
WHEN REGISTZRlliG A NEW STUDENT •••• • • •. .•• 

If he is t o~ t on the wait ing l ist the necessary infor­
• 

mation wbuld be his name , school, l anguage school hours , whet her 

he bas an instrument at home and his phone number. 

When he is being accept ed f or enrollment , the regular registra-

tion card should be filled . He should also be asked to pay for 

his member ship dues or if he is an adult the $2 . 00 registr ation 

fee should be paid. 

The time of the child ' s lesson, plus the hour and day 

of any ot her musical act ivit y (such as Chorus , theory or band ) 

should be wri tten on a piece of :i;:e.per far the child ' s refer ence. 

A copy of the mus ic de:i;:e.rtment policies should a lso be given . 

After a child bas pur chased his membership card the 

numeer of the car d should be r ecorded on his registration card. 
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WHEN A CH1LD DROPS FROM THE ROLLS •. . ... . . . 

When a child has dropped from the rolls for r easons mentioned 
in policy, a "record- change form" should be filled in listing the 
dat e of drop as the last day of lesson. If any credit or refund 
is invol ved, t hi s shoul d be noted on t he form . All credit s or 
r efund must be approved by John Kelly and Mr . Ehlers before i t 
goes to t he busine ss office . 


