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WELCOME MESSAGE 

 

 The ultimate goal of Steps is to provide a training ground for students at all levels of dance, in its many 

different genres and techniques.  It is of utmost importance to me, that this vibrant community of artists and 

administrators work together to sustain a supportive and challenging environment.  Faculty, Accompanists and 

students are engaged in a partnership of learning – diverse in philosophy and approach, filled with passion and 

professionalism, and focused on the expression of the individual.  We aspire to offer an atmosphere that encourages 

experimentation, yet maintains a strong allegiance to fundamental technical skills and form. 

 

 Whether you are a member of our immensely talented administrative team or our world renowned faculty; 

your future contribution to Steps, serves as an integral part of the school’s foundation and premise, and our “raison 

d’étre”.  Our people are the cornerstone of the business.  The importance of art to society and the legitimacy of 

dance as a profession have never been more threatened. Therefore; we must stand fast in our commitment to dance. 

 

 At Steps you will be in the company of a host of talented and recognized professionals, many of whom also 

dance, teach and choreograph in the outside world.  We are also privileged to witness many renowned dancers 

gracing our floors, and serving as inspiration to students and teachers alike.  Indeed, there can be magic within the 

studio itself.  Our Steps’ family has grown considerably over the past 38 years, thanks to a genuinely dedicated 

group of administrators and educators, who work to maintain an environment of excellence and compassion.  This 

confluence of creative and caring people makes Steps a unique and special place. 

 

 As you walk through the halls and studios, you may find that the abundant energy of Steps speaks for itself, 

in its multiple images and sounds.  It is a constant joy and a remarkable journey for many of us, and I hope and trust 

you will enjoy being a valuable part of our mission. 

 

 WELCOME TO STEPS ON BROADWAY! 

 

 

Very Truly Yours, 

 

 

Carol Paumgarten 

Founder-Artistic Director 
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EMPLOYMENT BASICS 

 

A WORD ABOUT YOUR HANDBOOK 

 

 This Handbook contains information about the employment policies and practices at Steps. We expect each 

staff member to read it carefully, as it is a valuable reference for understanding your position and for learning about 

the many facets of Steps.  

 

 Dated July 1, 2017 this Handbook supersedes and replaces all prior Handbooks and inconsistent verbal or 

written policy statements. Except for the policy of at-will employment (below), Steps reserves the right to revise, 

delete and add to the provisions contained within.  

 

EQUAL OPPORTUNITY POLICY  

 

 Steps is committed to equal employment opportunity. We will not discriminate against employees or 

applicants for employment on any legally-recognized basis (“protected class”) including, but not limited to: race, 

color, creed, religion, sex, national origin, age, sexual orientation, physical or mental disability, predisposing genetic 

characteristics, veteran status, uniform service member status or any other protected class under federal, state or 

local law. 

 

EMPLOYMENT POLICY (EMPLOYMENT AT WILL) 

 

 The provisions of this Handbook are not intended to create contractual obligations with respect to any 

matters it covers. Nor is it intended to create a contract guaranteeing employment for any specific length of time. 

Employment with Steps is based on the mutual consent of the employee and the company therefore it is the right of 

any employee and the company to terminate the employment relationship “at will”, at any time and for any reason 

that is not in violation of any Federal, State or Local Laws.  Nothing discussed or contained within this Handbook 

is intended to imply a contract of employment and it is not intended to imply permanent or guaranteed employment. 

 

AMERICANS WITH DISABILITIES ACT POLICY STATEMENT 

 

 Steps is committed to complying with all applicable provisions of the Americans with Disabilities Act 

(ADA).  It is our policy not to discriminate against any qualified employee or applicant with regard to any terms or 

conditions of employment because of such individual’s disability or perceived disability so long as the employee 

can perform the essential functions of the job.  Consistent with this policy of nondiscrimination, if needed, the 

company will provide reasonable accommodations to a qualified individual with a disability, as defined by the 

ADA, provided that such accommodation does not constitute an undue hardship on the company.  If deemed 

necessary, we may seek your input on the type of accommodation you believe may be necessary or the functional 

limitations caused by your disability. Also, when appropriate, we may need your permission to obtain additional 

information from your physician or other medical or rehabilitation professionals. 

