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OVERVIEW___________________________________________________________________________________________


This Handbook is a reference manual to provide faculty and administration with general information about relevant 
school policies and procedures. It is intended as a supplement and a guide, not a definitive legal document. The 
information in this handbook is correct as of the date of publication. The provisions and policies contained herein 
may be modified, substituted, and deleted at any time with appropriate notification. 


This Handbook is intended to be used in conjunction with the school’s website. All faculty members, full-time and 
part-time, are responsible for being familiar with the contents of both documents. 


Website: www.playhousejuniors.com  
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Responsibilities 
T h e f a c u l t y i s t h e e x p e r t 

professional body charged with 
devising, developing, and evaluating 
the academic programs, under the 
leadership of the Director and within 
the framework of the school’s 
educational mission and goals. 


Teachers are the persons qualified 
by training and experience to guide 
overall educational policy and its 
implementation.  


Membership in the teaching 
p r o f e s s i o n c a r r i e s w i t h i t 
responsibilities for the advancement 
of knowledge, the intellectual growth 
of students, and the improvement of 
society. Each faculty member must 
order and evaluate his/her activities in 
terms of his or her commitment to 
these goals, as well as in terms of his 
or her personal and professional 
development. Moreover, a member of 
The Neighborhood Playhouse Junior 
School faculty has a special obligation 
to understand the nature of this 
particular institution and to appreciate 
its unique characteristics and its 
philosophy and objectives. Teachers 
should want to improve the intellectual 
and practical effectiveness of the 
school by willing and thoughtful 
participation in its governance. 


Good Teaching Practices 
Teaching is the primary and 

central activity of the Neighborhood 
Playhouse and the Neighborhood 
Playhouse Junior School. The quality 
of its teaching is the chief determinant 
of the school’s success or failure in 
fulfilling its mission. The school 
endorses the fol lowing “Seven 
Principles for Good Practice in 
Undergraduate Education,” which 

have been fo rmu la ted by the 
American Association of Higher 
Education:  

1. Good Practice Encourages 
Student-Faculty Contact.  
Frequent student-faculty contact in 
and out of class is the most 
impor tan t fac to r i n s tudent 
motivation and involvement. Faculty 
concern helps students get through 
rough times and keep on working.  

2. Good Practice Encourages 
Cooperation Among Students 
Learning is enhanced when it is a 
team effort rather than a solo race. 
Good learning, like good work, is 
collaborative and social, not 
competitive and isolated.  

3. Good Practice Encourages 
Active Learning 
Learning is not a spectator sport. 
Students do not learn much just 
sitting in classes listening to 
t e a c h e r s , m e m o r i z i n g p r e -
packaged ass ignments , and 
spitting out answers. They must 
talk about what they are learning, 
practice it, relate it to their past 
experience, and apply it to their 
daily lives. They must make what 
they learn part of themselves.  

4. Good Practice Gives Prompt 
Feedback 
Knowing what you know and don’t 
know focuses learning. Students 
need appropriate feedback on 
performance to benefit f rom 
courses. In classes, students need 
frequent opportunities to perform 
and receive suggest ions for 

improvement. At various points 
during program, students need 
chances to reflect on what they 
have learned, what they still need to 
k n o w, a n d h o w t o a s s e s s 
themselves.  
 


5. Good Practice Emphasizes 
Time on Task 
Learning to use one’s time well is 
c r i t i c a l f o r s t u d e n t s a n d 
professionals alike. Students need 
help in learning effective time 
management. Allocating realistic 
amounts of time means effective 
learning for students and effective 
teaching for faculty.  

6. Good Practice Communicates 
High Expectations 
Expect more and you will get it. 
High expectations are important for 
everyone. Expecting students to 
perform well becomes a self-
fulfilling prophecy when teachers 
a n d i n s t i t u t i o n s h o l d h i g h 
expectations for themselves and 
make extra efforts.  

7. Good P rac t i ce Respec ts 
Diverse Talents and Ways of 
Learning 
There are many roads to learning. 
People bring different talents and 
styles of learning to school. 
Students need the opportunity to 
show their talents and to learn in 
ways that work for them. Then they 
can be pushed to learn in new ways 
that do not come so easily. 


Faculty
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Teaching Responsibilities 
T h e t e a c h i n g d u t i e s a n d 

responsibilities of faculty normally 
include:


• R e g u l a r a n d p u n c t u a l 
attendance at assigned course hours. 
Please arrive at least 10 minutes 
before the start of class;


• Careful preparation and planning 
for instructing assigned classes in 
accordance with course objectives;


• Prompt correction of student 
work assignments;


• Scheduled student conferences 
to review individual student progress, 
when applicable;


• Participation in development, 
evaluation and revision of course 
objectives and outlines, instructional 
strategies, and systems of evaluation 
of student progress;


• Familiarity with and adherence to 
school policies;


• Adherence to administrative 
procedures governing evaluations and 
progress reports. 


