
Mission Statement 

 

The Loyola Preparatory Music Program is one of the few comprehensive music programs 

in the metropolitan New Orleans area, offering a structured program of music studies in 

piano, ballet, voice, guitar and string instruments with additional areas as needed and 

available.  Loyola Prep participants are offered a well-rounded education that prepares 

them to participate in and appreciate public performances as well as for entrance into 

college music degree programs.  With music as a humanizing force in life, the Jesuit 

ideals of truth, wisdom and virtue are enhanced through study of and enjoyment in the 

performance of music.  The Preparatory Music Program provides the community with 

life-long learning opportunities for professional music study and enrichment activities in 

an academic environment.   

 

POLICY STATEMENT & CODE OF ETHICS FOR TEACHERS 

 

In order to maintain efficient, valid and cooperative operation of the program, a few 

guidelines are in place and expected to be observed.  Accepting the offer to teach in the 

Preparatory Music Program means you understand and agree to abide by all the following 

items. 

 

The Preparatory Program requires its teachers to be on time for all lessons and classes, to 

consistently meet all lesson and class appointments, according to the year’s calendar, to 

teach the full amount of time which is planned for lessons and classes.  The office should 

be notified of unavoidable absences – in fact, of all absences.  Substitutes must be 

arranged for group classes and lesson plans given, as those classes cannot be rescheduled.  

Cancelled private lessons must be rescheduled. (You will not be paid for cancelled 

lessons until they are actually taught.) 

 

Music Prep teachers are expected to attend all recitals in which their private students are 

performing and are urged to attend all department recitals of his/her particular instrument. 

They are expected to maintain membership in local and state music organizations and to 

actively support (and assist with) competitions, membership meetings/conventions and 

auditions.  The teachers are further encouraged to attend workshops, master classes and 

performances held locally.   

 

Attendance at Music Prep department meetings and completion of all administrative 

paperwork thoroughly and on time are required of Preparatory Program teachers.  To do 

otherwise weakens the entire department and puts a burden on others. 

 

The building, services and facilities provided by Loyola University, the College of Music 

and the Preparatory Music Program are expressly for use by Loyola faculty and for the 

teaching of Loyola students.  Use of the building, services and facilities for private 

enterprise is absolutely prohibited. 

 

 

 



POLICY STATEMENT & CODE OF ETHICS FOR TEACHERS (continued) 

 

The Preparatory Program expects as standard practice that its teachers agree to teach for 

an academic year, barring unforeseen events, and to give notice of termination by May 1 

of any year in which he/she plans to resign from the department.  In return, Loyola agrees 

to retain his/her services for that same minimum period of time unless there is provable 

evidence that he/she has violated the code of ethics described herein. 

 

Teachers of the Loyola Preparatory Music Program shall not recruit a student from 

another teacher’s studio nor accept a student who has not severed his relationship with his 

former teacher.  Likewise, students of the program are just that – students of the 

Preparatory Music Program - and it is a breach of ethics to recruit such a student as a 

private student before he has made a break with the program.  You are expected to tell the 

head of the program if you are approached by a program student or parents about a 

possible move to your private studio before you actually accept such a student.  This will 

avoid possible misunderstandings of the situation.  Of course, you may maintain a private 

studio of students who approach you initially and directly for lessons. 

GUIDELINES FOR PRIVATE LESSON TEACHERS  

 

1.  HAND IN A COMPLETED BOOKLIST CARD FOR EVERY STUDENT YOU 

SCHEDULE.  YOU WILL NOT BE PAID FOR TEACHING STUENTS THAT 

HAVE NOT PROPERLY REGISTERED.  (Non-piano teachers may fill in the 
bottom of the registration card in lieu of a booklist card).  It is essential that a 

completed booklist card be turned in for every student you teach.  This card is 

turned in regardless of when the student begins lessons or how much information 

is filled out in the way of an actual booklist.  It is this card that completes the 

registration and allows us to accurately bill the student (and pay you).   

 

Ideally the private teacher should strive to include a complete list of books to be 

used over the course of the entire school year.  This would include a method 

book, technique book, scale book, sight-reading, and a few appropriately 

leveled collections or sheets.  A transfer student’s booklist may only consist of 

one or two items with more to be determined at a later date. 

 
 Try to supply parents of your students as complete a list as possible of music and 

materials to be used during the entire year.  Every effort should be made to cut 

down trips to the music store while still allowing the possibility of changes or 

additions to the student’s repertoire later in the season.  The music in the prep 

department library is available to help “fill” in where needed, however, the 

student is expected to purchase music not just borrow from the library throughout 

the year. 

