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Organization Overview
The Children’s Ballet Theatre of Michigan, Inc. (CBT) is a non‑profit organization committed to promoting interest and education in classical and contemporary ballet among Michigan’s youth. The mission of CBT is to provide a youth-oriented, community-based ballet performance company in Michigan with the highest possible dance, artistic, and performance standards, while fostering a greater appreciation of ballet as an art form. Under the guidance of a professional Artistic Director, CBT members present a minimum of two major productions each year, one of which is “The Nutcracker.” “The Nutcracker”, presented during the holiday season, has become a Lansing-area tradition. In addition, a full-length ballet or repertory concert performed in a professional theatrical venue is produced each spring. Company members may also participate in additional performance experiences such as lecture‑demonstrations and performances for schools, businesses, libraries, and festivals; participation in competitions; collaborations; and opportunities to attend master classes, dance-related lectures, and professional dance performances. In addition to “The Nutcracker” and the spring performance, CBT may also offer optional summer opportunities aimed at providing festival performance experiences for company members and promoting CBT throughout Michigan. 
CBT provides equal membership/employment/service opportunities to all eligible persons without regard to race, religion, color, national origin, citizenship, age, gender, sexual orientation, marital status, parental status, handicap, membership in any labor organization, political affiliation, and for employment only, height, weight, and record of arrest without conviction. CBT may affiliate itself with other area arts associations. CBT receives financial support through various sources including, but not limited to, tuition, grants, foundations, corporate support, and donations. 
Children’s Ballet Theatre of Michigan, Inc. (CBT) Guiding Principles

1.  CBT will maintain a focus on its mission to provide a youth-oriented, community-based ballet
         performance company in Michigan with the highest possible dance, artistic, and 
         performance standards, while fostering a greater appreciation of ballet as an art form.

2.  As a ballet performance company that was created for children, CBT will place a priority 
emphasis on maintaining an environment which is physically and emotionally healthy for children.

3.   CBT will maintain and support a well-qualified and committed artistic staff who use both
proven traditional and progressive student-centered learning approaches and demonstrate an ability to work positively with children while maintaining a healthy environment for children.

4.  CBT will encourage an encouraging environment where all young dancers are challenged to 
 
develop to their highest potential as creative and performing artists by providing a wide 

range of artistic and performance opportunities for all company levels. 

5.   The CBT Board of Directors will create policies intended to continuously improve the dancer 
environment and experience, and the operation of the company. The CBT Board of Directors will be accountable and flexible, yet fair in implementing organization policies.
6.  As a volunteer driven organization, CBT commits to continuous improvement in its 
performances, programs, and services and will maintain high yet reasonable expectations 

of its members, guest dancers, compensated staff, and volunteer staff.

7.  CBT will remain affordable for families by building non-tuition revenue sources and
implementing payment plans and fundraising opportunities so that tuition is not a barrier to 

any qualified children from participating in the company.

8.  CBT commits to presenting a professional public image in all performance, marketing, 

outreach, and business materials and contacts.

9. CBT commits to becoming a regionally recognized company by maintaining high artistic


quality, making vital connections, and providing leadership where possible to the larger 

dance and artistic community.

10. CBT supports diversity in its membership and in the larger community. CBT provides 

equal opportunity for programs and services to all eligible persons without regard to race, 

religion, color, national origin, citizenship, age, gender, sexual orientation, marital status, 

parental status, handicap, membership in any labor organization, or political affiliation.

11. CBT seeks cooperative relationships to partner with area organizations in order to promote 
arts growth within the region.
12. CBT will manage its finances in a responsible manner, allocating resources and achieving 

efficiencies to best serve the priority needs of the organization and its members.
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SECTION I  DANCER SELECTION AND PLACEMENT
A. Auditions
The company has three technical levels: Levels 1, 2, and 3, as well as Apprentices at Levels 1 and 2. Company members will be placed in one of the three technical levels (1, 2, 3) in accordance with their technical ability and consistent with the Technical Requirements defined below as evaluated by the Artistic Director, to ensure their safety, and to support their progress within the company. Dancers studying at any dance studio, who satisfy the requirements for company membership, meet the technical performance standards of the company, and display reasonable maturity may be invited to join the company. The qualifications for each of the three levels are specified below in Section B Company Placement. 
A company dancer must be at least 8 years old, but no older than 18, at the time of audition. 
Auditions consist of a group master class where potential members are evaluated for technical competency. During the technical audition, a CBT representative will meet with parents to explain the audition process and answer questions. Dancers who do not pass the technical audition will be notified within one week of the audition.  

If a dancer passes the technical audition, the dancer and a parent or guardian shall be notified, expectations will be shared, and any questions answered. 

Auditions for new CBT dancers are in December, with callbacks in January, and in May, with callbacks in late August. Upon its own initiative or as recommended by the Artistic Director, the Board may authorize additional auditions as needed to maintain company size and to fill roles. The Board may entertain individual requests for auditions by permitting a dancer to attend three consecutive technique classes or hold a group audition.
Existing company members do not have to re-audition, but they are required to receive an annual review by the Artistic Director.
During auditions and callbacks, no parents are allowed in the studio.
B. Company Placement
Consistent with company policies regarding age and technique level requirements, the Artistic Director is exclusively responsible for decisions concerning the selection, placement, and advancement of company members. Changes in levels are made officially when the Artistic Director communicates the level change to the Board Chair and/or Executive Director, who is then responsible for dancer notification. Changes in placement occur following callbacks. However, with the approval of the Board of Directors, the Artistic Director has the authority to promote a dancer without audition at any time for extraordinary achievement. Dancers are responsible for acquiring the technical expertise to maintain their company level or to advance in company level through their weekly classes.
The criteria for company selection and placement in levels are applied consistently to each dancer, with serious consideration given to each requirement. Occasionally, in response to both company needs and a dancer's outstanding overall qualifications, the Artistic Director may advance a dancer who does not meet every single technical criterion for placement within the level. Similarly, the Artistic Director may withhold advancement despite a dancer's technical qualifications due to deficiencies in the dancer's conduct, maturity, attitude, expected progress, and/or performance quality.
C. Level Requirements

Level 1  
Dancers in this level should be familiar with and have an understanding of the terminology, meaning, and application of the technique listed below, and are working toward perfect execution.
These are suggested movements that the dancer should be able to do within this level, and the Artistic Director and/or Repetiteur/Ballet Mistress will work with a dancer who needs assistance with any of these movements.   

	Barre
	Center
	Additional Requirements

	 Plié in 1st, 2nd, 4th,  and 5th positions
 Tendu in all directions
 Dégagé in all directions
 Rond de jambe á terre outward and inward
 Frappé in all directions
 Fondu in all directions
 Développé in all directions
 Grande Battement in all directions
 Positions of the feet; 1st, 2nd , 3rd, 4th and 5th
	 Chassé side and in 5th
 Glissade
 Jeté
 Pas de bourrée 
 Piqué in all arabesque positions 
 Sauté
 Soubresaut
 Changement
 Échappé
 Assemblé
 Pas de chat
 Chainés turns
 Piqué turns in passé
 Grande Jeté
 Tour Jeté
	 A minimum of two years of ballet training
 Ability to use facial expressions 
 Acting ability
 Ability to work cooperatively and constructively with Level 2 and Level 3 dancers
 Evidence of strong desire for improvement
 Growing capacity for endurance
 Ability to behave properly and focus in rehearsal


Level 2  
Dancers in this level should be able to execute with precision, consistency, and technical accuracy all of the technical work of Level 1 and should be familiar with and have an understanding of the terminology, meaning and application of the additional technique listed below, and are working toward perfect execution.
The opportunity to dance en pointe will be at the sole discretion of the Artistic Director based on an assessment of the dancer’s skill level and strength, with dancer safety as the foremost determining factor, following parental approval.
These are suggested movements that the dancer should be able to do within this level, and the Artistic Director and Repetitieur/Ballet Mistress will work with a dancer who needs assistance with any of these movements. 

	Barre
	Center
	Additional Requirements

	 Use of appropriate port de bras with all combinations at the barre
 Petit Battement, flat and relevé
 Rond de jambé en l'air outward and inward
 Grande Rond de jambe en l’air outward and inward
 Frappé in all directions, flexed, wrapped, and fully pointed
 Fondu in all directions, flat and en relevé
 Développé en relevé in all directions 
 Adagio
	 Chassé, forward, backward, and side
 Glissade in all directions
 Jeté in all directions
 Assemblé in all directions and with beats
 Petit Allégro
 Adagio
 Pirouette, two to three on flat, one to two en pointe
 Échappé en pointe
 Entrechat Royale
 Sissonne in all directions
 Contretemps
 Chainés turns en pointe
 Grande Allégro
 Mazurka 
 Polonaises
 Character Runs
 Pas de basque
	 Ability to perform technique at an intermediate level
 Ability to perform pointe work in center
 Ability to work en pointe throughout an entire class, rehearsal, and performance as required by the Artistic Director
 Readiness for pre‑partnering and early partnering work
 Ability to work cooperatively and constructively with Level 1 and Level 3 dancers
 Evidence of strong desire for improvement
 Growing capacity for endurance
 Ability to behave properly and focus in rehearsal



Level 3  
Dancers in this level should be able to execute with precision, consistency, and technical accuracy all of the technical work of Level 1 and 2 and should be familiar with and have an understanding of the terminology, meaning, and application of the additional technique listed below, and are working toward perfect execution.
The opportunity to dance en pointe will be at the sole discretion of the Artistic Director based on an assessment of the dancer’s skill level and strength, with dancer safety as the foremost determining factor, following parental approval.