Faculty members shall show 
respect for the student as an 
individual and adhere to their proper 
role as guides and counselors. They 
shall endeavor to define the objectives 
of their courses and to devote their 
teaching to the realization of those 
objectives. Faculty members shall 
avoid any exploitation of students for 
private advantage and acknowledge 
significant assistance from them. 


R e s e a r c h & P r o f e s s i o n a l 
Development 

F a c u l t y m e m b e r s h a v e 
responsibilities to their disciplines and 
to the advancement of knowledge 
generally. To this end, they shall 
devote their energies to developing 
a n d i m p r o v i n g t h e i r g e n e r a l 
competence, and to remaining 
informed and knowledgeable about 
developments in the areas to which 
their teaching assignments relate. 


Academic Governance 
The Neighborhood Playhouse 

Junior School is strongly committed to 
t h e p r i n c i p l e s o f a c a d e m i c 
governance. These principles have a 
twofold purpose: (1) to assure that the 
faculty participates substantially in all 
decisions affecting academic matters; 
(2) to assure that the faculty have a 
voice in all administrative decisions 
directly affecting them. Attendance at 
and participation in all scheduled 
faculty meetings is requested. 


Advising and Tutoring 
There is no formal system of 

advisement in which students are 
assigned to specific faculty advisors. 
Informally, however faculty are 
expected to make themselves 
available to their students outside of 
class time to answer questions and to 
give advice and counsel. 


Faculty members are urged to 
r e m e m b e r t h a t t h e y h a v e 
responsibility to the whole person and 
should be sensitive to the stresses 
and concerns in students’s lives 
outside the classroom. They are not 
expected to solve these problems, but 
they should be prepared to refer 
appropriate students to the Junior 
School Director for further guidance. 


Teaching
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Academic Freedom 
It is the policy of the school that there should prevail an 

atmosphere of freedom and that there should be no 
political or religious propagandizing in the academic 
programs. Academic freedom, however, does not mean 
academic l icense. With freedom there must be 
responsibility for statements, speeches, and actions. 


Academic freedom is essential to the function of a 
school and involves both faculty and students. The 
principle of academic freedom is to teach and to conduct 
research. It also protects the student’s freedom to learn. 
Faculty members are responsible for providing students 
with the same kind of freedom which they claim for 
themselves, namely, the freedom to consider conflicting 
views and to make their own evaluation of data, evidence, 
and doctrines. Furthermore, faculty members have a 
responsibility to maintain an atmosphere conducive to 
intellectual inquiry and rational discussion. 


It is not the responsibility of a faculty member in a 
democracy to indoctrinate students with ready-made 
conclusions on controversial subjects. The faculty member 
is expected to train students to think for themselves, and 
to provide them access to those materials which they need 
if they are to think intelligently. Hence, in giving instruction 
upon controversial matters the faculty member is expected 
to be of a fair and judicial mind, and to set forth justly, 
without suppression or innuendo, the divergent opinions of 
other investigators. 


No faculty member may claim as a right the privilege of 
discussing in the classroom controversial topics outside 
his or her own field of study. The faculty member is morally 
bound not to take advantage of his or her position by 
introducing into the classroom provocative discussions of 
irrelevant subjects not within the filed of his/her study. 


Academic Administration 
The Junior School Director oversees the Junior School 

and her responsibilities encompass all matters related to 
the curriculum and to the faculty, including the following: 


• To provide leadership to faculty;

• Supervise the teaching activities of the faculty to 

insure that academic policies and procedures are being 
properly enforced;


• Evaluate the Junior School department periodically 
and submit a written report to the Executive Director of The 
Neighborhood Playhouse;


• Insure that course outlines are current and being 
followed; 


• Advise students;

• Participate in orientation of new students;

• Orient new instructors;

• Observe and evaluate all faculty meetings;

• Maintain inventory of equipment and instructional 

aids/resources, repair and replace equipment as needed;

• Encourage faculty development;

• Schedule classes and make faculty teaching 

assignments. 