 

 

 

 



2.  In assigning music, please take into consideration: 

a)    The contest lists (most are available) 

b) The Rally syllabus for your student’s level 

c) Include a little sight reading duet music or plan to draw from the prep library. 

d) Include a keyboard skills book if not already listed on the group booklist. 

e)   The group booklist!  Method books should be chosen to support the group 

class, especially in the earlier levels!  For example, if the group class is using 

Bastien Theory and E.T. party, then the private teacher must use the Bastien Piano 

Party as the method book.   

 

3.   Notify parents immediately if patterns of “no practice” or lack of materials begin 

to form.  There is an Interim Evaluation form if you wish to use it. 

 

4.  Try to get each student to participate in at least three activities each year such as 

recitals, contests, performance classes, etc.  Respect individual desires and 

potentials; encourage but don’t push.  

 

5.   Make up all lessons to be postponed by you either before the season starts, during 

holidays, or as soon as possible.  This is, of course, required. 

 

6.   Notify the office immediately if a student is excessively absent or if a student tells 

you they are withdrawing.  Students must notify the office IN WRITING 30 days 

in advance of withdrawal in order to receive any refund.  

 

7.    After every contest or festival, please hand in your Summary which indicates 

winners’ names and levels.  We use these to make notices for the bulletin board, 

and for awards lists on the end of the year recital program.   

 

8.   Rally Summary due as soon as you receive your scores.   Hand in mid-term and 

final progress reports any time before mid December and mid May.  Teacher 

summaries are due mid May.  See the teacher calendar for specific due dates.   

 

9.    Your time sheets are important for what should be obvious reasons.  Please hand 

them in on time.  Refer to the gold instruction sheet.  Any time sheet so messy or 

confusing that it is difficult to read or interpret will not be processed. 

 

10.   Take advantage of our Prep Library but please remember to follow the proper 

checkout / return procedures.  Books and materials in Room 127 are not to be 

checked out.  This room is for teacher reference only.   

 

 

 

 

 

 



11.   We are all charged with ensuring the safety of prep students while they are on our 

campus.  Please help us by notifying the office and/or director of any behavior 

that you observe that may be cause for concern.  This would include such things 

as students who are left in the building unattended for large amounts of time 

before or after their lesson(s), students waiting to be picked up outside of the 

building (especially at night), etc.  If it doesn’t feel right don’t take a chance, let 

someone in the office know.   

 

12.   We depend on the generosity of the University for allowing us to use this facility 

and equipment.  Students must respect the building, instruments and equipment 

while on campus.  Any student who you observe doing willful damage must be 

reported to the office immediately.   

 

 

GUIDELINES FOR GROUP CLASS TEACHERS 
 

1.   On the first day of class, distribute new books and check to be sure “old” books 

that will be re-used are included in student’s book bag.   Make parents aware of 

any missing materials right away.  Be sure everything is labeled with the student’s 

name.   

 

2. Private teachers will expect that L.M.T.A. Rally Syllabus keyboard, theory, and 

ear training will be taught in the group classes.  Any exceptions to these 

expectations should be communicated to respective private teachers as soon as 

possible.  Some sight reading must be included.  The private teacher will also do 

some sight reading.  Rally sightreading materials are available in prep office! 

 

3. Classes are not to be cancelled under any circumstances.  If you are unable to find 

a suitable substitute, go to the office or to Elizabeth or Karen for assistance.  

Please have your lesson plan available.  

 

4. Keep complete roll books, notating attendance, assignment completions, test 

scores, behavior, etc….  This is a must in case we get into a tug-of-war with the 

parents 

 

5.   At the beginning of the school year, goals should be defined for each semester 

and lesson plans should be formulated for each class meeting.  Every lesson 

should include a main concept, rhythm, ear-training, scales/keyboard technique, 

note spelling/sight reading exercises and a game or activity to reinforce and 

review concepts.   

 

6. Class evaluation sheets and tests are due in the office mid December and mid May 

All checklists and summaries are due mid May as well.  See the teacher calendar 

for specific due dates.   

 



7. If a student is absent once, get his class assignment to him either by telephone, 

mail or e-mail.  The office will supply envelope and postage.   THIS IS 

ABSOLUTELY NECESSARY FOR SMOOTH PROGRESS OF THE CLASS.  

If a student is absent twice in succession report the absences to the office 

immediately along with the assignments missed.  Repeated absences should be 

brought to the attention of the private teacher and Elizabeth or Karen. 

