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Procedure: Quarterly Class  

Review 
Version 1 

Dra昀琀ed by Jo McDonald 

Date 昀椀nalised 4/9/2025 

Next review date 4/9/2026 

Person responsible Studio Owner 

Date last updated 4/9/2025 

Timeline 

Task Timing 

Export reports By the 5th of the new quarter 

Complete review & decisions By the 10th 

Implement changes Start of Week 2 of new term 

Step-by-Step Instructions 

1. Export Reports from Mindbody 
• Reports: Class A琀琀endance Detail, Class Summary 

• Date range: Previous quarter 

• Export to Excel 

2. Calculate Key Metrics (in Excel) 
For each class: 
• Average a琀琀endees per class 

• Capacity u琀椀lisa琀椀on = average ÷ preferred max (15 in Studio 1, 12 in Studio 2) 

• New visitor count 

• Es琀椀mated net revenue (based on a琀琀endance mix and teacher pay) 
• Late cancels and no-shows 

3. Apply Traffic Light Ratings 
Use capacity u琀椀lisa琀椀on to assign: 

Colour Capacity U琀椀lisa琀椀on 

  Red < 30% 

  Orange 30–74% 

  Green > 75% 
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4. Review Class Reports from Teachers 
• Progression level of students (e.g. s琀椀ll 1A or now 1C?) 
• Any new beginners in recent weeks 

• Recommenda琀椀ons for merging or reclassifying 

5. Make Decisions 
Code Ac琀椀on 

  Red inves琀椀gate, promote, or prepare to cancel/merge 

  Orange inves琀椀gate, promote, or prepare to cancel/merge 

  Green con琀椀nue as is or consider expansion 

Flag classes needing reclassi昀椀ca琀椀on  

6. Take Action 
• Finalise changes to class schedule or classi昀椀ca琀椀on 

• No琀椀fy: 
• Teachers 

• Marke琀椀ng/Admin (update website, Mindbody, class promo琀椀ons) 

• Students (especially if class is changing or ending) 

7. Record and Log 
Maintain a quarterly review log: 
• Class name and studio 

• Metrics and ra琀椀ng 

• Ac琀椀on taken 

• Ra琀椀onale 

• Teacher input 

• Reclassi昀椀ca琀椀on status (if changed) 
 