Music: Junior School Files/Library, 5th Floor 
It is important that music faculty be familiar with the 

resources contained in the 5th floor file cabinets 
designated for the Junior School (5th floor landing). In 
these cabinets faculty will find 


• Sheet music

• Compilations

• Bound music books

• Show books


Scenes: Junior School Files/Library, 3rd Floor Faculty 
• Scene books and plays

• Two persons scenes (girl/girl, boy/girl, boy/boy)

• Three person scenes

• Monologues for girls and boys

• Full-length plays

•Musicals 


If music is needed, please ask Carmen to see if the 
music is available (with enough notice). A copy of music 
will be made with Reception on the ground floor. Copies 
will be put in your box or folder. Originals will be returned 
to Carmen. Please do not add any plays, sheet music or 
scripts to the library.


4th Floor Library 
Plays are available for checkout for Junior School 

faculty. There is also a children’s theatre section. The 
library is open on Saturdays between the hours of 
12:30-3:30pm. If there is something you need for your 
Saturday classes check out the book through the library 
assistant. The library is also open during the week Monday 
- Thursday, 9:00am - 4pm. 

Academic & Admin Procedures
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Course Outlines 
Course outlines are a means by which learning 

objectives and methods of assessing students are 
achieved. This information is made available to the 
students. Outlines for each course offered at The 
Neighborhood Playhouse are posted on the website and 
on file in the office. Course outlines are in effect a contract 
between instructor and student, specifying what each 
party is responsible for. They should be clear and 
unambiguous. 


Course outlines tell the students: 

• This is the purpose of the course -- why you are here;

• This is what you have to do to complete the 

requirements of the course;

• This is how you will be evaluated;

• These are the materials (text, etc.) that you will have 

to purchase or will be supplied with;

• These are some additional learning resources that 

you may find useful.


Course outlines should be updated annually.  
 
Allowing for the Next Class 

Instructors should be aware of the length of their class 
and of the time elapsed. Teachers should prepare to 
release on time, perhaps 1 minute before class to allow 
students to get to their next class on time.


If necessary, schedule a break in the middle of class so 
students aren’t exiting at random times and interrupting 
important class time.


 
Evaluations of Student Work 

Where applicable, each faculty member will be 
responsible for completing student evaluation forms.


The evaluation for each student should include a grade 
based upon the student’s ability to work to his or her 
ability, during the period evaluated, using:


A - Always

B - Most of the Time

C - Seldom

D - Never 

 These evaluations will be placed in the student’s 
official file and in accordance with the Family Education 
Rights and Privacy Act, students will be able to read their 
written evaluations.


 
Rules and Regulations 

A summary of the Student Rules and Regulations is 
included at the end of this Handbook.


Faculty attention is also drawn to Student Handbook, 
which provides the student with further information. A copy 
of the Student Handbook is available for faculty perusal in 
the office.  
 
Attendance 

The attendance policy is stated in the Student 
Handbook and in the Student Rules and Regulations. 


The following items apply to the maintenance of 
attendance books: 


• Please mark attendance books at the beginning of 
each class.


•Use P (present), A (absent), and L (late) indications. 

• No late passes will be given. The Junior School 

Director will keep track of lates and absences. Please allow 
late students to participate, although they may have to sit 
out for part of the class until appropriate to join in. Please 
use discretion. We are a Junior School and all students are 
expected to participate in activities upon arrival. When in 
doubt, contact the Junior School Director. 


• Faculty should report repeated absences to the 
office. Students are required to supply the office with 
reasons for absence. If the student does not appear for his 
or her first class in the morning and does not call in, the 
office will attempt to contact him or her by telephone. 


• Every attempt is made to encourage promptness and 
consistent attendance. 


General School Policies

Smoking Policy 
There is NO SMOKING allowed anywhere in the 
building or in front of the school. 
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Equal Employment Opportunity 
The Neighborhood Playhouse is 

an Equal Opportunity Employer and 
does not restrict employment because 
of race, color, religion, age, sex, 
national origin, or qualifications. The 
Playhouse will provide equal 
opportunities for all qualified 
individuals in every aspect of 
employment policy and practice. 


Any employee or applicant for 
employment who perceives that he or 
she has been treated discriminatorily 
on the grounds of race, color, religion, 
sex, age, national origin, physical or 
mental handicap, or veteran status 
may consult with or file a written 
complaint with the Director. 


Faculty Status 
Full-time faculty teach from 15-20 

hours per week with additional 
preparation time being presumed. 
Part-time and adjunct faculty teach 
less than 15-20 hours per week and/or 
less than 30 weeks per school year. 


New appointments to the faculty 
are under probationary status for the 
first three months, after which time 
permanent status may be given. 