These are suggested movements that the dancer should be able to do within this level, and the Artistic Director and/or Repetitieur/Ballet Mistress will work with a dancer who needs assistance with any of these movements. 

	Barre
	Center
	Additional Requirements

	 Flic-flac
 Penché

	 Pirouette all directions en pointe, two to three
 All battues
 Brisé forward and back
 Cabriole front and back
 En Manége from the corners
 Piqué turns, 32 from the corner and in circle
 Grande Allégro
 Fouetté turns en pointe - 16
	 Ability to perform en pointe (female dancers) at an advanced level.  Level 3 dancers work en pointe at all times in technique class, rehearsals, and performance unless otherwise instructed by the Artistic Director.
· Working knowledge of the full vocabulary of classical ballet movement, allowing the dancer to learn and perform any choreography presented 
· Partnering ability
 Ability and willingness at all times to understudy, and to perform any role on short notice 
 Knowledge of injury prevention 
 Knowledge and practice of good nutrition 
 Ability to serve at all times as a positive artistic and personal role model for all company dancers  
 Ability to consistently dance with passion and to perform with pleasure 
 Ability to behave properly and focus in rehearsal


     Company Assistants are Level 3 dancers who have been recognized by the Artistic Director. 
Company Assistants are chosen because they display:

· Ability to be a team player

· Advanced technical skill

· Good communication skills

· Ability to take direction

· Ability to mentor and lead younger dancers

· Ability to be a good role model

· Represent the company in a positive way

· High level of maturity

· Positive attitude

As leaders in the organization, Company Assistants are expected to continue to display these attributes and they will also have added responsibility including, but not limited to:

· Learning additional choreography
· Rehearsing choreography
· Acting as an assistant to the Artistic Director or Repetiteur/Ballet Mistress to help facilitate rehearsals or productions
· Assisting in presentation of public workshops, lecture demonstrations, and company appearances
· Assisting in building company morale
D. CBT Apprentice Program

The CBT Apprentice Program is intended to prepare dancers for technique level progression within the company. Dancers become apprentices as determined by the Artistic Director. Factors which influence apprentice selection include technique, attitude, maturity, strength, acting and performance ability, knowledge, and company need. Apprenticeships are announced with level placement and casting.

Apprentices attend company technique class at their present level as well as at the level they are apprenticed to on a schedule determined by the Artistic Director.

E. Casting
The Artistic Director is exclusively responsible for casting decisions based upon the overall needs of the company. The Chair and/or Executive Director are responsible for communicating casting decisions to the company. Decisions concerning individual roles are based upon each dancer's ability to meet the technical and artistic demands of the role. Decisions are not based solely on the dancer's level, years with the company or year in school, although those are factors which can be considered. 
All casting is subject to change due to factors such as illness, injury, relocation, inability to technically accomplish the choreography, stage fright, missing required rehearsals, behavior concerns, etc.
Alternate casting is a shared role that will be utilized at the discretion of the Artistic Director, who will assign performances for dancers in the shared roles.
A dancer and family may schedule a meeting with the Artistic Director to discuss concerns regarding their casting in any CBT performance. The meeting may be scheduled anytime one week after casting is announced. The meeting will be scheduled with the Artistic Director and the Board Chair or Executive Director. A parent or adult guardian/representative must be present. 
The Artistic Director is expected to give each dancer the greatest possible breadth of experience, including corps and feature roles, throughout their tenure with CBT.

CBT casting is final as announced. Changes in casting will only occur in the event of clerical error or if a role becomes vacant for any reason including injury. Additional roles may be added as the season progresses and if choreography and/or storyline dictates. The Artistic Director, however, will make every effort to have all roles determined at the time of casting.
SECTION II  DANCER REQUIREMENTS
In addition to demonstrating the necessary skill and appropriate attitude for their technique level, dancers are required to meet minimum weekly ballet technique class requirements based on their company level, comply with all safety requirements, and meet the company's and theater’s attendance and conduct standards. Dancers who do not meet minimal technique class or attendance requirements, who violate safety regulations, or who persistently fail to comply with conduct standards, including dress code requirements, may be subject to dismissal by a vote of the Board of Directors upon recommendation of the Artistic Director, as detailed in Section K.  Before a dismissal from the company, a dancer and his or her parents have the right to appear before the Artistic Director and the Board of Directors.
A. Technique Class
In addition to company technique class:
· Members of Level 1 are required to take at least 1 hour of classical ballet technique instruction per week during the fall and spring seasons.
· Members of Level 2 are required to take at least 2 hours of classical ballet/pointe technique instruction per week during the fall and spring seasons.
· Members of Level 3 are required to take at least 2.5 hours of classical ballet/pointe technique instruction per week during the fall and spring seasons.
Dancers are encouraged to take additional hours of classical ballet as well as to take classes in other dance forms to broaden their dance experience. It is the responsibility of the Dancer Development and Programming Committee to verify compliance with technique class requirements.

B. Attendance
Dancers should expect rehearsals will be scheduled between 10 a.m. – 6:00 p.m. on Saturday and between 12:30 p.m. – 6:00 p.m. on Sunday, and a dancer may be expected to be at rehearsals for some portion or the entirety of this time. Principals, soloists, and small groups are typically scheduled at the beginning and end of rehearsal days.

Dancers must:
· Attend all rehearsals. Attendance will be taken at every rehearsal.
· Notify the Attendance Chair, or other designated person in writing or by e-mail for an absence, if it is necessary for a dancer to miss a rehearsal. Early notification may allow for adjustment in rehearsal schedule.
· Remain at home if the dancer has a fever or contagious illness.
· Attend rehearsals even if injured or otherwise unable to participate in order to observe 
     choreography.
Rehearsal schedules are the responsibility of the Artistic Director, within parameters set by the Board of Directors. The Artistic Director will create the weekend rehearsal schedule in conjunction with the Board Chair. If the Board Chair is unable to fulfill this function, the schedule will be created in conjunction with the Executive Director.
Weekend rehearsal schedules will be sent to the Board Chair no later than the preceding Tuesday. 


Dancers who miss more than the equivalent of four full rehearsals in the Nutcracker season or miss more than the equivalent of five full rehearsals in the spring performance may be subject to a mandatory meeting with the Artistic Director and Board of Directors, dismissal from a role, or dismissal from the company. For purposes of clarification, one day is considered a rehearsal.  Since CBT encourages dancer attendance, if a dancer misses a portion of a rehearsal that will be factored as a partial absence.  
A dancer will not be considered absent if the Attendance Chair, Board Chair, or designated person is given a two-week written notice and the absence is for; dress rehearsal and recital at the dancer’s studio, or for audition for a recognized ballet summer program or in the case of high school seniors, for audition for acceptance to recognized dance company or a university or college dance program.
C. Leave of Absence
The Board of Directors may grant a Leave of Absence during which the dancer will not be attending rehearsals or performing. A dancer is highly encouraged to participate in technique classes while on leave from rehearsals and performances to maintain connection with the company. Leave of Absences are granted for a period of one season or less. Only one non-medical Leave of Absence is granted to a dancer. Requests for a Leave of Absence must be made in writing to the Board Chair or Executive Director. The letter should state the reason for and requested duration of the leave. All requests for leave must be approved by the Board of Directors. A dancer returning from a Leave of Absence of more than one year shall be required to meet with the Artistic Director and Dancer Management Representative to discuss the dancer’s reintegration into the company. A dancer returning from an illness or injury will need a doctor’s release (licensed physician) to participate in any physical activity.  
D. Conduct
Dancers must demonstrate a positive, cooperative attitude toward instructors, other dancers, parents, chaperones, and guests. Disrespectful behavior from any dancer will not be tolerated.  Older dancers are role models for the younger dancers and are expected to display exemplary behavior in all regards. Dancers are expected to demonstrate responsibility for company property, costumes, and props, and must clean up and pick up after themselves.
Dancers are expected to be respectful and kind to each other. If there is a problem that cannot be resolved between dancers, then the dancer or the dancer’s parent should bring the issue to the Board Chair. If it still cannot be resolved, then a concern resolution form (see Addendum B) should be filled out and presented to the Board of Directors, who will work to resolve the specific concern.
E. Dancer Etiquette
· Dancers need to be in the studio at least five minutes prior to class or rehearsal.
· Dancers must bring all necessary dance clothing, shoes, and water bottles into the studio.  Dancers should not leave the studio without permission to retrieve forgotten items.
· The Artistic Staff is to be treated with respect at all times. Dancers should follow the Artistic Staff’s directions to the best of their ability. Dancers should give the Artistic Staff their full attention at all times during rehearsal.  
· No talking is allowed during class or rehearsal unless there is a question, concern, or request. Questions and comments should be posed in a kind and considerate manner.  
· Treat other dancers with respect at all times. No pushing, shoving, yelling, bossing, or bullying. Please share space appropriately and respectfully.  
· Be respectful of other’s barre and floor space.
· Learning and retaining choreography is the responsibility of each dancer. Dancers should ask for help as needed and also be willing to assist other dancers needing help. Dancers are expected to commit choreography to memory and be prepared to move forward with each new rehearsal.
· It is the dancer’s responsibility to seek assistance from the Company Assistants or Repetiteur/Ballet Mistress if help is needed regarding choreography.  
· Gum chewing, hard candies, and eating during rehearsal or class is not allowed. Gum should be disposed of appropriately by being wrapped in a tissue and put into a trash receptacle.
· Dancers are expected to pay attention at all times during class and/or rehearsals, even if the Artistic Director or Repetiteur/Ballet Mistress is working with other dancers.  
· All injured dancers, if able, must be in the studio observing class and rehearsals.     

