Students 
will learn a series of technical exercises and short combinations, 
which will be changed on a termly basis. Students will develop 
their physical and interpretative skills through swing and stretch 
exercises, floor work and short travelling sequences, based on 
contemporary dance technique. Students will learn how to perform 
the perfect pirouette, as well as perform kicks, leaps and dance 
movements accurately and confidently. In addition, they will learn 
how to improvise creatively, showing musical interpretation and 
artistry. 

 

2.1.4. Caterpillar Teens – (12yrs+) 

ISTD QCF GRADED SYLLABUS CLASSES 4-6 

Imperial Classical Ballet 

Modern Theatre Dance and Jazz Awards 

Tap Dance 

Contemporary Dance (ISTD Intermediate Foundation) 

 

PERFORMANCE BASED CLASSES 

Street Dance / Commercial Jazz 

Performing Arts (Musical Theatre) 

Acrobatic Arts 
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Contemporary Dance 

 

2.2. Registering, Class Timetables & Venues 

Caterpillar Dance School provides most of its information to 
parents and students electronically. At Caterpillar Dance School, 
we go to great lengths to ensure that all parents and children are 
fully informed of our policies, practices and events. The school 
achieves this via 3 main communication methods, which is why it 
is critical that we have up-to date email contact addresses. 

1. www.caterpillardanceschool.co.uk This provides up to date 
information and enables you to enroll for new classes, 
access timetable information and update personal 
information.  

2. https://www.facebook.com/groups/caterpillardanceschool/ 
Caterpillar Dance School aims to keep students and parents 
up to date with the latest news and events via Facebook. It is 
advised that parents join the closed group and also 
subscribe to the Community page @caterpillardanceschool 
to enable us to communicate with you quickly in the event of 
class cancellations i.e. due to the snow. 

3. Emails – Caterpillar Dance School will regularly provide 
parents and students with emails that summarise key events 
and information. This will be emailed to you from 
lauradudman@yahoo.co.uk or 
caterpillardanceschool@gmail.com which you may need to 
add to your safe senders list in your email software. 

 

2.3. Payments 

2.3.1. Billing Period 

The class timetable follows the academic calendar (approximately 
38 weeks), however payments are taken in 6 blocks. This ensures 
that the financial outlay is spread out for the student or parent and 
that the school has advanced notice of any students who wish to 
increase or decrease their participation in the school classes. 

Registration for class(es) is for the period of one academic year 
(September to July) with tuition payment payable in six termly 
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installments. In order to reserve your place in the class(es) you 
have selected, your first term payment is due upon registration. 

Subsequent payments are due prior to the next term and are 
published in the fees section of the caterpillar website.  

We usually follow the same school holidays as the Medway 
Schools. 

Classes outside of term time or during school holidays are optional 
and pay-as-you-go. This includes summer schools and workshops. 
This does not include private lessons or exam coaching classes, 
which are paid for and booked in advance. 
 
 
2.3.3. Your Account 

When you have registered online, you will receive an invoice for 
the class(es) you have signed up for. You will then be added to the 
mailing list and eligible to join the closed facebook group for 
parents. This group is private and only open to current parents and 
students aged 14yrs plus with parental consent. 

 

2.3.4. How do we calculate your bill? 

As a guide, to calculate the term payment we multiply the weekly 
cost by the number of weeks in each term. You can find details of 
class prices in the fees section of the website.  
 

2.3.5. Payment terms and conditions 

Payment is made using the pay now button on the invoice or bank 
transfer using your online banking. We do not accept cheques or 
cash. Payment for private lessons, exam coaching, uniform, 
merchandise and exam fees can be made by bank transfer to the 
school account only. We also have a portable card payment 
machine, which can take card payments electronically at some 
classes. 

Please note that under no circumstances are teachers permitted to 
accept cash payments during the classes.  

Please note a fee of 10% will be charged on all late payments 
unless pre-authorised by the Principal.  
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Non-Payment – For every payment that is late without previous 
notice, there will be a reminder email/letter sent and an additional 
£3 will be added to the bill for every week that it is late. If payment 
is still not made within 1 month of reminder your place will be 
suspended and you will be unable to return to class until payment 
has been made. If payment is still not made after 3 months of 
suspension you could be taken to the small claims court.  

If you are absent, please let us know so we can make a note on 
the register. As failure to pay your fees on time, and non-
attendance during the first two weeks of term may result in your 
place being given to another student on our waiting list. 

 

2.3.4. Removing You or Your Child from the School 

We understand that from time to time peoples’ circumstances 
change and that you or your child may no longer be able to attend 
classes. In order to ensure that classes remain viable; notification 
to withdraw from a class during the academic year must be given 
in writing at least, 2 weeks before the end of a term. At the end of 
the academic year, notice must be given by the end of July, if you 
wish to withdraw from classes and not return in September. 

Failure to provide such written notice will result in you being billed 
for one terms tuition fees. Students who wish to re-join classes at a 
later date who have not given notice of leaving will be charged a 
£25 admin fee. 

 

2.4. Dress Code 

All dance Schools have a dress code, however the rationale is not 
always explained properly. At Caterpillar Dance School we ask all 
students and parents to observe the dress code. 

New students are allowed a period of 6 weeks to organise the 
correct uniform, during which time they can wear their own dance 
wear. Regulation uniform is ordered through Caterpillar Dance 
School only. 
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2.4.1. Why Do We Have A Dress Code? 

� The simple leotard, tights, and skirt combination makes it 
possible for the teacher to see the dancer’s bodies so they can 
make the proper corrections. 

� The different colours represent growth to the next level of dance 
and give the dancers a goal they can strive to attain. Different 
examination boards require specific uniform for examination entry. 

� Young dancers are sometimes distracted by their own 
dancewear. Large skirts and/or tutus sometimes become the 
dancer’s focus instead of the teacher. 

� Learning to dance and work together as a team can be more 
easily achieved by removing the distraction of different dancewear. 

� Teachers are able to choreograph dances more easily when the 
dancers are dressed the same. 

Please note we require ALL children to attend in uniform that is 
clean, tidy and in good repair. Not only does this instil a sense of 
pride in wearing our uniform, but it also encourages good hygiene 
and keeps everyone looking smart. Items such as tights and 
leotards should be washed frequently, added chiffon skirts etc, 
may not require such frequent washing. Any uniform beyond repair 
or cleaning should be replaced.  

Please do not let your children get away with excuses such as “in 
the wash”, “can’t find it”, “didn’t feel like wearing it” and please 
encourage them to take care of their dance uniform. All children 
must wear ballet tights/ballet socks for classical ballet classes.  

Uniform allows teachers to see each individual dancer’s alignment 
and ensures that each performer is working safely.  

Uniformity helps choreographers to see routines without 
distractions and prevents any competition between students 
regarding branded clothing which can lead to bullying.  

Caterpillar uniform can be purchased from our online dance store 
at competitive prices, less then retail dance shops.  

https://ctp.mydancestore.co.uk 

We also have a facebook group where parents sell good second-
hand items of dance uniform.  
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www.facebook.com/groups/Caterpillar2ndhandUniform/ 

We thank you for your co-operation and understanding in this 
matter. 

 

2.4.2. How do I know what to buy? 

Contained in this handbook is a full breakdown of our dress code. 
If you have any question’s please email   

caterpillardanceschool@gmail.com 

All uniform and dancewear is supplied by International Dance 
Supplies Ltd.  

Personalised items such as varsity jackets, hooded zippers and 
caterpillar tshirts can be ordered directly from Caterpillar Dance 
School. Our supplier is Imagideas.  

A full approved dancewear list is in Section 5. A pricelist can also 
be found on our school noticeboard outside studio 3, at Rochester 
Dance Junction. 

 

3. Your Childs First Day in Little Caterpillars 

We appreciate that sometimes a first lesson can be fraught and a 
bit emotional for your child. At Caterpillar Dance School, we 
understand this, and we know how to make your own Little 
Caterpillar welcome to the class.  

Children tend to build themselves up slowly, but also make the 
most measurable progress by the end of the year! We know that 
as a parent you have a vision for how you think the first day will go 
and sometimes reality is different in practice. The following, is 
written to give you an idea of how it might and might not go. 
Ultimately you will know your child the best and you may take all, 
some or none of this advice. All children are different and react 
differently in situations.  

� Many in this age group will cling to Mum or Dad as they walk in 
the studio door, as they are unaware of their environment. 
Everything to them is new and we would ask to arrive as early as 
possible on the first day in order to get them acclimatised to their 
new teacher and environment.  
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� Separation anxiety is one of the most common issues on the 
first day; you may overcome this by explaining to your child before 
they arrive that you will be waiting for them and that you won’t 
leave.  

� Little Caterpillar classes are designed as a teacher/child class. 
Our policy is that all parents need to be in the lounge when class is 
in session or for the first few weeks possibly in the corridor out of 
view. We also need to keep the door to the studio closed during 
class, in order to avoid any wandering children.  

� Have you ever noticed that when one child begins to cry, the 
others follow suit? We have observed this and it is why we need to 
have any crying child wait with Mum / Dad outside the studio until 
they feel confident to come back in. We know this sounds harsh, 
but we will make every attempt at calming your child and getting 
them to join the class that we possibly can, before we ask you exit 
the room.  

� Sometimes the child is actually upset just being in the room, so 
you may calm them down more effectively outside. In the past, we 
have let the parent of an unsure child remain in the room with the 
child; however, we found that this practice can distract other 
dancers, and the inability for Mum/Dad to leave the room in 
subsequent weeks, as the child has learned, “my mummy/daddy 
stays with me”.  

� We will work with you and your child to achieve success in 
bringing happy children into the classroom without Mum or Dad. 
This is a relatively easy process for most, but we also need you to 
understand that this means you leave them with us at the door and 
do not enter the room with them. 

� Most of the time our children come into the room right away and 
never look back. Sometimes children aren’t ready for a 
teacher/child class. They may not be ready for this kind of group 
learning environment and need a little more time. As parents, we 
won’t know until we try, but if this does happen please accept the 
advice of the class teacher and perhaps try again the following 
week, or if necessary, a few months’ time.  

� Please remember that it sometimes takes a few weeks in order 
for a child to warm up to the idea of the dance class, even if they 
LOVE to dance at home.  
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� Lastly, our goal on the first day is to get every child into the class 
without Mum or Dad and without crying. If we have done that we 
have succeeded. Please don’t be alarmed if your child just stands 
in his/ her place and stares at the teacher jumping up and down. 
They are simply observing their environment. They will dance 
when they are ready!!!  

We hope you all have a positive experience. Please don’t hesitate 
to call if you have questions or concerns.  

 

4. Code of Conduct and School Policy Documents 

A code of conduct is essential so parents and students understand 
what is expected, and every participant can get the most from their 
classes. 

 

4.1. Our Expectations from our teachers 

� Teachers will be properly dressed in dancewear appropriate for 
the class. 

� Teachers will be easily identifiable to parents and especially 
younger students 

� Teachers will arrive in plenty of time to sufficiently prepare for 
the class and welcome students 

� Teachers will be courteous at all times 

� Teachers will be qualified to a level appropriate to the class 
being taken 

� Teachers will be actively engaged in improving their level of 
qualification to utilize the latest techniques 

� Teachers will liaise with the school principal about performance 
of children on a regular basis 

� Teacher will have clearly defined lesson structures 

� Teachers will keep each lesson lively and engaging 

� Teachers will attend examinations and festivals to support 
students where possible 
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4.1.1. Full Code of Professional Conduct and Practice 

Our code of professional conduct and practise has been endorsed 
by the Council for Dance and Musical Theatre Training (CDMT). It 
is the guide we issue to our teachers all of whom sign and accept 
these practices before starting with us and must continue to uphold 
throughout their working tenure with us.  

Fundamentals 

A Teacher Should:  

Behave with integrity in all professional and business relationships. 
Integrity implies not merely honesty but fair dealing, courtesy and 
consideration.  

Strive for objectivity in all professional and business judgements.  
Not accept a teaching post or undertake work for which he or she 
is not competent or qualified.  

Carry out his or her professional work with due skill, care and 
proper regard for the technical & professional standards expected 
of them.  

Integrity  

A Teacher Should:  

Uphold & enhance the good standard and reputation of the 
profession & of Caterpillar Dance School.  

Work in a collaborative and co-operative manner with other dance 
professionals & organisations. Not attempt to influence or 
intimidate any examiner at any examination or a judge at a 
competition.  

Objectivity  

A Teacher Should:  

Work in an open and co-operative manner with students and 
families.  

Ensure that students are not discriminated against on the grounds 
of sex, race, colour, religion, age, disability, national or social origin 
or other status.   
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Competency  

A Teacher Should:  

Acknowledge any limitations in his or her knowledge or 
competency and take steps to practice in a fully skilled manner.  