 

IMMIGRATION AND EMPLOYMENT ELIGIBILITY  

 

 In compliance with the federal Immigration Reform and Control Act of 1986 (IRCA), as amended, and any 

state law requirements, if applicable, Steps is committed to employing only individuals who are authorized to work 

in the United States. Each new employee, as a condition of employment, must complete the Employment Eligibility 

Verification Form I-9 and present documentation establishing identity and employment eligibility. If an employee 

is authorized to work in this country for a limited time period, the individual will be required to submit proof of 

renewed employment eligibility prior to expiration of that period to remain employed by the company.  
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SUBSTANCE ABUSE POLICY 

 

 We are committed to providing our employees and students a safe, healthy and efficient environment, free 

from the use of illegal drugs and abuse of alcohol. As part of this commitment we have established as a condition 

of employment with Steps the following substance abuse policy. 

  

 Employees are prohibited from reporting to work or working while using illegal or unauthorized substances 

or while under the influence of alcohol. Employees are prohibited from reporting to work or working while using 

any controlled substance, except when the use is pursuant to a physician's orders and the physician has advised the 

employee that the substance does not adversely affect the employee's ability to safely perform his or her job duties.  

 

 In addition, employees are prohibited from engaging in the unlawful or unauthorized manufacture, 

distribution, sale or possession of illegal or unauthorized substances and alcohol in the workplace.  

 

 This policy remains in effect while participating in any on or off-site Steps event or activity.  
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ANTI-HARRASSMENT POLICY 

 

HARRASSMENT AND DISCRIMINATION 

 

             Steps is dedicated to making our Studio a productive and enjoyable place to work and learn.  We expect 

that every person will be treated with respect and dignity.  To that end, we have implemented a strict policy 

addressing harassment.  Harassment, in any form, related to an individual’s race, color, creed, religion, sex, national 

origin, age, sexual orientation, physical or mental disability, predisposing genetic characteristics, veteran status, 

uniform service member status or any other protected class under federal, state or local law is a violation of this 

policy and will not be tolerated.  Any violation of this policy may result in disciplinary action, up to and including 

discharge.  

 

 The purpose of this policy is not to regulate the personal morality of employees; it is to ensure that in the 

workplace, no employee harasses another for any reason or in any manner. The conduct prohibited by this policy 

includes conduct in any form including but not limited to e-mail, voice mail, chat rooms, internet use, text messages, 

pictures, images, writings, words, gestures or physical contact. Harassment can be in many forms, including (but 

not limited to): slurs, epithets, threats, derogatory comments or visual depictions, unwelcome jokes and teasing.  

 

SEXUAL HARASSMENT 

 

 The following are three basic criteria established by the Federal Government to determine whether an act, 

including “unwelcome sexual advances, requests for sexual favors and other verbal and physical conduct of a sexual 

nature” constitutes unlawful sexual harassment in violation of Title VII of the Civil Rights Act: 

 

1) If submission to the conduct is either an explicit or implicit term or condition of employment. 

2) If submission to or rejection of the conduct is used as a basis for an employment decision affecting the 

person rejecting or submitting to the conduct. 

3) If the conduct has the purpose or effect of substantially interfering with an affected person’s work 

performance or creating an intimidating, hostile or offensive work environment. 

 

            If an employee feels he or she has been subjected to or who becomes aware of possible harassment of any 

kind, they should immediately report the matter to any of the following: Managing Director, Artistic Director, 

Business Director or any member of the Administrative Staff.   

