
 

 

 

 

 

 

 

 

 

 

 

 

 

Policies & Procedures – 2008/2009 
 

 Welcome to Encore Baton & Dance Studio.  We are proud to have you on board and hope that your experience 
with us will be enjoyable and rewarding. 
 
I.  INTRODUCTIONS AND PHILOSOPHIES 
 
 Encore offers classes in ballet, tap, jazz, baton twirling, poms and hip-hop.  We strive to offer you the highest 
quality of instruction available and take pride in the credentials of our instructors and the accomplishments of our 
students.  The safety and proper development of our students is our number one priority.  We ascribe to and enforce the 
concept that high ethical and behavioral standards for students, parents and instructors are vital to the proper 
psychological, physical and social development of the individual.  We strive to create a safe and healthful environment for 
our students which fosters growth, pride and respect. 
 
 Young people learn many things from dance, baton twirling and poms which benefit them in all aspects of their 
lives.  Self-discipline, confidence, poise, teamwork, sportsmanship and physical fitness are some of the best examples of 
those benefits. 
 
 The owners of the studio are John and Vivian Mutchler.  Please direct all questions about the studio’s programs, 
policies and procedures to them at any time. 
 
 Our instructors have been selected to teach our classes based on their teaching philosophies, impressive 
credentials, expertise and knowledge.  If you need to discuss your child’s progress or have a question concerning the 
material taught in class, please contact Vivian to schedule a conference with your instructor. 
 
II.  REGISTRATION FOR CLASSES 
 
 Online registration for the Fall Spring 2008-2009 ten month program begins on July 1, 2008.  In-person 
registration will be held at the studio from 6:00-8:00 p.m. on August 19

th
, 20

th
 and 21

st
, 2008.  A non-refundable 

registration fee of $25.00 is due at the time of registration.  A student is not permitted to attend classes until the signature 
page to this document is executed by the student’s parent or guardian and received by the studio. 
 
III.  CLASS SCHEDULE 
 
 The class schedule is subject to change at any time and we reserve the right to combine, cancel or divide classes 
as needed.  Classes for the Fall Spring 2008-2009 ten month program begin on Tuesday, September 2, 2008 and end on 
Wednesday, June 24, 2009.   
 
IV.  ATTENDANCE, ARRIVAL & DEPARTURE 
 
 Regular attendance is very important to the success of the student and the student’s classmates.  We reserve the 
right to drop a student, without refund of any and all payments previously made, from a class who has been absent for 
three (3) weeks in a row and to give that student’s spot in the class to a student on the waiting list.  If the dropped student 
wishes to return to the class, re-acceptance into the class is at our discretion.  If the dropped student wishes to return to 
the class and the class has a waiting list, the dropped student will be placed on the waiting list at our discretion. 
 

Please make every effort to arrive for class on time.  Arriving late is extremely disruptive to the other students and 
the instructor.  For most classes, the first part of a class consists of warm-up exercises which are designed to properly 

6435 Crain Highway  
Upper Marlboro, MD 20772  
(301) 627 -565 1 
info@encorebaton -dance.com  
www.encorebaton -dance.com  



 

 

 

 

 

 

prepare the student’s body for the class activities that follow.  If a student is not in class during the warm-up session, we 
reserve the right to have the student sit and watch the class rather than participate in the class.  This is for the safety of 
the student and the student’s classmates.   

 
 Students under the age of thirteen (13) are not allowed to be dropped off at the front door to the building or in the 

parking lot.  An adult must bring the student into the studio and wait with the student until the student is in class and must 
be waiting to pick up the student at the end of the class.  If a student is not picked up within 15 minutes after class, a 
$10.00 fee will be assessed.  Students under the age of thirteen (13) are not allowed to leave the studio lobby unless they 
are accompanied by an adult.  The student is not allowed to meet the adult in the parking lot or at the front door to the 
building.  The adult must come into the studio lobby to pick the student up.  It is highly recommended that the adult 
bringing a student to class that is under the age of six (6) stay at the studio when that student is in class.  We reserve the 
right to require an adult to stay at the studio during a student’s class. 

 
If a student is absent from class during one of the three weeks prior to a performance, including the recital, we 

reserve the right to withdraw that student from the performance/recital or require that the student take a private lesson, at 
an extra cost, with their teacher before they will be allowed to participate in the performance/recital. 
 
V.  DRESS CODE 
 
 We reserve the right to ask a student to sit and watch a class rather than participate in the class if the student is 
not dressed in proper practice attire.  This is for the safety of the student and the student’s classmates.  The Dress Code 
describes the practice attire that is to be worn to class.  Baton students are required to purchase a baton through the 
studio.  Practice poms are owned by the studio and performance poms are purchased by the student through the studio. 
 