Assist professional colleagues, in the context of his or her own 
knowledge, experience and sphere of responsibility, to develop 
their professional competence.  

Undertake continuing professional development to ensure 
knowledge and practice remains current as required by his or her 
individual awarding body(ies) and/or employers.  

Skill and Diligence  

A teacher should ensure that no action or omission on his or her 
part, or within his or her sphere of responsibility, is detrimental to 
the interests or safety of students.  

Courtesy and Consideration  

A Teacher Should:  

Always act in such a manner as to promote and safeguard the 
interests and well-being of students.  

Justify student trust and confidence.  

Confidentiality  

A teacher should ensure that confidential information obtained in 
the course of his or her professional work should not be used for 
personal advantage or be disclosed without the consent of the 
pupil or parent, except where there is a legal right or duty to 
disclose. A teacher should be aware of and abide by current data 
protection legislation.  

Publicity  

A teacher may seek publicity for his or her own services, and 
advertise his or her services, achievements and school in any way 
consistent with the dignity of the profession.  

A teacher should, under no circumstances, promote his or her 
services, or the services of another teacher, in such a way, or to 
such an extent, that amounts to harassment of the prospective 
pupil or parent.  
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A teacher should not publish, or cause to be published, any notice, 
newspaper, advertisement or any other matter likely to damage the 
standing of the profession or to damage or depreciate the 
reputation of any colleague.  

Promotional material may contain any factual statement, the truth 
of which a teacher is able to justify, but should not make any 
disparaging references to, or disparaging comparisons with, the 
services of others.  

Statutory Requirements  

A Teacher Should:  

Comply with all statutory requirements affecting health and safety 
at work.  

Ensure the provision of adequate public/products liability insurance 
and employer liability insurance.  

Comply with all the statutory requirements affecting the running of 
the business, including registration of names, income tax, value 
added tax and any other matter required by law.  

Ensure that he or she is in accordance with the law with regard to 
copyright, recording, public performance and other matters 
concerning printed matter and recorded music related to their work.  

Health and Safety  

A Teacher Should:  

Ensure that classes are of a size appropriate to the levels and 
techniques being taught and the space being used. Students in 
each class should be of compatible age and/or standard  

Be aware of developments in Child Protection legislation and 
undertake Disclosures & Barring Service (formally Criminal 
Records Bureau) enhanced disclosures as required.  

Ensure that teaching facilities are adequately maintained and 
provide:  

Suitable flooring appropriate to the technique taught, with a clean, 
safe surface; to minimise the risk of injury; Adequate heating levels 
and ventilation; Suitable, secure and safe area for changing.  
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Abide by Health and Safety statutory legislation requirements, 
understand his or her responsibility in case of a medical 
emergency and keep records in an accident book.  

Ensure that all fire regulations are displayed and adhered to.  

Standards of Good Practice  

Principals Will:  

Have written, clearly defined aims and objectives setting out the 
broad goals to be achieved by the individual or school. A similar 
set of objectives will be stated which outline the benefits a pupil 
can expect to receive through the teaching staff’s conscientious 
implementation of them. A teacher should have a written health 
and injury prevention and child protection policy  

Employ teaching staff with experience and qualifications 
appropriate to the levels and techniques to be taught. Student 
teachers should be trained and supervised to ensure maintenance 
of the school’s teaching standards  

Conform to sound business practice. Apply appropriate teaching 
aims and assessment procedures to students. Ensure that 
students and families have ample opportunity to communicate with 
their teachers.  

Use adequate and flexible teaching skills to create a productive 
learning environment.  

Individual Teachers Will:  

Encourage communication between student and him/herself and 
other students. Communicate a love of dance and encourage the 
art of dance.  

Demonstrate professional attitudes, including punctuality, reliability 
and responsible care of students.  

Develop self-discipline and self-motivation in the 
students. Transmit general concepts of movement in addition to 
those of a particular dance style.  

Develop in the students an appreciation of the characteristic style 
of each specific discipline taught.  
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Recognise and develop each student’s potential and offer 
appropriate guidance for further progress.  

Recognise physical differences and limitations and different 
learning styles, modifying the teaching and seeking advice where 
necessary.  

The teaching and choreography must be anatomically safe, and 
physical corrections must be attempted in a careful and sensitive 
manner.  

Uphold the terms & conditions, ethos and values of Caterpillar 
Dance School.   

A teacher may teach under whatever name or title he or she sees 
fit.  

A teaching name should not be misleading.  

A teacher should not use any title, description or designatory 
letters to which he or she is not entitled.  

General Data Protection Regulations 

All data recorded by dance teachers concerning individuals with 
whom they come into contact (be they child or adult) must be:  

1. Fairly and lawfully processed.  

2. Processed for limited purposes.  

3. Adequate, relevant and not excessive.  

4. Accurate.  

5. Not kept longer than necessary.  

6. Processed in accordance with the data subjects’ rights.  

7. secure.  

8. Not transferred to countries outside the European Economic 
Area (EEA) without adequate protection.  

GDPR means that Caterpillar Dance School must; 
* Manage and process personal data properly 
* Protect the individual’s rights to privacy 
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* Provide an individual with access to all personal information held 
on them  

Caterpillar Dance School is a recognised school with the CDMT 
and as so, is required to collect and manage certain data. We 
need to know parent’s names, addresses, telephone numbers, 
email addresses. We need to know children’s’ full names, 
addresses, date of birth and School Education, along with any 
medical or SEND requirements. We are requested to provide this 
data to Medway County Council, Kent County Council & other 
council areas where our performances take place; this information 
is sent to the Local Authority via a secure electronic file transfer 
system.  

 

4.2. Code of Conduct, Parents 

� Support and encourage all of our dancers, even those not 
related to you. 

� Please refrain from negative comments to or about any dancer, 
parent or teacher. You will be amazed how fast gossip travels in a 
dance studio. Comments taken out of context can snowball into 
ridiculous, petty, damaging and unnecessary arguments. 

� Have a great time watching your children grow and learn! 
Remember that every parent wants their children to be the best 
they can be, even though we know that, along with the successes 
in life, there will be failures. It is a natural part of growing up and 
learning from those experiences is what makes us who we are. 

� Please do ensure that all elastics are sewn correctly into shoes 
before a lesson commences. This is for health & safety and also it 
is impossible for a small child to be able to dance without these. 
Also please tuck in the small bows at the front of the ballet shoes 
to prevent them from coming untied.  

� Make sure correct dance shoes are correctly fitted and on your 
child’s feet before entering the dance studio. 

� Please do not second-guess your child’s teachers, they are all 
experienced professionals and are working in the best interest of 
your child. 
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� Please remember that your child is part of a class/team. While 
we treat all of our children as individuals, we and they must at all 
times act for the greater good of the class or team. 

� Always give positive but realistic feedback to your child. Let 
them be proud of their own performance and effort. 

� Please email if you have any concerns and do not interrupt 
teachers during class time as this will impact upon other student’s 
lessons. If you need to consult with them directly we will be happy 
to make an appointment for you at an appropriate time. 

� Please remember that the studio is for the teachers and dancers 
only. 

� It would assist us greatly if you could have your child ready with 
all shoes and equipment on time and lined up at the studio door, 
please do not rush in to the studio unchanged whilst a class is in 
progress. 

� Make sure your child has gone to the toilet before the lesson 
commences. 

� In the event that you are late for your child’s class, please be 
courteous and try to cause as little distraction as possible. 

 

4.3. Code of Conduct, Dancers 

� Have fun! 

� Respect your classmates and teachers – Remember you are a 
team. 

� No talking in rehearsals or classes it is disrespectful and 
prevents everyone from learning. 

� Only bottled water or squash is allowed during lessons, no other 
drinks are permitted. 

� Dress appropriately at all times with the correct uniform for each 
class. 

� Children over 7 years. Do not blame your parents for missing 
dance equipment, you are now old enough to remember what is 
required. 
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� Please make every effort to learn to tie your own shoelaces and 
ribbons. 

� Remember to go to the toilet before your lesson. 

� Do not make negative comments to or about anyone. 

� Come to classes and rehearsals prepared. This is called “work 
ethic”. Always give 100% effort. This will pay off in the end. 

� No sitting down in class or rehearsal, unless asked to by your 
teacher. Even if you are not dancing during a particular sequence, 
you should be practicing in the back of the class. 

� Tell your teacher before rehearsal if you are ill or have an injury. 

� Work together as a team. Support each other with positive 
feedback. 

Remember that everyone will have his or her time in life to shine. 

 

4.4. General Studio Regulations 

� Chewing gum is not permitted anywhere in any dance studio or 
surrounding facilities. 

� Food is not permitted in the studio. 

� Please use the bins provided. 

� Keep areas tidy. 

� Do not leave bags, coats and any other obstructions in any of 
the walkways. 

� Remember to regularly check the lost property for shoes and 
dancewear you may be missing. 

� We welcome siblings and friends in our waiting area but ask that 
they be supervised at all times. 

� Please keep external noise to a minimum. 

� Please do not climb all over furniture in the lounge, swing on the 
studio bars, climb or deface any property. 
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�Mobile Phones, Ipods, MP3 players, IPADs and other electronic 
devices should be switched off and remain in bags whilst in the 
studio.  

�Parents please wait in the lounge for your child and try to avoid 
blocking the corridors. Pushchairs and Prams are not permitted in 
the corridors and should be left in the lounge. 

 

4. Caterpillar Dance School Uniform List 

 

Little Caterpillars (Girls) 

• Q16 Pink cap sleeved skirted leotard dress  

• XX-PP Pink cross over ballet cardigan 

• SO Pink ballet socks  

• AD103 Pink Ballet tights (without back seams) 

• BLOCH arise BL209 full sole pink leather ballet shoes with 
elastics 

• BLOCH timestep BL330 tap shoes in black (heel and toe 
taps) 

 

Boys Caterpillar classes  

• School Caterpillar Tshirt with own black shorts/black jazz 
trousers. 

• Black dance tights and black cap-sleeved leotard for ballet 
classes 

• Black canvas ballet shoes with elastics and white ballet 
socks for Ballet 

• Black oxford style lace up tap shoes for tap classes 

 

Pre-Primary Ballet and Tap (girls) 

• Q16 Lilac cap sleeved skirted leotard dress 



Caterpillar Dance School 2021© 

Page 26 of 82 

• XX-LA Lilac acrylic cross over cardigan 

• SO Pink ballet socks  

• AD103 Pink ballet tights 

• Bloch arise BL209 full sole pink leather ballet shoes with 
elastics 

• Bloch BL330 time step Black tap shoes  

 

Primary Ballet and Tap (girls) 

• Q16 Rose cap sleeved skirted leotard dress  

• XX-MB Rose acrylic cross over cardigan  

• Silky Pink convertible ballet tights (for children in 
Acro/modern classes) 

or 

• Silky pink full foot ballet tights  

• Pink Ballet socks 

Same shoes as pre-primary 

 

Standard 1 Ballet and Grade 1 Tap (girls) 

• Q16 Bluebell cap sleeved skirted leotard dress (Standard 1 
Ballet)  

• XX-SB Bluebell acrylic cross over cardigan  

• AD104 Silky Pink convertible ballet tights 

Same pink ballet socks and ballet and tap shoes as Primary  

 

Grade 1 Ballet and Grade 1 Tap (girls) 

• Q26 Bluebell cap sleeved leotard (Grade 1 
Ballet/Tap/Modern)  

• XX-SB Bluebell acrylic cross over cardigan  
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• AD104 Silky Pink convertible ballet tights 

Same pink ballet socks and ballet and tap shoes as Primary  

 

COLOURS FOR ISTD GRADES AND ACRO CLASSES 

• Acrobatic Arts – Gymnastics tank leotard (for those children 
who do not have a graded leotard yet or do not take ballet 
and tap classes) 

• Grade 1 - Q26 Bluebell cap sleeved ruched leotard  

• Grade 2 - Q26 China blue cap sleeved ruched leotard  

• Grade 3 - Q26 Rose cap sleeved ruched leotard  

• Grade 4 - Q26 Violet cap sleeved ruched leotard  

• Grade 5 upwards - Black camisole leotard any style (optional 
wrap around skirt for ballet)  

*Children wear the graded leotard with black footless dance tights 
over the top for ALL modern and tap exams. Children in Grade 2 
upwards may also have half-sole footundeez.  

*Children in Acrobatic classes wear the appropriate graded leotard 
and black footless tights/black leggings/black shorts over the 
leotard and bare feet. No crop tops are allowed.  