 

 All reported incidents will be promptly investigated, and if found to be true will result in appropriate 

disciplinary action for the offending individual(s).  The company forbids retaliation against anyone for reporting 

suspected unlawful harassment, assisting in making a harassment complaint, or cooperating in a harassment 

investigation. To the fullest practicable extent, the company will keep complaints and the terms of their resolution 

confidential. 
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STUDIO POLICIES 

 

STUDIO HOURS  

 

 Steps is open 7 days a week throughout the year except for:  
 

• New Year’s Day 

• Easter 

• Thanksgiving Day 

• Christmas Eve Day 

• Christmas Day 

  

EMPLOYEE RELATIONS PHILOSOPHY 
 

 We are committed to providing the best possible climate for maximum development and goal achievement 

by all our employees. Our practice is to treat each employee as an individual while developing a spirit of teamwork 

where individuals can work together to attain a common goal. In order to maintain an atmosphere where these goals 

can be accomplished, we provide a comfortable and progressive workplace. Most importantly, we have a workplace 

where communication is open and problems can be discussed and resolved in a mutually respectful atmosphere and 

we firmly believe that with direct communication, we can resolve any difficulties that may arise and establish a 

mutually beneficial relationship. 
 

STANDARDS OF CONDUCT 

 To ensure that we maintain an environment conducive to learning and personal growth, Steps has adopted 

administrative policies and procedures, many of which can be found in this Handbook that are derived from common 

sense, courtesy and respect for others.   
 

 In addition, as a round-the-clock ambassador for Steps we expect you to maintain the highest ethical 

standards in all of your associations and activities while maintaining a high degree of personal responsibility and 

integrity.  
 

SUGGESTIONS & IDEAS 
 

 We are always interested in your constructive ideas and suggestions for improving the Steps experience. 

Although you may speak directly with any of the Directors, submitting your suggestions/ideas in writing (via e-

mail or paper) allows us the opportunity to carefully evaluate your suggestion/idea before you are notified as to 

whether it is feasible to be put into practice. We believe that suggestions indicate initiative and appreciate your 

feedback.  
 

CONFIDENTIAL INFORMATION  
 

            At times you may be entrusted with confidential information.  You have an obligation to safeguard such 

information and only use it or disclose it as expressly authorized or specifically required in the course of performing 

your job functions.  Confidential information includes, but is in no way limited to: information regarding current 

and former employees; the identity of, contact information for, and any other information on parents, students, 

vendors, techniques, and processes; and any other documents or information regarding our operations, procedures, 

or practices.  
 

 All records, reports and files maintained by Steps are the property of the company. Records, reports and 

files may not be copied or removed from the Studio without the express permission of the Managing Director.  
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REFERENCE CHECKS 
 

           All inquiries regarding any current or former employee of Steps on Broadway must be referred to the Director 

of Finance. Current or former employees of The School at Steps must be referred to the School or Business Director. 

Under no circumstances should you release information of any type about any current or former employee. 
 

CONTACT WITH THE MEDIA & OUTSIDE AGENCIES 
 

 All inquiries by the media and outside agencies regarding Steps must be referred to the Director of 

Marketing, Public Relations and Special Events. No other employee, unless specifically designated by the Managing 

Director is authorized to make statements or release information that is related to Steps.  

 

SOCIAL MEDIA POLICY 
 

All of us are very passionate about what we do. At Steps, we believe in open communication and you are encouraged 

to tell the world about your work and share your passion. We also recognize and respect an employees’ right to 

freedom of speech, as such, this Policy should not be viewed as an attempt to alter that right.   
 

Social media is a powerful communication tool that has a significant impact on organizational and professional 

reputations. Because it blurs the lines between personal voice and institutional voice, Steps has crafted this policy 

to help clarify how best to enhance and protect, personal and professional reputations when participating in social 

media.  
 

Social media can be defined as media designed to be disseminated through social interaction, created using highly 

accessible publishing techniques. Examples include but are not limited to LinkedIn, Twitter, Facebook, YouTube 

and Snapchat. 
 

BEST PRACTICES  
 

• Think twice before posting: Privacy does not exist in the world of social media. Consider what could 

happen if a post becomes widely known and how that may reflect both on you and/or the company. Search 

engines can turn up posts years after they are created, and comments can be forwarded or copied. If you 

wouldn’t say it out loud to others, consider whether you should post it online.  
 

