
2100 E David Rd 
Dayton, OH 45440 

 (937) 985-2226 
gemcitymusicstudio@gmail.com 

gemcitymusicstudio.com 

 
PRIVATE LESSON HANDBOOK 2021 

 

 

FEES:  Lessons fees are pre-paid monthly and calculated by the number of lessons each month. Rates are as 

follows: 30- minute lesson - $20 per lesson; 60-minute lesson - $40 per lesson. All payments must be received 

by the 1st of each month. Fees are payable online through MyMusicStaff or can be made via PayPal 

(paypal.me/rajamesmusic), Zelle bank transfer, by cash or check. If you are mailing in your payment, please do 

not send cash.  Invoices will be sent via email the last week of the month with a link to PayPal and the amount 

due for the following month. Please read the entire invoice for dates and other individualized payment details.  

 

INSTRUMENT/ PRACTICE:  Students are expected to have a working instrument at home. Piano students may 

have an acoustic piano, digital piano, or keyboard. If using a keyboard, there must be at least 61 keys if it is not 

full size.  All students are expected to practice for a minimum of at least 3-4 days per week for a minimum of 5-

10 minutes per day unless your teacher has instructed you to follow a different practice plan.  

 

METHOD BOOKS: Students will be responsible to purchase the method books that your teacher requests if 

you do not already have them. Your teacher will give you at least 2 weeks in advance when/if additional books 

need to be purchased.  Local students will be given an assignment notebook at the second lesson.  

 

CANCELLATIONS/MAKEUPS:  Much like a private school or other extra-curricular activity, lesson fees reserve 

your student’s lesson time, allowing your teacher to effectively prepare for lessons. It is important to keep 

your lesson time whenever possible, but situations are bound to come up where you must occasionally miss. If 

you have to miss your scheduled lesson time for any reason, please let your teacher know as soon as possible.  

 

Excused Absences: Cancellations with at least a 24-hour notice, due to illness or extreme weather, are 

considered excused absences.  If you have an excused absence, you may reschedule your lesson using an 

available time slot on the MyMusicStaff portal by swapping lesson times with another student. As a last 

resort, you may utilize a time slot on the designated “Makeup Saturday”. A maximum of 1 lesson credit 

per month on the next invoice may be issued for student cancellations if it is not possible to schedule a 

makeup. Please make every effort to make up your lesson time if you have to miss.  

 

Weather-related cancellations: The safety of Gem City Music Students and their families is extremely 

important and therefore, when weather conditions are unsafe, the decision to close the studio will be 

based on the Kettering City School District’s decision to cancel school or after-school activities. Studio 

closings will be announced on the Gem City Music Studio Facebook page and you will also be 

contacted directly if you have a lesson that day. Lessons that would be canceled due to extreme 

weather may still take place at the usual lesson time via Skype instead. If possible, please make every 

effort to have your lesson on Skype. If you are unable to take a Skype lesson, it will be considered an 

excused absence. Please see “Excused Absence” above for options.  



 

 

Illness: If the student is showing ANY signs of illness OR if anyone in the student's household has a fever or 

any other COVID-19 symptoms, do not have an in-person lesson that day. If you are unsure if you are well 

enough to come to your lesson, please check with your teacher.  If the student is in fact asked not to 

come due to illness, but is feeling well enough to have a lesson, you may choose to have the lesson 

over Skype instead. Otherwise, it will be considered an excused absence. Please see “Excused 

Absence” above for options. 

 Any student who arrives with any of the symptoms listed below, will not be allowed inside the studio and will not 

be given a makeup or a credit for the lesson time.  

 

 Fever or chills 

 Cough 

 Shortness of breath or difficulty breathing 

 Fatigue 

 Muscle or body aches 

 Headache 

 New loss of taste or smell 

 Sore throat 

 Congestion or runny nose 

 Nausea or vomiting 

 Diarrhea 

 

Makeup Saturday: The first Saturday morning of each month between the hours of 9:00 and 12:00 will 

be used as a makeup opportunity if you have missed a lesson and have a makeup credit that you have 

not yet used. Lessons will start on the hour and half hour. Makeup Saturday time slots will be open on 

the MyMusicStaff portal where you can schedule the makeup lesson. 

Unexcused Absences: Failure to give your teacher a 24-hour notice will result in loss of lesson time 

without the option to reschedule or receive a credit. Only extreme weather and illness related 

cancellations do not require a 24-hour notice to cancel. All other cancellations with less than a 24-hour 

notice will be considered unexcused. 

 

Tardiness: Please let your teacher know if you are running late. Lesson times may not be extended due 

to tardiness. If you are running 15 or more minutes late and your teacher has not heard from you, your 

lesson for the day will be cancelled and it will be considered an unexcused absence.  

Future Absences/Vacation Days: Gem City Music Studio understands that there are times that you may 

need to miss your lesson or take a brief period off. If you know of an upcoming circumstance, please let 

your teacher know as soon as possible. Please make sure to let your teacher know prior to paying your 

invoice so that your invoice can be adjusted to reflect the upcoming absences. Such advance notice is 

greatly appreciated and allows others the opportunity to use your lesson time as a makeup slot. If you 

have already paid your upcoming monthly invoice, then the 24-hour notice cancellation policy above will 

take effect. 

 

Teacher cancellations: If your teacher has to cancel your lesson time for any reason, you will be allowed a 

makeup opportunity. If a makeup is not possible, you will receive a lesson credit to the following month’s 

invoice. 