 

STREET DANCE and MUSICAL THEATRE  

 

Little Caterpillars (girls) 

• Pale Pink Caterpillar Dance School Tshirt  

• Black jazz shoes 

• Own Black leggings or black shorts in summer 

 

Little Caterpillars (boys) 

• Royal Blue Caterpillar Dance School Tshirt 
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• Own Black indoor plimsoles or black jazz shoes 

• Own Black jogging bottoms or black shorts in summer 

 

Caterpillar Kids and Caterpillar Seniors (girls and boys) 

• Black Caterpillar Dance School Tshirt  

• Own Black Leggings/jogging bottoms/jazz trousers/shorts 

• Black jazz shoes or Black jazz low profile sneakers 

 

 

CONTEMPORARY DANCE and ESSENCE DANCE COMPANY 

• Black camisole leotard (girls) with black leggings or footed 
tights dance tights 

• Black full length unitard (boys) with optional loose fit jazz 
trousers 

• Footundeez – half-sole  

• Knee pads (optional) 

 

SPECIAL ORDER UNIFORM   

*Caterpillar Dance School black and white personalised varsity 
jacket with NAME embroidered on front  

*Caterpillar Dance School black with blue glitter all-in-one hooded 
onesie with NAME on front 

*Caterpillar Dance School black with blue glitter hooded zipper 
with NAME on the front 

*Caterpillar Dance School black tracksuit with blue glitter with 
NAME on the front 

 

NB: All Personalised items MUST be paid for when ordering. 
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If there are any other items you would like to purchase such as 
water bottles, shoe bags, costumes bags etc. please email me. 

 

 

Caterpillar 2nd Hand Uniform Group on Facebook 

For good quality second hand pre-loved items of dance wear 
added by Caterpillar parents, please visit the following facebook 
group:  

https://www.facebook.com/groups/Caterpillar2ndhandUniform/ 

 

6. Grades & Levels 

It is very important that we select the right class for your child. The 
classes are grade appropriate and not always age appropriate. 
Age listings are for guidelines only and no parent should move 
their child into a grade before consulting a teacher first.  

 

7. Examinations 

One of the areas that we are very proud of is the standard of exam 
results. 

During the year, we tend to focus on the core basics and then work 
intensively towards examinations. This does mean that when the 
school is working towards exams it is important that your child 
attends as often as possible and puts in extra practice. To date, 
this has resulted in a 100% pass rate for examinations. 

These examinations are conducted by The Imperial Society of 
Teachers of Dancing (ISTD) 

In addition to the ISTD examinations in Ballet, Tap and Modern, 
we will be offering performance medal test exams through the UKA 
examination board, for the following: 

• Under 8s will have the opportunity of working towards the 
UNI-TED and INTRO awards in ballet, tap, street dance and 
musical theatre. 
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• Students over 8yrs attending non-ISTD classes including 
street dance, musical theatre and Contemporary, will now be 
able to work through the introductory awards, plus bronze, 
silver and gold medals. 

• We also offer our own class assessment programme of 
levels with Acrobatic Arts, which our students can work 
towards. 

There is also an opportunity for students to enter their own 
choreographed solos/duets/trios for assessment through our . 
 

7.1. Exam Entry Policy  

Exams are optional and not compulsory. Children are selected for 
entry to the examinations by their teacher when it is considered 
that the examinations will be of benefit to the child and they can 
achieve their best.  

A child who is unprepared or unable to fulfill the requirements of a 
particular examination will fail. Therefore, to avoid such a negative 
experience ever occurring, we ask that you keep the following in 
mind: 

� Children will be selected for entry to the examination by their 
class teacher.  

� Parents will be asked to confirm that they wish their child to 
entered, by signing a consent form and paying the examination fee. 

� Parents will agree to support the teacher in preparing the child 
for examinations by being responsible for any additional learning 
and practice, at home and attending any additional classes or 
practice sessions when requested. 

� The Principal retains the right to withdraw a child from the 
examination where it is considered that the child has not attained 
the appropriate level for the examination or has failed to attend the 
extra practice sessions. 

� All of the exam dates for the academic year are posted along 
with the registration dates on our calendar, which is constantly 
updated online and on our noticeboard outside studio 3. 

Please note, children will be entered for ISTD graded exams 
depending upon when they are ready. This is influenced by how 
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much they practice and their ability to remember and perform 
exercises independently and to a high technical standard, as 
demonstrated on the DVDs. Parents are emailed a link to Dropbox, 
which includes the music, syllabus notes and videos. 

That said, entry to ISTD exams also depends upon individual 
progress and not how long a child has been in the grade or 
attending classes. Each child is an individual, and is encouraged 
according to how well they take correction and feedback. I do not 
encourage or tolerate unhealthy competitive behaviour between 
students or parents, as it is not constructive and has a negative 
impact on our school community. 

As parents you pay for our professional judgement on what is best 
for your child. No child is held back and I would rather see a child 
enter an exam confident and happy, achieving a respectable grade 
for their hard work than an anxious, stressed child scraping 
through for the sake of taking the exam. We have an outstanding 
set of exam results and 100% pass rate with ISTD, with the 
majority of children achieving the higher grades. It is not in 
anyone’s best interest to compromise these standards for the sake 
of entering children for an exam when they are not ready.  

ISTD Exams are not for everybody, hence the introduction of the 
UKA medal test system and class awards. ISTD exams do not 
have to be taken in consecutive order. Some children take longer 
to warm to the idea of taking exams, and do not take an exam until 
they are 7 or 8, others choose not to take any exams at all. 
Everyone is different, everyone is individual. 

We try to cater for everyone so that nobody feels left out. There 
are other exam boards for dance offering different systems of 
exams including smaller awards, rosettes etc. Caterpillar Dance 
School use ISTD, because it is accredited by OFQUAL. The higher 
grades and vocational grades earn students UCAS points for 
university entry and GCSE/A Level credits.  It is the Examination 
Board used by the majority of vocational dance colleges and 
students who wish to go on and study dance professionally post-
16 and continue their training. 

 

7.2. Exam Levels 
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Many parents are confused by the range of examinations, which 
are on offer so we have provided a quick guide to enable you to 
understand what the different exams are and what they offer. 

We will always offer all students the opportunity to gain recognition 
for their hard work and effort. Whilst not all students will attain the 
high level of technical proficiency to succeed in a QCF graded 
examination; there are numerous other opportunities in terms of 
UKA medal tests, assessments and awards, which provide an 
alternative way of recognizing achievement. 

 

7.2.1. QCF Graded examinations (ISTD) 

All accredited graded examinations now form part of the QCF 
(Qualification & Credit Framework); this means that the required 
level of attainment is set across all the accredited examination 
boards. Only examinations from Grade 1 upwards are included in 
this framework. This type of examination requires a lot of 
dedication and study. Graded exams are only taken from the age 
of 7 years. All graded examinations are marked Unattained, Pass, 
Merit & Distinction. 

All QCF exams carry credits, which count towards further 
education qualifications. Further information can be found at the 
following website which is useful for understanding all of the 
government’s vocational grades. 

http://www.ofqual.gov.uk/qualifications-assessments/89-
articles/145-explaining-thequalifications-and-credit-framework 

 

7.2.2. ISTD Class Tests  

These exams form the foundation of the graded structure and are 
taken from the age of 6 years. Students need to be both 
knowledgeable and technically proficient to gain the examinations. 

We understand that not all students have the physical 
requirements to achieve the demands of the Graded structure; this 
should not deter any budding dancer from progressing to the next 
level. Therefore, we also offer students attending ISTD Ballet 
classes the option of class tests rather than graded examinations.  
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7.2.3 Street Dance, Performing Arts, Acrobatic Arts, 
Contemporary Dance 

For children attending performance-based classes, there are 
opportunities during the year to showcase work. Currently, we 
assess Acrobatic Arts Levels in class and issue progress 
certificates.  

We also offer UKA medal tests for Street Dance, contemporary 
dance, choreography and Musical Theatre.  

 

7.3. Exam Entry Fees 

The awarding bodies charge a fee for each exam entry and 
typically require notification and payment of the entry up to 3 
months in advance. Once the fee is paid, this is non-refundable 
unless a doctor’s certificate is provided. 

7.4. Exam Days 

On the day of exam there are a number of key points to bear in 
mind. 

� Exam timetables will be emailed to you via parent mail and 
posted on the notice board outside studio 3. Please do not 
interrupt teachers during lessons as it is impossible to remember 
the timings for over 200 exams. 

� Please arrive at least 45 minutes before your allocated 
examination slot as sometimes the schedule runs more quickly. If 
you miss the examination slot, unfortunately no other 
accommodation can be made on the day. 

� If you are not confident in putting your child’s hair up for the 
exam, I have attached an introduction to creating the perfect exam 
hairstyle later on in this section. 

� No jewellery of any kind is allowed for exams. (If your child is 
unable to remove pierced earrings, then a small plain pair of studs 
in extenuating circumstances is allowed. I will notify the examiner)  

� Appropriate underwear under leotards for examinations please 
or no underwear for younger children in ballet dresses.  

� Your child may be allocated a number or rosette for the exam. 
This will be provided by the school to aid the examiner in 
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identifying the student. Please make sure you have the correct 
number/rosette for your child 10 minutes before the exam and that 
you hand it back quickly afterwards. For ballet exams girls are 
provided a floral bun ribbon which they also need to return after 
the exam. 

� Check you have all the right uniform before the exam day. 

� If you are missing uniform, we normally have a supply of tights, 
socks, shoes, leotards, skirts and hair accessories so that you can 
make any last-minute purchases.  

� Leather ballet shoes can be cleaned with leather soap, 
toothpaste or saddle soap. 

� Exam days become very busy, please help by only bringing one 
adult per child and no other children than those dancing. 

� Please take your rubbish to the nearest bin and not leave it all 
over the floor. 

� Please respect that the teachers time is very tight on exam days 
and we will be busy with the children taking exams. If you have 
any concerns or questions please try where possible to email 48 
hours before the exam. If you have any immediate concerns on the 
day, please ask my mum (Audrey) who helps with running the 
exam days. 

7.5. A Helping Hand with Hair 

On exam days, the prospect of getting the perfect hair for your 
child can put the fear into any parent. Do not worry, you can 
achieve the same effect with a little practice. 

7.5.1. How to create a Ballet Bun: 

You will need - Brush, comb, hair elastic/bobbles, hair net (same 
colour as hair or a little darker), U-shaped hairpins, kirbi grips, hair 
gel, hairspray. It is best not to have freshly washed hair for this! 
You may want to dampen the hair to with start with as it gives 
better control. If you are still stuck after reading the instructions 
below then there is an easy to follow YouTube video here: 

http://www.youtube.com/watch?v=882m4QKu0sg&feature=related 
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� Brush the hair and gather it back. Apply some hair gel, and 
smooth out rough or uneven areas with the brush. Form a high 
ponytail by brushing the hair up from the jawline to the top part of 
the back of the head for a high bun, or a lower ponytail just below 
the crown of the head. 

� Use a hair elastic/bobble to secure the ponytail. The tighter the 
ponytail the better the end result will be. 

� It is optional to plait the ponytail, and secure with another hair 
elastic/bobble. This way makes it a bit easier to create the bun, 
and is a useful way of doing it without a hairnet too. 

� Twist the ponytail or plait, applying more gel or water if 
necessary, and coil into a tight circle pressed on the back of the 
head. 

� Use a few U-shaped hairpins all around the coil/circle to secure 
it to the rest of the hair. Slide each pin through the outer part of the 
circle then, turn into the base of the bun. 

� Wrap the hairnet around the bun; it will be large enough to go 
over the bun several times. Keep twisting and wrapping so that the 
hair net secures the bun tightly. 

� Use a few more hairpins to secure the hairnet over the bun. 

� Spray with hairspray if necessary for extra hold. Use kirbigrips to 
secure fringes and wispy bits of hair back from the face, and if 
necessary, wear a headband to keep hair back (to match leotard). 
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7.5.3. How to create a French plait: 

Figures 3 & 4 show examples of hair arranged with single and 
double plaits respectively. To achieve this look; start with a small 
amount of hair, i.e. just do one side, or practise with one section, 
using a large clip or hair elastic to keep the rest of the hair out of 
the way. You will feel as if you need another pair of hands! So if 
you do a small section first it will be easier... 

 

 
 

� Brush the hair back, and split into three parts, as for a normal 
plait. 

� Start the plait as usual, bringing the right piece over the middle, 
then the left. Pull the hair as tight as possible. 

� The second time you bring the right piece over the middle, bring 
another small amount of hair with it, and the same with the left. 
Keep the hair pulled as tight as possible, to create the neatest plait. 

� Keep adding a small section of hair each time you plait, until you 
have gone all the way down the back of the head. 

� At the bottom you just keep plaiting as normal, and secure with 
a hair elastic/bobble. 

� Sometimes the plait(s) can then be made into a bun at the 
bottom, or can be tied together and pinned underneath, depending 
on exam/costume requirements 
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7.6 How to sew ballet Elastics and Ribbons 

A ballet shoe sometimes comes with loose elastic straps that must 
be hand-sewn onto each shoe. From Grade 2 upwards, children 
taking ballet exams must have ribbons on their shoes instead of 
elastics.  
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8. Competitive Dance Festivals 

What are Dance festivals? 