F. Dress, Hair, and Makeup
· The Artistic Staff must be able to clearly observe each dancer's body placement and position. Therefore, dancers may be asked to remove coverings such as leg warmers, dance skirts, and dance sweaters during rehearsals, and/or performances. 
When the company is in the public eye, female dancers are required to wear a black leotard, pink tights, pink technique shoes, or pink pointe shoes. A black dance skirt or form fitting black dance shorts are acceptable. Female dancers’ hair is to be neatly secured in a bun or as directed by the Artistic Director. No jewelry of any type and no fingernail polish or artificial nails are to be worn at dress rehearsals or performances.  Male dancers are required to wear white or black t-shirts, ballet athletic supporter, black ballet shoes, black or gray tights, and white or black socks.  
During Saturday rehearsals dancers may wear any color or type of leotard, dance skirts, form fitting dance shorts, pink or flesh-toned tights, pink or flesh-toned technique shoes, or pink or flesh-toned pointe shoes. On Sundays, female dancers shall wear only black leotard, dance skirts, form fitting dance shorts, pink or flesh-toned tights, pink or flesh-toned technique shoes, or pink or flesh-toned pointe shoes. 
Dancers representing CBT during public appearances may be required to wear specific company attire.  
G. Dancer Arrival and Departure
Parents must ensure that dancers enter and leave the studio or performance facility safely. A parent must escort the dancer to and/or from the car upon entering and/or leaving class, rehearsal, or performance facilities, unless a dancer has permission to drive themselves.  Dancers who drive themselves are encouraged to leave in groups or must ask an adult to either watch or escort them to their vehicle.
Once dancers arrive at the studio, they are expected to remain inside the studio building until rehearsal is over, unless accompanied by a parent, or they have permission to leave with another adult, or have permission to drive themselves.
Chaperones are to remain on site until all dancers are picked up.
The safety regulations are in effect during all classes and/or rehearsals.
The safety policies will be enforced to the full extent of CBT's ability, but ultimately, compliance with the safety regulations is the responsibility of members and their parents, and not the responsibility of CBT.
H. Records Management
To maintain dancer/family confidentiality regarding issues of a sensitive nature and to protect individuals and families from embarrassment and exposure, dancer/family names will not be a part of the permanent record when actions of a sensitive nature are taken by the Board of Directors. Information of a confidential nature will be managed and maintained by the Executive Director.

Procedures:
· Issues of a personal nature will be discussed by the Board of Directors in closed sessions.
· Notes regarding discussions, decisions, and outcomes will be recorded in closed sessions by the Board Secretary.
· Such notes will be placed in individual dancer files maintained by the Executive Director.
· Prior to any discussion of a dancer and/or family at a Board of Directors’ meeting, the Executive Director will be asked to review the dancer file and inform Board leadership of relevant information/history recorded in the file.
· Dancer files will be maintained on each dancer as long as he/she remains in the company.
· Dancer files will be destroyed at the time a dancer leaves the company due to graduation from high school or the dancer is otherwise ineligible for continued membership.  Only dancer contact information (name, address, phone number) will be retained and passed on to alumni relations for purposes of building an alumni relationship with dancer and dancer family.
· Should a dancer depart the company prior to graduation from high school, and therefore still be eligible for re-entry into the company, the dancer file will be retained until such time the dancer is ineligible for membership.
· Dancer files are the property of CBT.
· All information placed in a dancer file will be reviewed by parents/guardians at the time the information is gathered and/or placed in the file.
· Copies of all non-routine documentation (disciplinary actions, warnings, etc.) will be discussed and provided to the dancer family and initialed by the dancer family.
· A dancer file may be reviewed by parent/guardians at any time by arrangement with the Executive Director. The Board Chair or Board Vice Chair will supervise the review.
· Dancer files will be maintained by the Executive Director and kept in locked storage.
I. Mandatory Annual Evaluations
Each company dancer is required to participate in an individual annual written evaluation with the Artistic Director. The evaluation will identify the dancer's strengths, as well as the Artistic Director's and the dancer's own expectations for the dancer's improvement and advancement. Each CBT dancer must have a parent or guardian attend the evaluation.
Please refer to Addendum G, CBT Dancer Evaluation Form, to review the evaluation form that will be used by the Artistic Director during the annual evaluations. 

J. Performances
1. Attendance
Dancers are expected to attend and be on time for all performances and rehearsals.
To ensure the quality of CBT productions and the safety of our dancers, dancers must attend every spacing, technical, and dress rehearsal at the theatrical venue for each performance of the fall (Nutcracker) and spring shows, respectively. Production week starts the Saturday before the first performance and extends through the last performance. Dancers will be informed of the performance dates several months in advance. 
A dancer who has been absent during Tech Week will not be permitted to perform in that season's show. Exceptions to this rule may be granted only by the CBT Board Chair in consultation with the Artistic Director, and then only under extraordinary and limited circumstances. 
Dancers must follow all safety regulations at the theatrical venue. Any dancer not following these regulations may be dismissed from the show.

2. Costumes
All dancers are required to attend costume fittings scheduled by Wardrobe. In the rare event that a dancer cannot attend a fitting, the dancer or dancer family should contact the Wardrobe Chair to reschedule. Parents, except for Wardrobe Committee members, are not allowed in the wardrobe room during costume fittings. Parents may not embellish or alter costumes without the permission of a Wardrobe Committee Chair and the Artistic Director. 
Dancers are expected to treat their performance costumes with care. Costumes, many of which are handmade, are very expensive and time-consuming to produce. Eating, drinking anything other than water, and sitting in costume is strictly prohibited. A dancer is expected to wear all costumes, body wear, footwear, and headpieces as designated and approved by a Wardrobe Chair and the Artistic Director. No additions or deletions to costumes can be made without the approval of a Wardrobe Chair and the Artistic Director. Dancers must abide by any additional costuming rules relating to the performance or the venue of the performance. 
No jewelry, nail polish, or artificial nails, even clear, may be worn during dress rehearsal or performances. 
Dancers who have visible tattoos are responsible for purchasing tattoo covering makeup and/or clothing as directed by the Artistic Director and Wardrobe Committee.
3. Make‑up
Each dancer is required to attend Make‑Up demonstrations and supply his/her own make‑up cases equipped with the required items. Make‑up cases will be reviewed for required items on a scheduled date during each performance season. Make-up demonstrations are mandatory sessions. Failure to attend will be considered an absence under the attendance policy. 
A dancer is expected to wear makeup as designated and approved by a Make-up Committee Chair and the Artistic Director. Parents may not embellish or alter makeup without the permission of a Make-up Committee Chair and the Artistic Director. Dancers will not be assigned a personal make-up artist, unless specialized make-up is required for a character role.
Sharing of makeup is discouraged for health reasons.

4. Injuries and Illness
In the event of a dancer injury or illness during a CBT-related function, rehearsal, or performance, the parent must be notified as soon as possible. The Artistic Director and/or chaperone, with parental involvement (if possible), will activate EMS if the injury is deemed severe. No medication, either prescription or over the counter, should be given to a dancer without the express permission of the dancer’s parent. CBT provides Band-Aids, antibiotic cream, and ice packs to the dancers as needed. When appropriate, a joint decision by the dancer, dancer's parent, Artistic Director, and medical personnel, if present, will be made to determine whether the dancer will rehearse or perform. 
Dancers who are cast and subsequently injured, but are hoping to perform, must attend all scheduled technique classes and rehearsals, even if they cannot dance, in accordance with attendance policies required of all company members.
Dancers who are injured and on Medical Leave should follow the guidelines for Leave of Absence and are encouraged to remain in contact with the company during their recuperation.
Dancers who are ill or contagious, particularly with a fever, should stay at home. During Tech Week and performances, the Artistic Director, Attendance Chair, and the Board Chair must be notified if a dancer is ill.
K. Disciplinary Actions
CBT is proud of all the dedicated and talented dancers who are chosen for and accept the responsibility of company membership. In the event of a policy violation, the disciplinary action for a dancer is outlined below.  
In the event of a serious violation of conduct or safety regulations, upon approval of the Board of Directors, a dancer may be subject to immediate dismissal. A serious violation is considered any of the following: any physical violence or verbal threat of physical violence towards a person or property; bringing a weapon to any CBT event; bringing illegal drugs or alcohol to any CBT activity; using illegal drugs or alcohol at any CBT activity; improper use of legal substances at any CBT activity; or inappropriate sexual behavior at any CBT activity.
Only the Artistic Director or Repetiteur/Ballet Mistress should be giving artistic or technical correction. Under no circumstance should a parent provide technical coaching or correction, choreographic coaching, alteration of choreography, or staging direction to any CBT dancer.

