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Team meeting minutes o
Held 1Tam-2pm, Tuesday 12 August 2025
At Roxy Centre, 80 Anzac Highway, Everard Park

1. Welcome

Present Jo McDonald (Chair), Effie Saloniklis, Millie Garard, Owen Gray (arrived
11.15am), Stella Page (arrived 11.10am), Camila Saraiva (by phone), Anne
Stewart, Alannah Talbot

Apologies Belinda Cooper, Krystal Venables, Leanne Albers

2. Planning our next chapter

Jo gave an overview of recent planning she has been doing, with guidance from Effie
Saloniklis, who has a background in strategic planning.

The planning has resulted in a new three year strategic plan (2025-2028), annual operational
plan (July 2025 to June 2026), an overall 90 day plan for July to September, and separate 90
day plans based on the overall plan for Business Services, Teaching, and Marketing.

Key elements of the strategic plan are:

e A new vision (A world where every dancer is empowered to dance, freely, fully, and
fearlessly)

e Purpose (Fostering belonging and connection through the transformative power of
dance)

e Values (connection, kindness, commitment, respect)

e Four pillar (dancer growth, aligned team, sustainability and viability, and seamless
systems.

Owen suggested we come up with a name our ‘next chapter’ (the three year plan), and
those present agreed it was a great idea.

3. Procedures

Private lesson procedure

Jo gave an overview of the new Private Lesson Procedure, which is undertaken by Business
Services when a client request a private lesson.

Suggestions arising from the group discussion included:

e |t would be useful to have some guidelines for teachers and clients on how to structure
or get the most out of a private lesson, and guidelines on what activities align with our
culture (eg competitions may not align with our culture)

e pricing may need to vary depending on the client goals (eg choreography for a
competition would require more preparation time outside the lesson, and should be
reflected in their fee)
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agreed that private lessons could be an opportunity increase revenue and Dragonfly
Dance’s brand recognition/profile, as well as be an income opportunity for teachers
small groups may like to book a private lesson, not just individuals

teachers can always say ‘no” when asked to do a private lesson

private lessons could be useful for helping a client progress to the next level
generally we only offer private lessons for existing dancers/clients

suggested pricing for small group sessions

Evacuation procedure
Anne gave an overview of the new Evacuation Procedure.

Comments, questions, and suggestions arising from the group discussion included:

Have a printed version of the evacuation procedure (or a poster with a QR code) in each
studio

Training needs to be organised for fire hydrants and fire hose

How will we figure out there is a fire if it is in another part of the studio

How will people get out if the fire blocks the one exit (front door)?

Having the studio doors open without reception represents a safety risk as anyone could
enter — having a membership card for members, and a printed barcode for dropin clients
was suggested as a solution so doors could be kept locked

It would be useful to have a panic button in the case of a threatening person

Owen mentioned that he’d done fire warden training and that it is no longer considered
safe to have the evacuation assembly point displayed in the venue (in case someone
were to plan an incident and then cause harm to people at the assembly point, eg a
bomb)

Decision

Postpone fire drill until all team members are present (as four were not at the meeting
in person)

Actions

Develop a Private Lesson Procedure for Teachers (discussion before a private | Jo
lesson request form is submitted, and how to check in clients, guidelines for
structuring private lessons, sending an invoice to our book keeper)

Find out if internal fire hose can be used, or can only be used by fire fighters Anne
Add information on evacuation procedure for studio hire induction Anne
Determine if we need an incident report completed by staff in the case of a Anne

fire

Upload Evacuation Procedure to Team Hub web page Jo

Read the Evacuation Procedure Everyone

Investigate possibility of having a swipe card to access the studio so doors can | Anne
be kept locked for safety while classes are in session (find out if owner or
tenant is responsible for paying for changes to door for safety and emergency
exit)