 

8. The first 6 weeks of classes should basically be a review and a time for 

ascertaining strong and weak spots.  If students have been inappropriately placed 

and need to be changed to other classes, please get word to Elizabeth or Karen 

right away. 

 

9.  Whenever possible try to reinforce concepts with games and/or group activities 

rather than lengthy “in-class” bookwork.  We have a nice selection of games, 

worksheets, etc. in the prep office available for use.  If there’s something that 

you’d like to use that we don’t have, let us know and we’ll order it for you. 

 

10.   Keep a calendar with the dates of contests and recitals.  Class time should be 

allowed for students to play their pieces the week before an event.   

 

11.   We are all charged with ensuring the safety of prep students while they are on our 

campus.  Please help us by notifying the office and/or director of any behavior 

that you observe that may be cause for concern.  This would include such things 

as students who are left in the building unattended for large amounts of time 

before or after their lesson(s), students waiting to be picked up outside of the 

building (especially at night), etc.  If it doesn’t feel right don’t take a chance, let 

someone in the office know.   

 

12.   We depend on the generosity of the University for allowing us to use this facility 

and equipment.  Students must respect the building, instruments and equipment 

while on campus.  Any student who you observe doing willful damage must be 

reported to the office immediately.   

 

Payroll 

 

Checks are issued every other week.  Time sheets are due the week before payment week.  

It is absolutely necessary that all instructors fill out their time sheets and turn them in by 

the designated date as requested by the office manager.  Any discrepancies should be 

addressed to the office manager.  Time sheets should be completed in advance whenever 

instructors feel they will be unavailable on the due date.   

 

 

 



 

 

Booklist Cards 

 

It is essential that a completed booklist card be turned in for every student you teach.  

This card is turned in regardless of when the student begins lesson or how much 

information is filled out in the way of an actual booklist.  It is this card that completes the 

registration and allows us to accurately bill the student (and pay you).   

 

Ideally the private teacher should strive to include a complete list of books to be used 

over the course of the entire school year.  This would include a method book, technique 

book, scale book, sight-reading, and a few appropriately leveled collections or sheets.   

A transfer student’s booklist may only consist of one or two items with more to be 

determined at a later date. 

 

PROCEDURE CHECKLIST FOR PRIVATE TEACHERS  

(To be used each time a student enters the program) 

 

1. Fill out a complete book list for private and group lessons regardless of face to 

face conversations with parents.  

 

2. Completely fill in schedule information including length of private lesson. 

 

3. Address the envelope to the parents. 

 

-   For new students, acquire the correct names and addresses from the       

interview form or registration card.  The interview forms and the registration 

cards may NOT leave the Prep Office! 

-   If you do not have the address of the returning student, it will be available on 

the registration card.  The registration card may NOT leave the Prep Office! 

 

4.        Enclose in the envelope:   

-   Piano Policy Statement (piano students only) 

-   Booklist card 

 -   Local and On-Line Music Sources 

 

5.        Give stuffed envelopes to office manager but do not seal them.  

 

*  You will not get paid for teaching students who are not registered or who are 

registered improperly. 

 

* You must remember to follow this same procedure during the year when 

latecomers start. 

 

* No exceptions to any of the above! 

 



 

Keys 

 

At the beginning of the school year you may request a key for each of your assigned 

rooms.  Please turn in any keys you are not regularly using.  An accurate account of all 

keys received and returned must be kept in the office files at all times.   

 

Attire and Conduct 

 

As members of the Loyola Preparatory Music Program teaching staff it is essential that 

we represent ourselves in a professional manner while on campus.  Teachers are expected 

to use good judgment in their choice of appearance at work by dressing in a way that is 

appropriate to the situation and in a manner that will invoke a positive impression with 

students and the community.  Inappropriate clothing, grooming, jewelry, accessories, or 

body adornments that are in any way disruptive or potentially disruptive to the learning 

environment are prohibited.  General guidelines include modesty, good taste, and 

discretion.   

Items that are not acceptable include but are not limited to the following: 

1.   Skirts, dresses, and other articles of clothing that are inappropriately 

short for working with or around students.   

      2.   Inappropriately sheer or tight clothing. 

      3.   Garments that are low-cut or backless. 

 4.   Excessively faded or torn clothing. 

Hair must be neatly groomed and appropriately styled.  No extreme hairstyles will be 

permitted.   