Behavior violations will typically follow a method of progressive discipline, beginning with a verbal notification from the Artistic Director, instructors, or chaperones to dancer. Behavior corrections are to be documented as appropriate and forwarded to the Board Chair who will inform the Artistic Director and the Executive Director.  
A second violation will result in an official verbal notification during a meeting with the Artistic Director, the Board Chair or Executive Director, parent(s) and dancer. The Board Chair or Executive Director will follow up with a written letter to the parents/dancer with copies to the dancer’s file and CBT Board.
A third offense will result in the dancer being placed on probationary status. A probation contract between the CBT Board and the dancer will be signed. Any further infractions may result in a vote by the Board of Directors for dismissal.
L. Adult Guest Dancers (Contract Dancers)
Adult Guest Dancers appear in CBT productions only when a role necessary to a production cannot be filled by a member of the company. Typically, Guest Dancers are male dancers who perform partnering roles. Although the Board of Directors and members may assist in the recruitment of Guest Dancers, including authorizing advertisements, the responsibility for determining the necessity for Guest Dancers for any production, and for recruiting or hiring the necessary number of qualified Guest Dancers within the budget for the production, lies exclusively with the Artistic Director. If a role requires partnering, a Guest Dancer must have sufficient technical training and strength to safely partner all dancers with whom the Guest Dancer is partnered. The determination of the sufficiency of the training and strength of a Guest Dancer is the responsibility of the Artistic Director. CBT and its Artistic Director assume no liability for injuries to a Guest Dancer, nor are they liable for injuries to others resulting from the action or inaction of a Guest dancer. Although CBT assumes no responsibility for the conduct of Guest Dancers, the Board of Directors reserves the right to direct the Artistic Director to dismiss a Guest Dancer for violations of the Guest Dancer Standards.
A Guest Dancer, whether volunteer or for hire, shall agree in writing to uphold the Guest Dancer Conduct standard and background check requirements. See Addendum F – Contract Dancer Agreement.
M. Pointe Work
CBT endeavors to coordinate and work with local dance studios in supporting and developing our dancers. To ensure the health and safety of our dancers, in the event that the Artistic Director has questions regarding the dancer’s pointe work, he/she may contact the dancer’s primary pointe instructor. 
All dancers who are dancing en pointe are required to bring their pointe shoes to the studio each weekend.  
N. Food / Drink
Dancers should bring their own snacks and lunches to CBT. Due to the potential problems with rodents and insects, food may not be left at the studio.

Dancers need to clean up after themselves when they eat. If dancers need assistance, they should ask a chaperone or a Company Assistant. Chaperones or Company Assistants will ask dancers to clean up their food waste including placing items in the trash, wiping the table, and/or vacuuming.  

The microwaves will be available for use as long as they continue to be cleaned by the users.  

The refrigerator may be used during the weekend. Users are expected to clean any spills.  Anything left on Sunday night will be discarded unless it is clearly labeled with person’s name and the date the item was placed in the refrigerator.

Water is available although dancers are highly encouraged to bring water bottles from home if possible so they can take the water into the studio with them if they desire. There should not be open food or water in the studios.

SECTION III PARENTAL/GUARDIAN REQUIREMENTS
CBT represents a commitment for both dancers and their families. Parents or guardians are strongly encouraged to contribute to the company both through the payment of tuition and through committee work and chaperoning. The more volunteer support the company receives, the better the experience for the dancers.

A. Financial Obligation
Full payment of tuition for each season is due in three payments at dates specified by the Board of Directors and is not refundable, unless the dancer leaves the company before the first rehearsal begins. Alternative payment arrangements may be allowed, at the discretion of the Board Chair. Requests for such alternatives should be made directly to the Board Chair. Tuition must be paid by the time of the performance.
Financial aid may be available on a season‑by‑season basis, depending on the availability of donors. Information on scholarships is available from the Board Chair. The Board of Directors has the authority to institute a tuition increase at any time as necessary for the continued operation and financial stability of the company.
B. Committee Involvement
CBT is a volunteer organization, and involvement of dancer families in administration, fundraising, and productions is an integral part of CBT's success. Therefore, parental support and involvement is strongly encouraged.
See SECTION V COMMITTEE OVERVIEW for more detailed information on volunteer opportunities.
C. Chaperone Obligation
If the dance rehearsal involves only one dancer, that dancers’ parent is obligated to chaperone or find a substitute. Chaperones are also needed during tech week and performances, and in the lobby during rehearsals especially level one rehearsals.
A qualified chaperone is a parent, guardian, or family member over 21 years old, for example a grandparent or aunt, who has signed the Parental Code of Conduct and the CBT Policies and Procedures. A person other than a parent must be approved to chaperone by the CBT Board of Directors. All chaperones must have a completed background check on file.
D. Parental Code of Conduct
Each family must sign a Parental Code of Conduct Pledge that is shown in Addendum A.  Positive parental involvement is critical and vital to the success of our company.  
If there is a violation of this code of conduct, the person in violation may be asked to meet with the Board of Directors and/or the Artistic Director at which time sanctions may be implemented and enforced. The appropriate course of action if one wishes to report a violation of the Parental Code of Conduct is to complete the Concern Resolution form in Addendum B, which will then be presented to the Board of Directors, who will decide upon specific action to be taken.
Adult volunteers who participate in CBT activities who appear to be under the influence of any substance or otherwise unable to participate safely will be removed from the activity.
SECTION IV GENERAL INFORMATION
A. Board of Directors
A Board of Directors elected by the membership governs CBT. The Board of Directors is assisted by the membership in fulfilling the CBT Mission and objectives. All committees function under the supervision of the Board of Directors. Elections are held at the annual meeting of the membership and people interested in serving on the Board of Directors should contact a member of the Ad Hoc Nominating and Election Committee.
Board meetings are generally held monthly. Except for meetings concerning discipline of specific dancers and dancer management issues, all board meetings are open to any member, unless a closed session is required. Closed sessions are indicated in the meeting minutes.
Children’s Ballet Theatre of Michigan Board of Directors Election Balloting Procedures
The Adhoc Nominating and Election Committee for CBT Board of Directors is comprised of three members of the board who are not running for election. This committee will call for nominations from the entire company via email several weeks before the board election. Those running for board position should be prepared to submit a bio upon request. Please see Addendum H for the Election Bio form.

Ballots will be distributed electronically and tallied prior to the annual membership meeting. 
Voting will be open for one week.
One ballot can be cast for each dancer per CBT By-Laws.
The new board members will be welcomed at the next board meeting. Retiring board members will complete their service at the time the election results are announced.
B. Medical Coverage
CBT does not provide medical insurance for its dancers. A “Hold Harmless” agreement is required to be signed by each dancer parent, acknowledging that CBT will not be responsible for any injury occurring on site or during classes, rehearsal, or performances.
C. E-mail /Social Media
Parents should check email frequently. Dancers who are 14 years or older can be added to the e-mail listserv with parental permission. Please complete a CBT Dancer E-mail Permission form.
CBT maintains a private Facebook group to share important CBT information. All members may join the group and are expected to observe appropriate social media etiquette.

D. General Parent Meetings

CBT parent meetings occur at least twice each year. Important information is provided at these meetings; therefore, a representative from each CBT family is required to attend. The Board Secretary is responsible for monitoring attendance at the parent meetings. CBT also has an annual membership meeting each year, which is held within six weeks of the annual spring production to seat the newly elected board members and to conduct other CBT business. Other membership meetings may be called as needed throughout the year.
E. Ushers
CBT will attempt to recruit non-parent volunteers to usher at performances. Examples of volunteers include family members and friends of CBT families, high school groups such as honor societies, or student councils, or community groups such as Girl Scouts, church youth groups, etc. Parents are welcome to volunteer as long as it does not interfere with committee obligations. 
F. Cameras/Videotaping
Flash photography is not permitted during rehearsals or performances. This rule exists to protect dancers from injury. Use of cameras or camcorder equipment may be permitted only with the approval of the Production Manager and Artistic Director at the theater venues and the Board Chair and Artistic Director at the CBT studio. CBT records most major performances. Recordings will be made available for purchase.  
G.  Theater Instructions
Production week instructions for procedures and behavior when CBT is in residence at a theater become enforceable policy for the time CBT is in residence. The Production Manager, Board Chair, Stage Manager, and Artistic Director are responsible for determining the written policy.  
H. Approval Process
The Board of Directors is the governing agent of CBT. The Board Chair is empowered by the Board to be the approval agent for CBT work products to ensure timely and efficient approval.  The Board Chair represents the board in this approval process and is obligated to acquire input from the full board when approving any item that is not routine. The Board Vice Chair will fill this role when the Board Chair is not available or there is a conflict of interest.
The Artistic Director, Repetiteur/Ballet Mistress, and all Employees, Independent Contractors, and Volunteers work for the Board of Directors. Ultimately, the board is the final authority on all matters.
Supervision of Committees and Approval of Committee work product is delegated by the Board of Directors as follows:
The Artistic Director and Production Manager provide supervision to the following committees: Production, Load In/Load Out, Makeup, Props, Quick Change, and Wardrobe. The Board Chair, Executive Director, and Stage Manager should be informed of committee progress and consulted in decisions that are non-routine.

The Board Chair and Board Vice Chair provide supervision to the following committees. The Artistic Director and Executive Director should be informed of committee progress and consulted in decisions that are non-routine.
· Dancer Development and Programming  
· Finance/Fund Development
· Marketing/Media Relations
· Program and Community Outreach
· Concessions
· Program
· Tickets
Grants and fundraising activities must be approved by the full Board of Directors.  
All use of the name Children’s Ballet Theatre of Michigan or CBT must be approved by the Board Chair and Executive Director.
All of the individuals given the responsibility for approval are acting on behalf of the full Board of Directors and anything non-routine should be brought to the full board.

