TRF REGISTRATION PACKET 2025-2026(updated)
(Please read every page THOROUGHLY.)
How to Register
1. Please read the ENTIRE form. If you have any further questions at any point between now and classes, email Miss Michele (Office Manager) at trfpaducah@gmail.com .
2. Fill out and return or screenshot/email the Student Registration and Consent Forms.  We will not secure your child’s spot until we have received these two forms, a $25 registration fee and signed up for Remind.  This fee will cover processing, music licensing fees and liability insurance for your child.  
3. Please keep this packet for your records.  It will be useful to you throughout the year as questions come up!
4. Physical address:  The Rhythm Factory c/o Caitie Bartelsmeyer 
                                                   701 Jefferson St.

                                                   Paducah, KY 42001
5. Your 1st $50 costume deposit per child (non-refundable after Dec) and your child’s first month of classes
will be due the first day of class.
6. The first day of class is Monday, August 18th! 
IMPORTANT THINGS TO KNOW FOR THE UPCOMING YEAR:
Website – Our website - www.trfpaducah.com - will have all of our upcoming events and important dates listed, and much of the information regarding things at the studio, so check this as often as you can if questions arise. There’s a good chance you’ll find the answers to most of your questions on our website. This Registration Packet also lists many of our FAQ’s, policies, procedures, etc. that you will need to know.  If you can’t find an answer to a question, ask Miss Michele at the front desk or email her at trfpaducah@gmail.com. 
Class Placement - Your child will first be placed in their desired style(s) (Level I Dance, Ballet, Musical Theater, etc.) then put in classes based on their age and mostly by ability level.   Each student will be evaluated by their teacher the first 4 weeks of class to be sure student is in the class that will help them grow.
Monthly Tuition – This is due the 1st of every month, by credit card, cash or check (NOTE: there is a 3.5% surcharge for all payments made via credit card).  We will need to keep your credit card info on file in the event that tuition is not paid on time.   TUITION REMAINS THE SAME REAGRDLESS OF A CHILD’S ABSENCES.  Please make sure that you can commit financially and schedule-wise to the classes you sign up for upon registering.  Our program generally coincides with the McCracken Co. school schedule, but that may be altered from time to time. We will always keep you informed of any schedule changes via e-mail, our Facebook and Instagram page and the Remind app .
Late Fee – If payment of tuition is not received on or before the 10th, a $10 late fee will be charged.
Bulk Payment Incentive - Should you choose to pay for an entire semester upon registering, a 5% discount will be applied.  If paying for an entire year upon registering, a 10% discount will be applied.
Referral Program – For every family you refer to TRF who enrolls, you will receive a 20% discount on your tuition for a month!  Some months, we will do promotions and offer an even bigger discount, so…if you love TRF, SHARE with others! (  
Returned Check Fees - A returned check fee(based on your bank) will be added onto all insufficient fund checks.   
Private Lessons – These lessons should be paid for each week, separately from the rest of your tuition or if they are consistent, then they can be included in monthly tuition.  If an emergency situation arises keeping you from attending a private, you will not be charged for it, however, we ask out of consideration that if this happens, you let your teacher know within 2 hours of the scheduled private.  If the lesson is cancelled within 1 hour of the scheduled time, a 50% charge will still be applied.    
Note: If student choreographs their own piece or comes up with a solo/duet on their own (dance or vocal), they MUST meet with a teacher for at least three (3) privates (and more if the instructor deems it necessary) over the course of the Spring semester in order to perform their piece in the Showcase(s).   This is so the teachers can help polish the routine and help the students feel confident with the piece. 
Family Discounts - Each additional child per family will receive $10 off of their classes each month. 
Costume Fees – These are required from those planning to be in the Spring Showcase in early June.   Costumes average around $60-70 each.  There is generally one costume for every number the student is in, although we try to reuse/repurpose costumes as often as possible.  As with the cost of everything these days, costumes cost have gone up, however, we will do our very best to keep costumes as affordable as possible.
1st $50 Costume Deposit is due the first day of class(non-refundable after Dec/or costumes are ordered).
If your students is in multiple numbers, we suggest that you make extra payments throughout the year if possible so that it will help you eliminate a high final bill at the end.
*NOTE: Costumes WILL NOT be ordered for your child until first costume deposit is received.  If you neglect to pay on time, this will mean additional costs in shipping and processing fees, and your costumes possibly not arriving in time for Spring pictures and/or the Showcases.    
Recital Fees – This is required for those participating in the Spring Recital.  These go to help pay for our venue, lighting and sound technicians, custodial services, programs and awards.  Fees range per showcase between $50 and $75 per family.  Our venue this year will be the Clemens Fine Arts Center at WKCTC.  
RECITAL/SHOWCASE – Dress Rehearsal will be Thursday, May 28th and the Recital/Showcase will be Friday, May 29th and Saturday, May 30th(Matinee & Evening).  PLEASE MARK YOUR CALENDARS NOW FOR THESE DATES!!!
2025-2026 Schedule and Pricing – Please check our website – trfpaducah.com - on the “Schedule and Pricing” Page for this information.  Listed also is a cost breakdown for those taking multiple classes and a Class Description list that explains what each class entails.  
Policies & Procedures
Class Prep
Please arrive 5 minutes prior to class starting time, dressed in the proper attire, shoes and hairstyle (See description below).  YOUNGER CHILDREN: Please have your younger child go potty before class starts if possible, as this makes for a more efficient class for all.  Thank you! ( 
Attire

