
STEP TEAM
HANDBOOK

2019–2020 SEASON



What is STEP?
The Dance Corner’s Student Teacher Education Program gives students the 
opportunity to learn the skills and techniques necessary to be a successful 
dance instructor. 

The program aims to promote the love of dance and knowledge of proper 
instructional methods and techniques to students. 

The program is designed to give every STEP assistant an equal opportunity to 
participate in the educational process of being a student teacher. The STEP 
program provides students with the tools to become confident, hardworking, 
well-informed and eager dance educators and leaders. 
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Educational Objectives:
• Develop leadership skills and work ethic

• Learn mentoring skills

• Enhance personal understanding of dance 
technique

• Increase self-confidence, respect and poise

• Learn to appreciate dance, classrooms and 
overall instruction from a new perspective

• Develop problem solving and customer 
relations skills

• Be a positive role model for young 
children

Academic and  
Career Benefits:
• May request letters for recommendation 

for college applications from TDC staff

• Earn points towards induction into the 
National Honor Society for Dance Arts

• Mentoring and working with children is 
an asset on college applications

• After successful completion of 3 years the 
STEP assistants will receive a certificate 
of completion and may be able to teach 
classes on their own (at Miss Carrie’s 
discretion).

• May qualify for volunteer hours in some 
school districts

Eligibility:
• Minimum age: 12

• Enrolled in at least 3 years of dance at The 
Dance Corner

• Commitment to STEP team for the entire 
season (September thru June) with 
excellent attendance (less than 3 absences 
from STEP during the season)

• Understand that there may be rehearsals 
and additional training or activities 
required outside of your regular weekly 
STEP class time

• Agree to arrive 10 minutes early for class 
and stay after class until all students are 
safely with their parents (if not possible 
due to a dance class conflict, please notify 
Miss Carrie)

• Agree to follow The Dance Corner dress 
code

• Maintain good attendance in all your own 
dance classes (less than 5 absences from 
any one class for the dance season)
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Expectations:
• Set a positive example inside and outside 

the studio.

• Refrain from foul language, negative 
behavior or disparaging comments about 
anyone associated with TDC, students, 
staff of families.

• Be 10 minutes early for your STEP class

• Fulfill all responsibilities through the end 
of class and always come to class with a 
positive attitude and a smile

• Learn each student’s name

• Stand up straight and look interested 
during class

 - Don’t lean on barres, cross arms or 
look bored.

 - Always stand, sit, walk, look like a 
dancer, engaged and interested in 
class. This will provide a positive role 
model for your students. Little eyes are 
ALWAYS watching.

• Notify Miss Carrie of any absences

 - For a conflict such as a school or 
family event, please provide 2 weeks 
notice or more. You are responsible for 
finding another STEP assistant to fill in 
during your absence.

 - For illness or emergency, please call the 
studio immediately AND email or text 
Miss Carrie. If you are able to find a 
sub that is helpful, but not required.

• Regular attendance in your STEP class is 
required. 3 absences or less from weekly 
class are expected of STEP assistants 
during the season.

• Confidentiality is required. All information 
pertaining to TDC students and their 
families is personal and confidential and 
should not be discussed with anyone 
other than TDC staff.

• Follow the TDC dress code when assisting 
classes. You may also wear TDC logo 
attire. Appropriate footwear is required.

• Hair must be worn back in a pony tail, 
braid or bun.

• No cell phones are allowed in classes.

• Complete all STEP program assignments 
by the due date and submit them to Miss 
Carrie in the appropriate format.

Classroom Responsibilities:
• Help students tie and change shoes

• Greet students pre-class in the lobby and 
help them find their parents post-class 

• Assist instructor with props and music

• Take students to the restroom

• Demonstrate during class

• Assist teacher in creating a smooth class 
flow

• During creative/ free movement exercises, 
assistants should always do the exercise 
with the students unless asked to do 
otherwise by the instructor

• If for any reason the instructor is 
interrupted or has to leave the room 
during class, assistants should maintain 
order in the classroom by repeating the 
current exercise or beginning a new 
appropriate activity

• Assistants should handle young children 
quietly and gently. Do not allow students 
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to sit on your lap. Please do not use 
a forceful tone when speaking with 
students. We realize you may have to raise 
your voice to be heard over a rowdy class 
from time to time, but be mindful of the 
tone you use.

• Help keep young students focused on the 
teacher during class. Don’t distract or pull 
focus from the teacher.

• Always come to class with a positive 
attitude and a smile on your face. Stand 
up straight and appear interested and 
engaged in class. The demeanor of the 
assistant can rub off on the students in 
class. Present a positive image to your 
students.

