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Spreading
the Mugic

Mission Statement

Our mission is to embolden, support and inspire teachers, students, musicians, and the larger community
to Spread the Music to the best of their strengths and talents. Each member is surrounded by passionate,
creative, attentive, and talented individuals who deeply understand the value of keeping music alive in all
capacities. Spreading the Music (LLC) provides individualized lessons catered to each student putting them
at the heart of their musical exploration. We strive to create a clean, professional and welcoming environ-
ment accessible to all ages, experience levels, instruments, styles, genders, races, ethnicity, religions, and
disabilities. It is our mission that each member is Spreading the Music and creating a community that
facilitates profound music appreciation, creativity, and innovation.

Slogan

Tell us your passion and we will start from there!

Our Address & Contact

2436 Valence St.
New Orleans, L.A. 70115

Next to Mojo Coffee. If you are standing in front of Mojo on Valence, walk left and make your most imme-
diate right down a beautiful bushy alley way. Entrance is invitation only to new clients and teachers. Admin-
istration or teachers are provided with a key to allow themselves in when they have scheduled lessons,
classes, or rehearsal. Passcode is periodically reset for security purposes. Administration will provide prompt
in house updates to passcode changes.

Parking
Street Parking. Usually you can find a spot on Freret Street. There is also a free parking lot on Jenna and

Freret a few blocks down called “Freret Street Parking”. Please do not park in the lot across from us or too
close to any one corner. We have seen a few cars get towed.
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Primary Contact

Main Phone (504) 582-9834

Billing / Owner (504) 509-5393

Scheduling (504) 509-5070

Main Email info@spreadingthemusic.com

Billing Email billing@spreadingthemusic.com
Official Website www.spreadingthemusic.com

Owners Direct Email crawford@spreadingthemusic.com
Social Media

Facebook www.facebook.com/spreadingthemusic
Instagram @spreadingthemusicnola

School and Office Hours

School Hours: 7 Days a Week 9:00 am- 8:00 pm
Office Hours: Monday through Friday: 11:00 am-6:00 pm, Saturday & Sunday 11:30am-2:30pm

By Appointment Only. Lesson or Rehearsal Confirmation is required provided by administration or assigned
teacher.

Best Time to Contact

Best time to call for new students, parents, new and current lessons and rehearsals, billing and social media
is 11:00 am-6:00 pm Monday through Friday to our administration phone number (504) 509-5070. Direct
email to owner Candace Crawford is ccconservatory@gmail.com. Call or text 504-377-7823 for emergencies
or pressing matters with a defined time restraint.

Teacher Contractors / Studio Rental System

Teachers at Spreading the Music LLC are independent contractors, receive 1099-MISC and must pay rent

on each student to teach. Spreading the Music defines an independent contractor as “the payer has the
right to control or direct only the result of the work and not what will be done and how it will be done. The
earnings of a person who is working as an independent contractor are subject to Self-Employment Tax”.

Teachers using our classrooms acquire students through Spreading the Music, or they rent the classrooms
to teach existing students from their personal private studio. Spreading the Music is a space where teachers
can run their private music studio in a central and professional location, with all the resources they need to
be an outstanding teacher. Teachers will be assigned to teach weekly 30, 45, or 60-minute lessons on a
weekly basis and required to conduct themselves in timely professional manor. Teachers can lead larger
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classes or rent the space for personal practicing or rehearsals. As independent contractors, teachers control
their own schedule, how they run their classroom, and their rate.

Any student acquired and paired to a teacher by Spreading the Music administration must be retained at
the school and a new teacher will be provided. If a teacher wishes to discontinue teaching/renting, the
manager or administrative assistant must be informed 60 days before to find a replacement teacher and
assist the student in the transition. Students brought through personal means, may choose to follow the
teacher if they wish. “Personal means” is defined as direct contact to the teacher via email, text, phone call,
in-person, Facebook, or other personal social media sites that are not directly associated with Spreading
the Music LLC. Teachers may not teach registered Spreading the Music students in their home or any other
location outside of Spreading the Music unless thoroughly reviewed by owner. Renting rooms for teaching
not only gives the teacher control of their classroom, but also shows your commitment to your student’s
time. Parents/ students pay just like teachers to understand that this is a joint commitment to music and
learning.

Procedure of Receiving New Students

If a student comes to the school:
1. The manager will receive envelope information about the student, including name, contact, age,

experience, lesson length, at least three ideal days and times, and basic musical needs though the
www.spreadingthemusic.com, direct phone call or email.

