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PLANNING YOUR POLICIES AND PAYMENT STRUCTURES
As a beginner teacher, you might be a little apprehensive about the business side of your business. 
Many teachers feel so overwhelmed by this stuff that they don’t deal with it at all.

But it doesn’t need to be complicated! If you put simple policies and processes in place in the begin-
ning, you can avoid so many potential problems down the road.

Writing Policies

At the back of this workbook you’ll find several studio policy samples to draw inspiration from. Re-
member that there is no one size fits all when it comes to policies! Every teacher is different, as are 
the communities we serve. 

When you’re writing or revising your own policies ask yourself:
• What will happen if a payment is late? Will there be an extra charge or penalty?
• Do you give makeup lessons? Under what circumstances? 
• What happens if a student is late? Will you wait the full lesson duration or just a set period 
of time?
• What do parents ask me about all the time? This should be addressed in your policies so that 
you have something to refer them back to.
• Is there anything that new parents are surprised by when they start taking lessons? Laying 
these points of confusion out in the policies is a good idea to dispel any possible conflicts before 
they even arise.

Other considerations that may or may not be relevant to you include:
• Parking: Where they should park and any restrictions.
• Recitals/events: How many, when and if students are required to participate.
• Summer lessons: If you expect students to take a certain number of lessons during the sum-
mer this should be clearly spelled out.

There are so many things that you could include in your policies, but don’t expect them to cover 
every possible circumstance. The best policies are short and cover the most important aspects of 
your studio and business – you can deal with more unusual circumstances on a case-by-case basis. 

Money, Money, Money!

Fees 

Don’t make the mistake of pricing yourself too low! While it’s true that you should take into account 
your experience when deciding on your fees, it’s not a good idea to try to undercut other teachers in 
your area. 

Pricing at the bottom of the market sends the message that you’re lower quality, and will generally 
attract clients who are price shopping and are not placing value on music education. It’s generally 
a good idea to be somewhere in the middle to high range of your market, but don’t go by this alone.

You should also take into account what you want to be making each year, and the various costs that 
you will have in running your studio. Books, tunings, apps and recital spaces cost money so do your 
best to budget everything you will pay for during the year and roll this into your tuition. Parents will 
generally prefer a flat rate that includes everything than surprise extra fees down the line.
Payment Structures
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Once you have your hourly rate, work out what this will be as either a monthly or semesterly pay-
ment. Don’t charge cash at each lesson and don’t work out each month separately based on the num-
ber of lessons. The former sends the wrong message (that they’re only paying for the actual lesson 
time) and the latter is just messy!

You can easily work out a flat monthly rate using this formula: 

((number of lessons per year) x (rate per lesson)) ÷ (number of monthly payments)

Annual Expenses/Student Calculation
Professional development Stationary & binding etc. Equipment/books

Recitals/events Other: Other: 

Total expenses: Total students: Expenses ÷ students:

Hourly Teaching Rate Calculation

Income goal/year Total annual expenses Gross income goal

+ =

Gross income goal Number of students Lessons/year Per Lesson Rate

÷ ÷ =

Monthly Tuition Fees Calculation

Lessons/year Per Lesson Rate Number of months Monthly Rate

x ÷ =

Payment Options

It’s good to give a choice of payment options if you can. Parents are more likely to pay on time when 
the payment method is convenient to them. Think about whether you want to accept cash and /or 
cheques, and if you want to look into an online payment option such as PayPal or Stripe. 

My Music Staff has this functionality built in and there’s a special offer available in the Inner Circle 
if you want to try it out. An automatic option like this might be worth it to you despite the extra fees 
as it will mean you don’t have to spend time driving to the bank, or sending reminders to parents 
that haven’t paid.
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Put this in your studio policies once you decide on the payment options you want to accept.