I. CBT Emergency Information
The CBT Emergency Information Sheets for dancers are located in the Powers Dance office. The book is green and clearly marked.

The First Aid supplies are stored in Hair and Makeup room.  In the event of a head or spinal injury, do not move the injured person.  Call 911 immediately.   

If an injury or illness occurs, even a minor one, the dancer’s parent or guardian should be notified as soon as possible. It is not CBT’s responsibility to determine if medical care is needed or not unless the injury or illness is clearly serious or an emergency. It is the Artistic Director, Board  Chair, or their designee’s responsibility to make the notification to the parent/guardian as soon as possible.

No medication should be dispensed or recommended.

Any injury should generate a Injury Incident Report. Blank copies of this report are kept in the chaperone folders. Reports should be given to the Board Chair and Executive Director.
Section V COMMITTEE OVERVIEW

Children’s Ballet Theatre of Michigan

Committee Overview and Descriptions

Overview

Children’s Ballet Theatre of Michigan (CBT) is a 501C3 not for profit volunteer organization. CBT is powered entirely by volunteers with the exception of artistic direction. Therefore, it is strongly encouraged that at least one family member be an active participant member of CBT. Family members are encouraged to review the committee lists and volunteer to be part of one or more committees.
General Committee Requirements
The Board of Directors is directly responsible for overseeing all committees. The Board of Directors will periodically request reports, updates, and feedback from committees to help ensure the successful functioning of each committee and to ensure that the committee is on track with the mission, goals, and strategic plan of the company. The CBT Board Chair represents the Board of Directors during the approval process. If approval is requested for a new initiative or anything out of the ordinary, the Board Chair is obligated to bring the request to the Board of Directors for approval.

It is critical that committee expenses remain within the Board approved budget. Any committee anticipating a budget overage must have that overage approved by the Board of Directors before that money is spent. The Board of Directors, and therefore CBT, will not be responsible for unapproved expenditures, budget overages, sales tax, and late fees due to late delivery of payment requests.
Expenditures based on promised donations will not be made until the donation is in hand.  Expenditures based on grant awards may be made, as long as funds are available, before the funds are in hand.

The Board Chair and/or Executive Director will contact each Committee Chair during the budget planning process, typically during the summer months, to discuss the financial needs of that committee for the upcoming budget year.  

For committees with budgets, a current statement of committee accounts will be presented to the Committee Chair each month.

The Board Chair and Executive Director work together to recruit Committee Chairs. Prior to the beginning of each season, the Board Chair or Executive Director contacts all Committee Chairs to determine their desire to continue in their position and to determine committee needs for that season.  

The Board Chair presents a proposed list of Committee Chairs and members to the board for approval. All committee chairs and placements must receive the approval of the board.

Committee Descriptions

Following are general descriptions for CBT standing committees. Many of these descriptions serve as an example of the responsibilities involved and are flexible. Following is an outline of all the committees:

	Management Committees

· Executive Committee

· Dancer Development and  Programming  

· Finance/Fund Development 

· Marketing/Media Relations 

· Program and Community Outreach  


	Production Backstage Committees

· Production Management

· Load-in/Load-out  

· Hair and Makeup  

· Props 

· Quick Change

· Wardrobe  

Production Front of House Committees

· Concessions 
· Tickets




The Board of Directors may also create Ad-Hoc committees for a specified time to accomplish a specific task.  Those committees will be disbanded when the task is complete.

Committee Descriptions and Duties

EXECUTIVE COMMITTEE





 


 


· Manage the daily business and affairs of the organization – Board Chair and Executive Director
· Establish committees to advise and aid the officers of the organization 
· Board Chair and Executive Director are responsible for recruiting Committee Chairs and for making volunteer assignments

· Execute financial and/or contractual agreements as defined in the By Laws, Article VII section 8 - Board Chair, Board Vice Chair will fill this role when Board Chair is not available or there is a conflict of interest
· Develop and manage a strategic plan which includes a mission, values, and goals

· Responsible for forward and long-range planning

· Negotiate building lease/purchase - Board Chair and Executive Director, Board Vice Chair will fill this role when Board Chair is not available or there is a conflict of interest
· Assign keys and promote security of the dancers, families, staff, and facility – Board Chair
· Hire and supervise employees and/or contractors – Board Chair and Executive Director, Board Vice Chair will fill this role when Board Chair is not available or there is a conflict of interest
· Communicate casting decisions of the Artistic Director to the membership – Board Chair
· Notify dancers of technique level changes made by the Artistic Director – Board Chair
· Facilitate auditions and callbacks – Board Chair and Executive Director 
· Responsible for board nominating and election process

· Responsible for Board of Directors development and education

· Manage company communications – Board Chair
· Maintain insurance coverage/policies – Board Chair and Executive Director,, Board Vice Chair will fill this role when Board Chair is not available or there is a conflict of interest
· Conduct emergency business on behalf of the Board of Directors

· Counsel the Board Chair as needed 
· Coordinate mandatory evaluations – Board Chair and Executive Director
· Collect and maintain all dancer forms including Dancer Information Sheet, Dancer Emergency Information Sheet, Participation Release, Hold Harmless Agreement, Technique Verification Form   Executive Director
· Maintain confidential dancer files (attendance, disciplinary actions, evaluations) – Executive Director
· Collect tuition and prepare deposit  - Executive Director
· Manage tuition fundraising programs – Treasurer

· Provide conflict resolution for dancer and CBT related issues – Board Chair and Executive Director
· Organize and facilitate auditions – Board Chair and Executive Director
All non-routine actions require Board Approval. 
DANCER DEVELOPMENT AND PLANNING
· Maintain attendance records for all dancers
· Verify technique class requirement compliance during each season
· Inform Board of Directors of any dancer attendance and disciplinary issues

· Schedule chaperoning and monitor chaperoning non-compliance

· Assign mentors to new families

· Assign dancers to present flowers to Principals at performances

· Maintain longevity, attendance, and service awards

· Maintain First Aid Kit

· Dancer Development
· Plan and coordinate social activities such as cast party, lock-ins, field trips, guest speakers, and buddy program
· Develop morale boosting ideas (i.e. dancer bag tags, cubby name tags, birthday recognitions, trivia, etc.)

· Assist in coordination of Company Assistants
· Develop and distribute all informational and reservation materials related to activities, collect associated fees, and prepare deposit
FINANCE/FUNDS DEVELOPMENT
Board Vice Chair and Treasurer, Co-Chairs
· Write, submit, and monitor grants
· Plan and execute fundraising activities 
· Pursue and coordinate individual monetary and in-kind donations
· Pursue and coordinate corporate donations

· Alumni communication and management

MARKETING/MEDIA RELATIONS
















· Manage public communications and marketing including creating and implementing a marketing plan
· Prepare press releases and print materials

· Facilitate preparation of audio and visual advertising

· Develop and review copy, graphics (including photos) and design for all posters, brochures, programs, and banners utilized or distributed by the company
· Arrange for and schedule performance recording

· Maintain an accurate, user friendly, informative, and visually interesting externally focused website

· Design CBT signature merchandise in conjunction with Concessions committee
· Liaison with Artist/Illustrator
· External communications  
PROGRAM AND COMMUNITY OUTREACH 

· Coordinate school performances – mailings/ticket orders

· Act as liaison to schools

· Schedule and coordinate summer performance opportunities
· Communicate with dance studios and teachers
· Schedule events with community organizations such as Girl Scouts or Senior Organizations
· Submit entries to awards programs
· Liaison to Little Guest Dancers and CMN Dancers
PRODUCTION 

· Provides oversight for all non-dance aspects of CBT performances

· Coordinates all production efforts

· Liaison between the Artistic Director and other production related committees

· Recruits technical staff

· Negotiates contracts with outside technical contractors and performance venues

· Coordinates and facilitates production schedules

· Directly supervises the production process once the company is in the performance venue

· Supervises set, drops, load in/out, ushers, lighting design, audio, and other technical aspects of the performance

· Orders drops requested by Artistic Director

· Oversees installation and maintenance of dance floor in performance venue and in studio

· Create and update production supply inventory

LOAD IN/OUT 

· Arrange for transportation of production materials

· Load/unload items from truck(s) at studio/performance venue including dance floor, props, costumes, etc.

· Set up floor, props, and drops as needed

· Deliver costume boxes to designated area
HAIR AND MAKEUP 

· Consult with Artistic Director for production hair and makeup requirements and ensure Artistic Director requests are executed
· Organize and perform makeup demos prior to productions

· Prepare required makeup instructional handout

· Assist dancers with special hair and makeup requirements

· Assist in and/or apply makeup at productions

· Update makeup inventory annually

PROPS
· Responsible for purchasing, designing, building, maintaining, and storing all props in consultation with and at the direction of the Artistic Director and ensure Artistic Director requests are executed
· Oversee props and props volunteers during performances

· Work backstage during productions for prop placement, prop repair, or any other production assignment deemed necessary by the Production Chair, Stage Manager, and/or Artistic Director

· Update props inventory annually

· Put show items away within four weeks after show

· Schedule committee members for tech week rehearsals and shows

QUICK CHANGE 

· Coordinate, plan, and execute quick changes during productions

WARDROBE 
· Completely costume all dancers

· Design costumes in consultation with and at the direction of the Artistic Director and ensure Artistic Director requests are executed
· Design, purchase materials, and construct costumes including sewing new or modifying existing costumes

· Purchase or rent costumes

· Fit dancer costumes appropriately for dancing and quick change, in consultation with the Artistic Director. Perform alterations as needed

· Iron and steam costumes

· Clean and launder costumes

· Label and store costumes

· Organize costumes for pictures

· Pack and unpack costumes

· Schedule committee members for tech week rehearsals and shows

· Communicate with Production Chair and Dancer Management Representative regarding dressing room assignments

· Coordinate costumes and make up with Make Up Chair in consultation with the Artistic Director

· Develop and execute a costume restoration program

· Organize and schedule committee members to accomplish projects

· Work with the Artistic Director to schedule costume fittings

· Update and maintain budget log

· Update costume inventory annually

· Put show items away within four weeks after show
· Responsible for implementing the Wardrobe Costume Rental/Loan Policy as specified in Addendum D.