2. The manager will pair the student with a teacher based on their availability and their instrument.

3. Personal back end email or phone confirmation between the manager and the teacher confirms set
lesson day and time.

4. An Official “Spreading the Music Lesson Confirmation” between manager, parent/ student, and
teacher confirms date and time and their official first lesson. Included in this email will be direct

contact information for future make-ups or cancellations, billing, parking, concerts and events.
5. Manager adds lessons to Acuity Scheduling Software and teacher is assigned a room.

6. At first lesson, teacher meets new student and parent ideally 10 minutes before lesson. At first
lesson, teachers must give new student the “Spreading the Music Registration” form to complete
payment registration.

7. Teacher must update Acuity Scheduling Software with appropriate information thereafter.

8. Student s billed for that month after their first lesson. Student and teacher will be prorated if staring
in the middle of the moth.

9. Student or teacher can discontinue at anytime as long as administration and the teacher is aware
before the 1% of the month.
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If a student comes to you:
1. Teacher provides manager envelop information about the student's lesson date, time, and their

rate.

2. At first lesson, teacher must give new student the “Spreading the Music Registration Form”

3. Manager adds first lesson to Acuity. Teacher must update the Acuity Software thereafter.

4. Students are billed for that month after their first lesson and must pay by check to the school. They
will be prorated if starting in the middle of the month.

5. Teachers can choose to continue to be paid directly from the parent. The teacher will then be in-
voiced for studio rental.

Floor Management and Acuity Scheduling

Acuity Software (www.acuityscheduling.com) is used for floor management and safety. It is used to inform

the manager and teacher when a room is available or occupied for a lesson, practice/studio space, or music
class. All initial lessons are scheduled by the manager or administrative assistant. It is the responsibility of
the teacher to record any schedule changes, and the schedule must be updated immediately. When a room
is booked, only the registered teacher, student or community member is entitled to full private access and
use for the allotted time. If a student wishes to change their lesson time or discontinue lessons, please
inform the manager for record. Teachers and admin will receive an official login information from the owner
to access the website.

Spreading the Music Rates

Official rate for incoming students/parents looking for private music lessons who call or

email the school directly:
$20.00 Annual Registration Fee to All New Student, Renewed on September 1°

$120.00/m for weekly 30-minute music lessons (scheduled school closings included)
$180.00/m for weekly 45-minute music lessons (scheduled school closings included)

$225.00/m for weekly 60-minute music lessons (scheduled school closings included)

Monthly Studio Rental Fee Per Month Minimum:
$215.00/m

Teacher studio room rental rate rental rate for new and existing students
$7.50 per 30-minute lesson OR $30.00/m for each 30-minute student

$11.25 per 45-minute lesson OR $45.00/m for each 45-minute student

$15.00 per 60-minute lesson OR $60.00/m for each 60-minute student
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Rehearsal Space Rental
$20.00 per Drop-In 3 Hours Rehearsal for Individual Practicing

$40.00 per Drop-In 3 Hour Rehearsal for Band Members 2 or more
$80.00/ m for Unlimited Rehearsals (quaranteed 4) + $20.00 One-Time registration Fee

Payment Types Parents and Students use:

1. Square Automatic Billing (Charge Visa, Master Card, Discover or AMEX Credit or Debit card on
the 1% of the month. Please fill out attached for to sign up.)

2. PayPal (billing@spreadingthemusic.com)
3. Square Invoice/ One Time Payment (For Package Lesson deals, due at the time your first les-

son)
Check (Due within the first week of the month)

5. Cash (Due within the first week of the month. Must be placed in a sealed envelope with your
name, student name, date, and teachers name)

Ideally, automatic billing works best for us to ensure that our teachers get paid in a timely matter. Attached
is our Card Authorization form, please fill this out at your earliest convenience. You should be able to fill it
out right on the PDF, save it and send it back. You may also write a check each month though we must
receive it within the first week of the month. Checks must be written to Spreading the Music. There is a blue
box in the office in the back of the school to place checks or cash. Please allow at least 3 days for checks to
be successfully debited from your account. If you think you will be unable to attend your lesson your first
week due to illness or family emergency after giving your teacher 24 hours' notice, just give us a call and
we can do a one-time payment by card over the phone. If no notice is given, a late fee of $30 will become
due and payable before starting your next lesson. If overdue payment becomes a habit, we will ask for you
to switch to Automatic Billing or try our Package Lesson option.