• Be respectful: Always exercise discretion, thoughtfulness and respect for colleagues, students and all other 

internal and external contacts when using social media. 
 

• Remember your audience: Be aware that a presence in the social media world is or easily can be, made 

available to the public at large. This includes prospective students, trade publications and other studios. 

Consider this before publishing to ensure the post will not reflect poorly on you and/or the company.  
 

• You are responsible for your actions. Anything you post that can potentially tarnish the company’s image 

will ultimately be your responsibility. We do encourage you to remain active in your use of social media, 

but urge you to do so properly, exercising sound judgement and common sense. 
 

If you have questions about any part of this policy or need further guidance, please contact The Director of 

Marketing and Special Events. 
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OUR STUDIO 

 

GETTING HERE 

 Many transportation links are available from Long Island, Connecticut and New Jersey making Steps on 

Broadway an easy destination to find.  

• LANDMARKS 

Beacon Theater & Hotel (across Broadway), Fairway Market (below Steps), Ansonia Hotel (across the 

street)  

• RAILWAY TO MANHATTAN 

 Once you arrive at Grand Central or Penn Station, the subway is the quickest way to get to Steps.  

Grand Central Station (Metro North) – Take the Shuttle or 7 to Times Square and take the 1, 2 or 3 to 

72nd Street. 

Penn Station (NJ Transit, Amtrak) – Take the 1, 2 or 3 to 72nd Street.  

• SUBWAY  

1, 2, 3 to Manhattan’s 72nd Street Station – walk north 2 blocks 

C & B to Central Park West & 72nd St (walk west to Broadway and north 2 blocks)  

• BUS 

 The M5, M104, M72, M7, M11 bus lines stops adjacent to Steps.  

 

FACULTY LOCKERS & DRESSING ROOMS 

  The Faculty Dressing Room is located toward the back of the studio, on the third floor.  It may also 

be used as a lunch or break area.  There are a limited number of lockers available; for availability, please contact 

the Director of Operations. This is a community area, so always be considerate to others. 

 

SHOES 

 No street shoes are allowed in any of the studios.  Only dance shoes are allowed. 

 

PERSONAL PROPERTY 

 Steps is not responsible for loss or damage to personal property. This policy applies to items left in any area 

of the facility, including, but not limited to, offices, dressing rooms, lockers (locked or unlocked), studios, hallways, 

stairwells and the Café. 

 

SOUND LEVELS   

 Each teacher is responsible for insuring the noise level in class is lawful, reasonable, and does not exceed 

the limits set by law.  Failure to maintain such noise levels may result in fines. 
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THE TELEPHONE SYSTEM 
 

 Steps relies heavily on the phone system to communicate with our students, vendors, and many other vital 

contacts essential to our operations.  Employees should avoid any personal calls – incoming and outgoing – with 

the exception of emergency calls.  No long distance calls are to be made on company phones that are not strictly 

business related.  
 

 There is a Receptionist on duty daily from 9:00am – 7:00pm to direct incoming calls. To ensure that 

messages are received, it is best to utilize the company voice-mail system, please do not ask the Receptionist to take 

a message for you. 

 

SOLICITATION  
 

 To avoid unnecessary annoyances and work interruptions, solicitation by an employee of another employee 

is prohibited while either person is on working time.  

 

LOST AND FOUND 
 

           Items lost and found on the premises should be reported to any member of the Operations team or a Front 

Desk Representative.  

 

SMOKING      
 

 Smoking is prohibited in all areas.      

 

 

 

 

 

 

 

 

STUDIO PROPERTY & EQUIPMENT 

 You are expected to demonstrate proper care when using Studio property and equipment.   

 

 If you experience problems with: 

 

• Any part of the facility (i.e. Studio Flooring, Restrooms, Locker Rooms, etc.) 

• Any piece of equipment (i.e. Piano, Audio System, Air Conditioning, etc.) 

