Athena Burns Performing Arts 
Atwp
Athena Theatre Works & Productions Ltd

Terms of Service
For all students, parents and guardians at ATWP
Expectations in respect of pupils admitted to the Performing Arts School.

Definitions:

ATHENA THEATRE WORKS & PRODUCTIONS LTD Arts will hereon be referred to as ATWP
Staff encompasses anyone working for or on behalf of ATWP (including volunteers and helpers)
As well as the Terms of Service, please read and understand the disclaimer attached to the registration form and ABPA policies. Copies are available on the website, kids calendar or by email request to abtheatreworks@outlook.com
On payment of fees you are agreeing to abide by the ATWP terms of service and to abide by the school’s policies and regulations.
The aim of the ATWP is to ensure that all students experience dance in a fun, friendly, positive and safe environment. In order to achieve this, please take note of the following guidelines. We would like to stress that these points are of great importance in assuring the wellbeing of all students in the School. 

Any student unable or unwilling to profit from the education provided at the school may be asked to withdraw from the school after the required half term notice.

Rules and Regulations 

Punctuality

It is vital that students arrive in good time for their classes. If students are late for class they may miss vital information and will impede the learning of others and place themselves at risk of injury should they miss the warm up section of the class.  
Attendance

Regular attendance is extremely important. If students do not attend on a regular basis then the development of the class and the individual student will be affected. Exam students’ attendance will be monitored as they prepare for their examinations and students who fail to attend classes and additional lessons may be withdrawn. If your child misses a class, we may be able to re schedule them a replacement, however we regret that it is not possible to make up missed classes for which you are not registered if a space is not available, or if it may interrupt that class. This decision is at the discretion of the organization. 
Discipline

Students are expected to behave in an orderly, civilized and well-mannered way and to show respect to their teachers when attending the ABPA. Students should also show respect to other students in their class. Failure to comply with the rules and regulations may result in withdrawal from the School.

Uniform

It is extremely important that students come to classes dressed in full uniform, once it is obtiained, in order to be able to work correctly and safely in class and present a neat appearance. New students should dress appropriately (tight clothing for technical dance classes, comfy clothing for movement, singing and acting classes, hair tied back safetly). We ask that all students make a concerted effort to come to class wearing an appropriate and safe hair style. Jewellery and watches should be removed for all classes.
Changing

Students should only get changed in the designated changing areas in the presence of other students and/or 

teachers, but never alone with one adult. When this is difficult, students should enter the studio with the teacher present to change. If a teacher is alone, another student or adult will be called upon. Students should not change in the toilets.
Toilet Policy

Parents and students should not loiter or wait in the toilet area unless their child is in one of the toilet cubicles.
The toilet cubicles should not be used for changing.
Drop Off/Collection

Parents/guardians are asked to drop off students directly before the start of their class. Students must be supervised by their parent/guardian on ATWP premises until the class time. Parents should be at ATWP by the class end time to meet their child. ATWP will be held responsible for the safety of students outside the class times. 

Parents should park legally. The zig zag lines outside of ATWP are not a legal place to stop/drop off or park. Stopping there at any time may result in penalty fares and licence points, for which ATWP will not be held responsible. 
Parents and students are not permitted to use the ATWP driveway at any time.

Students and parents should not sit on the staircases at ATWP, as this is a fire hazard

Theatre drop off and collection

· On show days or rehearsal days in the theatre a parent or legal guardian must sign students in and out
· Anyone dropping off or collecting other than parents, will need a pre arranged written consent in advance of the show (a week or more is recommended), letters cannot be accepted on the door, neither can text messages

Personal Property

Students should make sure that they keep their valuable personal items with them at all times. ATWP regrets that we cannot be held responsible if items go missing.
Mobile phones, Ipads and other personal devices

ATWP has a strict NO DEVICE rule in the studio and at the theatre. The Organization will not be held responsible for devices or the content to which children and young people are exposed. The Organization does not deem it appropriate for children and young people to be viewing online footage and using these devices that cannot be controlled by the parent and so places a ban.

Parents should not view videos on devices unless muted or through private headphones whilst at the studio. This is to safeguard the ears of young and vulnerable ages.

Staff are only permitted to use a personal device for online registers, and music or in the case of an emergency. Staff are not permitted to use social media sites on ATWP devices.

