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Team meeting minutes 1.

Held 10am-1pm, Monday 12 May 2025
At Roxy Centre, 80 Anzac Highway, Everard Park

1. Welcome

Present Jo McDonald (Chair), Effie Saloniklis, Millie Garard, Camila Saraiva, Leanne
Albers, Alannah Talbot (arrived 10.20am)

By phone: Krystal Venables and Stella Page

Apologies Belinda Cooper, Anne Stewart

Absent Owen Gray
without notice

2. Mindbody Update

Jo advised that the planned switch from Zen Planner to MindBody as our new booking system was
scheduled for today, but has been delayed. MindBody emailed over the weekend regarding a change
in the person responsible for the data import, so the launch has been postponed.

Actions

Notify clients and all team members that Mindbody is not ready and we will continue Jo
using Zen Planner

3. Regular team meeting dates

The team agreed to hold future meetings on Tuesdays from 11am to 2pm.

Upcoming dates:

e Tuesday 12 August

e Tuesday 23 September
e Tuesday 11 November

Actions

Add meeting dates for remainder of year to your calendar/diary Everyone

4. New Team Member Introductions

New team members were introduced and shared their background:

o Effie — 35 years of experience, formerly ran her own school, background in strategic corporate
roles, holds a double degree in Education and Disability Studies.

e Alana—recent AC Arts graduate; teaches ballet, jazz, contemporary, and tap.

e Stella —recent AC Arts graduate; also teaches ballet, jazz, contemporary, and tap.

e Anne Stewart (apology) — Jo’s first hire in customer service, previous shareholder, returning as
Facilities Coordinator and Data Analyst.
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5. Accountability Discussion

We clarified the difference between responsibility (doing the task) and accountability (reporting on
it and ensuring follow-through).

Jo outlined her current workload across 10 team members, marketing, finance, IT, teaching, syllabus
development, etc. The team was encouraged to:

e |dentify issues early and report them appropriately.

e Familiarise themselves with policies and procedures on the Team Hub.

e Develop stronger communication pathways and identify who to contact in specific situations.

e Take proactive steps to be accountable, not just responsible.

Examples discussed:

e C(Class content completion
o Mixed-level difficulties

e Student absences

e (Class capacity issues

e Missed follow-ups (admin)

Note: Being accountable includes understanding policies in advance and knowing who to talk to
when problems arise.

Actions

Create a one page document to clarify first point of contact for communication on Jo
various issues

Visit the Team Hub webpage (www.dragonflydance.com.au/team-hub to review Everyone
relevant policies and procedures

6. Class program and class capacity

e Many classes are now at or near capacity (15 in Studio 1, 12 in Studio 2; tap classes = 15).
e People on waitlists and last-minute cancellations are becoming more common.
e Discussion included:

e Increasing class size limits carefully

e Using an enrolment system for classes that are regularly overbooked
e Ensuring safe dance practices

e Managing client expectations around space

e Possibly raising the waitlist cap from 3to 5

e Encouraging students to try different teachers and classes

Note: teachers are responsible and accountable for monitoring classes and reporting any issues
around too many or too few students

/. Video posting policy

e There is variation in how frequently teachers post videos from class in the Facebook group
e Benchmark is one video every 3-4 weeks
e Videos are helpful but shouldn’t replace class engagement or participation.

e Maintain balance; videos should supplement, not replace, in-class learning.
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e Teachers need to give students every opportunity IN class to learn the movements and
combinations

e Teachers should ensure students aren’t relying solely on video.

8. Student Showcase

A significant portion of the meeting focused on planning for the upcoming Student Showcase:

Class and performer registrations

There is a two stage registration process:
e (Class registration (ends 30 May)

e teachers gauge interest from class members to determine if there are enough dancers to
make it viable for the class to perform

e Use this month to advocate for performing, inspire them, and reassure them about any
concerns

e Advise Jo by 1 June which of your classes are performing

Performer registration (July and August)

e Individuals who want to perform will fill in the online performer registration form

e There will be an information booklet shared with dancers before registrations open and an
information sessions

Choreography

At this stage, teachers are to focus on teaching choreography and movement combinations that will
be used in the dance, but not yet setting the dance to the music

Reasons for delaying setting choreography yet:

e sothat dancers don’t get sick of the showcase dance by November (particularly those who are in
the class and decide not to perform) and

e sothatitis still possible for any new dancers who join us between now and performer
registrations to be involved

Costumes

Principles for costuming are that we aim to ensure dancers of all body types feel confident in their
costume, and to keep costs down, and to reduce administrative overload.

Options include

e use items from our extensive costume collection (stored in the drawers under the stripy chairs
and under the desks in the kitchen area

e dancers bring their own existing items of clothing which adhere to a theme, such as a colour
theme, and potentially dress them up with inexpensive accessories

e purchase costumes which the teacher or a member of the class may order and the class
reimburses them

e the class may like to make their costumes, and have a sewing bee at the studio.

Costume fee

e Generally dancers will pay no more than $20 for their costume (either a hire fee for items from
our collection, or purchase of accessories or inexpensive clothing.

e [f the class wants something more extensive and ALL members are happy to pay that fee, that is
also possible.

Costume design
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e Teachers are responsible for coming up with their costume idea, consulting with their class, and
running the final idea past Jo to ensure it is acceptable.

e Teachers are advised to make sure dancers don't try to take control and make decisions around
costumes without the teacher.

Fee structure

o Performers will pay a fee for participation:

e 540 registration +5$10/dance for additional dances,

e 520 video and photography fee

e costume fee (no more than $20 unless agreed by all of class)

Actions

Email Jo (jo@dragonflydance.com.au) by 1 June to confirm which of your classes will Teachers
be performing

Begin costume planning and consultation with dancers Teachers

Promote getting involved in the showcase in class Teachers

9. Intensives

The Ballet Intensive in April over two days this year did not attract more dancers, and did not bring
in sufficient revenue to justify having a second day. This may have been due to school holidays.

The Theatre (jazz and tap) and Contemporary intensives originally scheduled for the June and
October long weekends will be rescheduled to a Sunday on a non-public holiday weekend to support
better attendance and avoid holiday conflicts.

The purpose of the intensive program was clarified:

to generate revenue that will contribute to operational costs of the studio.

to attract new students

to provide extra experiences for existing students

to provide an opportunity for Dragonfly teachers to do something outside of the syllabus and regular
class program

There was a discussion around social media to attract new students. Jo advised that she had moved
away from organic social media for marketing as it was time consuming and didn’t gain much
traction. In the last 18 months, the focus has been on digital advertising on Facebook, Instagram,
and Google, and this has resulted in new students and grown our social followings significantly more
than organic social media had.

10. Meeting close and next meeting

The meeting closed at 1:30pm after a short extension from the scheduled finish at 1:00pm.

Next meeting:
1lam-2pm, Tuesday 12 August

Reminders for all feam members:

e Add meeting dates to your calendar.

Review Team Hub policies and procedures.

Be proactive in communication and accountability.

e Monitor and report on class capacity and engagement.
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e Balance video content with class learning.

e  Watch for updates on MindBody transition.

e Stay involved with Showcase and Intensive planning.

e Ensure costume plans are underway and all performers are registered.

e Read the Showcase Teacher Info Booklet.

e Prepare to support dancers with showcase fees, costume coordination, and timely registration.
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