• Loose, broken or damaged equipment or property 

 

 Please report it to the Director of Operations immediately. 
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COMMUNICATIONS 

 

 Steps uses a variety of communication methods to ensure everyone, regardless of your position or schedule 

has access to information concerning benefits, operational issues, studio events and many other important topics.  
 

 To ensure that you receive information on a timely basis and remain current on important issues and 

events it is imperative that you utilize the following two forms of communications: 
  

1. FACULTY E-BLASTS – Provide important information on faculty and staff related issues. Please make 

sure that that Steps always has your correct e-mail address in our system.  

2. PAYCHECK MEMOS – Although many electronic forms of communication are utilized, there are times 

when this tried and true method still works best, therefore it is important to pick up your paycheck (even if 

you are enrolled in Direct Deposit) in a timely manner and read all memos that you receive as they may 

contain date sensitive information.  
 

 Due to your diverse schedules and other professional demands effective communications cannot be 

maintained without your cooperation in making sure that you read all Faculty E-Blasts when they are received 

and pick up your paycheck envelopes on a timely basis.  
 

The following represents other common forms of communications at Steps: 
 

• Website – The Steps on Broadway website contains a wealth of information about Steps on Broadway, The 

School at Steps, Steps Beyond and many other events and topics that are important to the dance community. 

Information on the website is updated daily so keep checking in. To ensure that you always stay abreast of 

all of the latest news, consider making www.stepsnyc.com your home screen!   

• Monthly E-Blasts – A valuable source for news regarding Special Events, Guest Teachers, Master Classes, 

Ticket Discounts, Performances, Labs and more.  

• Bulletin Boards – Are located on 3rd floor near the front desk, in each Dressing Room and on the 4th floor 

in the Loft 1 and 2 Lobby and Loft 3 Lobby. The boards will be used to post various things, including job 

listings, employment information, special events, memos and notices.  Please do not post anything without 

first getting approval from the Director of Operations. 

• Steps E-Mail – The General E-mail address is info@StepsNYC.com – anyone, including faculty members, 

students and parents can send a message to management at any time, from anywhere using this address. 

You can also e-mail any member of the Steps on Broadway or The School at Steps administrative staff via 

their individual e-mail address.  

• Televisions –Flat screen TV’s are located in high traffic areas of the studio and display all types of exciting 

information, including news about upcoming Master Classes & Workshops, New Classes, Guest Teachers, 

Events and more.   

• Audition Book (3rd floor) – Is located near the front desk and contains listings of current and upcoming 

auditions. Please check it often as it is frequently updated.  

• Social Networking Sites – Check us out on sites like Facebook, Twitter and Instagram! 

WHEN TRAVELING 

 When you travel on business or otherwise, we would like to speak with you about the opportunities you 

may have to serve as an ambassador for Steps. We can provide you with information to share to support and promote 

our group sales and our professional training programs. It may be possible to schedule an audition for Steps while 

you’re traveling. Please inform the Assistant Managing Director so that we can discuss any opportunities.       

 

 

http://www.stepsnyc.com/
mailto:info@StepsNYC.com
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YOUR PAY AND ATTENDANCE  

 

METHOD OF PAYMENT FOR TEACHERS OF PROFESSIONAL & ADULT DAILY CLASSES 

            All teachers will receive letter of employment upon being hired.  For classes in the open class schedule, 

teachers will be paid by the class, on a per student basis, at a rate determined and agreed upon with the Managing 

Director.  For private group classes and for some classes in the professional training programs, teachers will be paid 

on a flat fee basis. If an accompanist is required for class, the cost will be shared between the Studio and the teacher, 

and the rate will be determined at that time. Teachers will receive no less than the prevailing hourly minimum wage 

for each class taught. 

            Teachers are paid according to the number of students who appear on the class sheet.  In order to insure you 

receive the proper credit, Steps has a verbal confirmation system.  Approximately twenty (20) minutes into each 

class, the Front Desk Assistant will count the number of students in class and will verbally confirm the count.  At 

that time, they will also let you know if there are any missing names or discrepancies.  If you disagree with the 

count that is given, you must tell the Assistant at that time, or the count will remain as is. If the Assistant tells you 

there is a discrepancy, we would appreciate if you could hold the class when and if you break so that the attendance 

count can be resolved.  If you do not allow the Desk Staff to try and reconcile the attendance you will not receive 

credit for the number of students that appear to be missing on the roster. If a student comes in after the verbal 

confirmation, it is your responsibility to check the roster after class and notify the Assistant.    