Notes/Questions About Payment Options
Cash:
Cheque:
Bank transfer:
PayPal:/Stripe
Other:

Equipment

If you are teaching from home, or renting a commercial space you will need to have a good instru-
ment to teach on. This is really the only essential piece of equipment for piano teachers, but you may 
want to think about some extras to enhance your studio such as:

• Second piano/keyboard
• iPad or other tech
• Teaching desk and chair

• Waiting area seating
• Speakers for playing backing tracks
• A phone/iPad holder for recording videos

Notes/Questions About Studio Equipment

Other Income Streams

There are only so many viable teaching hours in a week and many teachers will supplement their 
income with other activities e.g. accompanying, selling things online, summer camps, workshops, 
instrument/equipment sales or repairs. Think about whether you want to combine your teaching 
with other income streams to reach your income goals. 

Notes/Questions About Other Income Streams

Online Presence

While you’re putting everything in place to be professional and present yourself well, you should 
also think about setting up a simple website and Facebook page. The Online Studio Launchpad 
course can help you with this and walk you through the process of setting up a website that will stand 
to you for years to come.
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STUDIO POLICY SAMPLES
Tim’s Studio Policies

Studio Policy

The following lists the policies by which I offer private lessons in my studio from 2017 onwards. 
Please read them carefully and let me know if you have any questions.

Tim’s Responsibilities

To give you or your child the most comprehensive music education available. Students will be ex-
posed to a whole range of music, technology, styles and creative endeavours. All lessons are created 
to suit the individual goals, desires and loves of each student. I encourage my students to be curious 
and creative. I show students how music is constructed and how they can make up their own. I help 
students learn music that they want to learn. I develop their reading and technique. Students will 
learn a large amount of repertoire and enjoy a wholistic education that suits their level and goals for 
the future.

Student/Parent Responsibilities

Students are responsible for arriving at lessons on-time, with correct books and having completed 
their practice. Students should practice to achieve goals, not to fill time and it is expected that all 
instructions are followed week-to-week. Late arrival times will not be made up as I often have other 
students or commitments immediately around lesson times. Students need to practice on a decent 
instrument. If playing an acoustic piano, please ensure it’s less than 50 years old and is regularly 
tuned. If using a digital piano, please ensure it has a solid wooden stand (not a cross brace), three 
pedals, adjustable padded bench and a fully weighted action. Let me know if you need help choosing 
an instrument.

Studio Calendar

Lessons are conducted during school term time according to the Victorian School Calendar. Lessons 
are only conducted on weekdays. Lessons will not be conducted on School Holidays, Public Holidays 
or Long Weekends, unless via special arrangement on a case-by-case basis. Weekly students will re-
ceive 35 lessons each school year and this is what is included in the monthly tuition fee (see below). 
Fortnightly students should expect to receive 17 lessons.

Payment

Tuition covers not only the actual lesson time spent with the student, but time preparing for each 
student as well and my ongoing business costs, including:

• An individualised plan for each student’s course of study
• My training and experience
• Professional organisation memberships
• Insurance and GST
• My music lending library
• Printing, scanning, copying

Tuition is spread equally over the course of a year and charged each month in advance, starting Jan-
uary 30. This monthly payment guarantees the student’s place in my studio and covers the costs of 
lessons and enrolment. The monthly payment amount is divided evenly between the 11 months from 
February to December. This means that whether there are 5 or 2 lessons in that month, the tuition 
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fee is exactly the same. Weekly students are allocated 35 lessons per year, fortnightly students will 
be allocated 17 lessons per year. Eg. If hourly lessons are $100 each and a student is having lessons 
weekly, their monthly charge will be $100 x 35 lessons = $3500/11 months = $318.20 per month. 
All amounts in $AUD. Students will setup an automatic debit each month with Credit Card through 
my Music Studio software. All tuition payments are non refundable.

Missed Lessons

Missed lessons due to forgetfulness, illness or holidays are not refundable. Exceptions will be made 
for prolonged sicknesses and extenuating circumstances on an individual basis. As I am required to 
travel regularly for speaking, conferences, workshops and my online business work, there may be 
times when I’m not able to provide a lesson to a student. This is accounted for in the total number 
of lessons that students pays for as part of the annual calendar (see above). Please note that in 2017, 
there will be no lessons in July as I’ll be overseas and presenting at a number of conferences. If I’m 
sick or otherwise unable to attend a lesson, and this drops the students lesson number for the year 
below their minimum threshold, I’ll refund the lesson fees or endeavour to make them up. Lessons 
missed without affecting the student’s total number of lessons for the year will not be refunded as 
they haven’t been paid for.

