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SECTION 1: TUITION, ENROLLMENT & SCHEDULING 
 
1.1 Tuition & Enrollment 
Tuition is due at the time of enrollment.  Enrollment is not considered valid and private 
lesson slots will not be held until tuition has been paid. 
 
All enrollment must go through the office, MindBody Scheduling website, or Starlight 
PAC mobile app.  Students may enroll for any service via our website 
www.starlightpac.com, by following the instructions on the SPAC app, or by contacting 
the office. 
 
1.2 Scheduling 
Once a student has enrolled for services, they may proceed to scheduling their classes 
and/or lessons.  If a service has been paid in full, lessons and classes may be 
scheduled without the assistance of our office staff through our app.  
 
SECTION 2: SCHEDULING 
 
2.1 Scheduling Private Lessons 
Private lesson packages are paid for in full, and lessons must be scheduled at the time 
of purchase.  Your payment ensures your ability to schedule lessons weeks in advance. 
Lesson packages must be used with in the semester purchased.  Lessons packages will 
expire on the last day of each semester.  
 
2.2 Scheduling Classes 
Group classes should be scheduled at the time of enrollment.  The amount of group 
classes you register for determines your pricing.  Deciding to drop a class once the 
semester has started may affect the price of your tuition. 
 
2.3 Makeup Lessons & Classes 
Private lesson makeup lessons are only offered if: 
--The student has given 48 hours cancellation notice 
--An emergency situation or act of God is at play 
--The instructor needs to reschedule the lesson 
 

http://www.starlightpac.com/


If a student misses a group class, it is their responsibility to make up the class. 
Students are able to drop into any class within the semester to make up the class they 
missed, as long as the class is: 
--The same length as their regularly scheduled class 
--The same level as their regularly scheduled class 
*If a similar class is not offered in there age or level at the same time please speak with Lisa or Jenny for 
options and permissions* 
 
2.4 Attendance 
Students are expected to be present for all classes and lessons, and are expected to be 
on time.  
 
No-Shows for private lessons (not attending a private lesson and not contacting the 
office regarding the absence) will not be tolerated.  There are absolutely no makeup 
lessons for no-shows.  Not showing for a private lesson three times will result in the 
student being dropped from the normal lesson schedule without a refund.  
 
Students who cancel a lesson within 48 hours may schedule a makeup lesson. It is the 
student/parent responsibility to schedule this lesson.  
 
Students who must be absent from a group class are required to let the office know 
ahead of time so that our instructors can plan and prep accordingly.  
 
Section 2.5 Cancellations 
Private lesson students must give 48 hours cancellation notice to the office 
(609-756-7380).  
 
Chronic cancelling (more than three cancellations in a semester) will result in a warning 
email.  If this behavior is continued, the student will lose their lesson spot. 
 
No refunds will be issued for students who choose to no show for classes or lessons 
without explanation. 
 
Students missing multiple classes may not be eligible to perform in the showcase or 
recital if they are unprepared.  Instructors and studio directors have final say.  
 
Section 2.6 Inclement Weather 
Our studio is located in Stafford Township, and we will follow the Stafford and Southern 
Regional schools closing reports in the event of inclement weather.  Emails and alerts 



via social media will be sent in the event of early closing.  If you have the “StarlightPAC” 
app on your iPhone or Android you will receive a notification via our app Make up 
lessons due to inclement weather will occur within the semester.  A different instructor 
may be required to teach this lesson or class in the event of bad weather.  
 
 
SECTION 3: ETIQUETTE 
 
3.1 Private Lesson Etiquette 
Lessons begin promptly at your scheduled time.  Please be waiting for your lesson on 
the bench outside of the private lesson room.  Please enter your lesson at the 
appropriate scheduled time to settle yourself and belongings as the lesson before you is 
packing up.  
 
If you are late, we will do our best to give you a full lesson, but will not run into someone 
else’s lesson time.  
 
Parents who wish to speak with the private lesson instructor should do so at the start of 
the lesson and will be part of the students lesson.  Please set up an outside meeting, 
call, or email prior to the students lesson if you have a question or something specific 
that needs coaching.  
 
3.2 Group Class Etiquette 
All classes must start on time.  Students must not linger in the large instruction room 
once class has finished. 
 
Students are expected to be waiting in the hallway with the appropriate attire and 
footwear when their class is scheduled to begin. 
 
Students will adhere to the behavioral guidelines outlined in Section 11 of this 
handbook.  
 
Unless special permission has been granted, cell phones and other mobile devices are 
not permitted in the classroom.  
 