METHOD OF PAYMENT FOR ACCOMPANISTS OF PROFESSIONAL & ADULT DAILY CLASSES 

 Accompanists are paid on a per class basis, as stipulated on their letter of employment, and at a rate 

determined at the time of hire by the Accompanist Coordinator. 

 If an accompanist is notified of a class cancellation in less than a 24 hour period, the accompanist will 

receive 50% or their regular class rate. 

 

PAY FREQUENCY 

• Teachers and Accompanists are paid on a bi-weekly schedule. 

 

When Do I Get Paid?  

• Wednesday is the regular payday. 

  

Where do I get my check?  

• Pay checks and direct deposit stubs are available for pick-up at the Front Desk the afternoon of the 

Wednesday payday. If not picked up by the following payday, checks and stubs will be mailed to 

employees. 
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WORKWEEK & HOURS 

 

 The payroll workweek is a seven-day period that begins on Monday at 12:01 a.m. and ends seven days later 

on Sunday at 12:00 midnight. 

 

 Teachers and Accompanists are encouraged to arrive at least 15 minutes prior to class and are expected to 

be ready to begin playing for class as soon as class begins. 

 

DIRECT DEPOSIT 

 

 You have the option of receiving your pay in a payroll check or having your pay deposited into your bank 

account through our direct deposit program. Steps encourages all employees to use direct deposit. Please contact 

the Director of Finance to enroll. Even when enrolled, please be sure to pick up your pay stub at the Front Desk 

as on occasion, important, time-sensitive memos may be attached.  

 

PERSONAL STATUS CHANGE 

 

 All employees are requested to inform the Director of Finance as soon as possible of changes in home address, 

telephone number, marital status, dependents or any other personal data relevant to their employment at Steps. 

 

ABSENCE & LATENESS 

PLEASE NOTE: Steps goal is to NEVER cancel a class. If you will be late or absent, we will make our best 

effort to cover classes with an appropriate instructor in all circumstances regardless of how short or long 

your notice is. Please contact us with information by speaking directly with an Administrator as soon as you 

are aware that you will be unable to make your class. Do not leave a message with the phone person or on a 

voicemail.  

• TEACHERS - If a teacher is planning on being absent from Steps for any period of time, they must notify 

the Assistant Managing Director at least 2 weeks in advance or as soon as possible.   We appreciate your 

suggestions and recommendations for the coverage of your classes during your absence. Include them in 

your absence information. The administration will have final approval, make confirmations and complete 

hiring procedures. 

• If an emergency occurs and a substitute teacher must be found on short notice, please contact the 

Assistant Managing Director at extension 119 or the Director of Operations at extension #114 

immediately.  If it is after hours, or Steps is closed, teachers should leave a message on extension #114 and 

send an e-mail to operations@stepsnyc.com 

 

• ACCOMPANISTS - If a musician is going to be absent from class for any period of time, they must notify 

the Accompanist Coordinator in writing at least two weeks in advance or as soon as possible.  Absence 

forms may be obtained at the Front Desk.  You may suggest or request a particular substitute during your 

absence.  The Accompanist Coordinator will complete final approval, confirmation and hiring.  Substitutes 

will be paid by Steps. 

IMPORTANT NOTE REGARDING ARRIVING LATE AND YOUR PAY:  In the event of lateness, 

pay rates of Accompanists will be reduced directly proportional to the time missed. 

 IN CASE OF EMERGENCY:    Please notify the studio at 212-874-2410, ext#119 immediately. 
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CANCELLATION OF CLASS   

 

 All teachers are expected and required to teach when a minimum of three paying students are signed in 

for class.  As stated above, Steps goal is to never cancel a class.  It is the teacher’s prerogative to cancel class if 

the minimum is not met.  