Internet, Social Media, Wifi and Device Charging, use of electricity.
Parents and students are not permitted to request teachers and staff on social media, with the exception of the main ATWP official accounts, such as the ATWP pages or ATWP related pages and groups.

Parents are not allowed to place leaflets in the studio or adverts on the ATWP pages without seeking approval from the office by email: abtheatreworks@outlook.com
Parents and students are not permitted to charge any device, or use the ATWP electricity sockets for any use. This is to safeguard the fire risk at the studio.

Staff and students must not plug in to any power source unless the item has passed Portable Appliance Testing (PAT)

Remuneration and fees

As per the School Terms and Conditions; fees must be paid before the start of each half term. ABPA lays out its ‘Open Day’s’ as deadlines for payment, these dates are marked on your kids calendars. Failure to do so will result in late payment fees and may result in withdrawal from classes and court action. 

Data Protection Policy

ATWP staff members are not at liberty to enter into conversation with or disclose any information to parents relating to other ATWP students. Student’s information is confidential and retained by the office in accordance with the ATWP Data Protection Policy.
Visual and Social Media

ATWP does publish and post images (static or/and moving) of students on its online channels without prior written consent; ATWP publishes minimal personal information alongside images. If you wish your child to be excluded, please give us a written exclusion request, by letter or email. 
We ask that all parents, guardians and students ensure that they use social media and the internet in a safe and positive way while on ATWP premises. This includes the way in which ATWP is represented when posting, commenting and blogging on ATWP and non-ATWP websites. You should not post photos of the ATWP premises unless you have verified it with the office, this is in order to safeguard the studio and the students. Please report any concerns regarding this subject to the office.
Staff and Clients relations
Staff are prohibited from becoming social media ‘friends’ with ATWP students and/or parents except for the principal and the main ATWP platforms.

Staff are not permitted to use ATWP devices for personal use: phone calls, texts, emails, social media or purchases.
Staff are prohibited form sharing or exchanging contact details with ATWP clients, parents and/or students.
Main Reception and Communal areas
ATWP visitors and students are expected to keep the communal areas tidy and free from belongings on the floor and stairways. There are bookshelves for belongings to be stowed safely. 
The stairways and communal areas should not be seated in, as this causes a fire safety risk.

It is recommended that buggies, scooters, skateboards, prams and toys or anything other than class materials should be bought in to the studio, to avoid fire exits being blocked.
Eating and drinking is not permitted in the studios (with the exception of water and drinks required for health reasons). 
Students and visitors are asked to carry garbage home with them in order for us to keep cleaning costs down and avoid fee increases.

Please see the Social Media clause above.

Health and Safety

· For health and safety reasons, a record of anyone who has entered the building is kept at our office. It is essential for us that all visitors staying in the building are logged. 
· ATWP has a formal Policy and associated procedures on safeguarding children and vulnerable adults, which can be accessed at the office and on our website. www.athenatheatreproductions.com
· Please read this carefully to ensure you understand it in relation to ATWP Acceptance of the ATWP Terms and Conditions will indicate an agreement to comply with the Safeguarding Policy and Procedures.
· Parents/guardians are asked to refrain from looking through windows of studios when classes are taking place.
· Students should wear shoes at all times when walking around the building and make sure that ribbons/laces are tied properly. Outdoor shoes are not to be worn in the studios. 
· It is essential that students are in the right place at the right time – If students are late for class they may miss vital information and will impede the learning of others and place themselves at risk of injury should they miss the warm up section of the class.  
· It is important that students always keep themselves warm between classes in order to protect against injury.
· Students should drink plenty of water and ensure they keep their energy levels up by eating a healthy snack in between classes.
· If students hurt themselves in class or feel unwell at any point, they should tell their teacher or member of staff immediately.
· Atwp is a work place and respect must be given to all staff. There must be no running or shouting in the building or outside it. 
· No smoking is permitted anywhere on or outside the premises.
· Fire regulation: if the fire alarm sounds, students must make their way immediately to their nearest available Fire Exit and meet across the road.
· No games are permitted in or outside the studio where vehicles are constantly coming and going.
· Parents/guardians must adhere to parking regulations at all times. 

· Parents/guardians are asked to drive with due care when dropping off and collecting their children from classes. 
· Children’s scooters, skate boards and roller skates must not be ridden/used anywhere inside or outside the building.
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