Outside Employment 
It is assumed that a full-time 

instructor’s major commitment is to 
the Neighborhood Playhouse. Outside 
employment on a part-time basis is 
permitted if it does not interfere with 
the instructor’s ability to discharge his 
or her responsibilities. The Junior 
School Director and/or Executive 
Director should be informed of all 
outside employment 


For part-time teachers, it is 
expected that he or she obtains other 
employment outside of the 
Neighborhood Playhouse. 


However, it is also assumed that 
faculty at the Neighborhood 
Playhouse (full- or part-time) not 
solicit students to study in their private 
classes or other places of 
employment while that student is 
studying at The Neighborhood 
Playhouse. 


Evaluation 
The Junior School Director is 

responsible for faculty evaluation. 
Students are also given opportunities 
to evaluate their experience and 
teachers at the end of the summer 
and spring sessions (optional).


Termination of Employment 
The following procedures do not 

apply to new employees during the 
probationary period, who may be 
terminated without cause. 


Termination of an appointment 
before the end of a specific session 
may be effected only for just cause. 
Proper procedures are essential to 
ensure that the school and the 
employees are given due process in 
all situations. Each case should be 
evaluated on its own set of 
circumstances The following are 
grounds for dismissal: 


• Financial exigency or 
discontinuance of a program or 
department; seniority will be 
considered in such cases;


• Mental or physical incapacity 
which prevents the instructor from 
fulfilling the requirements of the 
position;


• Incompetence or inadequate 
performance of duties;


•Deliberate malfeasance (i.e., 
theft, assault, deliberate or serious 
violation of school rules or policies, or 
serious insubordination. 


In cases of serious shortcomings 
or major acts of misconduct, 
immediate dismissal may be 
recommended. In all possible cases, 
the Playhouse will make every effort to 
help the instructor improve by 
identifying specific weakness and 
allowing an appropriate period of time 
for improvement. The weakness and 
the conditions for continued 
employment will be identified and 
signed by the instructor. 


Resignation 
Employees should provide as 

much notice as possible of their 
decision to resign from employment. 
In some instances a letter in writing 
will be necessary. 


Substitute Faculty 
Emergencies do arise. If a faculty 

member knows he or she will not be 
able to teach his or her class on a 
particular day, a substitute may be 
used from the approved list of 
teachers and faculty. Please also 
inform the Junior School Director so 
she can assist in making other 
arrangements. 


Personnel Policies

Qualifications for Employment. 
Teachers applying for positions at 
The Neighborhood Playhouse should 
have previous teaching experience 
and professional theatre experience 
if possible. 

     Meisner Acting Teachers must be 
thoroughly trained in the Meisner 
approach and should have been part 
of the in-house Neighborhood 
Playhouse Acting teacher program. A 
letter of employment will be given to 
each faculty member specifying date 
of employment, title, salary, and area 
of specialization. A copy of this letter 
is placed in the instructor’s personnel 
file. 



 8

Grievance Procedure 
The school recognizes the right of 

employees to express grievances and 
to seek a solution concerning 
disagreements arising from working 
relationships, working conditions, 
employment practices, or differences 
of interpretation of policy that might 
arise between the school and its 
employees. 


The school encourages the 
resolution of grievances on an informal 
basis whenever possible. However, 
when a complaint cannot be resolved 
informally, the school provides for a 
formal review, which will seek a fair 
and timely resolution. No employee 
will be discriminated against because 
he or she elects to use a formal 
procedure described below. 


Excluded from this policy are 
complaints concerning: 


• wages and salaries

• terminations related to 

reductions in force (unless the 
terminations are alleged to be 
discriminatory in intent or effect) or to 
expiration of temporary or externally 
funded grants or contracts;


• performance-related dismissals 
during the probationary period of 
employment;


• school statements concerning 
policies and rules;


• falsification of application (or 
resume) for employment and other 
employment-related documents. 


All grievances must be initiated 
within thirty calendar days from the 
date of the action giving rise to the 
grievance. Normally, the grievance 
must first be discussed with the Junior 

School Director and if need be, the 
Executive Director. If this does not 
resolve the situation, a formal written 
grievance is submitted to the Director. 
The written grievance should include:


• Identify the policy or rule which 
is alleged to have been violated;


• Contain the concise statement of 
the facts surrounding the grievance;


• Contain the remedy sought. 


The Junior School Director and 
the Executive Director will meet with 
the individuals involved and reach a 
decision within ten working days from 
the date that the grievance was filed. 
If additional time is needed, the 
grievant will be notified in writing of 
the reasons for the delay, and when a 
reply can be expected. The decision 
of the Executive Director will be final.  