 

PROGRAM 

· Develop the layout and design of the program for all productions

· Collect dancer ads and deliver payments to Executive Director for deposit
· Collect and produce dancer bios

· Renew advertisers and solicit new ads
· Assure that all grant foundations, donors, and advertisers are properly acknowledged

· Order program and theater display photographs to be taken and produce performance display poster
· Develop the story and cast list in consultation with Wardrobe, Marketing, Artistic Director, and Board Chair
· Oversee production and delivery of program

CONCESSIONS 

· Obtain flowers for sale at all productions

· Distribute flower pre-order forms to dancers and families prior to both productions
· Obtain and label all presentation bouquets for all productions

· Prepare and distribute flower pre-orders and orders prior to each show

· Obtain runners to distribute flowers to dancer’s dressing rooms prior to each show

· Order and sell merchandise for each production

· Order and distribute dancer apparel/accessories i.e. dancer warm-ups and dance bags

· Arrange for and schedule dancer pictures in costume  

· Arrange for sales of performance recording 
· Create and maintain a Concessions inventory

· Put show items away within four weeks after show
TICKETS 

· Design and distribute ticket order forms to all members

· Manage the sale of tickets for all productions

· Distribute complimentary tickets as directed by the Board of Directors

· Maintain detailed records/spreadsheets of ticket sales and comp ticket distribution for the board
· Prepare deposit of monies collected from ticket sales according to financial procedures

· Prepare and execute patron promotional communications
· Secure and promote group sales

Section VI FINANCIAL PROCEDURES
Children’s Ballet Theatre of Michigan

Financial Procedures

Rationale/Goals of System Structure

The CBT Financial Procedures are established to provide the company with a complete and accurate accounting of the financial activities of the company, to protect the company from financial loss, and to comply with reporting obligations to third parties such as grantors, supporters and federal, state, and local government.

System Structure

Executive Director 


Reconciles all CBT asset accounts each month
Documents reconciliation reports and maintains reports on file along with all asset 
account statements. The file should be available for inspection.


Notifies the Board that reconciliation is complete each month.
Briefly reviews company financial status with the Board on a monthly basis.  Reports to the Board should include the balance of all asset accounts and notification of any financial irregularities, The current budget status should also be made available. All reports to the Board should be based on reconciled information.  Include aging accounts receivable and notice of any account that is over budget in Board financial reports.
Creates and delivers invoices with discrete, consecutive numbers. Designs and maintains an Invoice Log which records all invoices sent by the company.

Files year end tax forms – payroll, sales

Prepares or oversees professional preparation and timely filing of IRS990
Prepares yearly operating budget and submits to CBT Board of Directors for 
approval
Prepares yearly actual cost budget including in-kind support
Makes company deposits
All revenue receipts recorded, ready for deposit and delivered to depositor 
within one week of receipt of funds



All deposits made within two weeks of receipt of funds



Verifies that deposit amounts correspond to items sold or services delivered
Develops, maintains and manages a reporting process that provides monthly 
reports to each committee with budget lines and verifies the status of committee 
accounts
Has informational access to all CBT asset accounts, but no signing authority
Treasurer

Reviews reconciliation reports prepared by Executive Director


Notifies the Board of any irregularities in financial procedures, records, or accounts



Verifies that all ongoing payments are made regularly and on time
Monitors CBT cash and check receipts to ensure timely deposits

Tracks donated volunteer hours

Has informational access to all CBT asset accounts, but no signing authority
Co-chairs Fund Development Committee
Board Secretary



Produces minutes of Board of Directors meetings, Executive Committee meetings, 
Annual meeting
Drafts thank you letters to all donors to be signed by the Board Chair and compiles list of donors for the Program Committee acknowledgements for spring and fall performance programs. 

Board Chair



Calls, creates agenda for, and presides at Board Meetings

Signs checks and uses credit card within Board of Directors approved budget. 
Payments can only be written to third parties. Self reimbursements or payments to 
third parties in which the Board Chair has a business interest or other conflict of 

interest must be signed or executed by the Board Vice Chair.   



Transfers funds between asset accounts with Board approval



Authority to open and close asset accounts with Board approval



Authority to open and close liability accounts with Board approval 



Registered agent of the company



Authorized signer of all tax filings, grant submissions, leases, etc.
Board Vice Chair
Calls, creates agenda for, and presides at Board Meetings if Board Chair is not 
available.
Signs checks and uses credit card within Board of Directors approved budget if the Board Chair is not available. Payments can only be written to third parties. Self-reimbursements or payments to third parties in which the Board Vice Chair has a business interest or other conflict of interest must be signed or executed by the Board Chair.   

Transfers funds between asset accounts with Board approval if the Board Chair is not available.


Authority to open and close asset accounts with Board approval if the Board Chair 

is not available.


Authority to open and close liability accounts with Board approval if the Board Chair

is not available.


Registered agent of the company if the Board Chair is not available.


Authorized signer of all tax filings, grant submissions, leases, etc. if the Board Chair 

is not available.
Co-chairs Fund Development Committee
If for any reason, a person in a position indicated above cannot fulfill the functions listed above, a substitute may be assigned from the Board of Directors by majority Board vote.

*  Only the Board Chair and Vice Chair have authority to make transactions in the asset 
accounts. The Executive Director and Board Treasurer have authority with the financial 
institutions to review the accounts but not to make transactions.

*  Accounts payable will be reviewed and paid every week.

*  Reconciliation, control, and authority are separated.

*  Timely financial information will be available to the Board of Directors.

*  All payments/disbursements of the company are made by check, credit card, or funds 

transfer to another CBT asset account. NO cash withdrawals may be made from any account without the approval of the Board of Directors.

Payment Procedures

The goals of CBT accounts payable procedures are to provide timely and accurate payments, to provide accurate payment records, and to keep expenses at or below the approved budget.

Payment Categories

Direct Payments Requiring No Signed Approval


Payments in this category do not require written approval because they are built into 
CBT’s annual budget and are incurred in the course of routine operations. They are not discretionary. The statement or invoice for this type of payment should be filed with the check record.


Examples:  Utility, Insurance and Rent Payments

Direct Payment Requiring Signed Approval

Payments in this category are typically direct payments to third parties for goods or services provided. The accompanying check request form should include an expense category to which the expense will be charged and an authorizing signature. Expenses which are in the CBT budget may be approved by the appropriate committee chair.

Any expense not in the CBT budget must have the approval of the Board of Directors before it will be paid or reimbursed.
The appropriate Committee Chair will be asked to approve invoices for payment that are received via mail before payment is made.

Examples:  Payment for drop rental, Concessions merchandise

Reimbursements


Reimbursement payments are typically paid to CBT members for expenses they have 
incurred for the benefit of CBT. After a member has paid for the purchase of goods or 
services, they submit a CBT Check Request Form detailing the amount and expense 
category.

The form should also include an authorizing signature if the requester is not a CBT Committee Chair. Expenses which are in the CBT budget must be approved by the appropriate Committee Chair. Any expense not in the CBT budget must have the approval of the Board of Directors before it will be paid or reimbursed. Purchasers should secure the appropriate CBT Committee Chair and/or Board of Directors approval before purchase 

if they expect reimbursement.


An original receipt must accompany the request form. Sales tax will not be reimbursed 
because CBT is a 501c3 non-profit corporation and is not subject to sales tax. Members 
who are making a purchase on behalf of CBT should contact the Board Chair or 

Executive Director to obtain a copy of the CBT Tax ID number.

The Executive Director completes all applications for tax free purchases at businesses.


Reimbursement requests must be submitted within thirty days of expenditure. All 
reimbursement requests during a show must be submitted by the financial closing date of the show which will be set by the Executive Director and Board Chair and be within fifteen days of the closing of a show. All summer performance expenses must be submitted by the close of the CBT fiscal year, August 31.


It is recommended that members make copies of materials submitted as backup.


Members who purchase services or goods on behalf of CBT without the approval of the 
 
appropriate Committee Chair or not authorized in the CBT budget, should not expect 
reimbursement. They can, however, request a tax donation letter.

Reimbursement requests should be submitted to the Executive Director.

Check Writing Procedure


On a weekly basis, after receiving an invoice or reimbursement request, 

the Executive Director should:


1.  Verify that the amounts requested are supported by original invoices or receipts.
2.  Review all invoices and receipts for sales tax. Sales tax cannot be reimbursed, and if it

     appears in the reimbursement request, it must be removed.