CONSIDERATION FOR OTHERS 

  

 The schedule is built on back to back classes. It is extremely important for teachers to end their classes on 

time.  Please end your class a minute or two early so the class following yours will begin on time. 

STUDENT PARTICIPATION   

  

 If a student’s level of understanding is not equivalent or acceptable to an instructor’s expectation, it is the 

teachers’ prerogative to request that the student take another class level. Please let the Director of Operations know 

and we will notate that on the student’s account information.    

GUESTS PARTICIPATING IN CLASSES 

 Teachers are allowed to have one non-paying teacher guest per class. Additional non-paying guests must 

be approved in advance by the Managing Director.   

After the non-paying guest, teachers may have paying guests who will pay charged $10 per class which 

may be paid directly to the Studio by the guest or which may be deducted from the teacher’s earnings from that 

class.  

 

 All guests must be checked in at the Front Desk prior to class to insure the proper count of the class. 
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HEALTH BENEFITS 

 

HEALTH and DENTAL INSURANCE (separate plans)     

            Anyone actively working for three consecutive months and earning a minimum of $500.00 in each two-

week payroll period is eligible to participate in the company health and/or dental plan.  Steps will contribute $36 

towards the cost of your monthly health insurance premium. 

PREMIMUM PAYMENTS 

            Your premiums will be deducted directly from your paycheck.  If for any reason you do not earn enough to 

pay your premium, you are solely responsible to see that the total premium amount owed is paid.  Anytime 

your earnings are not enough to cover the total cost of your insurance deduction, you must submit a payment directly 

to the Director of Finance prior to your next payday for the unpaid amount.  Failure to make the total monthly 

premium payment may result in termination of your coverage or conversion to COBRA.  In addition, you will be 

required to make an insurance premium payment (equal to one month total premium cost) prior to the first of the 

month you enroll. 

TERMINATION OF COVERAGE 

            Your insurance will terminate when the insurance policy is terminated, when you fail to make an agreed 

contribution to premium when due, when you cease to be eligible for coverage under the terms of the group 

insurance program, or when you cease to be employed by Steps.  You may be eligible to continue your health 

benefits under COBRA, please see below.  

 

SECTION 125 BENEFIT 

 

 Steps provides a pretax contribution benefit for employees that are eligible to participate in the health 

insurance plan. This employee benefit is known as a Section 125 plan. A Section 125 plan is a benefit plan that 

allows you to make contributions toward premiums for health insurance on a “before tax”, rather than an “after tax” 

basis. By deducting your premium contributions from your gross pay, your total wages subject to income taxes is 

reduced having a net effect of lowered out of pocket expenses for you.  

 

 It is important to note that once you enroll in the health plan (or decline coverage) you cannot make any 

changes or opt out (or in) until the following open-enrollment period (May 1), unless your family status changes or 

you become eligible for a special enrollment period due to a loss of coverage. Family status changes include 

marriage, divorce, death of a spouse or child, birth or adoption of a child or termination of employment of your 

spouse. A change in election due to a change in family status is effective the first of the following month. Contact 

the Director of Finance for questions relating to the Section 125 Benefit. 

 

CONSOLIDATED OMNIBUS BUDGET RECONCILIATION ACT OF 1985 (COBRA)    

 

 You and your covered dependents will have the opportunity to continue medical and/or dental benefits for 

a period of up to 36 months under the provisions of the Consolidated Omnibus Budget Reconciliation Act (COBRA) 

when group medical and/or dental coverage for you and your covered dependents would otherwise end due to any 

of the following: 

• your employment terminates, for a reason other than gross misconduct; or 

• your employment status changes due to a reduction in hours; or 

• your child ceases to be a "dependent child" under the terms of the medical and/or dental plan; or 

• you become divorced or legally separated; or 
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• you become entitled to Medicare. 

• your death. 