Performances

Please be aware that due to my online and speaking commitments, I don’t offer any formal recital 
opportunities at the moment. Students should seek these out in their school or local community 
context.

Exams

Students wishing to sit practical music exams will need to have been learning with me for at least 
one year before I will enter them for an exam. I need this time to ensure they are ready, that exams 
are the right thing for the student and to cover areas missing in a student’s prior education. Stu-
dents looking to take exams should be aware that it takes a huge amount of effort, determination 
and stamina and significantly reduces the time available to other more creative pursuits. Extra les-
sons may be required and students will need to sit 1 - 2 mock exams with other teachers before they 
are examined. Students are entered for exams only when they are fully prepared. This is to avoid 
the situation where a student has to pulled out of an exam due to lack of preparation which is not a 
pleasant experience for anyone involved. If proceeding, students may choose to sit AMEB, ANZCA 
or Trinity Exams and I’ll help make the decision as to which exam board is best for the student.

Terminating Lessons

If you wish to finish lessons, please provide notice by email. Students will continue to receive the 
lessons they’ve paid for until the end of the monthly cycle when the termination will take effect. Re-
funds will not be issued.

Media Release

As you know, I run a popular blog and piano teacher training website where I help educate teachers 
around the world about creative ways to teach piano. From time to time I use photos and short vid-
eos of my students on these sites which I also post on YouTube and my Facebook Page. These videos 
and posts are helpful to other teachers and a key part of my training for them. If you do not want 
your child’s image(s) to be used, please let me know by email or in person. In general, students love 
to see their pictures and videos on my website or teaching page. They find it motivating and exciting 
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to think that others want to know what they are learning. Students are identified only by first name. 
The commencement of lessons is deemed acceptance of these terms.

Contacting Me

Parents and adult students are welcome to call me during daytime hours to discuss any matters 
associated with their education (you will be provided with my number when you sign up). Please 
avoiding calling or texting after 6pm. You may also email anytime.
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Nicola’s Studio Policies

Semester Payments
• There are two semesters, September to December and January to June.
• Payment will be made at or before the first lesson of each semester.
• Payment can be made by bank transfer, cash or cheque only. 
• There is a €60 registration fee payable when registering. This holds your spot in the studio 
and goes towards the cost of materials and books throughout the year.
• Fees cover the cost of tuition and all materials and books. Optional events (such as competi-
tions and festivals) and exams will be paid for by the student/parent. 

Monthly Payments 
• Monthly payments are to be made at or before the first lesson of every month. Late pay-
ments will incur a 10% late fee. 
• The monthly payment amount is divided evenly between the 10 months from September to 
June inclusive. It doesn’t matter if there are 5 or 2 lessons in a given month, the tuition fee is 
exactly the same. 
• There is a €60 registration fee payable when registering. This holds your spot in the studio 
and goes towards the cost of materials and books throughout the year.
• Fees cover the cost of tuition and all materials and books. Optional events (such as competi-
tions and festivals) and exams will be paid for by the student/parent. 

Schedule
• Lessons are scheduled at a mutually agreed time when the student begins lessons, and at the 
commencement of each academic year thereafter. 
• If a student/parent wishes to change their lesson time mid-year this can be discussed on a 
case by case basis, however this is subject to availability and cannot be guaranteed.
• Group workshops will be held instead of the regularly scheduled lessons for one week each 
semester. 

Missed Lessons
• If a student will be missing their lesson for any reason they should inform me by text or 
email, with as much notice as possible. If I have another time free that week (such as another 
student’s cancellation) I will offer it, although I cannot guarantee availability. Missed lessons 
cannot be carried over into subsequent weeks.
• If for any reason I have to cancel a lesson myself, I will offer a make-up lesson at a different 
time, or if a suitable time can not be arranged, I will refund the cost.