 

MTNA Membership and Certification 

 

Membership in MTNA is strongly encouraged for all piano teachers.  It is expected that 

piano teachers who have been teaching in the program for 7 or more years would take the 

steps towards acquiring their MTNA certification.  As an incentive, there is a slight 

increase in pay for certified teachers.   

 

Missed Lessons 

If a teacher must cancel a private lesson a make-up lesson should be arranged as soon as 

possible.  If a student must miss a lesson because of an illness, an emergency, or if 

advance notice is given, a makeup may be offered at your convenience.  Check with the 

office to ensure there is a room available before scheduling a makeup lesson.   Group 

lessons are not to be cancelled under any circumstances.  If you need help locating a 

suitable sub see Karen or Elizabeth.  

 

Meetings 

Meetings are held at the beginning of the school year and at other times as needed.  It is 

of utmost importance that you attend these meetings to assure program continuity.   

 

 



Reports 

 

Group and Private lesson reports are to be completed for every school-aged student and 

are due in December and May.  Please be very accurate on these reports and avoid 

“sugar-coating” any deficiencies.  In the event that a student fails to meet the standards of 

our program the reports are used to justify expulsion.   

 

At the end of the year group teachers will be asked to fill out summaries detailing 

concepts learned and pages completed.  Please turn these in promptly as we use them for 

planning the next year’s classes.  

 

Recitals 

 

The prep department sponsors two recitals each year, one in December and a final recital 

in May.  As is stated in the policy statement, teachers are required to attend the recitals 

that their students participate in.  Sign up sheets are posted in the prep office generally 

one month in advance.  Teachers are responsible for signing up the student and making 

sure the students name, composition title and author are correct and spelled properly.  

Students must play from memory unless performing a duet or ensemble.  Proper recital 

etiquette should be addressed by both private and group teachers prior to any  

performance. 

 

Summer Lessons 

 

Because we allow ourselves and our students more flexibility with summer lessons we 

tend to run into more bookkeeping errors than we would incur during the school year.  In 

an effort to minimize these problems I would like you to remember a few things.   

It is essential that you keep clean records for yourself in the summer.  Students agree to a 

certain number of lessons and are billed for that amount.  You will not be paid for 

teaching lessons beyond the amount that have been contracted for.   

 

 

POLICY STATEMENT & CODE OF ETHICS FOR NON-PIANO TEACHERS 

 
In order to maintain efficient, valid and cooperative operation of the program, a few guidelines 

are in place and expected to be observed.  Accepting the offer to teach in the Loyola Preparatory 

Music Program means you understand and agree to abide by all the following items. 

 

The Preparatory Program requires its teachers to be on time for all lessons and classes, to 

consistently meet all lesson and class appointments, according to the year’s calendar, to teach the 

full amount of time which is contracted for lessons and classes.  The office should be notified of 

unavoidable absences – in fact, of all absences.  Substitutes must be arranged for classes which   

cannot be rescheduled.  Cancelled private lessons must be rescheduled. (You will not be paid for 

cancelled lessons until they are actually taught.) 

 

 Music Prep teachers are expected to attend all recitals at which their private students are 

performing. They are encouraged to maintain active membership in appropriate professional 

organizations.   



 

Attendance at Music Prep department meetings and completion of all administrative paperwork 

fully and on time, are required of Preparatory Program teachers.  To do otherwise weakens the 

entire department and puts a burden on others. 

 

The building, services and facilities provided by Loyola University, the College of Music and 

Fine Arts and the Preparatory Music Program are expressly for use by Loyola faculty and for the 

teaching of Loyola students.  Use of the building, services and facilities for private enterprise is 

absolutely prohibited. 

 

The Preparatory Program expects as standard practice that its teachers agree to teach for an 

academic year, barring unforeseen events, and to give notice of termination by May 1 of any year 

in which he/she plans to resign from the department.  In return, Loyola agrees to retain his/her 

services for that same minimum period of time unless there is provable evidence that he/she has 

violated the code of ethics described herein. 

 

Teachers of the Loyola Preparatory Music Program shall not recruit a student from another 

teacher’s studio nor accept a student who has not severed his relationship with his former teacher.  

Likewise, students of the program are just that – students of the Preparatory Music Program - and 

it is a breach of ethics to recruit such a student as a private student before he has made a break 

with the program.  You are expected to tell the head of the program if you are approached by a 

program student or parents about a possible move to your private studio before you actually 

accept  such a student.  This will avoid possible misunderstandings of the situation.  Of course, 

you may maintain a private studio of students who approach you initially and directly for lessons. 

 