A fantastic opportunity for gifted dancers to showcase their talents 
in a competitive way. This can include solos, duets, trios, quartets, 
and group dances. Each dance is entered into a section, which will 
be judged by an adjudicator. Every child receives a certificate and 
comment sheet and if they are lucky enough, can be placed 1st, 
2nd or 3rd and will be awarded with a medal. 

Some Festivals are competitions that are affiliated to the All 
England Dance Festival Association. Their aim is to provide 
competitive opportunities for amateur dancers to perform, build 
confidence, learn from others and to demonstrate their artistic 
abilities before an audience and judging professionals.  

The National Finals that take place every two years are held in 
July/August.  

Who is chosen? 

Festivals are of a high standard, so the students that we select will 
need to show the attitude and skills required for such a competitive 
environment. They will need to show the potential for this in their 
lessons and show work.  

Children will need to be currently attending at least 1 hour a week 
of technique classes regularly, for at least 2 years at Caterpillar 
Dance School, before they are able to compete. Classical, Modern 
and Character dances, require a good standard of ballet technique 
to reach competition standard. 

A high level of performance skills is necessary for festivals, 
therefore expressive, confident dancers will be selected. Students 
will also need to prove that they have a good work ethic to put into 
place both at rehearsals and the events.  

Parents will be approached if teachers think the students are ready 
for festivals. However, please feel free to approach me if you are 
interested.  

Every dance that is choreographed has the music specially edited 
and is made to suit the child/children dancing. Please note all 
festival and show choreography remains the property of Caterpillar 
Dance School, and should only be performed at the designated 
competitions or with prior consent from the principal. It is subject to 
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copyright laws and acknowledgement of both the school and the 
choreographer at all times.   

The commitment. 

Festivals do require a lot of commitment from both the students 
and parents. A lot of practice is needed to get dances to the 
standard required for such a high-level competition. Festivals can 
also involve a certain amount of travelling and early starts. 
Therefore, it is important that careful consideration is given before 
committing to these classes. 

The expenses 

Entry fees range from £5.50-£8.00 for solos, £3.00-£5.00 (per 
person) for duets, trios and quartets and group dances per festival. 

Private Lessons to learn the choreography are charged at £30 per 
hour (split between number of dancers) Group Dances £5-£10 per 
hour depending upon number of performers. 

Costumes for groups and troupes are available to hire from £25 
per dance, per person.  

Costumes  

For solos, duets, trios and quartets the choreographer (your 
teacher), will choose suitable costumes to match the theme and 
style and send you relevant information on pricing and sizing 
before ordering. All orders must be paid for in advance. We 
request that you provide a costume carrier for you to store your 
child's costumes safely between festivals.  

Basic dance costumes range from £50-£100. This does not include, 
tights, shoes and other accessories or alterations and 
modifications. For example, if you are dancing ballet, you will be 
expected to have clean ballet tights/socks, satin ballet shoes with 
ribbons. If you are dancing lyrical modern then tan footwear and 
tan tights are essential.  

You will also be required to purchase a personalised Caterpillar 
Dance School varsity jacket to wear at every competition, as you 
are representing our dance school.  
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The Benefits 

Teamwork: - You are only as good as the collective effort 

Self-Discipline: - Perfecting the routines requires dedication, 
concentration and commitment 

Independence: - Festivals require the children to look after 
themselves and their friends 

Self Confidence: - Performing and succeeding in front of a peer 
group audience builds confidence, enables them to measure 
themselves and grows self-esteem. 

Creativity: - The routine is unique to the troupe / individual and 
caters for their specific abilities; i.e. they showcase their attributes.  

Fitness & Fun: - once the routines are established then they can 
be practiced in and out of normal lessons. This provides an outlet 
for your child and hopefully will burn off excess energy!! 

As you can imagine the rewards are proportional to the effort so 
practice and commitment is key especially if your child is part of a 
group. 

 

8.1. Essence Dance Company  

The main objective of Essence Dance Company is to take dancers 
to the next level technically and to provide them with many 
opportunities to perform innovative dance pieces. We will achieve 
these goals by requiring that each student train in a wide range of 
technical classes, participate at many different performance 
venues, attend professional dance performances and maintain a 
sincere love and passion for dance and all of its forms.  

In addition to basic class requirements, students will be presenting 
programs choreographed for them, their own choreography based 
on work they’ve accomplished in dance composition classes and 
will have many opportunities to perform not only in professional 
theatre but in the local community.  

Children are selected for this team by the principal, and entrance is 
by invitation only, for a minimum of 1 academic year.  
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9. Additional Classes 

 

9.1 Private Lessons 

Private Lessons are available for any child who wishes to gain 
additional one to one tuition for examinations, festivals or auditions.  

Private tuition must be booked in 1hr blocks. If only want 30 
minutes, then you need to find someone else who wants the other 
30 minutes or you will be charged the hourly rate. Private lessons 
cost £30 per hour. 

 

Please note the following terms and conditions: 

Unless cancellation is due to exceptional circumstances any 
cancellations with under 48 hours notice will be subject to a studio 
holding charge of £10, which is paid to Rochester Dance Junction.  

Lessons must be paid for on the day (Cash only please), with the 
correct money given to the teacher. 

Private lessons provide the foundation for students to accelerate 
their learning however; it is highly recommended that students who 
go to the expense of private lessons should always enforce this 
with supplementary practice at home to gain the most value. 

 

9.2 Exam Coaching 

As previously stated, exams are not compulsory. 

In order to prepare children for ISTD exams we incorporate 
additional practices on a weekly basis a term or 4-6 weeks prior to 
the examination. 

All of the exam dates for the academic year are posted in our diary 
along with the registration dates and will be included in monthly 
newsletters. This allows you to plan ahead and account for any 
additional expenses.  

Exam coaching sessions may take place in school holidays as well 
as in term time. Details of these sessions are found in the 
newsletter and also in the exam registration letter.  
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It is advisable for students taking examinations to attend as many 
extra classes as possible to maximise their chances of gaining the 
higher marks. Attending one extra class a week together with 
home study can make a huge difference. 

Prices are charged at £30 per hour split between the number of 
children in the session. No discounts apply.  

For UKA medal tests, children are usually required to learn and 
perform 1 or 2 short routines. We do not usually hold any extra 
coaching for these exams, but we do film the routines in the same 
way as the ISTD graded exams so your child can watch the video 
and practice at home.  

 

10. Pointe Work 

Whether a child is ready for pointe work or not depends on the 
physical development of the child, their commitment and stamina. 

From a personal perspective, I know too many people including 
myself who were introduced to pointe too early and taught poorly 
and have suffered the consequences sometimes immediately and 
often in later life.  

At Caterpillar Dance School our first concern is to the wellbeing of 
the student and I would rather say no and risk a student leaving 
than have them damaged for later life. Poor or early pointe work 
can lead to long-term ankle, knee and back problems, which are 
permanent or can’t be easily rectified. 

Pointe work is part of the essence of ballet and for those students 
with the physical maturity; commitment and can pass the schools 
pointe work assessment, pointe can be taught in a safe and 
structured manner. I have attached some guidelines for parents to 
understand the implications of pointe work, but please feel free to 
ask the teachers questions at any time. 

 

10.1. Are You Ready for Pointe Work? 

Beginning pointe work before bone ossification can pose serious 
injury risks, including frequent fractures and bone deformations in 
the long run, it is usually recommended to wait till age 11 or 12 in 
most cases to ensure proper bone health. When in doubt, a visit to 
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a properly qualified medical doctor can help clarify the growth 
process, and how far along a dancer is in bone ossification. 

 

10.1.1. Ankle Flexibility 

It may seem obvious that pointe work demands strong, supple feet 
and ankles, but the level of strength and flexibility required is often 
grossly underestimated. Simply standing in the en pointe position 
requires an amount of flexibility in ankle and instep that, if not 
reached, will not allow the dancer to stand on the correct part of 
the shoe. 

A dancer must be able to maintain a high three-fourths pointe 
position before starting pointe, so as not to “sink” in her shoes, 
(relying on the soles to stay up, a practice that often leads to falls 
and injuries). Additionally, lateral flexibility in the ankle is vital so as 
to avoid sickling (pushing the weight to the little toe) en pointe. 

If the student sickles in soft shoes, she will most likely sickle, or 
turn the big toe inward, en pointe, which causes both immediate 
injuries to the ankle as well as long term tearing in tendons and 
muscles. Any mistake that is apparent in soft shoes will be 
multiplied en pointe. 

 

10.1.2. Stable-Turnout 

Before starting pointe, a dancer should be able to maintain her 
turnout at all times when dancing. Turning out properly en pointe is 
more difficult due to the smaller balancing area and lack of friction, 
so if the student does not have strong, stable turnout, it is likely 
that she will be unable to have good turnout en pointe. This can 
lead to difficulty balancing and performing exercises. Also, the 
muscles that support proper turnout assist in stabilising the dancer 
en pointe. If a dancer has not strengthened those muscles, she will 
find pointe work difficult and unstable. 

 

10.1.3. Straight, Strong Knees 

Similar to turning out properly in soft shoes, being able to maintain 
straight knees is fundamental in achieving readiness for pointe. 
Having bent knees en pointe (outside of toe hops) will cause the 
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dancer to fall, feel unstable, and risk constant injury. A dancer 
should be able to stand three-fourths pointe with straight, strong 
knees before starting pointe work. This will also develop the 
muscles in the legs, making for a stronger lower body, which will 
then make pointe work easier as a whole. 

 

10.1.4. A Strong Centre 

Although the brunt impact of pointe work is on the ankles and feet, 
what happens above the ankle can make all the difference in the 
world. Having a strong, stable core will take enormous amounts of 
stress off the ankles, making pointe work both easier and safer. A 
dancer must be able to lift out of the hips and keep an aligned 
spine. If a dancer is not able to hold her centre strongly, then going 
en pointe will cause her to have difficulty finding her balance. This 
can also lead to a greater risk of stress fractures in the feet and 
ankles from overwhelming them. 

 

10.1.5. Time Commitment 

Beginning pointe work requires a constant, watchful eye by the 
teacher. Injury causing habits can develop easily in the early 
phases, so it is imperative that a student commits to practicing at 
least 3 times per week. 

This not only tells the teacher that the student is committed to 
working safely and consistently, but also shows that the student 
has achieved a suitable level of fitness and strength by working on 
a consistent basis. 

 

10.1.6. A Healthy Physique 

Pointe work places an enormous amount of stress on the body as 
a whole, so it is vital that a student beginning pointe is in healthy 
shape. She should be free of major injuries and have the stamina 
to make it through a 90-minute class. The student should also free 
of major health problems that would interfere with both pointe an 
ballet practice as a whole. If a student has a condition that may be 
of concern, it should be discussed between her and the teacher 
before starting pointe work to ensure her safety. 
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Going en pointe is a major step in ballet. Whether you have 
already gotten there, you’re a concerned parent, or you’re looking 
to get those first pointe shoes soon, remember that hard work and 
focus are what will get you there. Continuing to strengthen and 
build your technique will improve your skills, and perseverance will 
get you to reach your full potential 

 

11. Whole School Production 

The school organises a bi-annual production in a professional 
theatre at the end of the year. The show is not compulsory for 
students and you will be notified if your child’s class is preparing a 
piece for the show. Most students find the anticipation, preparation 
and participation in the show to be one of the highlights; however it 
is not without its fair share of hard work. 

The show requires extra commitment from the student in terms of 
practice and attendance at lessons to ensure that they and their 
fellow dancers are well prepared. 

Costumes and tickets are all extra expense and parents will be 
notified of all charges before any commitment is required to the 
show. We try our very best to keep costs to a minimum so that 
every child has the opportunity to participate. 

The shows are held to give the students the opportunity to 
showcase their work; this however does require a significant 
amount of planning, resources and financial support. For this to be 
viable we ask parents to support our show by attending the 
performance and while we do not impose a mandatory ticket 
purchase we would request that each family purchase a minimum 
of two tickets for the event. 

We ask you to remember that in committing to the performance 
you must also commit to attending at least 2 additional rehearsals 
and a full technical and dress rehearsal. You should also consider 
that you or your child is making a commitment to the rest of your 
class and the performance is a team effort.  

Pulling out of a performance at short notice involves a great deal of 
additional work, effort, energy and stress not only for our staff but 
in particular for the other children in the piece who are disrupted by 
your withdrawal. 
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Whilst I understand in some extenuating circumstances there may 
be no other option, as a general rule this behaviour is disrespectful 
to all concerned and is not accepted at Caterpillar Dance School. 