3.3 Rehearsal Etiquette 
Students at the studio for rehearsal should follow the classroom guidelines outlined in 
section 3.2.  



 
3.4 Student Health Expectations 
Your body is your instrument!  Be sure to get adequate sleep and proper nutrition. 
Shouting at sporting events or at any event in general should be avoided. 
 
If you’re feeling vocally fatigued for any reason, please speak to an instructor. 
 
SECTION 4: NEW STUDENTS 
 
4.1 Evaluation Lessons 
Students who are new to Starlight PAC are required to attend an evaluation lesson. 
This lesson is generally 15-30 minutes in length, and allows the instructor to assess the 
student’s abilities and converse with the parent about training plans.  This lesson has a 
one-time fee of $25. 
 
4.2 Class Placements 
For new students without extensive prior training, we always suggest level I classes. 
On the first day of class, the instructor will assess whether or not the student should be 
placed in a higher level class.  
 
Students are evaluated at the end of each semester, and a parent will be contacted if 
the instructor(s) feels the student should advance to a higher level class. 
 
Starlight PAC has students of every age and ability level.  Please be respectful of all 
students and the instructor’s opinions.  Everyone learns at their own pace and has their 
own individual goals to achieve. 
 
SECTION 5: BILLING 
 
5.1 Online Payments 
Online payments are only valid to those wishing to pay in full at the time of registration. 
Payment plans are not offered online. 
 
5.2 Payment Plans 
As a courtesy, Starlight PAC offers 50/50 payment plans to all students wishing to enroll 
in group classes.  50 percent of the tuition is due at the time of enrollment.  The 
remaining 50 percent will be due 6 weeks into the semester.  The due date will be noted 
on the client’s invoice. 



 
Private lessons are not applicable to payment plans. 
 
If a client takes advantage of a specialty discount for registration, this will only be 
applied once.  The client will not receive this discount on the second payment of their 
tuition. 
 
SECTION 6: MATERIALS 
 
6.1 Private Vocal & Acting Material 
All private lessons students must bring a notebook and recording device to each lesson. 
All private vocal and acting students must bring the following with them to each lesson: 
--a 3 ring binder 
--a pencil 
--any and all sheet music or scripts they have been given 
-Required books for voice students: 26 Italian Songs and Arias:  Book & CD in either 
Medium low (blue book) or Medium high (purple book). Please check with 
instructor on which version to purchase.  
-Suggested materials and reading: 
-Italian/English Dictionary for singers 
-Alfred’s IPA made easy:A guidebook for the international phonetic alphabet 
- An Actor Prepares by Constantin Stanislavski  (INT/ADV Students) 
-Sanford Meisner on Acting (INT/ADV Students) 
 
The student is responsible for purchasing assigned music and bringing it to their next 
lesson.  We recommend musicnotes.com for sheet music purchases.  Starlight PAC will 
provide assistance in obtaining the necessary materials if needed.  
 
Vocal tracks are the responsibility of the student.  For custom made tracks, please see 
Section 7 of this handbook. 
 
6.2 Private Instrumental Materials 
All private lesson students must bring a notebook and a pencil to each lesson. 
 
Piano students will be required to purchase a series of instructional books for their 
lessons.  Students are required to bring these books to each lesson. 
 
Guitar students should check with instructor on required instructional books. 
 



All instruments other than pianos are the student’s responsibility.  Piano students are 
expected to have a keyboard at home to practice on. 
 
Starlight PAC is not responsible for instrument wear and tear.  New strings, rosen, etc 
are the responsibility of the student.  We expect all instruments to be kept in a case. 
 
6.3 Classroom Materials 
All students enrolled in group classes should come to class with a folder and a 
notebook. 
 
Instructors may pass out materials to their students.  These materials are expected to 
be kept in their folders and brought to each and every class. 
 
If a student does not bring their materials to class, they will be billed for printing 
services. 
 
SECTION 7: SPECIALTY SERVICES 
 
7.1 Custom Made Tracks 
 
If a student needs a track for a song, and no track currently exists, Starlight PAC can 
create a custom made track for the student.  Prices for this service are as follows: 
--Piano/Rehearsal Track: $20/song 
--Audition Track: $15/song 
--Full Track With Orchestration: $50/song 
 
7.2 Custom Made Sheet Music 
If a student needs sheet music for a song, and no music currently exists, or they need it 
in another key, Starlight PAC is happy to create custom sheet music for the student. 
Prices for this service are as follows: 
--Audition Cuts (16-32 bars): $15 
--Full Song Piano & 1 Vocal Line: $25 
--Full Song Piano & Multiple Vocal: $35 
 
SECTION 8: EXCLUSIVITY & GUIDELINES 
 
8.1 Exclusivity 



We understand that there are several options for training in the performing arts.  We 
encourage our students to take workshops and opportunities when they arise.  At the 
same time, we believe that too many different instructors can confuse the student, and 
require that you inform us if your child is taking private lessons outside of Starlight 
Performing Arts Center. 
 