3.  Check that the category of each expense has been indicated.

4.  Check for appropriate approval signature and date.

5.  Verify that requestor and payee information is complete.
In “For Accounting Use Only” section of the Check Request Form


1.  Complete Date Request Received


2.  Complete Date Paid


3.  Complete Check Number and Date


4.  Attach invoices or receipts to the back top left of Check Request Form

Writing Checks


1.  The Executive Director writes the check. The information on the check



should include the date, payee, amount paid, account code and

description of what the check is paying for.
2.  The Executive Director presents the check with supporting documentation

to the Board Chair or Vice Chair for signature. 
Late Fees

Late or NSF Fees will not be paid by CBT. The person responsible for incurring the late or NSF fees on CBT accounts is responsible.
Record Keeping

Th Executive Director should maintain files with each Check Request Form and supporting invoices or receipts. 
Deposit Procedure

When a CBT member receives funds on behalf of CBT, a member should complete a CBT Deposit Form. The Deposit Form should be filled out completely. The deposit total should be calculated and included on the form. Place the deposit and Deposit Record in the locked deposit box.

There should never be cash back from a CBT Deposit. Any operational cash needed should be provided through the check writing procedure.

Reports and Filings

The Executive Director is responsible for the following reports and filings:


For the benefit of CBT:

The following reports should be emailed to the Board three days prior to each monthly Board Meeting:

1.  Statement of Asset Account Balance

2.  Current Year Budget indicating current balance in each account

For the benefit of organizations outside of CBT:

1.  IRS Form 990 


Due January 15

2.  State of Michigan Sales, Use and Withholding Tax Forms


Due February 28

3.  State of Michigan License to Solicit


Due March 1

4.  Non-Profit Corporation Report to State of Michigan


Due October 1

Federal Government


W-2’s and 1099’s



Due January 31


End of Year Reports (W-3, 1096, LW-3)



Due February 28

Fiscal Year

The CBT Fiscal year end is August 31.

The Board Treasurer is the back up for the Executive Director.

Section VIII  POLICIES AND PROCEDURES AGREEMENT FORM
CHILDREN’S BALLET THEATRE OF MICHIGAN
Policies and Procedure Agreement Form
I have received and read the Children’s Ballet Theatre of Michigan Policies and Procedures Manual and agree to abide by the policies set forth in that document.
_________________________________________
Dancer Name (please print)
_________________________________________
Dancer Signature
_________________________________________
Parent or Family Representative Signature
_________________________________________
Parent or Family Representative Signature
__________________
Date
ADDENDUM A
Children’s Ballet Theatre of Michigan
Parental Code of Conduct Pledge
•   I will encourage and model good team behavior by demonstrating positive support for all CBT   

           dancers, staff, and volunteers at every performance, rehearsal, and meeting. 
•   I will encourage and model good problem-solving skills and use appropriate channels within 
           the organization as outlined by CBT Policy in order to solve problems and move the 
           organization forward.
•   I will insist on, support, and assist in the development of a safe and healthy dance 
environment for my child and all children.
•   I promise to support staff and volunteers working to provide a positive and enjoyable 
experience for all.
•   I will insist that my child treat other dancers, staff, and volunteers with respect regardless of 
  
race, gender, sexual orientation, age, or ability.
•  I will ask that my child express concerns about CBT to me first and model appropriate problem 

solving behavior as I work with my child to address concerns about CBT. 
•  I understand that anything I say about CBT to outside vendors and contractors can affect this 
organization’s reputation and ability to do business. I promise to keep appropriate 
boundaries with the professional organizations that we contract with.
•   I will not discuss with the Artistic Director or staff my personal opinions concerning the casting, 
          placement, or continuation in the company of any dancer other than my own, except and 
          unless I am required to do so in the context of a formal Dancer Management meeting
          or in a closed session of the Board of Directors.
•   I understand that making a verbal, written, or physical threat of harm to any CBT dancer, 
          volunteer, staff member, property, or to the organization itself may result in the immediate 
          dismissal of my entire family from CBT.
Signed_________________________________________________
Printed Name ________________________________Date______________
ADDENDUM B
CBT Concern Resolution Form
It is the policy of CBT to encourage members to address concerns with individuals directly, if at all possible. If it is not possible, or there is significant discomfort, or the concern is in regard to CBT policies, procedures, management, etc., then please use this form.
Name of Concerned Member: ______________________________________
Date: _______________________
Please indicate whom this concern is directed to:
 FORMCHECKBOX 
 BOARD OF DIRECTORS     FORMCHECKBOX 
 ARTISTIC DIRECTOR       FORMCHECKBOX 
 COMMITTEE CHAIR  
If for Committee Chair, please specify which committee this concern is addressed to:
	 FORMCHECKBOX 
  Executive Committee
	 FORMCHECKBOX 
  Load In/Load Out

	 FORMCHECKBOX 
  Dancer Development and Programming
	 FORMCHECKBOX 
  Hair and Makeup

	 FORMCHECKBOX 
  Finance/Fund Development
	 FORMCHECKBOX 
  Props

	 FORMCHECKBOX 
  Marketing/Media Relations
	 FORMCHECKBOX 
  Quick Change

	 FORMCHECKBOX 
  Marketing/Media Relations
	 FORMCHECKBOX 
  Wardrobe

	 FORMCHECKBOX 
  Program/Community Outreach
	 FORMCHECKBOX 
  Concessions

	 FORMCHECKBOX 
  Production Management
	 FORMCHECKBOX 
  Tickets


	Summary of Concern:
(Use additional paper, if necessary)
A statement outlining your area of concern.  Please be specific.
	     



	Action Attempted to Resolve Concern (if any):
(Use additional paper, if necessary)

	     



	Recommended Outcome:
(Use additional paper, if necessary)
A statement outlining your recommendation for solving this concern.  Please be specific.
	     



Date Requested for Response:  ______________________
____________________________
Signature of Concerned Member
Please Note:
The concerned member will be contacted within 1 week of submitting this form by the appropriate party who will be working on resolving this concern.
ADDENDUM C
CBT Wardrobe Costume Rental/Loan Policy
1. All costumes that are loaned out must be approved by the Wardrobe Chair(s).
2. Single costumes from a group of identical costumes are not available to be loaned out if the 
washing of them would be detrimental to the overall look of the group as determined by 
the Wardrobe Chair.
3. A Wardrobe Costume Loan Request form must be filled out for each person or organization 
that is borrowing.
4. A fee of $25.00 per costume will be charged to those who are not current company members 
or alumni.
5. Dance studios with dancers at CBT may be allowed to borrow costumes, as specified above. 
Cleaning, caretaking, and damage rules apply as noted on the loan form. Any other dance 
studio requesting a loan will be approved on a case by case basis. Approval by the 
Wardrobe Chair(s) and the Board Chair.
6. Borrowers are required to pay the replacement cost of the costume if it was lost or returned
          unusable. No alterations are allowed without the permission of the Wardrobe Chair. 
7. No current show costume may be allowed to leave the CBT building unless part of a CBT 
         approved performance.

ADDENDUM D
WARDROBE
Costume Loan Request

​​​​​​​​​​​​​​​​​​​
_____________________________________________________________________________

Date
​​​​​​​​​​​​​​​​​​____________________________________________________________________________

Person/Group Making Request
​​​​​​​​​​​​​​​​​_____________________________________________________________________________

Address
​​​​​​​​​​​​​​​​​​​_____________________________________________________________________________

Phone Number

Costumes Requested (Describe in sufficient detail:  number loaned, type, color, pieces per, etc.)

_____________________________________________________________________________
​​​​​​​​​​​

​​​​​​​​​​​​​​​​_____________________________________________________________________________​​​​​​​​

​​​​​​​​​​​​​​​​​​

​​​​​​​​​​​​​​​​​​​_____________________________________________________________________________​​​​​​​​​​​​​​​​​​​

_____________________________________________________________________________

​​​​​​​​​​​​​​​​​

​​​​​​​​​​​​​​​​​​​_____________________________________________________________________________

​​​​​​​​​​​​​​​​​​
​​​​​​​Costume Laundering/Cleaning Instructions
​​​
Date to be returned ___________________


 FORMCHECKBOX 
  Hand or machine wash on delicate in cold water.


       Hang dry (please do not use wire hangers as they cause rust spots).


 FORMCHECKBOX 
  Dry Clean by Baryames Cleaners.

I agree that all costumes (and associated pieces) borrowed will be returned in as good condition as when loaned out. All pieces will be accounted for when the costumes are returned. I agree to launder costumes as noted above prior to their return. Costumes will be retuned by the date listed above. No alterations should be done without the approval of a CBT Wardrobe Chair. Any approved alterations or changes to the costume(s) should be removed prior to returning them. In the event that a costume, or costumes, are damaged, destroyed, or are otherwise not returned, I agree to pay for the cost of replacement as determined by a Wardrobe Chair in consultation with the CBT Board.
​​​​​​​​​​​​​​​_____________________________________      ____________________________________
Signature of Requester



     Signature and Title Of CBT Representative
​​​​​​​​​​​ADDENDUM E
CBT Complimentary Ticket Policy
In exchange for comp tickets, all requestors should provide the names and contact information of the ticket recipient. The intent is to add the recipients to our patrons mailing list in the future.

The Artistic Director is entitled to 4 comp tickets per performance or a number of tickets subject to the discretion of the board.
The Repetiteur/Ballet Mistress is entitled to 4 comp tickets per show run.

All Guest Dancers are entitled to 2 comp tickets per show run. 

All board members are entitled to 2 comp tickets per show run to be given to someone that might donate to or assist CBT.