• Speak to the instructor to see if they have 
specific requirements or duties they would 
like you to perform for their class.

Things to remember:
• Awareness of safety within the classroom, 

including but not limited to: untied 
shoelaces, wandering students, children 
hanging from barres, chewing gum or 
being “handsy” with other students.

• Dance full out at all times.

• Observe that children are getting 
along- help keep the peace and make 
the instructor aware of any issues you 
see arise between students. ONLY the 
instructor is permitted to discipline and 
correct students.

• Assist students that you see struggling or 
having difficulty with movement

• Try to anticipate the instructor’s needs 
during class.

Assignments:
1. Draft Lesson Plan
DUE: November 16th 
Prepare a draft lesson plan for the class 
you assist with. Make your lesson plan 
as complete as possible. It should be so 
detailed that if an instructor was to use it 
to teach a class, they would know exactly 
what they should be doing during every 
moment of the class.

You must prepare one lesson plan for every 
class you assist with. If you assist with 
several classes of the same style and level 
you may use the same lesson plan for more 
than one class. 

Lesson plans must be typed in a Word 
document or Google Doc.

2. Teach Half a Class
DUE: Dec. 9th–14th 
Teach half of the class based on your lesson 
plan from assignment #1. Ask the instructor 
which half of the class she would like you to 
teach.

3. Midterm Reflection Essay
DUE: January 6th 
Write a 2-3 page essay answering the 
following questions:

What have you learned while assisting in 
class so far this season?

Describe/explain 2 of these learning styles 
and provide examples of them: Kinesthetic, 
Auditory, Visual and Reciprocative. 

How will you use these styles to assist in 
your classes?

Give an example of a time this year when 
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you felt challenged as a student teacher. 
How did you handle it? What were the 
results/ outcomes of your actions?

Give an example of a time this year when 
you felt rewarded while student teaching. 
What happened? Why do you think this 
particular moment felt so rewarding to you?

4. Draft Lesson Plan 2
DUE: April 18th 
Prepare a draft lesson plan for the class 
you assist with. Make your lesson plan 
as complete as possible. It should be so 
detailed that if an instructor was to use it 
to teach a class, they would know exactly 
what they should be doing during every 
moment of the class.

You must prepare one lesson plan for every 
class you assist with. If you assist with 
several classes of the same style and level 
you may use the same lesson plan for more 
than one class. 

Lesson plans must be typed in a Word 
document or Google Doc.

5. Teach a Half or Whole Class
DUE: April 27th–May 2 
First year STEP team members will teach a 
half class based on your lesson plan from 
assignment #4. Ask the instructor which 
half of class she would like you to teach. 
Second and Third year STEP team members 
will teach a whole class based on your 
lesson plan from assignment #4. 

6. Final Reflection Essay
DUE: May 26th 
Write a 2-3 page essay answering the 
following questions:

Describe your overall experience as a STEP 
team member this season.

What are the five key characteristics that 
you think you learned or improved upon 
this year while assisting? How are these 
characteristics important to a dance 
teacher?

What are three areas you would like to 
improve upon as an assistant teacher or 
teacher? Explain these in detail and provide 
one action step for how you plan to 
improve each area.

What has been the most valuable aspect of 
being a part of the STEP team for you?

Social Media 
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STEP Assistant Agreement
2019–2020 Season

I, ____________________________ (print name) a Member of the Dance Corner STEP team, 

agree on this _____________ day of _______________ 2019 that I have read and agree to 
the terms and conditions outlined in this handbook.

I agree to abide by all rules and regulations set out by The Dance Corner, throughout the 
duration of my assisting term. I understand the obligations and responsibilities I am taking 
on by becoming a member of The Dance Corner STEP program.

___________________________________  ___________________________________
STEP team member (please print)   signature

__________________________________  ___________________________________
Parent/ Guardian (please print)   signature

__________________________________  ___________________________________
Miss Carrie      signature
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Agreement
2019–2020 Season

I, ______________________________ (print name), a Member of The Dance Corner STEP 