CALENDAR: The studio calendar will be available on MyMusicStaff. Please note the days that the studio will be 

closed. There are 5 weeks of scheduled breaks - Thanksgiving Break (1 week), Winter Break (2 weeks), Spring 

Break (1 weeks) and Summer Break (1 week).  

MY MUSIC STAFF ACCOUNTS: All families will be given a MyMusicStaff account. Each family account will have 

access to a parent portal as well as a student portal for each individual student. This account will allow to you 

make changes to your existing lesson/class times, access billing statements, invoices, lesson assignments, 

digital sheet music sharing, practice logs and much more. You will receive an email with instructions on how to 

log in. Please make sure that all of your family information and contact info is correct upon logging in for the 

first time. If you have any questions or issues accessing your account, please let your teacher know. 

 

SWAP LIST: A swap list will be created for those who choose to participate. If you would not like to take 

advantage of the swap list, please let me know and I will remove you from the list. The following information 

will be included on the swap list: your name, student(s) name, email, phone number and lesson time. This will 

be uploaded to your MyMusicStaff account. This document will be available to view on your MyMusicStaff 

portal and only those who have given permission to be placed on the swap list will be able to have access to 

that document. If you need to change your lesson time, simply contact someone on the list with the time you 

would like to swap. Once you have found a swap time, both families will need to log onto MyMusicStaff, 

cancel your lesson time and reschedule using the other student’s time slot. If you have issues with navigating 

the calendar on MyMusicStaff, let your teacher know and he/she can assist with rescheduling the swapped 

lesson time. 

VIDEO LESSONS: If you choose to, weekly video lessons and video makeup lessons will be done via Zoom, 

Google Duo, Skype or Messenger. Let your teacher know at the time of sign up if you choose to do this and 

what video platform you wish to use.  Please be signed on and ready to start a few minutes before you 

scheduled lesson time so that we can begin on time. Your teacher will be the one to initiate the call as he/she 

may be finishing up a lesson before yours. You may use whatever camera/device that you have as long as your 

teacher can see you AND your instrument. For piano students, it is best for the camera to be positioned above 

or to the side of the keyboard. At the end of every video lesson, your teacher will email your assignment for 

the week and make it available on the MyMusicStaff portal. 

 

DISCONTINUATION: Student commitment is for one month at a time. Unless a written notice of withdrawal is 

submitted and received by the 15th of the month, it is assumed you will be continuing your musical journey 

with Gem City Music Studio, and you will be responsible for the following month’s lesson fees. If a student 

misses two or more consecutive lessons without notification, Gem City Music Studio reserves the right to 

terminate the student from the studio. Payment will be required for the missed lessons. Repeated failures to 

follow lesson policies and/or commitment may result in termination of lessons.  

RECITALS/MASTERCLASSES: Gem City Music Studio will not hold formal recitals. However, two masterclasses 

will be held each year in December and May/June. Masterclass information will be made available at least 30 

days in advance. Participation in each masterclass is completely optional, and student performance is 

voluntary. Students who choose to attend the masterclass will never be forced to perform. This allows 

students to have a safe, stress free environment to perform and allows a greater understanding for mistakes 

and “works in progress”. Students will be encouraged to provide feedback to one another which improves 



students’ critical thinking, performance skills, compassion, public speaking, confidence, promotes a sense of 

friendship and support all while maintaining a respect of their craft and hard work. This performance 

opportunity is unique to Gem City Music Studio. 

SAFETY: The safety and security of students while on any of Gem City Music Studio’s approved premises and 

during lessons is of the utmost importance. Parents are responsible for making secure arrangements for 

getting students to and from lessons and are expected to return for student pickup by the student’s end of 

lesson time. However, parents are welcome to stay on the premises if they choose.  

PHILOSOPHY: Gem City Music Studio’s mission is to create a playful, comfortable, and safe space for students 

to explore music and foster creativity, self-confidence, and self-expression. Gem City Music Studio offers high 

quality private and small group music education that supports and enhances the education that students 

receive in school. Students at Gem City Music Studio will learn how to read, create and learn valuable skills 

that they can integrate into their daily lives. 

LOCATION: GCMS teachers use their in-home studio and lessons will take place either virtually or at their in-

home studio. Gem City Music Studio’s main location, where students of Rebecca James study, is located at 

2100 E David Rd, Dayton OH 45440. Gem City Music Studio’s main location, where students of Kathy Cooney 

study, is located at 509 Chee Ct, Kettering, OH 45429. All Gem City Music Studio teachers have a distraction-

free private studio that has been approved by Gem City Music Studio. Your teacher’s in-home studio address 

and contact information will also be provided at the time of registration.  

 

HOURS: Studio hours are Monday-Wednesday 3:00pm-7:00pm, Thursday: 9:00am-11:00am; 3:00pm-7:00pm, 
Friday: 9:00am-11:00am, 3:00pm-6:00pm. Gem City Music Studio will do our best to accommodate your 
preferred time. Office hours are variable due to the pandemic, but we do check voicemail and email regularly 
and we generally will respond within 1 business day. 
 

Thank you for choosing Gem City Music Studio! We look forward to working with you! 

 

Musically yours,  

Rebecca James 

Owner 
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By enrolling your child(ren) in lessons at Gem City Music Studio, you acknowledge and accept your 

responsibilities to Gem City Music Studio, understand, and agree to all terms in the studio policy handbook 

including all fees, cancellations, and makeup policies. Please sign and return this page only.   

 

 

___________________________________________________________________________________  

Name of student(s) enrolled at Gem City Music Studio 

 

_____________________________________      

Parent/Guardian (Print)        

 

_____________________________________     _________________________ 

Parent/Guardian (Sign)       Date 

 

 

 