Minutes of team meeting held 12 August 2025




Find out if owner or tenant is responsible for fire / emergency exit door ( Anne
Set a date for a mandatory meeting to have a fire drill Anne
Check if Assembly Point can be displayed on evacuation posters in studio Anne
Look into fire warden training and determine who needs to be a fire warden Anne

4. Business Services Team

Jo and Anne gave an update on the recent restructure to form the Business Services Team:

Reasons for the restructure:

Previous model where a lot of hours was on reception had resulted in a backlog of
emails and queues for in person support, and non support/enquiry tasks were primarily
undertaken by Jo (too much work to function effectively)

Having different team members solely responsible for certain tasks (eg new enquiries,
studio hire) meant that if someone was away, no-one other than Jo was able to cover
Jo had over 10 direct reports which isn’t sustainable

Most phone calls were during business hours, not during reception hours, resulting in a
lot of missed calls

Key elements of restructure:

Anne is Business Services Manager, and now the team reports directly to her, and she
reports to Jo

Current team members are Millie and Leanne. Camila opted to step out of the team but
remains a teacher

An additional team member will be recruited in the near future, up to 25 hours per week
(which could be split between two people)

Team now covers enquiries, support to existing clients, looking after the venue, data
analysis and reporting, and other administrative task

There is a shift to focus on empowering clients to self serve so they can access
information and answers immediately, and free up the team to achieve other tasks
beyond client support

Emails are now being responded to in less than 24 hours, and clients can contact us in
business hours

Outcomes to date

S.

response times for enquiries and support requests are faster

email backlog has been eliminated

Jo is able to focus on teaching, teacher management, product/curriculum development,
while still handling marketing and finance.

There has been positive feedback from clients about being able to get in touch more
easily, despite initial resistant to change.

Teacher communication

Jo circulated a document that covered our current teacher communication system, and gave
an overview with visual support.
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There was also discussion about :

connection phones to the speakers in Studio 1, specifically, that the music cuts out when
connected via Bluetooth. It seems to be an iPhone problem, and isn’t happening on Android

phones.

Getting all information about dancers into Mindbody, including their emergency contact

details, photograph, medical conditions (if applicable), date of birth

Actions
Send PDF version of the teacher communication document Jo
Read teacher communication document Everyone
Purchase a connection cord so new iPhones can be connected to the analogue | Anne
stereo in studio 1
Develop plan to collect all missing information from Mindbody Anne
Ask clients to upload a photograph to Mindbody or take a photo of them and | All
upload via the app teachers
Check if a new client can sign up / create a profile on the Check In tablet on
reception
Create a poster with a QR code so new people can sign up more easily
Add the following information to emails sent to new clients, such as what to
expect when you arrive, how to sign in, venue layout, where to put your things

Z

Owen had to leave meeting at 1.45pm for his other job (2:18 in the recording)

6. Class capacity utilisation

One of the Business Services Team'’s roles is to analyse class capacity utilization data each

month. This is vital data to help us run a sustainable and thriving studio.

Class capacity utilisation is the average percentage of available spaces in the class that are

filled.

Anne gave out the June and July Class Capacity Utilisation reports.

We are using a ‘traffic light system’ —red classes are those that are below 20%, green is

those above 60%, and orange are those between 20-60%.

Actions for a class below 20% (red) are as follows:

e Review to see if it is an ongoing trend, or due to another factor or very low attendance

on just one class
e Keep an eye on it for the next month to see if it improves
e Promote the class
e Liaise with teacher to see what can be done to improve attendance

Minutes of team meeting held 12 August 2025



e |[f these strategies are not successful, the class may be merged or cancelled to make

space for a class that may have better attendance.

Actions
Upload the document outlining our Class Capacity Utlisation system, policy and | Jo
procedure to Team Hub
Add Alannah to the Class Capacity Utilisation reports Anne

/. Showcase

There was insufficient time to cover Showcase in this meeting. There is a meeting in

September to focus on Showcase

8. Meeting close
Meeting closed 2pm.

Next meeting:
1lam-2pm, Tuesday 23 September
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