Punctuality
• In the case of lessons in the teacher’s home, if a student is late this simply takes time out 
of the lesson, i.e. the lesson will start when the student arrives and will still finish at the same 
time.
• If the lesson is in the student’s home and the student is not there at the arranged time, the 
teacher will wait outside the house for 10 minutes. If the student arrives within this time the 
lesson will proceed as normal, and will still finish at the arranged time. 

Important Dates
• Group lesson week 1: 30/10/17–04/11/18 
• Christmas break: 20/12/17–02/01/18
• Mid-year concert: 28/01/18 TBC

• Group lesson week 2: 12/02/18–17/02/18
• Easter break: 25/03/18–07/04/18
• End of year concert: 19/05/18 TBC
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Sara Campbell’s Studio Policies

*Thank you to Sara Campbell from sarasmusicstudio.com for sharing her policies.*

Sara’s Music Studio strives to provide quality music lessons by integrating a variety of teaching 
methods, activities, and technology.

Students will receive private as well as group lessons and will be given multiple performance oppor-
tunities throughout the year. The following policies explain how Sara’s Music Studio runs and what 
is expected of students.

My teaching philosophy centers on creating dedicated music students with a life-long love of music. 
The policies below reflect those goals!

Studio Semester and Number of Lessons

The Fall/Spring Semesters are based on a 9 month calendar (Sept. – May). Fall Semester has 15 les-
sons and Spring Semester has 19 lessons. Most studio breaks coincide with the school systems in this 
area, but some holidays (e.g. Columbus Day) are not observed and lessons will occur.

The Summer Semester features a variety of workshops and camps, and lessons are offered in flexible 
packages to allow for vacations and time off. Summer Schedule is announced mid-spring. Students 
who take lessons in the summer are guaranteed a spot during the Fall Semester. Students who take 
the summer off will be placed on a waiting list for Fall.

Please Note: There are no reimbursements for missed lessons and tuition is never adjusted unless 
the teacher cannot provide the promised number of lessons. See “Missed Lessons” for more details.

Tuition Payments and Schedule

Sara’s Music Studio accepts Checks, Cash, and Credit/Debit (online payment). Invoices are sent out 
one week prior to payment dates. 

Tuition reserves your weekly time slot and studio membership. It also covers the cost of:
• Lesson planning and repertoire selection
• Piano tuning and maintenance
• Recital venues and programs
• Professional studio memberships
• Incentive programs and game materials
• Studio rent, sole-proprietorship taxes, and studio insurance.
• Tuition does not include the cost of music. Students should expect to spend approximately 
$50 per year on repertoire.
• $20 Late Fee for all payments received past the 10th of the month
• $30 Fee for all NSF Checks
• Forgot your payment? Miss the first lesson? Pay online or drop-off/mail payment to avoid 
the late fee.
• If payment is not received by the second lesson of the month… no lesson will be given.
• Should something come up where you cannot financially fulfill your commitment to your 
lessons, advanced notice and open, ongoing communication is appreciated and encouraged!

Inquiries: For current tuition rates, please contact Sara’s Music Studio via email

Missed Lessons
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Lesson times are standing appointments; a student’s lesson time is reserved for only them each 
week, and it is their responsibility to attend. Dance classes and sports teams do not offer reimburse-
ments if you cannot attend a rehearsal or game – music lessons are no different. Because specific 
times are set aside for specific students, a student who does not attend a lesson will simply miss 
the benefit of that lesson.  I will then use that time or other times to plan for the student’s progress, 
locate materials, etc. Please be assured that tuition pays for far more than the time spent during les-
sons (see “Where Does My Tuition Go?” above.)

