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Peripatetic Instrumental Lessons at Holy Trinity CE Junior School Primary School
Dear Parents/Carers,

Your child has expressed an interest in learning to play a musical instrument or sing and we are now
taking lesson bookings for September 2019. Sutton Music Services offers the following instrument
lessons:

Flute, Guitar, Ukulele, Violin, Cello, Recorder, Clarinet, Saxophone, Voice, Brass, Piano.

Lessons will take place at Holy Trinity CE Junior Primary School during the school day, lasting for ei-
ther 20 or 30 minutes depending on your choice. Your child will receive a total of 10 lessons per
term from one of Sutton Music Service’s specialist music tutors. Lesson costs are:

¢ Individual lesson 20 minutes = £131.67

¢ Individual lesson 30 minutes = £197.50

e Paired lesson 30 minutes = £99.50

e Group Tuition 30 minutes = £75

* requires a suitable pair/ grouping

LESSON BOOKING
To help us ensure that we have the correct staffing in place to provide your son/daughter with tui-
tion in September, click on the link below to complete the instrumental lesson booking form. Please
note, you will not have to pay until September 2019. If you have any questions, please contact Sylvia
Bennett at Sutton Music Service on 020 8323 0419 who will help you to complete your lesson book-

ing.

Instrumental Lesson Booking Form: http://bit.ly/2nuLnuk

FINANCIAL ASSISTANCE
Reductions may be available for children who receive free school meals please contact us for more
information.

Learning to play a musical instrument is a challenging and rewarding experience, and | do hope that
your child will be able to take advantage of this opportunity. Please be aware that some instrumen-
tal lessons may be over-subscribed, so a lesson is not always guaranteed. We will, however, try hard
to accommodate your request.

Yours sincerely,
/

/

L
fuly

Gareth Gay
Head of Sutton Music Service

nlejelelelelelolelalolololalole,

Registered in England and Wales No: 10276456. Registered office: 24 Denmark Road, Carshalton, Surrey, SM5 2JG


http://bit.ly/2nuLnuk

Terms & Conditions for the Academic Year 2019-2020 * sutton

Sutton Music Service Ensembles, Choirs, Lessons at Wednesday & Saturday mu SiC
Music Academy, and Peripatetic Instrumental Lessons in participating schools .
service

Sutton Music Service (SMS) is part of Cognus Limited, 24 Denmark Road, Carshalton, Surrey, SM5 2JG.
Tel: 020 83230450 Web: www.cognus.org.uk

1. ENROLLMENT & FEES
1.1. Bookings for instrumental tuition, ensemble activities and instrument hire must be completed and
submitted to SMS by parents/ carers.

1.2. After the parent/ carer has submitted a booking form to SMS, student names will be placed onto a
waiting list during the scheduling period and, depending on our current capacity, confirmation of
their place will be confirmed via email along with dates and the timings of the lessons/ rehearsals.

1.3. We may not be able to accommodate all requests for tuition or ensemble membership straight
away; in which case students will stay on our waiting lists. SMS reviews waiting lists each half term so
that students start at the beginning of a full-term or after a half-term.

1.4. Paired/ group lessons can only be offered if there is a suitable pairing or group available. Where
pairs/groups do not exist, SMS will try to offer alternative lesson types and/or place the student onto
a waiting list until an appropriate paring or group is possible.

1.5. It may not be possible to offer tuition on a particular instrument if there is not enough work available
to make it financially viable for the tutor, i.e. one to two hours at any particular school. In this case,
students will go onto a waiting list until there are enough students requiring tuition.

1.6. SMS waiting lists work on a first-come, first-served basis. Students are offered lessons when a
teacher has availability on their timetable, so sometimes, we are not able to take students on at the
first waiting list review.

1.7. The Sutton Music Education Hub/ Cognus Limited subsidises all Music Service activities. Fees are as
published and reviewed annually.

1.8. On acceptance of the lesson time/ timetabling, fees must be paid in full in advance with no reduction
for missed lessons (see also PARTICIPATING SCHOOLS: TIMETABLING OF LESSONS below).

1.9. Joining a SMS ensemble or choir may require an audition. Students will be directed to the most ap-
propriate group for their age and performance standard. Their place in the ensemble will be decided
by the ensemble tutors. Students will be given verbal feedback and advice as part of the audition
process.

1.10. SMS guarantees ten instrumental or vocal lessons/ ensemble sessions (including performances) per
term. No refunds can be given for student absences, school cancellations or closures, and poor
weather that would make it unsafe for staff and students to travel to ensemble rehearsals/ concerts
or to instrumental lessons.