Payment is a monthly installment on a yearly tuition with an average 4-week month. We charge per
month, not per lesson. Lessons at Spreading the Music are on a monthly contract. Although we are closed
for four weeks out of the year, there are some months where there are 5 Mondays, 5 Tuesdays, 5 Thursdays
etc... (any month with 31 days), so it does round out with consistent lessons. To receive the maximum
amount of lessons with marked improvement in student progress, a student must be enrolled for at least a
year. Usually, it works out to be 30 minutes 30 dollars, 45 minutes 45 dollars, and 60 minutes 56 dollars.
We do not prorate due to the school being closed. You will not be credited back lessons you do not receive
when Spreading the Music is closed including lessons you choose to opt out of for the summer, holidays
and/or personal reasons. If you suspect that you will be gone for the summer or a few weeks during the hol-
idays, we must know before the 1% of the month to adjust your official monthly rate.

We also offer Package Lessons. This option is the most flexible with your schedule. The only prerequisite is
that you must be on automatic billing for one month. So, say if you go on vacation or plan on only having
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only 2 lessons one month, but the full four the next month, you will have the option to do so. After your
first month, you can pay for 4, 8, or 12 lessons to use at any time your teacher is available. They are only
valid for up to a certain time for 2-6 months depending on your plan. This option is a tad costlier out of
respect to the teacher.

How Payout to Teachers is Calculated

When students come to the school or students approach the teacher directly, all billing is paid directly to
Spreading the Music (LLC). Payment is collected within the first two weeks of the month either by check,
cash, Automatic Billing through Spreading the Music’s POS, Square, or PayPal. Depending on how long the
lesson is, a small percentage is deducted for administration fees and building maintenance, then another
deduction for teacher studio room rental. The remaining balance is then paid out to the teacher. After
teacher payout is completed, teachers receive a receipt for proof of rental payment to the school. Teachers
are paid by check or Square Direct Deposit by the 3™ Friday of every month. Teachers will receive a 1099 if
paid over $600 by January 31, 2022.

Payout Process

Parents Pay School - Admin Fee and Building Maintenance - Teacher Studio Rental (Min. $215.00) =
Teacher Payout

(-) = minus

If a student starts in the middle of the month, the parent and teacher's payment is prorated to match the
number of lessons completed in that month. Payout then resumes for the complete month thereafter. In
the rare occasion where the parent prefers to pay the teacher directly, the teacher is then invoiced the
teacher studio room rental and the teacher pays the school directly. In most cases, Spreading the Music will
deduct the rental amount automatically with no money exchange.

Setting Your Own Teacher Studio Rate

Teachers may set their own rate. If a student approaches a teacher directly by personal means, they may
tell them their personal studio rate and teach them at the school. The student/parents must fill out the form
entitled “Spreading the Music Registration” and must pay by check or cash only to honor the rate. This
form can be found in the Spreading the Music office and inside each classroom. From there, rent will be
deducted automatically without admin fees or building maintenance, and the teacher will be paid along
with their other students. If a parent or student wished to be on automatic billing, a convenience change
will be added to the teacher’s rate. Teachers may default to our school's rate at any point.

School Closing/Cancellation/ Extended Absence

We are closed for the holidays one week in Thanksgiving, two weeks for Winter Break, and one week for
Mardi Gras. Other than these times, we are open. Spreading the Music does not follow the same school
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calendar as other private, public or charter schools. Please note that we are sensitive to all family matters,
religious and secular holidays and understand if you need to miss a lesson or rehearsal for any reason. Let
us know within 48 hours and we will try to schedule a make-up or find you a sub.

If you suspect that you will be out for more than 2 weeks you must let us know ideally before the 1st of the
month and copy the owner Candace Crawford at crawford@spreadingthemusic.com If you go on vacation

or travel often, our Package Lesson payment plan might be a better option for you. It is the most flexible
with your schedule and you can have your lessons as you are available for a limited period.

Student Cancellations

Parents/students must contact the teacher directly if they need to cancel, are running late, need to schedule
a make-up or change lesson times. Spreading the Music needs at least 24 hours’ notice to honor a make-
up and will not refund a missed lesson. If the parent/student is going to be missing lessons for two weeks
in a row or more, also inform the school.

Subbing and Make-Up Lessons

Teachers are responsible for all cancellation and make-up lessons and must inform students at least 48
hours prior. Any changes are handled strictly between the teacher and the student/parent. Spreading the
Music does not control a teacher’s personal schedule outside of scheduled school closings. Teachers are
not required to make up lessons when the school is closed. All students are teachers will be given both
email and phone number at the time of their initial lesson. If a cancelation or a make-up occurs. Acuity
Scheduling Software must be updated. If a teacher is going to be out due to illness, tour, family emergency,
etc. for 2 weeks or more, a sub should be provided to the student. It is the responsibility of the teacher
to find a replacement for them while they are away. Once a sub is found, the teacher must inform the
manager and will adjust teacher payout.