 

11.1. Caterpillar Dance School Volunteers 

At our show/rehearsals and other events parents can volunteer to 
assist us with a variety of different tasks. These volunteers help 
make it possible for our dancers perform with as little stress as 
possible. 

Volunteering at Caterpillar Dance School is a wonderful way to get 
involved in our events, meet new friends, and stay involved with 
your child’s activities. Here is a sample listing of volunteer jobs 
available: 

� Programme Sellers 

� Costume organisers 

� Accessory and Prop makers 

� Parent Liaison 

� Photographer 

� Rehearsal Chaperones 

� Backstage Chaperones and Dressers– must have an enhanced 
DBS check and valid chaperone license from your local council.  

If you would like to volunteer or have any special skills that you 
feel may be of benefit to the occasion please contact me. 

 

12. Policies 

 

12.1. Insurance & Liability 

Full Public liability and insurance certificates are available on 
request. Caterpillar Dance School is insured through 
Cover4Instructors (RSA). 
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12.2. Music Licence 

Caterpillar Dance School holds a PPL music license. Certificates 
are available on request. Rochester Dance Junction hold the PRS 
license, which enables us to play music on the premises. All our 
showcases are fully licensed. 

 

12.3. Accreditations 

Caterpillar Dance School has been awarded Recognised School 
Status and Laura Dudman has Recognised Teacher Status from 
the Council for Dance and Musical Theatre Training. The Principal 
is a Licentiate member of The Imperial Society of Teachers of 
Dancing and an Associate Member of International Dance 
Teachers Association and United Kingdom Alliance and also a 
Professional Member of the Foundation for Community Dance.  

 

12.4. Safeguarding and Child Protection Policy 

Caterpillar Dance School is committed to protecting all of the 
young people in our care, and all are teachers are DBS checked. 
The principal is a licensed chaperone and the Designated 
Safeguarding Officer.  

Caterpillar Dance School will promote awareness of the policy 
through the Induction Process. The Principal will ensure that they 
are knowledgeable about child protection and that they undertake 
any training considered necessary to keep updated on new 
developments.  

We recognise that we have an explicit duty to safeguard and 
protect children from abuse as defined in the Children Act 2004 
and the Education Act 2002.  

Everyone at our organisation shares an objective to help keep 
children, young people and vulnerable adults safe by:  

• Providing a safe environment to learn in.   

• Identifying and responding to children, young people and 
vulnerable adults in need or  support and / or protection.  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• Supporting children’s development in ways which will foster a 
sense of self-esteem and independence.   

• Fostering a learning environment in which every pupil feels 
valued and able to articulate their wishes and feelings in their 
preferred method of communication in an atmosphere of 
acceptance and trust. We will endeavour to ensure that 
children and vulnerable adults are protected from harm while 
they visit or are attending classes on our property. We will do 
this by:   

• Making sure our staff are carefully selected.   

• Providing appropriate training for staff in issues of child 
protection.   

• Ensure all teachers hold an enhanced Disclosures & Barring 
Service check.   

• To establish and maintain an ethos where children and 
young people feel secure and  are encourage to talk, and 
are listed to.   

• Taking all reasonable steps to ensure the health, safety and 
welfare of any child or vulnerable adult in contact with us.   

• Not physically, emotionally or sexually abusing any child or 
vulnerable adult in contact with us.   

• Taking all reasonable steps to prevent any staff member, 
persons working for us or member of the public from putting 
any child or vulnerable adult in a situation in which  there is 
an unreasonable risk to their health and safety.   

• Reporting to the Principal, or other Designated Officer any 
evidence or reasonable suspicion that a child or vulnerable 
adult has been physically, emotionally or sexually abused in 
contact with us or anyone in our organisation.   

• Referring to statutory authorities all incidents reported to the 
Principal or Designated Safety Officer.   

• Implementing this policy in conjunction with our Health and 
Safety guidelines already in place. Everyone working or 
applying to work for this organisation is to be made aware of 
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our policy for children’s welfare. Furthermore, this document 
will be issued to all staff and other people who are likely to 
have contact with children as part of their work with us. 
Copies of the policy will be held by the Principal of Caterpillar 
Dance School.   

• Admission Procedure - A register of names, dates of birth, 
important health information, next of kin, postal and email 
addresses and telephone numbers for emergencies will be 
kept.   

Safer Recruitment Procedure  

In order to safeguard and promote the welfare of its pupils and 
ensure that risk of harm is minimised, Caterpillar Dance School 
employs a safe recruitment and selection policy which complies 
with national and local guidance. All recruitment procedures 
involve the following processes.  

All successful applicants including teachers & freelance teachers 
will undertake or evidence and existing enhanced DBS check. It is 
the Principal’s responsibility to view the contents of the enhanced 
DBS and make a decision about whether that staff member should 
be excluded from working with young people within Caterpillar 
Dance School. Employment records, references and qualifications 
will be verified for staff positions and references will be taken up 
for volunteers if they are not known to us. All appointments are 
subject to these checks being satisfactory.  

The job specification will state the competencies and qualities 
required by the successful candidate and will state that the 
interview will explore issues relating to safeguarding and 
promoting the welfare of children. Additionally, for short-listed 
candidates, any relevant issues relating to the employment breaks 
or reference queries will be taken up at interview.  

The information pack for candidates will include; the application 
form, job description, the Children and Vulnerable Adults 
Protection Policy, Health & Safety Policy and Code of Professional 
Conduct & Practise for Teachers.  

References will be sought before interviews take place. Open 
references and testimonials provided by applicants will not be 
accepted. No candidate will be appointed until a verified reference 
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is received and scrutinised. For successful candidates, written 
references will be sought be verbally verified.  

All applicants will undergo a face to face interview where questions 
pertaining to child protection will be asked.  

All candidates will be asked to bring identity proof with them (e.g., 
a current driving licence or passport, a full birth certificate, plus a 
document such as a utility bill showing the candidate’s current 
name and address).  

All candidates will be asked to bring documents confirming any 
educational and professional qualifications relevant to the post.  

All appointed teachers will undergo an induction process which 
includes information and written statements of; policies and 
procedures in relation to safeguarding and promoting welfare e.g. 
child protection, anti-bullying, anti racism, physical intervention / 
restraint, internet safety and professional conduct.  

For volunteers, close attention will be taken to why the applicant 
would like to work with children and young people and follow up 
questions will be necessary prior to the appointment being made.  

All new teachers/volunteers will go through a probation and 
induction process, including any relevant training. Ongoing training 
and supervision will ensure all teachers/volunteers are adequately 
supported.  

Child Abuse Guidance  

The NSPCC has a written document which outlines the 
requirements for professionals reporting child abuse in the United 
Kingdom. To read this information see:  

www.nspcc.org.uk/Inform/research/questions/reporting_child_abus
e_wda74908.html 

The Department of Health website www.doh.gov.uk contains a 
practical guide to the law relating to child protection, particularly 
The Protection of Children Act 1999. The site also provides a 
publication entitled: "What to do if you're worried a child is being 
abused". This publication has been developed to assist 
practitioners to safeguard and promote the welfare of children. It 
sets out the process for safeguarding children. It is aimed at those 
who come into contact with children and families in their everyday 
work.  
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Photographing & Videoing Children  

Taking Photographs or Videos of children are approved or 
declined by parents during the Caterpillar Dance School sign up 
procedure. Teachers must check if written consent has been 
obtained from a parent, guardian or, if referring to school groups, 
relevant school authority before using them. They must seek the 
permission of the Principal before distributing digital material 
among members or posting material on Social Media. General 
group photographs may be used if no individual can be identified 
by reason of any attached data.  

General Duties for All Teachers  

In regard to the safety and welfare of children and young people all 
staff are required to:  

• Undergo an enhanced Disclosure and Barring Service 
Disclosure.   

• Take all reasonable steps to protect children from hazards.   

• Strictly observe the code of behaviour in this document.   

• Take appropriate action if an accident occurs.   

• Take all reasonable steps to prevent abuse of children in 
contact with anyone within the  organisation.   

• Report any incident or suspicion of abuse.   

Code of Behaviour  

People working or Volunteering at Caterpillar Dance School must 
always observe the following requirements where children, young 
people or similarly vulnerable people are concerned.  

Do:  

• Behave professionally   

• Listen to children   

• Treat everyone with respect   

• Communicate at an appropriate level   

• Be aware of policy and procedures  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• Report any suspicions within our guidelines   

• Be aware, approachable and understanding  

Do Not:   

• Harm a child or frighten a child   

• Touch inappropriately   

• Use inappropriate language   

• Threaten, shout or be aggressive   

• Force a child to do something they do not want to do   

• Mistreat, demean, ignore, or make fun of   

• Show favouritism to any one individual or groups of 
individuals   

• Let a child expose him/herself to danger   

• Make racist, sexist or any other remark which upset or 
humiliate   

• Take photos of children without permission   

 

12.5. Equal Opportunities 

It is my policy, or the policy of Caterpillar Dance School to treat all 
employees, students, parents, carers, and the public and job 
applicants fairly and equally regardless of their sex, sexual 
orientation, marital status, race, colour, nationality, ethnic or 
national origin, religion, age disability or union membership status. 

Furthermore, Caterpillar Dance School will ensure that no 
requirement or condition will be imposed without justification which 
could disadvantage individuals purely on any of the above grounds. 

In terms of recruitment, Caterpillar Dance School will regularly 
review the procedures and selection criteria to ensure that 
individuals are selected, promoted and otherwise treated 
according to their relevant individual abilities and merits.  
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We are committed to the implementation of this policy and to a 
programme of action to ensure that the policy is, and continues to 
be, fully effective. 

All staff are required to comply with the policy and to act in 
accordance with its objectives so as to remove any barriers to 
equal opportunity.  

Any act of discrimination by employees or any failure to comply 
with the terms of the policy will result in disciplinary action.  

 

12.6. Health and Safety Policy 

Our policy is to provide and maintain safe and healthy working 
conditions, equipment and systems of work for ourselves and all 
our staff and pupils and to provide such information, training and 
supervision as they need for this purpose. We also accept 
responsibility for the health and safety of other people who may be 
affected by our activities.  

It is the responsibility of all staff to help maintain the safety and 
security of the pupils and the working and dancing environment. 
This includes being aware of the risks, knowing the appropriate 
action to take and identifying any potential safety issues.  

Each member of the teaching staff within the organisation has a 
duty to exercise care and attention with regard to their own safety 
and that of their pupils. Under this responsibility, each teacher 
shall:  

• Ensure reasonable care is taken during their work activities 
to avoid accidents or injuries to themselves, pupils and any 
other personnel within the building   

• Observe all safety instructions and procedures set out by the 
venue 

• Report all potential hazards affecting Health and Safety to 
the Principal or, if appropriate, Rochester Dance Junction 
reception. 

• Report all accidents in the appropriate manner and record in 
the accident book (held at reception)  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• All accidents are to be reported to the Principal or, if 
appropriate, designated Health and Safety Officer and 
recorded in the accident book.   

First Aid 

Teachers at Caterpillar Dance School hold current first aid 
qualifications and these are reviewed and updated every 3 years.  

Unless there is good reason, First Aid should not be administered 
without the permission of the child’s parent or accompanying adult. 
A child cannot give consent. If the parent is not at the premises, 
we will try and make contact. However, if a child is alone and 
seriously injured or unconscious, the situation will need to be dealt 
with immediately. Treatment will be given by a trained First Aider. 
We will always try to administer First Aid with another adult present. 
We will tell the child exactly what we are doing and why.  

Please ensure that you let us know about any medical conditions, 
allergies and/or medication your child is taking.  

Fire Evacuation Procedure 

It is the teacher’s responsibility to supervise the safety and orderly 
evacuation of pupils and any other people from the studio. The 
venue has fire marshal’s, who are responsible for evacuating the 
lounge and communal areas of the building. Please do not try to 
collect your children from the studio, instead make your way to the 
fire assembly point at the bottom of the car park next to the porter 
cabin. The teacher will assemble the group here and take a 
register. Once the building is safe, the teacher will escort pupils 
back inside.  

Equipment  

Correct storage of equipment is vital in the role of minimising risks. 
Any equipment not being used is a potential risk. Every piece of 
equipment that is being used must be checked at the beginning of 
the dance lesson to ensure its safety. In addition, care must be 
taken to store, set up and maintain equipment by the teachers 
responsible. Any damaged equipment should be reported to the 
Principal immediately.  

12.7. Teachers 

Details about our Teachers can be found on this website page. 
http://www.caterpillardanceschool.co.uk/topics/72-teachers 
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12.8. Cancellation Policies 

Caterpillar Dance School reserves the right to cancel any classes 
that fail to meet our minimum enrolment requirement. In the event 
of such a cancellation, your will firstly be offered an alternative 
class place. If a suitable alternative class place is not available, 
you will be refunded for any remaining classes in the term. 

