


Coordinator Duties 

 Tuition Waiver 
The tuition waiver for the coordinator is based on the following: 

31 or more teachers enrolled = full tuition waiver 
26 - 30 teachers enrolled = ¾ tuition waver 
21 - 25 teachers enrolled = ½ tuition waiver 
15 to 20 teachers = ¼ tuition waiver 

 
  

• 2 coordinators may split full or partial tuition waivers. 
A coordinator who is auditing will receive a FULL TUITION waiver. 

 
 Organizing the Class 
1. Collect enrollment forms.  Send tuition checks to N. Jane Tan immediately.  Keep detailed records about 
payments, especially when a teacher will be paying installments.  Update records monthly and send to N. 
Jane Tan. 

2. Schedule private lessons.   Teachers can specify their preferred day of the week and a morning / 
afternoon time, however it should be understood that requests are not guaranteed. 

3. Although lessons cannot be made up, teachers may trade up to TWO lessons per year.  The instructor 
should be given an updated lesson schedule each month reflecting any changes. 

4. Organize PianoTeams® based on geographic proximity or technical background of class members.  
Teams can have more than 5 members. 

5. Communicate with class members via e-mail, regular mail, or telephone regarding all details of the 
course.  Return phone calls or e-mails in a timely fashion.  Make certain that the following items are 
distributed to everyone well in advance of the starting date: 

a. Class Roster with addresses and contact information 

b. Lesson schedule for each day 

c. PianoTeam assignments 

d. Syllabus 

e. Class policies and guidelines 

f. Coordinator must be in attendance 80% of each day to ensure the smooth running of lessons and to 
observe the general progress of the class. 
Diplomatically handle any problems or conflicts that may occur.  Refer to policies and guidelines that were set 
at the beginning of the class.  Do not allow advantage to be taken. 

 
 Regarding the Instructor 
1. Provide transportation to / from the airport. 

2. Secure hotel accommodations and confirm monthly. 

3. Make certain that lunch is provided for the instructor in a timely fashion.  Check for special dietary needs.  
It is recommended that class members rotate this responsibility so that it does not always fall to the 
coordinator.  Also provide water for the instructor throughout the day. 
Do not allow vacancies in the schedule due to lesson cancellations.  Class members should be prepared to 
move their lessons up an hour so that the day can be shortened. 

 
 Regarding the Host Store 
1. Coordinate as to class needs for meetings, rehearsals, tuning of pianos and music materials that must be 
ordered. 

2. Make certain that class materials are available to teachers at least two months in advance. 

3. There should be one main person from the store that you communicate with.  They, in turn, are 
responsible for keeping other store personnel informed. 

4. Handle problems diplomatically, remembering that we are guests in the store.  Class members should be 
reminded to treat instruments with kindness and avoid wearing jewelry that might scratch the pianos. 