1.11. Where lessons are delivered in participating schools and a tutor has been unavailable, an additional
catch-up week will be scheduled.
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1.12. Where lessons are delivered at our Wednesday or Saturday Music Academy, a 'dep' teacher will be
arranged to ensure that the full ten lessons have been delivered. If no alternative teacher can be ar-
ranged, SMS will either apply a discount to the following terms lesson invoice or reimburse the par-
ent/ carer for the missed lesson.

1.13. Instruments are not provided as part of the tuition fee. Please contact SMS to find out more about
instrument hire (see INSTRUMENT HIRE below).

1.14. For those students wishing to take music exams, please note that exam materials and exam entry
costs are not included in the tuition fees.

2. RE-ENROLLMENT
2.1. The student will be automatically re-enrolled and invoiced for the same activity or activities every
term, unless the parent/carer has cancelled their place in writing (see CANCELLATION below).

3. CANCELLATION
3.1. If a parent/ carer wishes to cancel their son or daughters tuition or ensemble membership they must
notify SMS in writing before the half term break in any double term at Sutton Music Service, C/O
Cognus Limited, 24 Denmark Road, Carshalton, Surrey, SM5 2JG, or via email to suttonmu-
sicservice@cognus.org.uk. Any outstanding fees will be payable.

3.2. Failure to notify SMS in writing will result in the parent/ carer being charged for the next double
term. Verbal notification to a tutor, ensemble leader, member of SMS staff and school teacher does
not qualify as formal notice.

4. PARTICIPATING SCHOOLS: TIMETABLING OF LESSONS
4.1. Where instrumental tuition takes place at participating schools, SMS will coordinate with the school
and parents to find the most appropriate available time. If lessons take place during the school day,
lessons will occur on a rotating timetable. Parents should contact SMS via email at suttonmu-
sicservice@cognus.org.uk with any timetabling queries. It will not be possible for SMS to accommo-
date all timetabling requests.

4.2. Lesson times will be emailed to the parent/ carer and displayed on relevant school noticeboards.

4.3. Students are responsible for ensuring that they know when their lessons are each week. SMS can not
refund or reschedule lessons that have not been attended without prior agreement.

4.4. Music tutors are not responsible for escorting students to and from lessons.

5. ENSEMBLES: MISSED SESSIONS & LATE ATTENDANCE
5.1. All SMS ensembles, choirs and groups rely on the commitment of the participants and tutors. Stu-
dents are expected to attend rehearsals each week. If this is impossible, it is important that notice is
given to the Ensembles Coordinator or by calling the Music Service at the earliest opportunity.

5.2. By joining an ensemble, students are making a commitment to play in the termly concerts. If absence
is unavoidable, notification should be given to the Ensembles Coordinator or by calling the Music
Service at the earliest opportunity. Attendance at rehearsals and concerts is carefully monitored. If
attendance falls below an acceptable standard, at the conductor’s discretion, students may be asked
not to perform in the concerts or on music tour if they are not prepared to the required standard.

6. FINANCIAL ASSISTANCE

6.1. Reductions may be available for students who receive free school meals. Please contact us via email
at suttonmusicservice@cognus.org.uk for more information.
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6.2. Sutton Youth Music Supporters Association (SYMSA) bursaries are available via application for tuition
at our Wednesday and Saturday Music Academies. Please contact us via email at suttonmu-
sicservice@cognus.org.uk for more information.

6.3. For those students in receipt of a SYMSA bursary, after a student has received two terms of tuition,
they will be required to join an SMS ensemble playing the instrument that they receive lessons on at
the Wednesday or Saturday Music Academy. Anyone failing to meet this requirement will have their
bursary withdrawn.

7. STUDENT BEHAVIOUR
7.1. Students are expected to behave in a responsible manner that does not endanger themselves or oth-
ers and to not touch equipment unless instructed to do so by a member of Music Service staff.

7.2. The use of mobile telephones during rehearsals is not permitted.

7.3. While incredibly rare, SMS does not tolerate bullying in any form. Students are asked to use social
media responsibly and considerately. Any acts of bullying will result, if proven, in a student being
asked to discontinue their SMS activities. All acts of bullying should be reported directly to the Head
of Music Service for investigation.

8. LIABILITY
8.1. SMS does not accept liability for the loss or damage to students’ instruments or personal posses-
sions. Parents/carers should arrange appropriate insurance for these items.