Renting Space for Practicing or Rehearsals

Spreading the Music rents out rehearsal space to the public for both individual practicing and band re-
hearsals. Our drop-in rate is $20 for a three-hour timeslot or $80 for unlimited rehearsal space for the
month. Sign-up is as easy as going to our website, where the public can sign-up, schedule themselves and
pay all in the same place. Teachers receive a 50% discount on these rates and are more than welcome to
practice here on campus. Teachers can also sign up for practice space by emailing info@spreadingthemu-

sic.com Note that rehearsal space rental is different than teacher studio rental, this is for instrument/band
practice only, no lessons involved.

Page | 8



Spreading the Music Outreach Program (STMOP)

Spreading the Music will be providing music and arts programs for schools interested and in need of crea-
tive enrichment opportunities for their students. STMOP teachers will be hired through Spreading the Music
and will receive a fixed rate per class. These classes will be one hour long with a range of 10-25 students.
Depending on the program chosen by the school, there will be between 1 and 5 classes taught weekly. All
COVID-19 guidelines will be followed in conjunction with each school policy.

Group Classes

Classes are offered once to three times a week for 45 minutes, 60 minutes, 90 minutes, or 120 minutes long.
Rates range from $5-$20 per class. This rate is charged monthly. For Example, a parent or student who is
enrolled for a class which is @20 per class would be charged $80 a month. Class rates are flexible, subject
to change and dependent on the teacher and the number of resources required to run the class. Rent is not
collected from teachers who teach a class. Any income collected from student attendance is split 50/50 with
the school.

Create a New Class: All new classes go through a one-month pilot period. Teachers will interact directly with
the manager or owner and actively create lesson plans and curriculum. Throughout this pilot, teachers may
be given Spreading the Music students to try their new lesson plans, challenge their success rate and reflect
in moving forward. Teachers will be paid a stipend for the work they put into creating the course.

Off Campus Lessons

Outside our regulated Spreading the Music Outreach program going out to schools, Spreading the Music
does not contract teachers to go to parents and students home without special permission. Teachers must
speak to the owner Candace Crawford direct and sign a contract before teaching the student outside of the
Spreading the Music Campus.

Spreading the Music LLC will not be held responsible for a of lack equipment, transportation, and/or inad-
equate immoral practices that may occur. It is the teachers full responsibly to provide professional instruc-
tion to the student, any poor instruction is not a reflection of Spreading the Music Curriculum, The teacher
is required to follow Spreading the Music’'s 2021 Covid-19 Safety Protocol at all times while on the premises.

Routine Teacher Monthly Schedule Check

Spreading the Music teachers are responsible to keep a consistent and updated scheduled. To be in good
standing, go to www.spreadingthemusic.com/backend to fill out our "Teacher Schedule Check-In" by the
2" week of the month. This form is to keep accurate payroll. We us this document to cross check with
parents to ensure they have paid for lessons provided. Without this document, teachers cannot be guaran-
teed a complete payout.
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Parents Contract to Spreading the Music

***] authorize Spreading the Music LLC to deduct Monthly Payments for weekly music lessons if I am en-
rolled. I must pay the $20.00 Registration fee to secure my time slot. If I wish to make any changes to
automatic billing or discontinue lessons, I will let the administration know before the 1% of the month and
will contact owner Candace Crawford at ccconservatory@gmail.com or crawford@spreadingthemusic.com

directly and not only my primary music teacher(s). Payment by check, Square Invoice, PayPal or Cash must
be received by the Spreading the Music no later than the 7™ of the month or by my first lesson of the month.
Iunderstand that Spreading the Music does not offer refunds after being charged on the 7th and only offers
credit towards lessons. I understand that lessons are paid by the month and not per lesson. Although les-
sons are on a monthly contract, I understand that to receive the maximum number of lessons and benefits
of Spreading the Music Lessons it is suggested that I am enrolled for a least a year. I can discontinue at any
time after a month is completed. I will give administration 24 hours’ notice that I am unable to complete
payment by the 7™ of the month without penalty. A one-time payment by card over the phone is acceptable
or a check by your next lesson. If no notice is given, a late fee of $30 will become due and payable before
starting your next lesson. If payment is overdue after 2 months, Spreading the Music will ask for you to
switch to Automatic Billing or try our Package Lesson option. I must update Spreading the Music Directly if
my payment information has changed, is closed, or needs updating. I will inform my teacher directly if I will
be running late or need to cancel and understand to receive a make-up lesson, I must give my teacher at
least 24 hours’ notice.