8.2 Song Choices 
In group classes and lessons, each song has a lesson planned.  You or your child may 
not like the song, but please remember it is meant to teach them something.  Not every 
song is meant for performance, but is meant as a teaching tool.  If you have any 
questions about song choice, please speak with the instructor.  The more genres your 
child is exposed to, the more well rounded they will become and the more knowledge 
they will have in forming their own voice and song styles. 
 
8.3 Guidelines 
In order to list “Starlight Performing Arts” under education on your resume we require 
that you have trained with us in a group class or lesson for a minimum of 1 year.  We 
ask that you get written instructor permission before listing us on your resume.  Please 
ask the guest artist of a workshop or master class if you can list their class as a 
“workshop” or “master class”  with their name at the end of the class.  
 
It is our goal to nurture the innate love for singing and performing, and to build a 
technique necessary to complete control and confidence on stage.  Objectives include 
improving tone quality and clarity, extending range, increasing vocal power, endurance 
and projection naturally and easily, intensifying stage presence, perfecting song diction, 
and enhancing song delivery by storytelling and acting technique. 
 
SECTION 9: ATTIRE 
 
9.1 Private Lesson Attire 
Students should be dressed comfortably and appropriately.  Heeled shoes and skirts do 
not always allow the student to move freely and stand strong. 
 
Flat shoes should always be worn for piano lessons. 
 
All string students (piano and guitar) should keep their nails of appropriate length. 
 
9.2 Group Class Attire 



Students should dress in comfortable clothing for class.  Students should never be 
wearing: 
--clothing with negative or derogatory verbiage 
--shoes that have been worn outdoors 
--bare feet (unless given instructor permission) 
--skirts without something like shorts or leggings underneath 
 
Students should never wear strong perfumes or fragrances to class. 
 
9.3 Dance Attire 
 
--Tap/Ballet/Jazz Combo I and II: Girls: Pink leotard, Pink tights, Pink full sole ballet shoe. 
Black or tan childs tap and jazz shoe.  Boys should be in black jazz pants, Men’s tights, or 
Shorts, white fitted tee shirt, black or white ballet shoes.  

 
--Mini Ballet : Girls: Light Blue, Teal, or Navy Leotard for girls, pink tights, pink ballet shoes. 
Optional: ballet skirt, Hip placement belt.  Hair pulled away from face in a neat bun.  Men should 
be in black jazz pants, Men’s tights, or Shorts, white fitted tee shirt, black or white ballet shoes. 
  
-Junior Ballet:  Lavender/Purple family leotards, Pink tights and pink split sole ballet shoe. 
Optional: Ballet Skirt, Hip Placement belt.  Hair up in a tight and neat ballet bun.  Men should be 
in black jazz pants, Men’s tights, or Shorts, white fitted tee shirt, black or white ballet shoes.  

 
-Teen Ballet: Girls: Black or Red leotard, Pink tights, Pink split sole ballet shoe.  Hair up in a 
tight and neat ballet bun.   Optional: Hip Placement belt. Men should be in black jazz pants, 
Men’s tights, or Shorts, white fitted tee shirt, black or white ballet shoes.  (Warm up clothing may 
be worn prior to class and must be removed after pliés) 

 
--Jazz (mini, junior, and teen levels): Any color leotard, jazz skirt, shorts, crops, or Jazz pants. 
Hair up in a neat ponytail or bun.  Slip on black or tan jazz shoes.  (NO SWEATPANTS)  

 
--Tap (mini,junior, and teen levels): same as jazz, with Flat or Heeled tap shoes. Please ask 
instructor/office for preference based on child’s technical level.  Beginners should start in a flat 
tap shoe and progress to heels.  

 
--Hip Hop: Clothes you can move in, Hair can be up or down, Sneakers or combat style boots 
that have not been worn outside. Hair away from the face.  
 
 
SECTION 10: STUDIO INFO 
 



10.1 Office Hours 
An office assistant will be able to assist you between the hours of 3pm and 8pm 
Monday through Thursday, and 3pm and 6pm on Fridays.  If you need to contact us 
after office hours, you may send an email to info@starlightpac.com or leave a voicemail 
at the studio.  You may also text us, at (609) 756-7380. 
 
