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Tutor Working Policies and Procedures 

Last Reviewed: August 2019  Due for Review:  August 2020 

Introduction 

All these policies and procedures can be found within the ‘Phase Handbooks’ that tutors use during 

each session. These policies are essential for the correct daily running of First Act. They have been 

collated in this document for easier policy reviewing. 

Any amendments made to these policies must be reflected in the ‘Phase Handbooks’. 

FIRST ACT: OUTSTANDING LESSON CRITERIA 

BEFORE THE LESSON: 

1. Planning is detailed, age-appropriate and engaging. 

2. Set tasks consider the pupil’s prior learning, specific needs and the whole school teaching 

plan. 

3. Lessons start calmly, on-time and follow all the policies and procedures outlined by First Act: 

Drama Tuition. 

DURING THE LESSON: 

1. The learning for the session is made explicitly clear for the students during the opening 

stages: the students need to know exactly what they are gaining from the activities they are 

doing. 

2. The session is structured well: e.g there is a good balance between tutor talking and student 

exploration; tasks are timed well (nothing goes on for too long or nothing is rushed to 

completion). 

3. Students are involved in shaping the lesson’s journey (where appropriate) or at the very 

least have input to how the session may run. 

4. Behaviour is to be managed effectively, focusing on rewarding good behaviour over 

reprimanding poor behaviour. 

5. Treat the students with respect, and with the same curtesy, care and compassion that you 

would want yourself/your own child treated with. 

6. Each child should be individually spoken to and praised at some point during the session: in 

bigger classes, it’s easy to feel unnoticed and unappreciated. 

7. Learning should link to other areas of First Act where possible/appropriate. 

8. Students should leave the classes feeling inspired, motivated, happy and desperate to get 

back for their next session. 
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AFTER THE LESSON: 

1. Ensure that any incidents are reported and recorded correctly in the profile book. 

2. Ensure that any students leaving the session feeling deflated or upset are caught and 

cheered up: ensure the problem is sorted before they leave. If this is not possible, contact a 

member of SLT so they can look to rectify the situation before it grows. 

 

START / END OF LESSON PROCEDURE 

STARTING THE LESSON: 

• Tutors should look to arrive no later than 15 minutes before their lesson begins and should 

be in the waiting room ready to receive children no later than 10 minutes before their lesson 

begins. 

o If multiple tutors are teaching, one tutor can take responsibility over the waiting 

room. 

• Students and parent are welcomed into the waiting room and marked off the register. 

• Questions/concerns/queries are dealt with as best as possible in the time prior to the 

sessions. 

• Children are kept calm and well-behaved in the waiting room. 

• Lessons start on time, even if classes are small or are still waiting for a few pupils. 

• For lessons in further away studios, children should be taken early enough to allow an on-

time start. 

• Tutors will carry their registers, so later comers can be marked off. 

• Whichever tutor is teaching in Studio One will be responsible for directing late comers to 

their correct studio. 

• Children put personal belonging (including phones) away and leave them for the duration of 

the session. 

• If session is not ready to start, children are instructed to sit on the studio floor (either in a 

circle or with friends) while they wait. Do not allow studios to run around or walk in and out 

of the studio. 

 

ENDING THE LESSON: 

• End lessons on time: parents do not want to be waiting around, nor do they wish to see 

lesson coming out early. 
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• Finish your lesson on praise and positive affirmations for the whole group and (as much as 

possible) an insight into what they session the following week will hold. 

• Allow enough time at the end of the lesson for students to tidy the studio they have been 

using (this will promote respect for the studio and responsibility over their learning 

environment). 

• Ask students to wait at the studio door (even in the older classes) and not to dismiss 

themselves out. Using the permission register provided, identify how each child is leaving. 

• Students learning in studios away from main room should return to the waiting room unless 

permissions state otherwise. 

• Ensure any queries, payments or concerns wait until all the children are dismissed. 

• Any children who are collected late or do not have the suitable permissions required to 

leave alone, should be kept in the waiting room. 

 

SAFETY & SAFEGUARDING DURING TEACHING 

BEFORE THE LESSON: 

• Check the working space for possible obstructions or dangers. Clear, clean or cordon these 

off as appropriate. 

• Ensure the room is a suitable temperature and put measures in place to deal with room 

temperature changes during classes. 

• Ensure your phase file is available and registers are ready to be completed. 

• Check phase file for any notes left by previous tutors regarding members of your upcoming 

class. 

• As students arrive, ensure their entrance into the studio is calm and controlled. 

 

DURING THE LESSON: 

• Ensure all policies and procedures are followed throughout and contact a member of SLT if 

uncertain of any issues. 

• Any activities that require running or large amounts of movement should be appropriately 

risk assessed prior to starting and should be well monitored throughout. 

• Tutors should keep and ear and eye out for students’ behaviours, comments or 

performances that raise warnings or concerns of wider issues. 
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• Younger students should be protected from content unsuitable for them which may be 

brought up by older students in the same phase. 

• Avoid being left alone with students (unless teacher 1:1) and ensure students are not left 

alone or in pairs unsupervised. 

• When breaking into different rehearsal rooms, ensure doors remain open and clear 

rules/boundaries are set in place. 

• No phones, at any point, should be out during classes. 

• Photos taken by tutors should be deleted as soon as sent to SLT (as outlined in social media 

and data protection policy). 

• Be aware of where First Aid equipment is store and where emergency contact details can be 

found. 

 

AFTER THE LESSON: 

• Follow the structure outline in the Lesson Start / End Procedure. 

• If student states they are going home with an adult or alone when their permissions state 

otherwise, they must be kept, and parents contacted to gain permission. 

• Parents should be contacted if students left for longer that 10 minutes after a session 

finishes, and SLT should be contacted if students left longer than 20 minutes. 

 

 

1:1 WORKING POLICY 

All tutors, regardless of group size, should follow First Act’s Safeguarding Policy to ensure the best 

possible standards of safeguarding and protection for our students and staff. When working in a 

1:1 situation, there are a few more elements to be considered. 

• Ensure additional parties on both sides are aware of the 1:1 session (SLT for the tutor, and 

parent/guardian for the student). This is still true with older students who may pay and 

organise their First Act memberships themselves. 

• Ensure content, location, time and payment of the session is booked through First Act: 

Drama Tuition and never on a personal level or from personal social media. 

• When working 1:1, ensure that the First Act: Drama Tuition camera is in the room and 

recording the session. At the end of the session, save the video and store the camera away 

safely.  
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• If any safeguarding or health & safety concerns are raised, camera footage and booking 

details will be used within the investigation. Lack of these will result in disciplinary action 

against the tutor. 

 

Teaching 1:1 can be a challenge yet rewarding experience. First Act tutors should consider the 

following: 

 

• Discuss your learner’s needs and get agreement: It is very important that you know exactly 

what the learner wants from the class. Agree on a list of priorities. Later you may find that 

their needs are different – this too needs to be discussed. 

• Explain what you are doing and why: A 1:1 class is a great opportunity to explain why you do 

the things you do. Tell your learner your aims and how the work you are doing supports 

them. Encourage your learner to ask questions. 

• Give feedback: Spend time working on errors – they are a great opportunity to make 

substantial improvements. First Act has a feedback template that you can use. 

•  Push your learner: Without the dynamism of a large group it is easy to lose sight of this, 

especially if your learner likes to talk a lot. Take advantage of the dynamic to push your 

learner – with the language you use, for example, or when correcting. 

 