12.9. Bad Weather  

Caterpillar Dance School take the matter of the health and safety 
of the children on our premises and their parents / guardians 
seriously. At certain times, it may be necessary to close the school 
if the weather conditions pose a threat to the health and safety of 
the children, their parents / guardians or the teachers working at 
the school.  

In the event of bad weather, the Principal will decide if the school 
should open based on a number of criteria.  

• The school premises must be warm.   

• The car park surface must not pose a serious threat to those 
entering/leaving by car or on foot.   

• Teachers must be able to get to the school.   

• Roads must be safe to travel on.   

• Parents / guardians are asked to use their own judgement as 
to the safety of their journey and to stay at home if they feel it 
is safer to do so.   

Teachers shall be notified by telephone if there is a need to close 
the school due to bad weather conditions.  

Parents will be advised about the school closure on our community 
facebook page and/or by contacting the venue. It is their 
responsibility to ensure their contact information is up to date.  

As fees are made for payment on a termly basis. Remuneration 
will not immediately be given in the event of closure due to bad 
weather.  

Where possible, additional sessions will be organised to make up 
the missed session or sessions, at the discretion of the Principal. 
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Remuneration will not be offered to members who are unable to 
attend the rescheduled sessions.  

12.10 Staff Illness 

Occasionally, a teacher may fall ill and it proves impossible to 
provide adequate cover. In these instances, the school will re-
schedule classes at the end of or in the following term and no 
refunds are offered. 

The Principal will make a decision on whether the sessions shall 
run or be cancelled based on the following:  

• The sourcing of an appropriately qualified teacher to take the 
session(s) as a substitute.   

• That the substitute has all of the necessary DBS checks in 
place.   

• The suitability of the substitute teacher to take on the classes 
if the regular teacher is due to be absent for a sustained 
period of time.   

 

12.11. Complaints Procedure 

In the unlikely event that you are dissatisfied with any member of 
staff or the service provided then the school has a formal 
complaints process, which can be used to ensure that you are 
dealt with promptly and in the strictest confidence.  

Misunderstandings can often be sorted out on an informal basis. 
Don't be afraid to approach the teacher in a polite manner after 
class if it is appropriate to do so and they are not going straight 
into another class, they might be able to iron out the problem 
straightaway.  

But if you feel the problem needs to be looked on an official footing, 
or you are unable to catch the teacher, you can put all the 
information in a complaint and send it to us via the Contact Us 
page on the website. It will be received and read by the Principal 
(who you can still complain about via these means) and a reply will 
be sent to you on the email address provided in the form.  
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We aim to respond in full to your complaint swiftly. However, if the 
issue is complicated, any delay will be explained and you will be 
kept informed of progress.  

If you are still not happy after the Principal has responded, you can 
reply to their email expressing this to them in writing and ask them 
to consider their response again.  

However, all matters relating to the running of the school are 
ultimately at the discretion of the Principal. If you are still 
dissatisfied after the Principal considers a matter closed you have 
the option to take the view that we all see things differently and 
unfortunately the Principal and yourself have opposing views, or 
you may chose to cancel your classes and look for an alternative 
school that may suit your needs better. If this is the unfortunate 
outcome, which we hope it will not be, then you should refer to the 
Fees Terms and Conditions & Class Cancellation Procedure.  

If you have a complaint relating to the venue, Rochester Dance 
Junction then please contact Sam or Marc Ashdown directly on 
01634 404454 or email dancejunction@hotmail.co.uk  

Grievances aired either in person or via social networking will 
inhibit our ability to act effectively. 

 

12.12 Unacceptable Behaviour Policy 

Caterpillar Dance School takes the matter of the health and safety 
of our teachers, the children on our premises and their parents / 
guardians seriously. This extends not only to their physical 
wellbeing, but also to their emotional and psychological wellbeing. 
In the event that unacceptable behaviour is deemed to have taken 
place either directly at, or pertaining to our school, members, 
teachers or classes; either physically, verbally or on social media, 
it may be necessary to remove staff, volunteers or members from 
the school on a temporary or permanent basis and with regards to 
the latter, end our association with them.  

We all have a responsibility to ensure that Caterpillar Dance 
School is a safe, inclusive and tolerant environment for teachers & 
members to attend free from worry or risk of being exposed to 
unacceptable behaviour.  

Unacceptable behaviour may include:  
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• Bullying (either physical or psychological).   

• Aggressive or confrontational actions.   

• The use of inappropriate language on the premises or in 
close proximity to members at events arranged and run by 
Caterpillar Dance School   

• Loud or gregarious behaviour which could be deemed to be 
upsetting or offensive.   

• Non-payment or repeated late payment of fees or other 
monies due.   

• Poor treatment of the physical surroundings in which classes 
or events take place.   

• Failure to adhere to the working practices of the settings in 
which we hold our sessions.   

• Undermining the teachers authority in their class.   

• Undermining Principal by challenging their professional 
judgement in anything other than written form. Or continuing 
to question their judgement after such time as they consider 
a matter has been adequately addressed.   

• Failure by teachers or volunteers to adhere to our working 
policies, signed or otherwise.   

This list is by no means comprehensive; common sense and 
ultimately the Principals discretion is used to clarify whether 
certain actions are or are not deemed unacceptable.    

The Principal will make a decision on whether a person or persons 
shall be removed from the dance school based on the following:  

• Direct reporting of an event to them by a member, teacher or 
other.   

• Evaluation of the available accounts pertaining to reported 
incidents.   

• Any past dealings with the person or persons.   

• Their own personal discretion and professional judgment.  
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Methods   

Members will be advised in writing; either by email, text, post or 
all of the aforementioned, if they are to be temporarily or 
permanently removed from our classes.  

It is their responsibility to ensure their details are current and up 
to date with us.  Anyone who has been party to the reporting of 
the incident will be advised of its outcome either verbally or by 
the written means above.   

Teachers will be advised either verbally or by the written means 
above if there are any changes to their classes due to the 
exclusion of members and will uphold the Principals decision in 
their lessons.   

Remuneration   

Remuneration will not immediately be given to participants 
whose session is either stopped or interrupted by unacceptable 
behaviour. Where possible, additional sessions will be made to 
recoup the missed session or sessions, however this is at the 
discretion of the Principal.  No remuneration will be given to 
members who are removed from the school. They will not be 
compensated for any sessions, events, deposits, tickets or 
other such financial commitments that they have made to the 
school or its associated parties in the event that they are 
removed.   

 

General Data Protection Regulation Policy 

Statement  

GDPR stands for General Data Protection Regulation and 
replaces the previous Data Protection  

Directives that were in place. It was approved by the EU 
Parliament in 2016 and comes into effect on 25th May 2018.  

GDPR states that personal data should be ‘processed fairly & 
lawfully’ and ‘collected for specified, explicit and legitimate 
purposes’ and that individuals data is not processed without 
their knowledge and are only processed with their ‘explicit’ 
consent. GDPR covers personal data relating to individuals. Tip 
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Toe Stage School is committed to protecting the rights and 
freedoms of individuals with respect to the processing of 
children's, parents, visitors and staff personal data.  

The Data Protection Act gives individuals the right to know what 
information is held about them. It provides a framework to 
ensure that personal information is handled properly.  

Caterpillar Dance School is a recreational establishment and 
not required to register with the ICO (Information 
Commissioners Office)  

GDPR includes 7 rights for individuals  

1) The right to be informed  

Caterpillar Dance School is a recognised school with the CDMT 
and as so, is required to collect and manage certain data. We 
need to know parent’s names, addresses, telephone numbers, 
email addresses. We need to know children’s’ full names, 
addresses, date of birth and School Education, along with any 
SEN requirements. We are requested to provide this data to 
Medway County Council, Kent County Council & other council 
areas where our performances take place; this information is 
sent to the Local Authority via a secure electronic file transfer 
system.  

We are required to collect certain details of visitors to our Dance 
School. We need to know visits names, telephone numbers, 
and where appropriate company name. This is in respect of our 
Health and Safety and Safeguarding Policies.  

As an employer Caterpillar Dance School is required to hold 
data on its Teachers; names, addresses, email addresses, 
telephone numbers, date of birth, National Insurance numbers, 
photographic ID such as passport and driver’s license, bank 
details. This information is also required for Disclosure and 
Barring Service checks (DBS) and proof of eligibility to work in 
the UK. This information is sent via a secure file transfer system 
to Capita for the processing of DBS checks. DBS Numbers and 
date of issue are also held on a central staffing record. 

Caterpillar Dance School uses Cookies on its website in the 
form of an encrypted code to record when someone is logged in. 
No personal information is used in this instance.  
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2) The right of access  

At any point an individual can make a request relating to their 
data and Caterpillar Dance School will need to provide a 
response (within 1 month). Caterpillar Dance School can refuse 
a request, if we have a lawful obligation to retain data, we will 
inform the individual of the reasons for the rejection. The 
individual will have the right to complain to the ICO if they are 
not happy with the decision.  

3) The right to erasure  

You have the right to request the deletion of your data where 
there is no compelling reason for its continued use. However, 
Caterpillar Dance School has a legal duty to keep children’s and 
parents details for a reasonable time*, Caterpillar Dance School 
retain these records for 3 years after leaving pre-school, 
children's accident and injury records for 19 years (or until the 
child reaches 21 years), and 22 years (or until the child reaches 
24 years) for Child Protection records. Staff records must be 
kept for 6 years after the member of staff leaves employment, 
before they can be erased. This data is archived securely onsite 
and shredded after the legal retention period.  

4) The right to restrict processing  

Parents, visitors and staff can object to Caterpillar Dance 
School processing their data. This means that records can be 
stored but must not be used in any way, for example reports or 
for communications.  

5) The right to data portability  

Caterpillar Dance School requires data to be transferred from 
one IT system to another; such as from Caterpillar Dance 
School to the Local Authority, for performance BOPA licences, 
and Dance Associations for examinations. These recipients use 
secure file transfer systems and have their own policies and 
procedures in place in relation to GDPR.  

6) The right to object  

Parents, visitors and staff can object to their data being used for 
certain activities like marketing or research.  

7) The right not to be subject to automated decision-making 
including profiling.  
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Automated decisions and profiling are used for marketing based 
organisations. Caterpillar Dance School does not use personal 
data for such purposes.  

Storage and use of personal information  

All paper copies of children's and staff records are kept in a 
locked filing cabinet. Members of staff can have access to these 
files but information taken from the files about individual 
children is confidential and apart from archiving, these records 
remain in a secure location at all times. These records are 
shredded after the retention period.  

Information about individual children is used in certain 
documents, such as, a weekly register, medication forms, 
referrals to external agencies and disclosure forms. These 
documents include data such as children's names, date of birth 
and sometimes address. These records are shredded after the 
relevant retention period.  

Caterpillar Dance School collects a large amount of personal 
data every year including; names and addresses of those on 
the waiting list. These records are shredded if the child does not 
attend or added to the child’s file and stored appropriately.  

Information regarding families’ involvement with other agencies 
is stored both electronically on a Password protected computer 
and in paper format. This information is kept in a locked filing 
cabinet. These records are shredded after the relevant retention 
period.  

Caterpillar Dance School stores personal data held visually in 
photographs or video clips or as sound recordings, where 
written consent has been obtained via an agreement form. No 
names are stored with images in photo albums, displays, on the 
website or on Caterpillar Dance School’s social media sites.  

Access to all Office computers is password protected. When a 
member of staff leaves the company these passwords are 
changed in line with this policy and our Safeguarding policy. 
Any portable data storage used to store personal data, e.g. 
USB memory stick, are password protected and/or stored in a 
locked filing cabinet.  

GDPR means that Caterpillar Dance School must; 
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* Manage and process personal data properly 

* Protect the individual’s rights to privacy 

* Provide an individual with access to all personal information 
held on them 

 

Media consent and child safeguarding 

At Caterpillar Dance School we take child safeguarding extremely 
seriously. The filming and taking of photographs during classes 
from outside the studio by parents, carers and other students is 
strictly prohibited. From time to time Caterpillar Dance School 
teachers may take group photographs of children for use on our 
website, facebook community page and closed parent group. We 
may also film routines and post these on our closed group to help 
children practice.  

Your authorisation to use a photo or photos of your child within this 
context is therefore requested in accordance with Child Protection 
Act. Student names will not appear in any publicity unless 
requested (e.g. for examination result purposes or to recognise 
students achievements); in this case there will be consultation with 
the parents.  

To respect your preferences, we would ask that you complete the 
form on the next page, and return it to your class teacher as soon 
as possible or email it to lauradudman@yahoo.co.uk  
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Parental Consent Form: Photography, Media and Websites 
 
Photography 
 
During the year there are occasions when photographs of your child may be 
taken for use in publicity material for Caterpillar Dance School. Your authorisation to 
use a photo or photos of your child within this context is therefore requested in 
accordance with Child Protection Act. Student names will not appear in any publicity 
unless requested (e.g. for examination result purposes or to recognise students 
achievements); in this case there will be consultation with the parents. 
 
