
Shepherd Music School (“Shepherd”) 
Policies – Version 11/15/2020 

 
Lessons are offered in the music wing in the NW corner Central United Methodist Church (“the 
church”) 
 
Address:  2535 West New Hope Road | Rogers, Arkansas 72758-1351 
Voice Phone:  479-268-6422 | Text:  203-539-0641 | Email:  brochite@gmail.com 
Website:  ShepherdMusicSchool.com | Facebook:  @ShepherdMS 
 
Term length:  There are three terms during the year:  Fall, Spring, and Summer 

 Fall and Spring Semesters are 19 weeks in length with 18 lessons provided during that 
period.  All lessons must be completed by the final week of the term unless otherwise 
approved by your instructor. 

 Summer lessons are arranged à la carte, and can be given during the week following the 
spring term, and ending in the week before the fall term. 

 For students starting after the beginning of the semester, a shortened term length will 
be determined for payment, based on the weeks remaining in the semester. 

 
Terminating Lessons:  Thirty (30) days’ notice is required to discontinue study.  This applies 
to lessons throughout the year, including the spring, fall and summer terms.  Whether or not 
you wish to attend lessons during this 30-day period, you are required to pay. 
 
Your instructor will ask you approximately 30 days from the end of the spring term whether you 
wish to continue in the summer, and from 30 days before the end of the summer term, whether 
you wish to continue in the fall.  Your decision to discontinue at each of these junctures, 
whether or not it is exactly 30 days before the end of the term, satisfies the 30 days’ notice 
policy. 
 
The old termination policy at Shepherd required a student to remain for an entire semester, or 
pay in full to abandon the contract, even if dissatisfied with lessons from early on.  This change 
in policy is in line with what many other music schools and teachers do.  It allows the instructor 
to have continued income while searching for a new student via a waiting list or advertising. 
 
Adult Lessons:  While children are expected to take lessons on a weekly basis throughout the 
year, adults are permitted to schedule lessons a more flexible basis, since they typically will be 
studying outside of prime slots of 3 pm to 6 pm, Monday to Friday.  Adult students schedule 
their lessons for each month by the end of the previous month, and are billed on the first of 
each month for the lessons scheduled.  Payment of lessons should be according to the Payment 
section in this document. 
 
If adults need to cancel or reschedule lessons, they should follow the guidance in the Absences 
section in this policy.  Lessons can either be rescheduled, or applied as a credit towards the 
next month’s bill.  However, the current month’s bill should be paid in full, since the instructor 
counts on income as booked/billed. 
 
While the Adult Lessons section provides flexibility in scheduling, it’s hoped that at least two 
lessons be taken per month in order to secure a slot in the instructor’s schedule and to 
demonstrate a commitment to long-term study. 
 
If adults need to terminate lessons, the clause on Terminating Lessons applies, based on the 
typical schedule that the adult sets each month. 
 



Lesson Length:  Lesson lengths are typically 30 minutes long, but can be 45 to 60 minutes 
long for more serious music students.  Since rates are quoted at the 30-minute length, you can 
multiply by 1.5 for 45 minutes, or 2 for 60 minutes. 
 
Registration/Materials Fee:  Shepherd charges NO upfront semester or annual fees on top 
of tuition.  You will be given the choice to either purchase books/materials on your own, or to 
reimburse the instructor for books/materials purchased collectively. 
 
Tuition:  Tuition for the semester can be paid by the semester or by monthly installment. 

 Semester Discount – A small discount is provided if lessons are paid at the first lesson 
for the entire semester.  This discount is only provided if 9 or more lessons remain in 
the current semester. 

 Monthly Installment – Tuition is divided evenly over 5 months and payable on the 1st 
day of each month.  For those arriving after the beginning of the semester, the payment 
term is calculated according to a schedule, with an equal amount payable at the first 
lesson and for the remaining months of the term. 

 Note:  CUMC Members receive an additional discount, which can be stacked on top of 
the semester discount. 

 
Payment:  Paper check and bank bill payment are the preferred methods of payment. 

 Cash can be accepted, but it must be exchanged by hand and a cash receipt provided by 
the instructor for the records of both parties. 

 Credit cards and payment services that deduct a fee, like PayPal and Stripe, are not 
accepted.  However, PayPal is the preferred method of payment for Trial Lessons. 

 Peer-to-peer services, like Venmo and Zelle, typically cannot be accepted since these 
services are for personal use only, not for payment of goods or services.  These services 
are in transition, and a separate document called “Ways to Pay” will supersede any 
restrictions set here. 

 Payments are requested at the beginning of each month, when billed.  Although you 
have the entire month to pay and remain current, it’s appreciated that you pay by the 
15th to avoid a reminder notice.  Any payment not received by the last day of the 
payable month will be assessed a $5 late charge for each month late. 

 
Registration and Scheduling:  Registration is now effective for the entire program year, 
from August to July.  Registration is begun by filling out information on a paper form, or via an 
online software program of the instructor’s choice, like MyMusicStaff.com. 
 
Registration is completed by booking a slot with your instructor, and filing acknowledgement of 
this policy.  Your instructor will either ask you to sign a paper document or request that you 
submit your acknowledgement of this policy via electronic means, such as SurveyMonkey or 
Google Forms. 
 
