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Running a Teaching Practice
20th February 2021
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• Word of mouth

• Your own website 

• Social media

• Adverts in local magazines 

• Adverts in local shops / schools

• Local press (events you are running or student achievements)
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• Teacher lists in local music shops

• Professional memberships – listings on their websites and networking 
opportunities at events / conferences

• Web listings e.g. TutorPages, musicteachers.co.uk
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• If you don’t have a website in today’s culture, you are pretty much 
invisible!

• It does not need to be complicated

• See hand out from Rhiana on how to build a website
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• Samantha http://samanthakember.com
• Rebecca http://rebeccasingermanknight.com
• The Piano School http://www.thepianoschool.org.uk

• Rebecca says: 
I am a real website dummy, but followed the help guide on wordpress
and it seemed to work!
I also used the TutorPages website as they have good advice for 
increasing your rankings in search engines. 
My website tends to be top of any searches for teachers in my area and 
on average I get 2-3 enquiries a week directly from the site. 
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• It’s free!

• You can advertise specific events

• Easy place to ask for reviews

• It is where your target audience is ‘meeting’

• Advertise in groups for you local area

• Allows current students to easily link their friends to your business

• You do not have to put photos of students on there to use it successfully
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http://samanthakember.com/
http://rebeccasingermanknight.com/
http://www.ccpt.org.uk/
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• Referral bonus – if their friend starts lessons they get a discount or 
some other bonus

• Bring-a-Friend week! – an easy way to get new students coming to 
your studio and experiencing how fun lessons are

• Free tickets for student concerts for anyone who has come for a 
consultation / is interested in lessons – another easy way for them to 
see how great your lessons are

• Prize draw for students who write a review on your facebook page / 
google places page / for your website
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• ‘Building a Story Brand’ by Donald Miller – a very helpful framework 
on how to market your business

• Building a Story Brand podcast – particularly the first couple of series

• The Curious Piano Teachers – box on marketing for members

• Bethany Joy – a copy writer who specialises in small businesses
https://bethanyjoy.org
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• This is simply the process you go through when welcoming new 
clients into your business

• We all have one, even if we’re not aware of it

• First impressions are powerful! We need to be aware of how we are 
presenting ourselves to potential clients

• By deliberately designing it we can make sure we give clients an 
excellent first impression
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• Record contact details

• Age and ability level of student

• Details of prior experience

• Tell them about yourself

• Answer questions about fees

• Confirm where lessons take place
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• Have a consultation / trial lesson

• Confirm if they will be continuing with lessons

• Go through terms and conditions

• Sign contract
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• Initial email or phone call from prospective student - capture and 
document key information e.g. contact details, age of student, prior 
experience etc

• Email an Information Pack after initial contact that includes details about 
lessons, fees, location, parking arrangements, terms and conditions  etc

• Set up a consultation session
• Make sure the teaching environment and waiting areas are 

prepared - warm, welcoming, clean and tidy
• Everything needed to hand: good instrument and equipment, 

books, pencils, rubbers, ipad etc.
• CONSIDER YOUR PERSONAL SAFETY WITH A STRANGER IN YOUR 

HOME
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• During the consultation session
• Show them around the spaces available to them – make sure 

they know where the toilet is!
• Find out more about why they want to learn – personal goals
• Find out more about their prior experience
• Do some appropriate activities with them e.g. games, 

improvising, teach them a simple song etc
• Discuss a possible plan of progress

• Confirm if they are going to start lessons and sign contract
• During the consultation?
• After they have had time to think about it?
• Sign contract in person or use an online form e.g. jotform?
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• Send a welcome email confirming lesson day / time and any other key 
information

• Follow up email a month later to check how things are going
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• Be professional – let parents and students know they are in safe hands with 
you

• Provide what they want (in line with your Teaching Philosopy) – do you know 
why they are having lessons?

• Make their progress visible to them – exams, a curriculum, performances

• Provide opportunities for them to meet with other young musicians to give 
them a community and a sense of belonging e.g. group lessons, concerts, 
workshops, summer schools

• Continue to develop yourself

• Be professionally visible

• Celebrate students’ achievements as appropriate – at concerts, in 
newsletters, local newspapers, (appropriate) social media 
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• Be in line with your neighbourhood

• Consider the demographic of your area

• Bear in mind your qualifications / experience / level of 
professional development

• Don’t ONLY consider how confident you feel as a teacher -
Imposter Syndrome is not a good basis for deciding your 
hourly rate!
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• Professional memberships, professional development 
courses, conferences, concerts etc.

• Teaching repertoire/books; Business expenses e.g. paper, 
ink, postage

• Repairs to studio, cost and upkeep of instruments, 
computer, printer

• A percentage of household bills if teaching at home

• Insurance

• Find a local accountant who can give you advice 
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• You will need:

• Home insurance – make sure it covers you if you are 
running a business out of your home

• Public liability cover – automatic through Professional 
memberships

• Insurance for Inland Revenue tax inspection – automatic 
through Professional memberships
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• To be completed and brought to the course on Thursday 2nd

April 2020 

Proper documentation and record keeping are important in 
running an effective and professional business. 