The Outreach Committee offers one free ticket to each dance teacher of a CBT dancer.

The Outreach Committee offers one free ticket to all CBT dancer alumni.

The Outreach Committee may, with Board approval, offer discounted or free tickets to any non-profit organization.

Local dance retailers with reciprocal discount arrangement are given 2 comp tickets per season. 
Other comp tickets may be made available at the discretion of the Board of Directors.
ADDENDUM F
 SEQ CHAPTER \h \r 1CONTRACT DANCER AGREEMENT

(Guest Dancer)

This agreement is made on _________,  between the Board of Directors of the Children’s Ballet Theatre of Michigan, Inc. (“CBT” or “the Company”) and                                           _______________(“the Contract Dancer”).

A. 
CBT is a Michigan non-profit corporation that is involved in the presentation of public theatrical ballet performances involving members of the Company; and

B. 
CBT desires to have certain services performed by individuals with expertise who are not members of the Company; specifically, the filling of certain parts in theatre productions that are put on by the Company; and

C. 
The Contract Dancer has certain expertise that would allow the Company to undertake productions that require the filling of parts that cannot be filled by members of the Company; and

D. 
The Contract Dancer agrees to perform these services for the Company under the terms and conditions set forth in this agreement.


Therefore, in consideration of the mutual promises set forth in this contract, CBT and the Contract Dancer agree as follows:

1. 
Description of Work: The work to be performed by the Contract Dancer will include, but not be limited to, the following:  

A. 
Fully learn all assigned choreography and blocking in a safe, responsible and respectful way;

B.
Coordinate with wardrobe staff to schedule costume fittings as necessary; 

C.
Wear assigned wardrobe and makeup as directed by the Artistic Director; and

D.
Provide dance shoes, tights, leotards and makeup as required by the Artistic Director.

2. 
Location of Work: The work of the Contract Dancer will primarily be performed at (insert location here), with performances to take place at (insert venue here)  but CBT reserves the right to have the Contract Dancer perform the agreed upon services at any other location in the greater Lansing area.

3. 
Time for Completion: The parties contemplate that the work of the Contract Dancer shall be completed on or before (insert performance date here, if applicable), but CBT reserves the right to extend this agreement at its discretion if additional services are required after the completion date and the contract dancer is available.

4. 
Honorarium: CBT will pay the Contract Dancer an honorarium of $              , which is deemed to include all out of pocket expenses incurred by the Contract Dancer in the performance of the contract.  The honorarium is payable at the conclusion of the final performance.  The Contract Dancer agrees not to disclose or discuss the terms of this agreement, including the amount of the honorarium, with anyone other than the signers of this contract, unless the disclosure or discussion is approved by a vote of the CBT Board of Directors, until the conclusion of the final performance.

5. 
Time Devoted to Work: The Contract Dancer agrees to work those hours and at those times that are, in the opinion of the CBT Artistic Director, necessary and appropriate for the production for which the Contract Dancer is engaged.

6. 
Meetings: The Contract Dancer may be expected to attend meetings that CBT holds for its Contract Dancers from time to time.

7. 
Relationship of Parties: The parties agree that the Contract Dancer will be an independent contractor, and not an employee of CBT.  The Contract Dancer is not an agent of CBT for any purpose and shall not have the power to contract for CBT or incur any other liability on behalf of CBT.  The Contract Dancer shall not be entitled to receive the wages and fringe benefits that CBT provides to its employees and shall be responsible for paying all tax obligations out of the honorarium amount agreed upon in section 4 above.

8. 
Non-Exclusivity: CBT is not agreeing to use the Contract Dancer exclusively.  Similarly, the Contract Dancer remains free to contract for similar services to be performed for other entities while under contract to CBT so long as the Contract Dancer does not engage in any services which would constitute a conflict with CBT or a production for which the Contract Dancer has been engaged, which includes performing or teaching CBT choreography without permission of CBT.

9.
Liability: The work to be performed under this agreement will be performed entirely at the Contract Dancer’s risk. The Contract Dancer acknowledges that he/she will be working with partners of less experience, and that dancing carries a risk of injury which is exacerbated by working with children or inexperienced dancers. The Contract Dancer recognizes the risks of illness and injury inherent with any dance program and is participating upon the express agreement and understanding that he/she is hereby waiving and releasing CBT, its Board of Directors and Artistic Staff from and against all claims, costs, liabilities, expenses or judgments, including attorney's fees and court costs, arising out of the Contract Dancer's participation in CBT programs, or resulting injury, and agrees to indemnify and hold CBT, its Board of Directors, and Artistic Staff harmless from and against all claims.  The Contract Dancer agrees that it is the responsibility of the Contract Dancer to maintain appropriate medical and/or liability insurance coverage since the Contract Dancer will not be covered by CBT insurance coverage in the performance of this agreement.

10. Background Check:  The Contract Dancer acknowledges that the position involves contact with minors.  For this reason, the Contract Dancer agrees to participate in a background  check.
11.
Conduct: Because the Contract Dancer will be working closely with minor children, the Contract Dancer agrees to observe the following standards in the course of performing work under this agreement:

A. 
Contract Dancers are expected to serve as role models for CBT dancers in their work ethic, treatment of other dancers and Company members, and respect for the Artistic Director.

B. 
Contract Dancers are expected to refrain from comments in the presence of CBT dancers that would suggest to or encourage a minor to use alcohol or illegal drugs, or that would suggest to or encourage a member to engage in unethical, immoral, or illegal conduct.

C. 
Contract Dancers are expected to interact with Company dancers in the same manner that a teacher is expected to interact with students at school (i.e., in a professional, patient, and courteous manner).  Contract Dancers who believe that a member is acting inappropriately toward the Contract Dancer (sexually or otherwise) shall immediately disengage from the situation and report the issue to the Artistic Director, a parent, or any other adult (age 21 or over) who is present.

D. 
Contract Dancers are required to refrain from personal relationships with members who have not attained the age of 16.  Contract Dancers are encouraged to refrain from personal relationships with members who have not attained the age of 19.  In the event that a Contract Dancer desires to date a Company member between the ages of 16 and 19, the Contract Dancer agrees that, as a precondition to dating a member, the member’s parent or guardian must first provide a written acknowledgment of the relationship, which shall be on file with CBT. For purposes of this provision, a “date” is intended to describe a situation where a Contract Dancer and member prearrange to ride together and/or meet for social purposes, outside of the presence of the Artistic Director, the member’s parents, or at least two other members of the Company, whether at the home of the member or Contract Dancer, or at any other public or private location. This requirement is for the protection of all persons involved, including the Contract Dancer, the member, the member’s parent(s) or guardian(s), and CBT. 

12.
Participation Release:  The Contract Dancer grants permission to CBT, its employees, agents, assigns, successors, or anyone acting under its authority or permission, the right to make, copyright, publish or use photographs, negatives, video or audio recordings of the Contract Dancer as often as desired for choreography documentation, company publicity, company advertising, performance programs, informational materials and/or a company membership directory.  The Contract Dancer acknowledges and understands that he/she is hereby transferring to CBT all right, title and interest he/she may have in these photographs, negatives, video and audio recordings or copies thereof and all monies, proceeds, or values that may be derived or received there from.

13.
Duration:  CBT may terminate the agreement if the Contract Dancer is unable or fails to perform his/her duties for a reasonable period of time as determined by CBT.  The Contract Dancer may not miss more than four season rehearsals and receive full CBT Contract Dancer honorarium unless a variance is agreed to by the Artistic Director and Board Chair.  The Contract Dancer may not miss any rehearsals during tech week and receive full compensation.  The Contract Dancer may not miss any performances and receive full compensation.  In the event the Contract Dancer withdraws from the performance for any reason other than a physician-documented illness or injury (i.e., by an MD or DO), CBT has the right to terminate the agreement and refuse all payment.  If CBT terminates the Contract Dancer after he/she has commenced performance of this agreement but before the performance without good cause, the Contract Dancer shall be entitled to payment of 50% of the honorarium.

	Children’s Ballet Theatre of Michigan, Inc. 

_____________________________

Board Chair Name
Date _________________________

_____________________________
Artistic Director Name
	_________________________
Contract Dancer Name
Date _____________________

	Date _________________________
	


ADDENDUM G
Children’s Ballet Theatre of Michigan

Dancer Evaluation

Dancer:





     Date:


Level:

Technical Evaluation:




1-poor      5-excellent 

Accurate Execution of Ballet Vocabulary  
1     2     3     4     5

Foot Strength / Pointe Work


1     2     3     4     5


Extension / Adagio



1     2     3     4     5


Flexibility





1     2     3     4     5


Port de bras
/ Epaulement


1     2     3     4     5


Alignment / Use of Turn Out


1     2     3     4     5


Pirouettes





1     2     3     4     5


Allegro 





1     2     3     4     5


Musicality / Dynamics



1     2     3     4     5


Confidence





1     2     3     4     5


Acting Ability / Stage Presence


1     2     3     4     5


Ability to Work with Others


1     2     3     4     5


Responds Appropriately to Corrections
1     2     3     4     5


Attendance





1     2     3     4     5

Overall Impression:

Artistic Director:

ADDENDUM H
CBT Board Election Bio Form
Name:   


Dancer Name And Age: 

CBT Committee Work Experience:

Professional And Volunteer Work Experience:

Skills I Can Bring To The Board:   

Why I Would Like To Serve On The CBT Board:  


3