Team, agree on this __________ day of ______________, 2019 that I have read and 
agree that the use of Facebook, Instagram, Vine, Twitter, Snapchat, blogs, and any other 
online social media vehicles is commonplace. This policy is intended to provide our STEP 
Members with guidelines to eliminate any confusion concerning the use of social media. 
The lines between being a STEP Member and your personal life can often become blurred. 
In general, what you do on your own time is a personal decision, however, activities in 
or outside of assisting that affect or compromise your STEP Team responsibilities, image, 
or The Dance Corner’s business interests are a proper focus for The Dance Corner’s social 
media policy. Being able to share your personal activities, events, and news and those of 
The Dance Corner without prior director approval means that The Dance Corner trusts 
that you understand and accept the fact that you are a mentor, and leader to your fellow 
students. Be careful and thoughtful about how you present yourself in online social 
networks. You may have identified yourself as a Dance Corner STEP Member or listed The 
Dance Corner as your place of work or study, either directly or as part of a user profile. 
If so, ensure that your profile and related content are consistent with how you wish to 
present yourself to The Dance Corner’s students, their parents, as well as the Faculty. STEP 
Members are not allowed to post inappropriate photos, statuses, and comments that 
directly and negatively impact the way parents, students, and Faculty perceive you. If you 
are unsure if a post is appropriate or not, please ask prior to making it socially accessible. 
STEP Members should assume that their posts will be seen and read by fellow students, 
parents, and Faculty.

Keep in mind the following when considering whether to share information on 
any social media vehicle:

• You do not have permission to reveal any information that compromises The Dance 
Corner. By that we mean that you are forbidden to share personal information about the 
Faculty, your students or their families, your fellow STEP Members, or anything that is 
proprietary and/or confidential to them or The Dance Corner.

• STEP Members should neither claim nor imply that they are speaking on behalf of The 
Dance Corner.

• Never post anything that could compromise the self-esteem of your students. If you have 
a bad class on a particular day, do not post that information on your Facebook page. It 
could hurt your students, and that is the opposite of everything that The Dance Corner 
stands for.
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• Use common sense! Refrain from posting items that could reflect negatively on you or 
The Dance Corner, including comments or other posts about drug or alcohol abuse, 
profanity, off-color or sexual humor, and other inappropriate conduct. Don’t use ethnic 
slurs, personal insults, or obscenities. Do not pose or show off any part of your body that 
you would not want your own parents seeing.

• Respect the law, including those laws governing defamation, discrimination, harassment, 
and copyright and fair use. STEP Members should never post negative comments about 
other students, schools or teachers. Also, do not post negative comments about school 
activities such as competitions, conventions, and performances or about the directors of 
those events.

• Show proper respect for people’s privacy and for topics that may be considered 
objectionable or inflammatory, like politics and religion.

• Make sure that your online activities do not interfere with your STEP responsibilities.

• STEP Members are not allowed to have their own students as “friends” on Facebook or 
any other form of social media.

___________________________________  ___________________________________
STEP team member (please print)   signature

__________________________________  ___________________________________
Parent/ Guardian (please print)   signature

__________________________________  ___________________________________
Miss Carrie      signature
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STEP Team Application
2019–2020 Season

The Dance Corner’s Student Teacher 
Education Program (STEP Team) is an in-
studio education program that promotes 
the love of dance and instructional methods 
to our students. The team is guided through 
the dance education process using 
methods such as in-class training, hands-on 
practice, instructor mentoring, self-analysis 
assignments and more. The Dance Corner’s 
Student Teacher Education Program gives 
students the opportunity to learn the skills 
and techniques necessary to be successful 
dance instructors. 

The Dance Corner will choose STEP 
Team Members based on the following 
qualifications:

• Attendance

• Attitude

• Displaying a natural love and passion for 
the dance arts

• Displaying a desire to learn and grow as a 
dance instructor

To apply to become a Teacher Assistant, 
the below are required:

• Be 12 years of age or older and complete 
the application and essay

• Being accepted into the STEP 
Program is a great honor as it means 
studio management has observed 
leadership characteristics in the student. 
This also includes their dedication to 
dance, attitude, and respect towards 
faculty, peers, parents, and other 
dancers. Their willingness to learn and 
cooperation in class as well as their 
caring and compassionate nature is also 
important. Remember, with great honor 
comes great responsibility.

Student Name: _________________________________________ Birthdate: _____________

Parent/Guardian: ______________________________________________________________

Student Phone: _______________________________________________________________

Student Email: ________________________________________________________________

Parent/ Guardian Phone: ________________________________________________________

Parent/Guardian Email: _________________________________________________________
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STEP Team Application
2019–2020 Season

What days and times are you available to assist? 

❏ Monday time: ____________________________________________________________

❏ Tuesday time: ____________________________________________________________

❏ Wednesday time: ____________________________________________________________

❏ Thursday time: ____________________________________________________________

❏ Saturday time: ____________________________________________________________

Please type and attach a short essay answering the following questions:

• How long have you been studying dance?

• What styles of dance have you studied?

• Tell us about any previous experience you’ve had working with children.

• Why you would like to be a member of the STEP team, what you expect to learn and 
what qualities you possess that would make you an ideal dance instructor?

Submit your application to Miss Carrie in person  
or by email misscarrie@thedancecorner.com