Please make sure you understand how the Terminating Lessons clause works, since it is 
significantly different than earlier policy.  It’s much less restrictive than in the past, though now 
it applies year round versus terminating at the end of each semester. 
 
Registration for New Students:  A deposit equal to the price of a single lesson may be 
requested to secure a slot.  This deposit will act as a credit towards the full semester or 
monthly tuition.  The deposit is nonrefundable if it is paid to hold a lesson spot and the student 
does not continue to matriculate at Shepherd. 
 
Trial Lessons:  All new students are strongly suggested to take a trial lesson before 
committing to study at Shepherd.  Although trial lessons are billed, there is no further 
commitment required unless you decide to enroll at Shepherd. 



 
Priority for Scheduling: 

 First, returning students who take a minimum of four summer lessons, or pay a 
placeholder fee of $100 in lieu of taking summer lessons, get first choice for a prime slot 
in the fall semester.  Prime slots are defined as from 3 pm to 6 pm, Monday to Friday. 

 Second, students who finish the spring semester but take the summer off and who don’t 
pay the placeholder fee get fill in any remaining slots, prime or non-prime. 

 Third, new and former students who are returning after a gap in their study fill the 
remaining slots. 

 
Absences:  Please contact your instructor per the method he/she prefers.  Some notice is 
better than no notice, thought the requested notice depends on the situation: 

 For all previously known scheduling conflicts, like vacation or another activity like sports 
should be notified when known, to allow the instructor to offer the student an 
alternative lesson time, an online lesson, or a video lesson.  A minimum of 24 hours is 
required for a notified absence. 

 For illness, notice before the beginning of the teaching afternoon is appreciated, with an 
absolute minimum of 1-hour notice to be considered notified.  If due diligence is 
obvious, or the situation is an emergency that precludes prior notice, like a trip to the 
emergency room for the student or a family member, we’ll do our best to consider the 
absence notified and offer an alternative arrangement when possible. 

 Failure to notify the instructor within the window described above will not be eligible to 
be counted as a notified absence and result in forfeiture of that lesson. 

 If your instructor must miss a lesson, the lesson time will be made up at no extra cost to 
the student.  Professional courtesy by the instructor is expected to follow the same 
courtesy guidelines set above. 

 
Bad Weather Policy:  Lessons are offered as usual unless your instructor contacts you to 
cancel.  In truly exception circumstances, the church may decide to close the building to 
everyone.  Your instructor will pass on that information. 
 
Holidays:  Lessons are held even when public school is not in session, except for the following 
holidays listed below.  Other holidays like Christmas and New Year’s Day occur when lessons 
are not in session: 

 Labor Day 
 Thanksgiving and Friday after Thanksgiving (Black Friday) 
 Memorial Day 
 Fourth of July 

 
School Breaks:  Your instructor may be offering lessons during school breaks, including Spring 
Break as observed by the Rogers Public Schools.  You should discuss your plans with your 
instructor.  You may decide to take off during that week and call that your flex week, since 
there are 19 weeks in the semester, and only 18 lessons are included. 
 
Illness:  If your child is too sick to attend school, please don’t bring him/her to lessons, for the 
interest of the instructor and other students.  Please provide notice as discussed in Absences. 
 
Flex Week:  Each semester provides one week where a student may give proper notice, as 
discussed in Absences, and not have it count against his semester lesson count.  However, each 
of the fall holidays listed in Holidays is considered the flex week if your lesson falls on that day 
of the week.  If you wish to keep your flex week “in the bank”, you may schedule an extra 
lesson, based on the schedule of the instructor, if you are so affected. 
 



Make-up Lessons:  In addition to the flex week provided, you get one make-up lesson per 
semester, provided your study is for at least 9 weeks of the semester, and you have a notified 
absence.  Please see the Absences section for the difference between a notified and a non-
notified absence. 
 
A make-up lesson may be provided as an in-person, online, or a video lesson, based on the 
schedule of both instructor and student. 
 
Pandemic and Other Force Majeure:  If the church, the government, or common sense 
safety requires lessons to move 100% online, such as occurred during the Coronavirus 
Pandemic of 2020, it’s hoped that students will continue their study.  While a student always 
has the right to use the Terminating Lessons clause at any time, lessons fulfilled by online 
format are considered legitimate lessons in this policy. 
 
Update of this Document: This document may be updated from time to time.  If changes are 
made just to correct grammatical mistakes or to clarify policies already stated, notification will 
be provided but no acknowledgment of receipt will be necessary. 
 
Major changes are only expected to be made annually, but regardless of when made, they will 
be provided to students with at least 30 days’ notice given, and a new acknowledgment will be 
required. 
 
   

 

Fall 2020 – Spring 2021 Calendar 
 
An updated calendar can also be found on ShepherdMusicSchool.com 
Dates subject to change 
 
Aug 10 – Fall Semester begins 
 
Sep 7 – Labor Day - No Lessons 
 
Nov 26-27 - Thanksgiving and Friday After Thanksgiving (Black Friday) – No Lessons 
 
Dec 18 – Fall Semester ends 
 
Jan 11 - Spring Semester begins 
 
Mar 22-26 - Spring Break – Discuss lesson plans with your instructor – You may use this 
week for your flex  
 
May 21 - Spring Semester ends 


