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Introduction 
Given the nature of how Move Through Life operates, with team member often working 

independently, and infrequent opportunity to communicate face-to-face, written 

communication (via email, SMS, Facebook message or other means) is vital to ensure 

that the organisation runs efficiently and effectively, and to ensure all team members 

are aware of tasks they need to carry out, including communication with clients and 

with the MTL administration team. 

Purpose 
The purpose of this document is to provide clarity about expectations of 

communication between MTL and team members. 

Definitions 
MTL 

Move Through Life Dance Studio 

Dance Activities 

Any dance classes, workshops, master classes, rehearsals and performances organised 

by MTL. 

Team member 

Anyone contracted to undertake work for MTL on a regular basis, such as teachers and 

those involved in administration, client relationships, or marketing. 

Management 

Studio Owner or Client Relationship and Operations Manager 

Team 

Management and team members 
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Policy 
Move Through Life will communicate with team members as follows: 

 

• Performance reviews conducted in October each year, or as required 

• New team members will have a performance review after a three-month probation 

period and as agreed in the 3 monthly review ongoing 

• One on one phone conversations or face-to-face meetings as needed  

• Electronic communication (email, Facebook messenger, SMS) as requested by 

contractors as best means of contact 

• Facebook Teachers group for fast sharing of information and seeking feedback and 

or conversations within the teachers group 

• Individual pigeon holes (kept at Glengowrie) for information and handouts for 

teachers 

• Dated notebook in cupboard at Glengowrie where both teachers and 

Administration staff can leave notes to one another 

• Team meetings as determined necessary limited to no more than 1 per term 

Responsibilities 

Directors 

• Approve the policy and review annually 

• Consult with team members in development and review of policy 

• Circulate the policy to team members and publish the policy in a manner which is 

accessible to team members 

• Provide adequate notice of meetings 

• Advise team members through Facebook Messenger or SMS when an email that 

requires a response has been sent 

• Ensure correspondence is sent as per approved method with individual teachers.  

 

 

Administration  

 

• Ensure any notification and correspondence is sent to teachers as per approved 

method (email, sms, messenger or facebook group) 

 

Teachers 

• Read and acknowledge all communications from management within 24-48 hours, 

except in extenuating circumstances, and provide fulsome response to requested 

timelines. 

• If it is not possible to respond properly within the requested timeline, teachers will 

advise management that they cannot respond in that timeframe and confirm when 

they can respond, and then respond by that time and/or date 
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Procedure 
All job descriptions and contracts include a clause to say they are expected to respond 

to all communications within 24-48 hours, unless there are extenuating circumstances. 

 

If an individual consistently fails to respond to communications within this time frame, or 

not all, they will be issued with a written breach of contract notice and warnings as 

follows: 

 

1. Notice that they have breached their contract  

2. Warning that they have continued to breached, have 14 days to respond as to 

reasons why, at which stage a decision will be made as to whether to put the 

individual on probation / performance management 

3. If no response and continue to fail to respond to communications within the 

specified time frame, the individual’s contract may be terminated 

Related documents 
Team member job descriptions 

Review 
This policy will be reviewed annually by management and amended as appropriate. 

 