Tiny Dancers thru Dance 1 – Comfortable clothes they can move in(leotards, leggings, bike shorts, fitted tanks or tees.  If wearing tights, convertible tights are encouraged, as feet can be pulled through the bottom for better traction during acro time.  No jeans allowed!
Dance 2 thru 5 – form-fitting attire (tank or fitted tee, bike or yoga shorts, leggings, etc.)  Please check with your teacher on specific attire(ie:  Level 3-5 ballet, leotard and tights are required)
Musical Theater and Hip Hop students – comfy clothing that you can move/stretch in, unless otherwise specified by teacher.
Shoes (Please label with child’s name to keep shoes from getting mixed up with others.) 
Tiny Dancers: black patent tap shoes, pink leather ballet slipper (full sole)
Dance 1-2: black patent tap shoes, pink leather ballet slipper (full sole), and tan slip-on jazz shoe (split sole)
Dance 3-5: black slip-on tap shoes, pink leather or canvas split sole ballet slipper, tan slip-on jazz shoe (split sole)

Hip Hop – tennis shoes 
Contemporary – bare feet, pirouette shoes or socks

Lyrical – ballet slippers, pirouette shoes, jazz shoes

Musical Theater - tennis shoes unless otherwise specified by the teacher
(NOTE: All shoes and dancewear items can be ordered wholesale through Miss Michele and we typically place a bulk order once a month.)

Hair  
ALL students must have their hair back out of their face for every class. A bun is required for Level 3-5 ballet. We will have hair ties available if forgotten.
Classroom Conduct

Respect your teacher as an authority figure.  Respect your peers and apply the Golden Rule always.  Respect TRF property and clean up after yourself, please!  NO TOUCHING THE MIRRORS EVER.  This is a safety precaution. 

Lobby Conduct
PLEASE make sure that noise is kept to a minimum in the lobby while classes are taking place and that other children are behaving in an orderly fashion.  We will continue to make the lobby a study area for students this year.
NOTE: We’d like to ask you all to please continue dropping your kids off at the door this year, as it cuts down on traffic on busy nights when we have multiple classes and many students move in and out of the space and it is also less of a distraction to our students. Our teachers will bring younger students to the door after classes are complete for pick up.  You many still come in to pay a bill if needed.  Thank you for your cooperation and understanding!
Scheduling

TRF reserves the right to change times and cancel or combine any class with 3 or less students at the beginning of each year.  We also reserve the right to reschedule make-up classes or provide a substitute teacher due to illness or an emergency situation of the instructor. 
Cell Phone Usage

Cell phones should be silenced prior to class and placed in cell phone bucket.  No phones allowed in classes unless of emergency.

Inclement Weather

We generally go by the McCracken Co. School System, usually because the majority of students enrolled at TRF are within that school system.  But there are sometimes exceptions to that rule.  We will always keep you informed via e-mail and the TRF page on Facebook & Instagram (Search: The Rhythm Factory – Vocal & Dance Experience).  We will also be utilizing the Remind app this year!
Metropolis – we will follow Massac County School System.

Benton – we will follow Marshall County School System and the Arts Center.

Absences

A student missing more than three (3) classes after February 1st will be asked to step out of that particular number in the showcase UNLESS they can make up said missed classes with adequate private lessons. Everyone must understand that our teachers don’t have time to go back and reteach steps week after week, and this is also the fairest policy for the students who are consistently in class.  Please make every effort to attend your classes regularly, as it’s for the best interest of everyone.  
Respect for Others and Studio Property 
Absolutely NO:

-   Running or raucous within the studio.  First, so that no one gets hurt.  Second, because TRF is an educational facility, not a playground.  
·    Leaning against the mirrors or touching them...EVER.  Studio equipment is very expensive to replace.  Not to mention, it could be dangerous if one was to break.  Please treat all other studio property (flooring, sound systems, etc.) with respect as well.   

·    Bullying, gossip or disrespect of any kind between students, parents or staff. We try our best to keep TRF as a drama-free zone, and behavior like this is strictly prohibited.  We are to always be kind to one another, because it is the right thing to do. If you cannot do this, you will be asked to leave the studio indefinitely…no exceptions.  We are very serious about this rule.
A Few Friendly Reminders… 
·   Orders will be placed the first of every month for dancewear and shoes.  Get your orders in early!  You could save money by going through TRF because we buy from a wholesale company.  

·   If using payment drop box, only use envelopes for cash (if paying with cash, please label envelope with name and what money is for).  No envelope required if writing a check, just write what check is for on the memo line of check and place directly in the drop box.  If Miss Michele is there, you can hand directly to her. Thank you!    
· Please be courteous of property by picking up/cleaning up after yourself.  We appreciate it!!   