They help you in:  
• increasing your professional standing
• attracting students who are suited to you
• making claims e.g. for payment
• defending yourself e.g. against false allegations
• protecting your students e.g. contact details in case of 

emergency, and any disclosures are recorded   
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My [Samantha Kember] aims are:
• To pass on my love of music and playing the piano.
• Help students to feel comfortable and relaxed so they feel able to 
learn.
• Teach something all students can play from the very first lesson.
• Develop a love of music that will last a lifetime.
• Make lessons fun and enjoyable so you want to keep coming back for 
more!

I believe piano lessons should be fun and inspiring so I teach a wide 
range of repertoire as well as playing by ear and improvisation.

The most important thing for me is to create a positive teaching 
atmosphere where people feel relaxed and therefore able to learn. So 
everyone is given a warm welcome and put at ease from our very        
first meeting.
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I [Rebecca Singerman Knight] am a graduate of …the UK’s leading 
professional development course solely for piano teachers. I aim to
Ø abide by the course’s ‘guiding principles’ 
o Ensure meaningful musical experiences 
o Establish musical concepts
o Develop pianistic skills
o Create a positive teaching atmosphere

Ø inspire a real enjoyment of music through the development of all-
round musicianship skills

Ø support students who want to enter exams when they are ready to 
do so

Ø not limit my teaching to the requirements of an exam, or ‘fast track’ 
a pupil through exams 
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• See the PTC Handbook Section 13: Other Academic Matters and Procedures 
for examples of Equal Opportunities, Disability and Special Needs, and 
GDPR Compliance statements

• Legally, you are expected to make “reasonable adjustments” to 
accommodate people with different needs

• You are not expected to be able to accommodate every difference – you 
can recommend a different teacher better suited to them

• You are not expected to go to great expense – e.g. putting in a wheelchair 
ramp

• ABRSM and MU both have online safeguarding courses
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Your name, qualifications, address and contact details

This Contract is for Piano Tuition given 
By (name and qualifications) …………………….……...................................
To (pupil/student’s name) …………………………………………………….
Ø Teacher commitment to student and parents 
} Student’s responsibilities 
} Parental responsibilities, and how to contact the teacher
} Terms of business
} Professional membership (EPTA UK) and Child Protection Policy 
This contract can be cancelled by mutual agreement.
Signed and dated:
Teacher…………………………………………………………………………………..

Pupil/Parent……………………………………………………………….……
…..……
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} Teacher commitment to student and parents 

The Teacher will 
Ø Teach the student according to a mutually drafted progress plan
Ø Give regular spoken or written reports of the student’s progress
Ø Be punctual in beginning and ending lessons
Ø Provide an appropriate teaching environment for students coming 

to the teacher for lessons.
Ø If teaching with the use of touch, will explain the type of touch 

and obtain permission in writing from pupil and parent. 
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} Student’s responsibilities

The Student (with parental support) will 
Ø Do the set homework
Ø Be punctual and bring the necessary books to lessons
Ø Not give performances, or enter for exams, without the consent 

of the teacher
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Parental responsibility, contact arrangements

The parent will 
Ø Provide an appropriate learning environment for a teacher visiting 

the student`s home
Ø Provide an appropriate piano/digital piano, stool, footstool (if required) 

and environment for practice
Ø Not expect any other responsibilities from a visiting teacher
Ø Email /text/telephone as soon as problems arise to arrange a 

mutually convenient time to speak. 
Ø Let the teacher know about any pre-existing medical conditions, 

allergies or medications to ensure the pupils’ safety.
Ø Provide two people’s contact details in case of emergency 

First emergency contact: 
Name and mobile number………………………………………..
Second emergency contact: 
Name and mobile ……………………………………...……………..
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}Terms of business

Ø Fees 
The hourly fee is £….... Lessons will be charged pro rata according to 
their length. 
Missed lessons will be charged at the usual rate. 
The teacher may, in some circumstances, agree to re-schedule the 
lesson.
[Or –especially if lessons are booked intermittently?]
If you need to cancel, 24 hours’ notice or the lesson fee is due

Period of notice to terminate the lessons is......................................

Payment schedule: Fees are to be paid at each lesson/at the 
beginning of an agreed number of lessons / at the beginning of 
each term or half term, or as stated below:

………………………………………………………
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} Professional membership and child protection policy

As a member of …, the teacher will adhere to the …Code of 
Conduct, Safeguarding and Child Protection Policy [a copy of this should be 
attached to your contract]

This contract can be cancelled by mutual agreement.

Signed and dated:
Teacher……………………………………………………………… 

Pupil/Student (if over 18)…………………………………………...

Parent (if Pupil/Student is under 18)……………….………….……
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Your name, qualifications, address and contact details
Invoice For [Name]                                                                                        Date

Fees for lessons (in advance): 
xxx (number) of lessons of  xxx minutes/hours @  £xxx                          
Total Lessons £XXX

Cost of agreed extras (in advance/areas)
Books: (title and price) 
Exam entry £XXX
Concert/Festival fees £XXX
Group lessons £XXX
Total Extras £XXX

GRAND TOTAL £XXX   (Terms: payment within 14 days, thank you)
Cheques payable to ………………………………………………........
Or electronic transfer: account number ………….sort code……..………

Received with thanks (signed and dated)......................
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