VI.  HOLIDAYS 
 
 The studio is open on all holidays with the exception of the following:  Labor Day, Thanksgiving (Wednesday, 
November 26, 2008 through Sunday, November 30, 2008), Winter Break (Monday, December 22, 2008 through Sunday, 
January 4, 2009) and Memorial Day.  These holiday closings are noted on the Studio’s Calendar which is posted in the 
lobby and on our web page. 
 
VII.  INCLEMENT WEATHER 
 
 When Prince George’s County Schools are closed for the day due to inclement weather the studio will be closed 
(unless you get a phone call or e-mail stating otherwise).  When Prince George’s County schools are dismissed early due 
to inclement weather the studio will be closed (unless you get a phone call or e-mail stating otherwise).  When Prince 
George’s County schools cancel afternoon activities due to inclement weather the studio will be closed (unless you get a 
phone call or e-mail stating otherwise).  When inclement weather occurs on a day when school is not in session please 
phone the studio, check your e-mail or visit our website for information on closings. 
 
VIII.  RECITAL 
 
 Every student performs one routine in one show (not both) for each class that the student is enrolled in (unless 
the class is designated on the class schedule as a non-recital class), even if that class learns more than one routine in 
class or performs more than one routine at competitions. 
 

The recital is split into two shows that will be held on Saturday, June 27, 2009 at the Mary Harrison Cultural 
Center located on the campus of Northern High School in Owings, Maryland.  Tech rehearsals will be held on Thursday, 
June 25, 2009 for show number one and Friday, June 26, 2009 for show number two.  Times for the shows and tech 
rehearsals will be announced at a later date. 

 
A non-refundable recital fee of $60.00 per family is due on May 1, 2009 from each family who has a student 

enrolled in classes on March 31, 2009.  The recital fee will not be waived for any family that drops from classes on or after 
April 1, 2009.  The recital fee is required to be paid even if a student is ineligible due to a past-due account or unable to 
participate in the recital.  Students of families with past-due accounts are not eligible to participate in the recital until the 
family’s account is brought current.  During the week prior to the recital, families who have paid the recital fee and have 
accounts in good standing will receive five recital tickets that are good for entry into both shows.  Families can purchase 
extra tickets at the regular sales price if the capacity of the auditorium so permits.  Tickets can only be purchased from the 



 

 

 

 

 

 

studio or at the door on the day of the recital.  The resale of recital tickets is strictly prohibited and the studio reserves the 
right to limit the number of recital tickets that can be purchased by any one person or family. 
 
IX.  TUITION 
 
 Tuition for the Fall-Spring 2008-2009 ten month program is broken down into ten non-refundable equal monthly 
installments and does not vary regardless of the number of classes held in the month.  The studio does not give credit 
and/or refunds for classes missed due to holiday, vacation, illness, weather, etc.  Payments can be made on-line through 
a link on our web page (where you can also view your account at any time), in person in the main office, by mail or 
dropped into our locked payment box which is located in the main lobby.  We accept cash, checks, debits cards, Visa, 
Mastercard and money orders.  If you choose to enroll in our recurring payment plan, please be advised that the balance 
due on your account (not just the monthly tuition payment) will be charged to the account you have designated as your 
payment account on the first of each month. 
 
 The monthly installments are due on the first day of each month from September through June.  If a monthly 
installment is not paid on or before the 15

th
 of the month, a $10.00 late fee will be assessed.  THIS WILL BE STRICTLY 

ENFORCED.  Monthly installments not paid by the end of the month may result in the student not being allowed to 
participate in class or studio activities until the student’s account is brought current. 
 
 Checks are made payable to Encore Baton & Dance Studio and should include the name of the student the 
payment is being made for. 
 
 THERE IS A $25.00 CHARGE FOR RETURNED CHECKS OR CREDIT/DEBIT CARD TRANSACTIONS THAT 
ARE REJECTED BY THE BANK.  Also, when this occurs, payment will only be accepted in the form of cash. 
 

If a student becomes unable to continue taking classes, the student’s parent/guardian must give us a written 
withdrawal notice that contains the date of the last class that the student will attend (which must be on a date after the 
date of the notice).  When received, monthly installments will not be billed to the student’s account starting with the first 
full month that the student will no longer be attending classes.  For example, if a student gives us written notice on 
January 15

th
 that the last class the student will attend will be February 15

th
, the student’s parent/guardian will only be 

responsible for payment of the monthly installments for September through February and any other charges on the 
student’s account as of the date of the student’s last class. 