• Students who are ill SHOULD NOT attend lessons. If you are too sick to attend school, 
you are too sick to attend your lesson. Please notify the teacher by 12pm if you cannot attend. 
Students who are mildly ill can schedule a FaceTime, Skype, or Google Hangout lesson during 
their regular time.
• Students are allowed to reschedule ONE lesson per semester in the event of illness, family 
emergency or school events. Please provide 48 hour notice if possible. Reschedules are not for 
students who miss lessons due to play dates, games, non-emergency appointments or family 
vacations.
• Reschedules may occur in the form of group lessons if individual times are not available.
• “No-Show” Lessons are Forfeit: Repeat “no shows” will result in removal from the schedule 
without tuition reimbursement. (3 Strike Rule!)
• Exceptions to the Rules: The more notice given, the more flexibility YOU have to reschedule. 
Look at your schedule in advance! Life can be crazy sometimes – talk to me – open communi-
cation is key!
• Other Lesson Options for Students:
• FaceTime/Skype: Mildly sick? No way to get to lessons? This is a valuable way to keep your 
individual lesson time and avoid rescheduling.
• Video Lesson: Scheduling conflict? Too sick to FaceTime? I’ll record a short video lesson and 
send it to you within 48 hours.

Lesson Procedures

Please arrive at least a few minutes prior to your lesson. The teacher will come upstairs to get you 
at the beginning of your lesson time. If you arrive late, please come directly down to the studio. Stu-
dents are expected to bring all materials (assignment folders, music books, and otherwise) to every 
lesson.

We Love Technology! Lessons will often incorporate the use of music apps or other theory websites. 
Students are encouraged to use these outside of lessons as well.

Keep it Clean! ALL students are REQUIRED to wash their hands before each lesson. Students must 
also remove wet/muddy shoes before entering the studio. (Bring an extra pair of clean shoes or 
socks!)

Food, gum, and non-water drinks are prohibited in the studio.

Waiting Room: Please feel free to relax in the waiting room located upstairs from the studio. This 
allows the student my full attention and vice versa. Young beginner piano students are an excep-
tion – parents should attend lessons so that they may assist in practice at home. Feel free to use the 
restrooms and water fountain located downstairs and on the left. Well-behaved siblings are welcome 
in the waiting room. Do not allow children to climb/play on the staircases.

** Siblings who take lessons back-to-back are welcome to wait in the studio and silently read, draw, 
play on tablets, or work on homework during each other’s lessons. Please bring enough materials to 
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stay occupied.

Contacting the Teacher Outside of Studio Hours: Questions? Need to talk? Quick questions can be 
handled during your lesson time, or you can call me between 10:00am-1:00pm Monday – Friday.  
Please do not text me before 8am or after 10pm. (Email me at any time!)

Practice Expectations and Instrument Requirements

If there is a lack of progress, there is probably a lack of practice! A student’s progress is determined 
by dedicated practice, not by simply attending lessons. Ideally, students should practice at least 4-5 
days a week. Specific amounts of practice time are not assigned to each student. Instead, students 
should practice long enough to complete their weekly assignments.

The quality of practice time is more important than the quantity of practice time.

Parental Support is an extremely important factor in musical training. Students whose parents take 
an active role in their progress tend to be more enthusiastic and productive. Create a quiet space 
where the student can practice, and schedule a time for practice each day.

Instrument Requirements: All students (voice included) should have regular access to an acoustic 
piano or an 88 key modern digital piano with a weighted hammer action. The 61 key keyboards sold 
at most large retail stores are not satisfactory for the continued study of piano, though they will suf-
fice for voice lessons if necessary. Acoustic piano should be kept in good working order and should 
be tuned at least once a year.

Recitals and Group Lessons

Recitals offer students a great sense of accomplishment and pride for their hard work. They also 
help them learn the importance of setting and achieving goals. Students at Sara’s Music Studio will 
be given the opportunity to participate in two formal recitals each year in addition to other perfor-
mance opportunities and studio parties—See the calendar for recital and other performance dates.

Group lessons will occur at least once a semester, and will replace the normal private lessons for 
one week. Students will be assigned to a group of 4-6 based on age, level and scheduling availability. 
Group lessons will be 75 minutes long. During these lessons, students will develop performance and 
ensemble skills, as well as practice theory, rhythm, and listening skills.  For ease of scheduling, stu-
dents will request day/time preference.