COVID-19 Protocol

As of July, 4 2021 Spreading the Music's policy is if children must wear masks, adults need to wear masks
regardless if both teacher and parent are vaccinated. This pertains to all common spaces and hallways.
Exceptions can only be if two fully vaccinated persons 12 years or older two weeks after 2" dose are in
the same room during a lesson. Only they may safely remove their masks while in their lessons. Vac-
cinated persons must put mask back on while in the hallway.

Although proof of vaccination is not required at Spreading the Music, please hold yourself to your highest
truth when ensuring the safety of your students and fellow persons and keep your mask on at all time if
unvaccinated. If you or your student becomes infected by Covid-19 or any infectious illness all parties
must return home, safely quarantined, and recover swiftly. The most responsible action is to offer online
lessons to protect ourselves and continue Spreading the Music without missing a week.

Standard COVID-19 steps below. This policy will change when vaccines become available for ALL persons
5 years and older.

1. Fill out the “The Spreading the Music Coronavirus Screening Questionnaire”, this applies to
all individuals who step inside of Spreading the Music regardless if you are the one having the
lesson. It only takes 1 minute and is our contact tracing shield of armor.
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Wear a mask. It is required to wear a mask when entering the building and leaving the building.
This applies to all teachers, parents, and students.

Use hand sanitizer or wash your hands immediately upon entering.

Wipe down used equipment after use and leave door open for ventilation.

School Policies & Teacher Contract

10.

11.

12.

No smoking or drinking in or around the facility.

Teachers must show up to their lessons a minimum of 5 minutes early to set up their classroom to
teach their lessons.

Teachers must teach all scheduled lessons which is an average of 4 lessons per month. Teachers
must provide parents a recommended 7 days’ notice (minimum 48 hours) if they will be unable to
teach a scheduled lesson and must provide a make-up lesson at earliest convenience.

Any changes that occur after the initial scheduling, such as cancelations, make-ups, changes in
lesson times, or discontinuation, are the responsibility of the teacher and must be updated imme-
diately on Acuity.

Keep your room clean.

Return all method books to the Spreading the Music Library after use. Pages may be copied out of
our in-house Spreading the Music method book collection, though parents/students must be
prompted to buy books after their third lesson.

Do not share the Spreading the Music key with anyone not affiliated with Spreading the Music LLC.
If first to enter the school, turn on all lights.

When leaving the school, check in all rooms and inform a fellow teacher or STM admin that you are
heading out. If you are the last to leave, turn off all lights and lock the door behind you.

Only give students/ parents who have scheduled lessons at Spreading the Music the passcode to
the main entrance.

Teacher who have officially signed out the room on Acuity have complete rights to that room. A
teacher who is practicing or rehearsing in a room that is not signed out will be asked to move or
vacate the room.

Request Office Supplies and Method books on the clipboard as needed. Supplies will not be bought
unless requested.
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13. Teachers may not teacher students under the age of 5 at Spreading the Music. They either may be
taught at the teachers’ personal studio or passed to “Kindermusik with Madeline” to join the official
Kindermusik Program.

14. Teachers must provide 30 days’ notice if they no longer wish to teach at Spreading the Music. All
students provided by Spreading the Music administration will be found a new teacher. Teachers
may not continue to teach Spreading the Music students if they discontinue teaching unless the
parent or student decides to leave the school.
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Spreading the Music

2021-2022 Payment Calendar

These are the dates teachers and admins will receive direct deposit into their registered bank account.
Please note, you may also receive check or PayPal payments.

January 2021 Payout
Mardi Gras Break 2021
February 2021 Payout
March 2021 Payout
April 2021 Payout

May 2021 Payout

June 2021 Payout

July 2021 Payout
August 2021 Payout
September 2021 Payout
October 2021 Payout
November 2021 Payout
Thanksgiving Break 2021
December 2021 Payout

Winter Break 2021

January 2022 Payout
Mardi Gras Break
February 2022 Payout
March 2022 Payout

April 2022 Payout

2021
Friday, January 22
Thursday, February 11- Wednesday, February 17
Friday, February 26
Friday, March 26
Friday, April 23
Friday, May 28
Friday, June, 25
Friday, July 23
Friday, August 27
Friday, September 24
Friday, October 22
Friday, November 19
Monday, November 22 - Sunday, November 28
Friday, December 17

Monday, December 20- Sunday, January 3, 2022

2022
Friday, January 21
Wednesday, February 23- Tuesday, March 1
Friday, February 25
Friday, March 24

Friday, April 22
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