Please sign the photography section to consent for photo usage. 
 
Media coverage 
 
From time to time the media may wish to cover events or performances organised by 
Caterpillar Dance School. 
 
Whether or not you have concerns about your child participating in media coverage 
(i.e. being photographed, videotaped, interviewed) it is important that we know your 
wishes. Media coverage would include the use of your child’s name. 
 
Please sign the media coverage section to consent for your child to participate in 
these activities. 
 
Websites/Social Media 
 
(Use of photographs/personal information) 
 
Anyone with access to the Internet will be able to view the Caterpillar Dance School 
website, however there will be a section of the website which is restricted to parents 
and children who are part of Caterpillar and Essence Dance, containing full video 
footage and photographs taken at performances and other events. Access to this will 
be via a password entry system. 
 
Childrens photos are likely to be posted on the website in order to showcase 
particular events or activities. If relevant, identification would be done by first 
name and first initial of last name only. Photos of large groups, or action photos 
where students cannot be identified, may be posted without names. 
 
Personal information may be used to recognise student accomplishments or 
participation in activities. Only a student’s first name and first initial of last name 
will be used. 
 
Caterpillar Dance School @ Rochester Dance Junction is a closed facebook group 
for parents and students of Caterpillar Dance School. Photos from events will be 
uploaded here. Parents are also able to upload photos subject to approval by the 
group admin. No group photos will be uploaded to any personal profiles without prior 
consent. 
 
Please sign the website section to consent for use of photo/s and/or information. 
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Consent 
 
Signing this form will be deemed as consent to allow your child to participate in the 
activities outlined above. Should circumstances change during the year, please notify 
the principal immediately. 
 
Please complete the following and return it as soon as possible. 
 
I hereby authorise Caterpillar Dance School to allow my child to be: (circle yes 
or no for each) 
 
Photography 
(Caterpillar Dance School)   Yes   No 
 
Participation in media coverage 
(videotape/photographs/interviews)  Yes  No 
 
Website/social media usage 
(following the guidelines above) 
Photo(s) (on the web)    Yes   No 
 
Personal information (on the web)  Yes   No 
 
 
 
 
 
Date: _________________________ 
 
Name of student (please print): _________________________ 
 
Name of parent or guardian (please print): _________________________ 
 
Signature of parent or guardian: _________________________ 
 
*Signature of student (If 16 years or over): _________________________ 
 
*Signatures of parent and the student are required for students 16 and 
17years of age. 
 
Students 18 years of age or older do not require a parental 
signature.	
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STUDENT BEHAVIOUR POLICY (Updated 2019) 

 

At Caterpillar Dance School, we want to create a safe and fun 
learning environment for everybody. We work as a team, and we 
encourage and teach that good listening and good behaviour is an 
equally important part of the learning process. Dance is an art 
form, which requires focus and discipline to develop a specific set 
of technical and artistic skills. We try to embed core values 
including good behaviour from an early age so it prepares children 
for the journey ahead. 

However, sometimes if a child is not following instructions or is 
rude or disruptive, stopping others from learning, a Teacher needs 
to intervene and follow these steps; 

1. A whole class general reminder about the behaviour a 
teacher expects, and the rewards and consequences of their 
actions  

2. A Gentle ‘quiet word’ with the pupil demonstrating poor 
behaviour  

3. A verbal warning and final reminder of poor behaviour and 
the consequences of step 4. 

4. 2-minute time out – pupils are asked to sit at the front of the 
class and reflect on their poor behaviour. This also gives 
children time to calm, re-focus and re-assess. 

5. Last resort – parent involved. If nothing is working and the 
child is still disruptive then the teacher will ask the parent to 
come in and speak to the child. 

If the teacher has to give your child a 2-minute time out, or notices 
your child is demonstrating poor behaviour, they will speak to you 
after class. As a parent, this is your opportunity to ask questions, 
address any issues with your class teacher and make a sound 
judgement of what to do next. As teachers, we will explain what 
steps we took to encourage good behaviour, and why we had to 
issue a warning or time out.  
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REWARD STICKERS (under 7s classes) 

Teachers can choose whether to give reward stickers to the 
WHOLE class or not. If they feel the class did not work well as a 
team in that session, then they may decide not to give out stickers. 
Teachers will never single out children individually when handing 
out stickers, based on their performance or behaviour.  

PROPS (under 7s classes) 

In some classes, we use props to enhance your child’s dance 
experience. We will always make sure each child has a prop to 
use, and never single out children individually based on their 
performance or behaviour.  

The only exception when we would need to take a prop away, is 
when a child is endangering themselves or others. For example, 
children hitting themselves or others with a wand, strangling with 
scarves, waving props in other children’s faces, being destructive 
or throwing props at other children. In this instance, we will inform 
the parent and explain why we have had to take the prop away 
from your child.  
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SAFEGUARDING AND DISCLAIMER FOR ZOOM CLASSES (April 2020) 

Please read the following information and conditions before you take 
part in Caterpillar Dance School online classes:  

• You are responsible for ensuring the space you undertake this online 
class in is suitable and safe. This includes ensuring the space is a 
sufficient size to accommodate you moving freely and the space should 
also be free from obstacles and dangerous items.  

• You should not allow your siblings or others to participate alongside 
you, unless you have at least 2 metres between you or an appropriate 
space such as a large room, and they are of the appropriate dance 
level to take part.  

• We require you to be warmed up before the dance class starts, and to 
inform the teacher of any injuries or conditions that they need to be 
aware of. If this is of a personal nature, you should send an email to 
the principal before the class.  

• We accept no liability for any injuries sustained by those participating in 
the classes, nor do we accept any liability for damage to personal 
property caused during the dance classes.  

• Please ensure you wear your dance uniform and appropriate dance 
footwear for all classes. 

• If you are taking a graded ballet class, try to find a chair, wall, or 
window sill to work as a ballet barre.  

• Make sure when setting up your recording device, it is in a suitable 
place where the teacher is able to see you clearly to give you 
feedback. Think about light coming in from windows and reflections 
from TV screens etc. 

• All under 16s must be supervised during the class by an appropriate 
adult. 

• All Caterpillar Dance School classes are hosted through one ZOOM 
account. The Principal may invite other teachers to co-host classes, but 
all parent contacts and data are held securely by the Principal of the 
school only.  

• All online classes are recorded and stored for reference purposes and 
also to create additional resources, feedback and follow up lessons. 
The recordings are stored on an encrypted cloud storage system that 
cannot be accessed by anyone apart from the Principal.  
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• We may screenshot our classes in action and post on our closed 
Facebook group to show the children taking part. This Facebook group 
is only accessible to parents and students and used as a sharing tool 
to focus on participation, progress and achievement.  

 

By taking part in these online classes, and in being a part of our dance 
community, you agree to adhere to the terms stated.  

 

Parent Signature: ____________________  Date:______________ 

 

TIPS FOR USING ZOOM  

• You will need a FREE Zoom account to access the online classes. 
(The 40 min limit for free accounts does not apply, since Caterpillar 
Dance School is “hosting” these classes using the PRO version.) Sign 
up here: https://zoom.us/ 

• A few minutes before class, click the link you received via email with 
the Zoom meeting link for your class or type the meeting ID and 
password into the “JOIN MEETING” box. 

• Make sure your device is set up in a way that your body is as visible as 
possible, so your teacher can make corrections as necessary.  

• Once you’ve joined the meeting, check to make sure your video is 
turned on. Once you’ve greeted your teacher and class begins, please 
mute your microphone (lower left corner) so that any background noise 
on your end doesn’t interfere with class.  

• You may need to adjust some of the audio settings, especially if you 
are taking a tap class.  

o Click the arrow next to the microphone icon and select “Audio 
Settings” 

o UNSELECT “automatically adjust microphone settings” 

o Open “Advanced” settings and DISABLE both “suppress 
background noise” and “suppress intermittent background 
noise.” 

• If you have questions for the teacher during class, unmute your 
microphone so they can hear you. Please use our best class etiquette 
in this instance. Click raise your hand and lower hand-feedback 
assistant will unmute.  

• At the end of class, you’ll click “Leave Meeting” in the lower right corner 
of the screen. 
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Student	and	Parent	Handbook	–	
Addendum	

12th	April	2021	
Returning	to	dance	classes	during	COVID-19	

restrictions	

PROCEDURES	

(Updated	18/08/2021)	
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Dear	parents	and	students,	

From	Monday	19th	April,	we	are	able	to	restart	our	studio	classes	for	Under	18s	
only.	At	this	time	our	adult	ballet	classes	will	continue	on	ZOOM.	

This	document	is	to	ensure	the	safety	of	students,	teachers	and	parents.	It	also	
enables	parents/carers	to	make	an	informed	decision,	whether	to	allow	their	
children	to	resume	classes	at	Caterpillar	Dance	School.		

The	new	procedures	are	outlined	in	this	document.	A	copy	of	our	risk	
assessment	is	also	available	for	parents	to	view	at	Rochester	Dance	Junction	
reception.		

It	is	very	important	that	we	ALL	follow	the	procedures	to	maintain	safe	and	
enjoyable	classes	and	we	would	ask	parents/carers	to	discuss	the	following	with	
their	children	to	ensure	they	understand	what	is	required.	

	

What	measures	have	Dance	Junction	put	in	place	make	our	classes	
safe?	

Dance	Junction	has	deep	cleaned	the	building	and	installed	hand	sanitising	
stations	throughout.		

Protective	screens	have	been	put	up	around	the	reception	area.	

The	studios	have	all	been	fitted	with	a	fresh	air	ventilation	system,	which	is	
compliant	with	COVID-19	government	guidelines.		

Doors	are	being	left	open	to	allow	additional	ventilation	and	fresh	air	throughout	
the	building.	

All	communal	areas	including	reception	area,	toilets	and	corridors	are	cleaned	
and	sanitised	more	regularly.		

The	lounge	area	is	closed	so	no	parents	are	allowed	to	wait	inside	the	building.	

All	studio	floors	are	cleaned	and	furnishings	including	doors,	barres	and	stereos	
are	sanitised	after	each	instructor.		

Each	school/organisation/instructor	has	its	own	track	and	trace	system.		

A	one-way	system	around	the	building	has	been	implemented	to	ease	congestion	
and	limit	contact.	
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Class	Attendance	

At	this	time	ANY	student	will	not	be	able	to	attend	classes	if	they	are:	-	

• Living with someone with a confirmed case of COVID-19  
• Have come into close contact (within 2 metres for 15 minutes or more) with a 

confirmed case of COVID-19 
• Being advised by a public health agency that contact with a diagnosed case 

has occurred 
• Classified as extremely clinically vulnerable 

Due	to	the	limits	on	class	sizes,	you	will	need	to	book	ALL	classes	and	pay	in	
advance.		

It	is	a	requirement	that	groups	of	students	stay	consistent,	and	in	some	cases	age	
groups	will	need	to	be	separated.	

In	addition,	we	are	limiting	the	number	of	NEW	students	enrolled,	unless	they	
are	younger	siblings	of	current	students	who	can	accompany	them	in	classes.	We	
understand	that	the	pre-school	age	group	requires	additional	support	and	often	
parent	reassurance.	We	would	not	want	the	safety	procedures	in	place	to	have	a	
negative	impact	on	the	experience	of	these	children	or	compromise	the	safety	of	
others.		

ALL	teachers,	parents	and	students	aged	11yrs	are	now	required	to	wear	a	
face	covering	in	ALL	communal	areas	of	Rochester	Dance	Junction.	
Communal	areas	include	the	lounge,	reception	area,	toilets	and	corridors.	
Masks	can	be	removed	once	in	the	dance	studios.		

This	is	important	in	reducing	risk,	particularly	on	days	where	the	building	is	
occupied	by	other	groups	who	use	the	space.	In	addition,	all	Caterpillar	teachers	
and	class	helpers	will	be	wearing	face	visors	during	all	classes.	

Procedures	for	dropping	off	and	picking	up	

The	aim	is	to	limit	the	number	of	people	in	the	building	and	ease	congestion	in	
the	corridors	so	students	and	teachers	can	safely	enter	and	exit	the	studios.	

	(Under	8yrs)		

• Arrive 5 minutes before the class start time.  
• Park your car and walk your child to the entrance to be handed over to a 

member of staff (remaining 1m+ from other families). 
• It is important you are on time for classes, as if you are late, we cannot 

guarantee there will be a teacher or helper to meet your child and take them 
to the studio. 

• All children will be dropped off and picked up from the main reception area. 
One teacher will be outside the front entrance accepting students. The 
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second teacher will be inside waiting to receive students and will sanitize 
their hands as they enter the studio.   