10.2 Studio Director Office Hours 
If you have something you would like to discuss with the studio director(s), please 
contact the office assistant and set up an appointment.  The office assistant will set 
aside a time for you to meet with us. 
 
SECTION 11: END OF SEMESTER EVENTS FOR GROUP CLASSES  
 
Section 11.1 Fall Semester 
The fall semester will conclude with an in class parent presentation of the skills we have 
worked on for the semester. 
 
Section 11.2 Winter Semester 
Winter semester will conclude with a workshop with special industry guests.  These 
workshops will take place in the studio within their class and are not open to the public. 
 
Section 11.3 Spring Semester 
The spring semester will conclude with a spring show.  This will occur between weeks 
10-12, and the precise date will be announced before the semester begins.  This is not 
a mandatory event, but students must tell us at least 30 days prior to the event whether 
or not they are participating. 
 
Section 11.4  Private Lesson Showcase 
Private lessons will have a separate parent showcase at the studio or small venue 
(ie:church type setting) in the early spring.  Students must be enrolled in the Fall and 
WInter semesters to participate.  Participation is not necessary but encouraged to help 
with stage fright and to showcase the skills and confidence they have achieved during 
the year.  
 
 
 
SECTION 12: STUDIO RULES 
 

mailto:info@starlightpac.com


12.1 Student Belongings 
 
All belongings should be placed in the student cubbies.  Backpacks and coats should 
not be strewn about the studio or homework zone. 
 
Backpacks, coats, and other belongings are not allowed inside the group instruction 
room. 
 
Starlight PAC is not responsible for lost or stolen belongings.  We will keep lost 
materials in our lost and found for 30 days. 
 
You are responsible to take all belongings with you at the end of the day.  Dance shoes 
DO NOT live at the studio. 
 
12.2 Homework Zone 
 
The homework zone is a privilege.  If abused, it will be off limits. 
 
Students are responsible to leave the homework zone exactly as you found it that day. 
 
Students under the age of ten are not permitted to be in the Homework Zone without the 
permission of an instructor. 
 
12.3 Respecting Studio Property 
 
Unless you are called in for a meeting, the studio director’s office is off limits to all 
parents and students. 
 
No food or beverage other than water is allowed in instruction rooms.  All food products 
and trash must be picked up. 
 
You must respect Manahawkin Plaza and all of our neighbors with maturity and 
decorum.  Running and yelling outside the property will not be tolerated. 
 
Students should not open the back door without permission. 
 
Students and parents must never touch any studio property, including instruments and 
electronics, without permission. 
 



12.4 Behavior 
 
Students should not leave the studio without a parent or guardian, or without parental 
permission. 
 
The lobby is not a “hang out” space.  Please respect that business is being conducted 
at all times. 
 
Students and parents should not interfere with the daily tasks of the office assistant. 
They are happy to assist you in any way, but excessive conversation will keep them 
from accomplishing things to better our studio and business!  Please be respectful of 
their position. 
 
Illegal substances are strictly prohibited. 
 
Students are expected to leave all personal problems at the door when entering a 
rehearsal, class or performance.  In-fighting and outside frustrations will only hinder the 
work. 
 
Students are expected to silence their phones, and leave it in a cubby with their 
belongings.  Phones are not to be on their person when in class, rehearsal, or at a 
performance. 
 
Students are expected to listen to and take direction given at lessons and outside 
performances.  
 
Students and parents agree to direct any conflict occurring within the studio walls to 
Lisa Carlson or Jenny Stodd.  Students and parents will NOT speak on another’s behalf. 
 
 
 
 
 
 
 
 
SECTION 13: PARENT AGREEMENT 



Parents must read and respond to important correspondence.  Any necessary 
information will be posted on the lobby bulletin board, emailed to clients, and posted on 
our Facebook and Instagram pages.  Not attending to these announcements will leave 
you misinformed. 
 
Just as we encourage our students to form a familial bond with one another, we 
encourage the parents to support each other as well.  Negative behavior from parents is 
not tolerated.  Please be respectful of each and every student, their wide array of 
abilities and strengths, and their individual learning paces. 
 

Please detach and hand into the Office Assistant Prior to your next class or lesson 
**************************************************************************************************** 
By signing my name, I pledge that I have read all of the information above, and discussed it with my child.  I 

will keep this handbook in my possession to refer to at all times. 
 
 
Student: ______________________________________________________________________ 
 
Parent/Guardian (if under 18): ____________________________________________________ 
 
Studio Director: ________________________________________________________________ 
 
Witness:______________________________________________________________________ 
 
Date: ________________________________________________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 