Access to and Maintenance of 
Personnel File 

Information in personnel files is 
regarded as highly confidential and 
dissemination of information from 
personnel files will be monitored so 
that only those parties authorized by 
the employee, approved 
administrative, or legally warranted, 
receive it. 


The individual personnel file will 
include, but not be limited to, the 
following: 


• A copy of the faculty member’s 
letter of employment;


• Documentation of all earned 
degrees and diplomas;


• A curriculum vitae or resume;

• Information relating to the faculty 

member’s academic and professional 
accomplishments submitted by the 

faculty member or places in the file at 
his or her request;


• Copies of rating and evaluations 
of the faculty member’s professional 
performance made by students, 
peers, and supervisors.


Only such information as is 
germane to the person’s employment 
with the institution shall be retained in 
these files. Examples of this type of 
information are: 


• Information pertaining to bona 
fide occupational qualifications;


• Service on school committees, 
councils, and task forces;


• Behavior and discipline matters;

• Personnel actions such as 

appointment, change of status, and 
reappointment;


• Professional development 
activities;


• Awards, elected offices, service 
to outside or organizations and 
professional associates. 


The employee shall have the right 
to inspect his/her file and to have a 
copy of any document in the file. 


Personnel Policies cont’d
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Sexual Harassment  
The Playhouse is committed to maintaining a humane 

atmosphere in which individuals do not abuse their 
personal authority or power in interpersonal relationships. 
More specifically, the faculty, staff, and students of the 
school will not condone actions and words which a 
reasonable person would regard as either gender 
discrimination or sexual harassment. 


Sexual harassment is defined as any unwelcome 
sexual advances, requests for sexual favors, and other 
verbal or physical conduct of a sexual nature when (1) 
submission to such conduct is made either explicitly or 
implicitly a term or condition of an individual’s 
employment, (2) submission to or rejection of such 
conduct by an individual is used as a basis for employment 
decisions affecting such individual, or (3) such conduct has 
the effect of unreasonably interfering with an individual’s 
work performance or creating an intimidating, hostile, or 
offensive working environment. 


Complaints of sexual harassment should be made to 
the Junior School Director immediately. The Executive 
Director will be consulted. Every effort should be made to 
resolve problems on an informal basis. Prompt action will 
be taken on formal complaints, and a finding of sexual 
harassment will result in appropriate disciplinary action.  


Alcohol and Drug Use 
The unlawful possession, use, or distribution of illicit 

drugs and alcohol by students and employees is prohibited  
on school premises or as part of any of its activities. The 
school is a Drug-Free Workplace as defined by Federal 
regulations. Students or employees found violating any 
local, state, or federal law regarding the use, possession, 
or distribution of alcohol or other drugs will be subject to 
the full legal penalty, along with any appropriate school 
disciplinary action. 


Payroll 
Checks are made available every two weeks on 

Mondays. The payment period covered is the preceding 
two weeks. 


Advances 
Advances on salary are not available at this time. 


Vacation Time 
Vacation time (non-compensated) for full-time and 

part-time faculty member is the time between sessions and 
student recesses. There is a two week break from 
December to January. 


Student Rules & Regulations 
(Summary) 

1. Please sign attendance book in 
front reception office each morning 
before the first class. 


2. Notify the office immediately of 
the cause of lateness or absence 
from school or from individual 
class. 


3. Notify the office immediately of 
any change in address or phone 
number. 


4. Be responsible for all personal 
belongings. The school assumes 
no responsibility for personal 
property. 


5. Do not attend dance class 
without wearing appropriate dance 
attire. No jeans. 


6. Students will not be called to 
the telephone, or given phone 
messages, except in cases of 
emergency. Cell phones and other 
devises are not allowed in class.

7. The building is cleared by 

5:30pm. No students may remain 
after that time other than those 
involved in an evening rehearsal or 
in a production. 

8. When lunching, students are to 

use the assigned rooms on the 4th 
and/or 5th floors. Please dispose 
of all garbage in the appropriate 
containers. 

9.  Students are requested not to 

sit on the stairs between floors, or 
on the entrance steps to the 
school. 


10. Students are not to enter the 
first floor office, or gather in the 
front hallway. There is also no 
rehearsing or repeating allowed in 
the lobby. 


11.Students are not to use the 
elevator. 


12. Students must participate in 
all classes, except with a note.


13. Students must adhere to the 
rules of the school and teachers at 
all times. Abusive, bad, and rude 
behavior will not be tolerated. 
Rules of manners and decorum 
must be followed. 


14. Students must sign out upon 
leaving the building. 


Personnel Policies cont’d