• If it is raining, as soon as you see your teacher at the reception door please 
walk your child quickly to the door and we will take them straight inside and 
line them up in front of the glass at reception.  

• Verbal confirmation will be sought from parent or carer of young children 
that they have not been displaying any signs or symptoms of COVID-19. 
Temperature checking may be carried out at the discretion of the teacher, if 
they feel a child may be unwell. 

• Parents MUST register with EVE PASS, the contact tracing app, and sign in 
and sign out using the QRCODE every time you attend. The code will be 
handed out on the as a business card. 

• Each student must arrive ‘ready to go’ in their dance clothes, with their dance 
shoes in ONE small bag (easily identifiable with your child’s name on).  

• Please remove shoelaces on tap shoes and replace with black elastics, so it 
is easier to change from outdoor shoes to tap shoes and then into ballet 
shoes. 

• Please make sure your child has a drink and packet of tissues in their dance 
bag. You may also want to put a pocket hand sanitiser in their bag. 

(8yrs+)		

• Parents remain in their car to watch their child walk into Dance Junction.  
• Students walk down the corridor and remain on the LEFT to enter via studio 

1,3 or 5, no more than 5 minutes before the class starts. PLEASE OBSERVE 
THE ONE-WAY SYSTEM.   

• Students will be asked for verbal confirmation on arrival by the teacher, that 
they feel well.  

• Temperature checking may be carried out at the discretion of the teacher, if 
they feel a child may be unwell.  

• Parents and older students MUST register with EVE PASS, the contact tracing 
app, and sign in and sign out using the QRCODE every time you attend. The 
code will be handed out as a business card. 

• Each student must arrive ‘ready to go’ in their dance clothes, with their dance 
shoes in ONE bag. 

• Don’t forget a drink, packet of tissues and pocket hand sanitiser in your bag. 

	

In	the	corridors	

• There is a one-way system in place, and teachers/helpers will guide students 
where necessary. You need to observe the following; 

-Students enter through studio 3 and exit through studio 2.  
-Students enter through studio 5 and exit through studio 4.  
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-For classes in studio 1 – students enter from the same side as studio 
3 and exit through the same side as studio 2.  

ALL	classes	ENTER	from	the	LEFT	corridor	and	EXIT	from	the	RIGHT	
corridor	regardless	of	which	studio	they	are	in.		

• Please observe a space of two metres between people waiting to enter 
studio(s)  

• Please stay alert and keep your distance in the corridors. Brief contact such 
as passing in a corridor, is considered low risk when face coverings are worn.  

Please	observe	the	signs	and	no	waiting	or	loitering	in	the	corridors	at	any	
time.			

	

In	the	studios	

• Each student will remove outdoor shoes and place them in their dance bag 
before entering the dance studio.   

• All students will be required to wear appropriate shoes for all classes – no 
bare feet. Instead of bare feet we recommend ballet shoes or trampoline 
non-slip socks. 

• All dance bags will be placed on a space that is assigned to the individual 
student, so that the student has a place to change shoes. This will also allow 
no cross contamination and the teachers will be able to clean this area 
between each class.   

• Doors will be propped open, where safe to do so (bearing in mind fire safety 
and safeguarding), to limit use of door handles and aid ventilation. 

• All staff and students will wash their hands or clean with anti-bacterial gel 
before entering or leaving the dance studio. 
 

Food,	drinks	and	breaks	between	classes	

• Please ensure students have sufficient drinks with them as they will not be 
allowed out of class. For students who attend multiple classes, YOU MUST 
BRING A DRINK. 

• Children aged 9yrs+ plus will be allowed to use studio 5 on Sunday, if they 
have a break between classes. Students eating lunch in here DO NOT need to 
wear face coverings but do have to remain socially distanced! 

• Rochester Dance Junction will not be serving any hot food, so please make 
sure you bring a packed lunch if you have a lunch break (Sunday). 
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Toilets	

• Staff will ensure that toilets do not become crowded by limiting the number 
of students who use the toilet facilities at one time. 

• Toilets will be cleaned and sanitised more regularly. 
• We would encourage you to use the toilets before or after the dance class.  
• In our younger dance classes, we will have helpers/chaperones to accompany 

children from the studios to the toilet. We will also ensure they sanitise their 
hands before they return to the studio.  

• All students over 11yrs MUST wear a face covering to and from the toilets 

	

Additional	guidance	and	changes	to	our	classes	

• All students should refrain from close contact with each other or with 
teachers in the studio – no hugging, holding hands or sitting closer than the 2 
metre restrictions. 

• All students and staff are advised to avoid touching their 
face/eyes/nose/mouth with unwashed hands and cover your cough or 
sneeze with a tissue then throw it in the bin (‘catch it, bin it, kill it’). Please 
make sure you have a packet of tissues in your dance bag as we are unable to 
have boxes of tissues in the studio.  

• Each studio has hand sanitiser and cleaning products to ensure areas are kept 
clean and to allow surface cleaning in between lessons. 

• Students should avoid following directly behind each other during across the 
floor routines; it is safer to work next to each other. If dancers travel directly 
behind each other, they are in the slipstream where droplets remain. 

• Students should maintain 2 metre distance apart standing side by side in one 
line and allow each group to complete the combination to the end of the 
room before the next group starts.  

• Students should be reminded to maintain a distance of at least 2 metres 
when waiting to go across the floor and after completing the combination.   

• Partner work will not take place at this time. The only exception is partner 
work involving students from the same household (if applicable). 

• The frequency of working within 2-metres will be limited to an absolute 
minimum and is strictly for low intensity work where exposure to this 
distance is less than 15 minutes. 

• Clothing – suitable dance wear must be worn. For acrobatic arts classes 
please wear either leggings or dance tights with the leotard and socks with 
grips. No bare feet or bare legs including no shorts at this time. This also 
applies to contemporary and modern classes where floorwork is used.   

• In our younger classes we will be issuing NEW reward charts (sticker charts). 
Instead of stickers, the children will have their chart stamped each week with 
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bright and colourful reward stamps. Please remember to name the chart and 
keep it in your child’s dance bag.  

• Parents are welcome to order takeaway drinks from reception, but please be 
aware of the restrictions in space, particularly on a Saturday morning.  

• We recommend ALL students aged 11yrs plus in Musical Theatre classes wear 
clear visors as an additional safety measure.  
 

Cleaning	

• Common contact surfaces in the reception area, corridors and studios, will be 
regularly cleaned, particularly during peak flow times. 

• Toilets will be cleaned regularly. 
• Studios will be deep cleaned after each school/organisation/instructor and at 

the end of each day. 
• Barres, door handles and music systems in the studios will be cleaned after 

every lesson.  
• The floor will be steam cleaned at regular intervals depending upon the level 

of intensity and the floorwork involved.  
• The only equipment we will be using is mats for our acrobatic classes. These 

will be sanitised between classes and during classes. Students in the Sunday 
morning class, may wish to bring their own exercise mat. 
 

Pick	up	plan		

• The collection of students will be the reverse of the drop off plan  
• Each student will remove dance shoes and put on their outdoor shoes 

outside the studio. 
• All students will be guided through the one-way system to the main entrance 

area and will ensure they sanitize hands as they leave. Under 8yrs - One 
teacher will be outside ensuring students are safely returned to a confirmed 
parent/carer.  

• Parents/carers should not gather at main entrance door in groups. Please 
wait outside and maintain social distancing.   

• If any parent/ carer has any questions for the class teacher, please email or 
message, as the teacher releasing the students will need to set up for the 
next session. 
 

If	a	student	becomes	unwell	during	sessions	

• If a student becomes unwell with symptoms of coronavirus while in their 
class or awaiting collection, the parent will be contacted immediately. It is 
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essential that you sign in using the EVE PASS app, so we can contact you 
quickly. 

• The student will be moved, if possible, to a room where they can be isolated 
until a parent arrives. Depending upon the age of the child, appropriate adult 
supervision will be provided. If it is not possible to isolate them, they will be 
moved to an area which is at least 2 metres away from other people. 

• If they need to go to the bathroom while waiting to be collected, they will use 
a separate toilet and it will be cleaned and disinfected using standard 
cleaning products before being used by anyone else. 

Where	the	child	or	young	person	or	staff	member	tests	positive,	the	rest	of	their	
class	or	group	within	the	school	setting	will	be	advised	to	self-isolate	as	per	
current	government	guidelines.		

	

TIPS	&	HELPFUL	HINTS	

• Talk to your children about the procedures and what to expect.  
• Arrive on time to ALL classes, ‘dressed to dance’. 
• Parents, teachers and students aged 11yrs plus, MUST wear your face 

coverings around the building 
• Parents of children under 8yrs - Make sure your children go to the toilet 

before you leave the house or if not, take them before the class, prior to 
handing them over to the teacher. 

• Consider what footwear your child arrives in. Pumps or slip-on shoes are 
recommended for speed and ease. As the weather starts to change, consider 
other shoes that are easy to get on and off.  

• No parents will be allowed in the corridors during classes (the gate leading to 
the studios will remain shut).  

• Download the contact tracing app EVE PASS on your mobile phone. Keep the 
code in your purse, wallet or car, so you can easily access it. Remember to 
sign your child in and out using the app every time they come to class! 

• Name all items of uniform including your child’s dance bag, which they will 
put all their belongings in. 

• Replace tap/jazz shoelaces with black elastics, if children cannot tie 
shoelaces. 

• No bare feet, bare legs or shorts. When floorwork is part of the class, we are 
trying to minimise skin contact with floor or equipment.  

• Make sure your children have a packet of tissues in their bags, and pocket 
sanitiser as we are unable to share boxes of tissues at this time.  

• If your child usually dances bare feet, make sure they have socks with grips 
(trampolining socks). For modern and contemporary classes, ballet shoes are 
also allowed. Feet need to be covered at all times! 
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• Children in the Little Caterpillars classes (Under 7s) do not need to bring 
drinks with them if they are only doing ONE class. Please make sure they 
drink before and after the class, supervised by a parent/carer. 

• Children may still use the lounge area and toilets to change in between 
classes. Younger children must be accompanied by a parent.  
 

DISCLAIMER	

By	signing	up	for	classes	with	Caterpillar	Dance	School,	I	have	read	the	above	
addendum	to	the	handbook	and	agree	to	follow	the	procedures	set	out	in	this	
document.	I	understand	that	government	guidance	is	subject	to	continual	review	
and	any	updated	information	will	be	passed	on	via	email.			

	

Signed:_________________________	 Date:___________________________	
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Procedures for drop off and pick up from September 2021  

 
With COVID-19 restrictions easing, we are now able to allow parents and 
carers into the lounge and reception areas of Rochester Dance Junction. The 
one-way system in the corridors will remain in place to control the flow of 
people around the building. Class numbers have now returned to full capacity 
and the floor markers in the studios have been removed. 

We have been asked by Rochester Dance Junction to minimise the number of 
people in the corridors for the safety of everybody. Therefore, parents and 
carers will not be allowed to wait in the studio corridors or stand outside the 
studios before, after or during classes. Young children will be collected from 
the lounge area at reception and walked down to the studios by a 
helper/chaperone or class teacher. If you arrive late for class and you need to 
walk your child down to the studios, this is fine, but please follow the one-way 
system. Older children can come straight down to the studios for their classes 
and do not need to wait for their teacher to collect them. 

We will still be asking everyone entering the studios to sanitise their hands 
before and after class. We will also be sanitising ballet barres, touch areas 
and equipment after each group as before. I would like to keep the ‘no bare 
feet’ policy in place until further notice, therefore yoga/grippy socks need to be 
worn rather than bare feet. Face coverings are now optional, as per 
government guidance. 

Polite reminder - If you or your child is unwell or showing symptoms of 
COVID-19, please seek the relevant NHS advice and do not bring them to 
class. Thank you for your co-operation and understanding in this matter. 
Health, safety and safeguarding is always our top priority. 

 

 

DISCLAIMER 

By signing up for classes with Caterpillar Dance School, I have read the 
above addendum to the handbook and agree to follow the procedures set out 
in this document. I understand that government guidance is subject to 
continual review and any updated information will be passed on via email.   

 

Signed:_________________________ 

Date:___________________________ 
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CATERPILLAR	DANCE	SCHOOL	ESSENTIAL	INFORMATION	

	

GOOGLE	FORM	–	for	student	registration		

	

https://forms.gle/xXUZM42VAtTfcAMj6	

	

EMAIL	ADDRESS	–	for	ALL	queries	

	

caterpillardanceschool@gmail.com	

	

CATERPILLAR	DANCE	STORE	–	for	dance	uniform	

	

https://ctp.mydancestore.co.uk	

	

BANK	ACCOUNT	DETAILS	–	for	ALL	payments	

	

Caterpillar dance school 

20-18-93 

40904074 

 

EVE PASS / NHS Track and Trace – to log ALL student’s attendance 

 

 

    

 

251HPM