8.2. SMS strongly recommends that all students wear appropriate hearing protection during musical ac-
tivities.

9. MEDICAL & SPECIAL EDUCATIONAL NEEDS AND DISIBILITIES
9.1. SMS wants to support all students to fulfil their musical potential and enjoy the recreational benefits
of music making. If a student has a medical condition or specific educational needs that SMS should
know about, parents/ carers must inform SMS in writing at Sutton Music Service, C/O Cognus Lim-
ited, 24 Denmark Road, Carshalton, Surrey, SM5 2JG, or via email to suttonmu-
sicservice@cognus.org.uk.

9.2. Parents/ carers must also inform us if there are any relevant changes to the student’s medical condi-
tions or educational needs.

10. PROGRESSION
10.1. Tutors and SMS will track the students’ attendance to lessons and contact parents where two con-
secutive lessons have been missed, or they have missed three lessons during a single term.

10.2. Tutors will also contact home to inform the parents if the student on more than two occasions ap-
pears not to have practised between lessons, or they have forgotten their instrument, sheet music
and/or practice diary.

11. INSTRUMENT HIRE
11.1. Instruments are hired out by SMS for use in instrumental lessons in schools within the London Bor-
ough of Sutton or in SMS ensembles.

11.2. When collecting the instruments at our offices (Sutton Music Service, C/O Cognus Limited, 24 Den-
mark Road, Carshalton, Surrey, SM5 2JG), identification (proof of name and address) must be shown,
a form completed, and a fee paid. Forms of ID that are acceptable are a driving license or utility bill
(dated within the preceding 3 months).

11.3. After the initial fee is paid, invoices will be sent out each term via email. A full term’s hire fee will
need to be paid to SMS for every term that the instrument is on hire.
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11.4.SMS instruments are of student quality and remain the property of SMS.

11.5.To return an instrument, please make an appointment via email at suttonmu-
sicservice@cognus.org.uk or telephone us on 0208 323 0419 by the end of a term or payment for the
next term will be charged. Instruments must be returned to our SMS office: Sutton Music Service,
C/0 Cognus Limited, 24 Denmark Road, Carshalton, Surrey, SM5 2JG. Failure to do so will result in the
parent being invoiced for another full term’s hire fee. Instruments must not be returned to individ-
ual schools or teachers.

11.6. All instruments need to be treated with care by the student. The student’s teacher will be able to
advise on care of the instrument. This advice should be followed and incorporated into the student’s
practice routine. Any of the following will result in the parent being invoiced for brand instrument:
intentional damage, careless damage and loss of instrument.

11.7. It is the responsibility of the parent/carer to purchase the necessary consumables and to replace
them as need arises (e.qg. rosin/strings/reeds). If needed, please contact SMS via email at suttonmu-
sicservice@cognus.org.uk for advice.

11.8. All instruments must be maintained in good condition. Loss or damage of an instrument must be
reported immediately to the SMS office. Repairs or replacement costs of an instrument damaged as
a result of careless use will be charged in full to the hirer. Parents should not attempt to repair the
instrument as it may cause further damage and incur further costs. SMS will not reimburse parents
for any private repairs that have been undertaken without prior expressed permission to do so.

11.9.The instrument is not insured whilst on hire and it is the hirer’s responsibility to arrange adequate
insurance for the instrument. SMS is unable to recommend insurance companies.

12. PERSONAL DATA & PRIVACY
12.1. For administration purposes, SMS will keep personal information (name, address, age, name/s of le-
gal guardians, etc.) for the delivery of music tuition and ensemble membership. This information may
be stored for up to one year after the student has stopped receiving instrumental lessons and/or
participating in Music Service ensembles.

12.2. From time to time, Sutton Music Service, part of Cognus Limited, will take photographs and/or film
footage of events, concerts, and lessons. The Music Service may use these images as part of displays
to celebrate our musical activities and student achievements; to promote the Music Service via our
website and social media; and for other publicity purposes in printed publications, such as newslet-
ters. Student names may appear on our website and newsletters. Photographs and video footage will
be stored securely and will not be kept for longer than are needed for the purposes listed above.

12.3. The full Cognus Limited Privacy statement can be read at https://cognus.org.uk/privacy/

12.4. As part of our Music Hub funding agreement and for administration purposed, SMS will also keep
personal information (for example age, gender, name of school, and specific educational needs)
which will be shared with Arts Council England for the purpose of tracking progression rates and par-
ticipation.

12.5. The full Arts Council England Privacy statement can be at http://www.artscouncilcollec-
tion.org.uk/privacy-policy

12.6. Please either confirm your permission by selecting 'Yes' or decline by selecting 'No' on your online
booking form

Reviewed: August 2019
Next Review: April 2020
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