
HANDBOOK
Assistant

Be responsible for your own schedule. If you'll be absent, tell the teacher AND find a sub.
Consider assisting a job and always be paying attention.
Treat every class like a birthday party - be so much fun!
Get down to the kids level and get to know them - don’t JUST reiterate the rules.
Step up and help out when other assistants need a sub!
Bathroom trips (5- walk to their parent then return to class. Do not help or wait for them.)
Bandaids, hair ties, ice packs, shoe tying.
Set up/clean up - communicate with the teacher.
Fill out timesheets (ages 13+)
Communicate with the teacher on what’s expected of you.
Keep the class flow going if the teacher has to step out.

Assistant t-shirt
Black bottoms
Class dance shoes
Hair up (bun for ballet)

If an injury or accident occurs, follow the teacher’s
lead. In most cases, the teacher will tend to the injury
or accident, and you will either keep the class flowing
or direct the students to another room.

Let the teacher tell you how you can help when costumes arrive at the studio. Plan to be there for
the classes you assist at the holiday show, spring ballet, and recital (as well as any dress
rehearsals). Help them line up etc. Ask the teacher if they want your help directing out front or from
the wings on show day. 

Performances include: Holiday Show, Spring Ballet, Rising Stars/Broadway Babies Shows, Year-End Recital
*Premier Team, Bitty Crew, and Acro Team assistants may be asked to support them at competitions.



OF ASSISTING
Do's

Arrive early for the class you assist. 
Always be involved in what the class is
doing.
Ask the teacher what is expected of you.
Would they like you to set up dots, bring out
the barres?
Let the teacher know ahead of time if you
are going to be absent. 
Get to your assisting class as fast as possible
if you have a class beforehand. Let the
teacher know that you come directly from
another class. 
Think about your body language!
Think about where you stand when you’re
demonstrating so the kids can see you.

Each teacher will take notes on their assistants weekly including absences, lack of dress code,
attitude, tardiness, lack of helpfulness etc. Parents will be sent an email if your teacher has
anything you need to work on. Multiple negative notes may put you at risk to lose your assistant
position. In addition, teachers fill out assistant evaluation forms in December and June. These will
be emailed to you. Teachers are asked to provide honest and constructive feedback so each
assistant knows the areas they need to work on.

Don'ts
OF ASSISTING

"Leadership and learning are indispensable to each other."
-John F. Kennedy

Lift children, hold hands etc. unless necessary for
preschool classes.
Be late or absent without notice.
Take any child out of the classroom without the
teacher’s permission.
Discipline. Leave this responsibility to the
teacher. You may remind the child of class rules.
Disrupt class flow. Speak up when the music
ends etc. Don’t talk over the teacher!
Play favorites.
Bring your phone into the classroom.
Cross your arms.
Talk to students’ parents. Direct them to the
teacher or the office.
Wait for the teacher to give you direction - jump
in!

Age 12 and under by 9/30/24: Volunteer junior assistants
Age 13-18 by 9/30/24: $5 per hour tuition credit. If you miss more than 2 classes you will risk losing
your assistant position.
New assistants age 13+: 1 month evaluation period, then you will receive tuition credit as long as
assistant responsibilities are being met.
*Keep track of ALL your assisting hours so you can easily fill out our timesheets (emailed monthly)
*Anyone who exceeds $600 will need a W9 on file per IRS tax rules.



If you know BEFORE the day of the class
you assist that you will be absent you
should:

Stuperstar
SUBSTITUTES

What to do if you will be absent

Let the teacher know
Find a sub
If you can't find a sub, email Amanda or
post in the TDC Assistants facebook group

Although it is important to give us sufficient
notice if you will be absent, we understand
that stuff happens! If you find out you will be
absent or late on the day of the class you
assist AFTER 3:30pm you should:

The class you were placed in cannot run without an assistant.
Notifying the teacher and finding a sub is SUPER important!

If you find out you will be absent or late the day of
the class you assist BEFORE 3:30pm 
you should:

Text Amanda at 508-556-3976. Save this
number to your phone and text if you will
be late or absent last minute.
Do your best to find a sub immediately!

Call the office
Do your best to find a sub

Ask your friends
Text assistants on the contact list
Post in the TDC Assistant facebook group
Email Amanda
amanda@thedancecompanynh.com
Text Amanda at 508-556-3976 (last
resort)

*Please note that assistant subs should be your age or older.
*More than 2 absences from any assistant may result in losing your assistant position.
Attendance is imperative!

We understand that it can be very hard to find a sub. We encourage all assistants to jump in
and help out when a sub is needed! Teachers and Tarryn will take note of who offers to sub
and who doesn’t and this may play into the number of classes you assist in the future. 



Acro Assistant
SPOTTING CLASS

NEW!

Mandatory for all assistants assigned to Acro, Acro Pop, Intro to Acro, or Tiny
Tumble classes
Other assistants are welcome as well!

Class will cover:
How to spot acro skills safely such as backbends, cartwheels, forward rolls,
backward rolls, handstands, etc
Help assistants feel comfortable spotting

There are ALWAYS more opportunities to assist once the year starts.
We will reach out if more classes are in need of an assistant.

Similar to our Spotlight Student, every month TDC teachers nominate standout assistants
to be recognized in their class! These students are chosen for their responsibility,

attendance, helpfulness, leadership, and more! Standout assistants will be surprised in their
class and featured on social media.

Standout
ASSISTANT