 
If a student stops coming to class without giving a written withdrawal notice, the student’s parent/guardian 

continues to be responsible for payment of the monthly installments and any other charges billed to the student’s account 
until a written withdrawal notice is received by the studio.  The studio reserves the right to withdraw a student from a class 
if they have not been in attendance for three weeks in a row and to give that student’s spot in the class to another student.  
If a student is withdrawn from classes by the studio, the parent/guardian is only responsible for payment of any monthly 
installments and other charges billed to the student’s account prior to the date of the studio withdrawal.  If a student will be 
absent for an extended period of time but wishes to have his/her spot reserved in the class until he/she returns, written 
notice should be given as soon as possible and continuation in the class is at our discretion.  To keep the student’s spot 
reserved in the class in this situation, the parent/guardian must continue making payments on the monthly installments 
and other fees billed to the student’s account. 
 
X.  COSTUMES 
 
 Each student is required to purchase one costume for each class that he or she is enrolled in.  A non-refundable 
costume deposit of $40.00 per class is due on November 1, 2008.  The balance due on each costume is billed to a 
student’s account on January 1, 2009 and a non-refundable payment of the balance due must be made on or before 
February 1, 2009.  Payments not received by the deadline may result in the student not receiving his/her costume in time 
for a performance and may result in an additional fee due to cover shipping.  Once billed to the student’s account, any 
balance due on the cost of a costume cannot be removed from the student’s account and payment of same is expected 
even if the student withdraws from the class for which the costume was to be worn. 
 
XI.  COMPETITION FEES 
 
 If the student is a member of the Star Troupe or is enrolled in a baton or poms class, he/she will participate in 
competitions.  The entry fee for each competition is paid by the student.  You will be notified as soon as possible of the 



 

 

 

 

 

 

fee for participation in a particular competition and the deadline for payment of same.  Payment not received by the 
deadline may result in the student not being able to participate in the competition.  Competition fees are non-refundable.  
All competition students are expected to participate in the competitions selected by their instructor.  If you have a conflict 
with the scheduled date for a competition, you must notify Vivian in writing of your inability to participate prior to the 
deadline for payment.  The competition fee will only be waived if notification is received in writing prior to the deadline for 
payment.  Baton and poms students are also required to purchase, through the studio, a group membership to the United 
States Twirling Association.  The baton/poms competitions we participate in are sanctioned by USTA which requires each 
participant to be a member of USTA before they can participate in the competitions. 
 
XII.  SAFETY GUIDELINES 
 
 Our Safety Guidelines are to be followed at all times!!  Also, bad sportsmanship, inappropriate behavior and foul 
or disrespectful language will not be tolerated. 
 
 Any person who refuses to adhere to the above will be asked to leave the premises of the studio and may be 
excluded from participating in future classes, competitions or studio activities. 
 
 No food, drink or cell phones are allowed in the classroom at any time!!!! 
 
XIII.  PARENT OBSERVATION 
 
 So that parents may be able to observe the progress of our students, observation nights will be held during the 
first week of classes in the months of December and March.  Parents will be allowed to observe the last fifteen minutes of 
the class. 
 
XIV.  CLASS PICTURES 
 
 Class pictures will be taken Monday, May 18

th
 through Thursday, May 21

st
, 2009.  Students wear their costumes 

for their pictures and will have the opportunity to have their individual picture taken.  You are not required to purchase 
class pictures.  The picture schedule will be posted in the lobby on or before May 1, 2009. 
 
XV.  MISC 
 
 Only students who are potty-trained will be accepted for enrollment.  Only parents are allowed to assist a student 
in the bathroom or dressing room. 
 
XVI.  THANK YOU 
 
 We are privileged to have you as part of our studio family.  Thank you for putting your trust and confidence in 
Encore Baton & Dance Studio – “Where Every Student is a Star.” 
 
 

DON’T FORGET TO SIGN THE NEXT PAGE AND RETURN IT TO THE STUDIO!!!! 



 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Name of Student(s)            
 
 
I hereby give the above-named student(s) permission to participate in the classes and activities of 
Encore Baton & Dance Studio. 
 
I have read and explained to the student(s) the studio’s Safety Guidelines and thoroughly appreciate 
and understand the assumption of risks inherent in participating in dance, baton twirling and poms.  
The student(s) and I agree to abide by the Safety Guidelines and will indemnify and hold Encore 
Baton & Dance Studio, its agents, servants and employees, harmless from any loss that we may 
incur as a result of injuries sustained while participating in the classes and activities of the studio. 
 
I further acknowledge that I have read the studio’s Policies & Procedures and hereby agree to the 
terms and conditions contained therein. 
 
 
Date:____________________  _____________________________________ 
      Signature of Parent/Guardian 
 
              
      Print Name of Parent/Guardian 
 
              
      Address 
 
              
      Address 
 
              
      Phone Number 
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