Holidays / Studio Breaks / Teacher Cancellation

Please Note that the studio is NOT closed on every national holiday. Sometimes Monday students 
WILL have lessons on a day when there is no school. The studio is ALWAYS closed on:

• New Year’s Day
• Memorial Day
• 4th of July
• Labor Day
• Thanksgiving/Black Friday
• Dec. 23rd – Jan 1st

Additional Studio Breaks or days off may occur during holiday breaks or between semesters, and are 
always announced well in advance. The calendar is subject to change.
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If the Teacher Must Cancel Lessons (this happens very rarely), students will be offered group lessons 
to make up for the missed lesson(s), or tuition may be prorated.

Studio breaks/closings: Additional studio breaks are announced on the studio calendar, which is 
accessible to students via the Students Only section of this site.

Discontinuation of Lessons

Music is a lifelong pursuit, but lessons are not always possible for a multitude of reasons. Whatever 
the reason, I will never take discontinuation of lessons personally. Remember: if you are unsatisfied 
with your lessons for any reason or if you are contemplating quitting lessons, please speak freely to 
me about your concerns.

Discontinuation of lessons requires a 3 week notice – This gives us time to wrap up any current pro-
jects and discuss how the student can continue to follow their music goals. This also allows me the 
necessary time to fill that empty lesson slot so that I can avoid a loss in income. Thank you for your 
consideration.

Mutual respect is a key goal in our studio. As studio owner, I reserve the right to remove students 
from the schedule if they have poor attendance, poor practice habits, or if they repeatedly break any 
studio policies



 



 

WANT MORE HELP ON THIS TOPIC? 
You’ve come to the right place! 

Today’s webinar training and bonus downloads are just a sneak-peak at the hundreds of training 

and teaching resources offered to members of my Inner Circle.  

The Inner Circle is the place to get your piano teaching questions answered, to access unlimited 

training and resources, to hang out with other teachers and music education experts from around 

the world and to help you build the studio of your dreams. 

With over 400 members, this is a thriving community of dedicated, passionate teachers who are 

committed to giving their students the very best opportunities possible.  

The best thing is, you can continue working on this topic right away. 

BEGINNER TEACHER BLUEPRINT 

You’ve had a taste of this course, now get full access to all 9 video modules, which will walk you 

through the entire process including: 

● Choosing lesson formats and lesson lengths 

● Finding a great studio location 

● Deciding what student demographic you want to teach 

● Writing your studio policies 

● Setting your fees and payment structures 

● Marketing to and scheduling new students 

● Curriculum planning and first lesson ideas 

● Assigning practice and tracking your students’ progress 

● Organising your recitals and other performances 

● Communicating effectively with your students’ parents 

The course comes with full, detailed videos, showing you where to go and what to click on. PLUS 

you get a full-colour PDF download with step-by-step examples of how to do everything. It’s almost 

like we’re there with you, every step of the way! 

OTHER COURSES 

As well as getting access to the rest of this course, when you join the Inner Circle, you also get 

instant access to my other video training courses, including:  

 

BECOME A MEMBER TODAY                     timtopham.com 

https://timtopham.com/


 

● PianoFlix: How to Teach Pop Piano 

● No Book Beginners 

● Piano Studio Marketing 

● 12 Bar Blues and Jazz Improvisation  

● Online Studio Launchpad (Step-by-step guide on building or updating your website) 

● 4 Chord Composing  

● Growing a Group Teaching Studio 

Plus a number of courses currently in production: 

● Grooving with GarageBand 

● Creating a Piano Academy 

● No Book Beginners for Preschoolers 

 

And don’t forget our monthly online masterminds, the chance to rub shoulders with experts and 

teachers from around the world, ask any questions you need help with, access all my lesson 

plans and downloads and grab some great discounts on products, services, software and sheet 

music. 

What more could you want? :) 

BECOME A MEMBER TODAY  

To find out more about membership and to join us today, click here: timtopham.com/community. 

You’ll be able to continue your Beginner Teacher Blueprint journey exactly where you left off 

after the webinar.  

Hopefully see you soon,  

Tim. 
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