 In the event of divorce, legal separation, or a child’s loss of dependent status, you or a family member must 

notify the plan administrator within 60 days of the occurrence of the event. The plan administrator will notify the 

individuals eligible for continuation coverage of their right to elect COBRA continuation coverage. 

 

 For more information regarding COBRA, you may contact the Director of Finance.  

 

NEW YORK STATE SHORT-TERM DISABILITY INSURANCE 

 

 Employees are eligible for short-term disability insurance after four consecutive weeks of full-time 

employment or 25 days of regular part-time employment in accordance with state law. Other employees may also 

be eligible for this insurance, depending on the employee's previous employer. This insurance is designed to provide 

income for you when you are absent from work for more than seven calendar days due to non-occupational illness, 

injury or pregnancy-related disability. The benefits are calculated as a percentage of your salary up to a maximum 

each week, as specified by law, for up to 26 weeks.  

 

 To ensure that you receive the maximum benefit amount possible, if you hold a position with another New 

York State employer while working at Steps be sure to inquire with them as all of your earnings may be used to 

calculate your weekly benefit amount. 

 

 Disability insurance information and application may be obtained from the Director of Finance. 

 

WORKERS COMPENSATION INSURANCE 

 On-the-job injuries are covered by our Workers’ Compensation insurance policy. This insurance is provided 

at no cost to you. If you are injured on the job, no matter how slightly, report the incident immediately to the 

Business Director. Consistent with applicable state law, failure to report an injury within a reasonable period of 

time could jeopardize your claim. We ask for your assistance in alerting management to any condition that could 

lead to or contribute to an employee accident. 
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ADDITIONAL BENEFITS 

 

 

CLASS BENEFIT 

  

 All teachers and Accompanists may participate in our daily schedule of professional and adult dance 

classes. Teachers teaching two or more regularly scheduled ongoing classes per week receive unlimited classes for 

the duration of their employment. Teachers teaching one regularly scheduled ongoing class per week, receive one 

class per week for one year or for the duration of their employment, whichever comes first. Substitute teachers 

receive one free class for each class taught, which must be taken within six months. Please make sure to sign in as 

a faculty member at the front desk and be sure to introduce yourself to the class instructor.  

RENTALS  

 Teachers receive a discount rate for studio rentals.  Long or short- term rentals can be arranged according 

to availability through the Director of Operations in the front office. Steps reserves the right to revise rental 

schedules according to Studio needs. 

TRANSIT BENEFITS 

 

 All employees are eligible to participate in the Transit Benefit Program, which provides pre-tax payroll 

deductions for certain eligible transit expenses.  Please contact the Director of Finance for program details. 

 

EMPLOYEE DISCOUNTS   

 

 Faculty members and Accompanists receive a 25% discount on purchases made at the Steps en Corps 

Boutique and a 15% discount on purchases at the Barre Café.. 

 

SOCIAL SECURITY  

 Every pay period, you and the company will contribute a percentage of your wages into the Social Security 

system, including Medicaid.  This money provides certain important benefits for each employee.  The benefits 

offered by Social Security include disability payments and medical insurance for you if you become totally disabled 

for any reason prior to normal retirement; survivor benefits to your spouse and minor children if you die; and also 

retirement benefits and health insurance for you and your spouse when you reach retirement age.  Information about 

available Social Security benefits may be obtained from your nearest Social Security office. 

 

SICK LEAVE POLICY  

 

Employees are eligible for paid sick leave after 120 days of hire. 

 

• Accrual: One (1) hour of sick leave is accrued for every thirty (30) hours worked. 
 

• Accrual Period: Calendar year (January 1 thru December 31). 
 

• Rate: Sick leave is paid at a rate of $11.00 per hour. Effective 12/31/17 the rate will increase to $13.00 

per hour and to $15.00 per hour on 12/31/18. 
 

• Carryover: Up to forty (40) hours may be carried over into the following calendar year up to a maximum 

of eighty (80). 
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OUR RETAIL SIDE 

 

 

THE BARRE CAFÉ 

 

 Located on the third floor across from the front desk, the café serves hot & cold drinks, sandwiches, salads, 

soup, fruit, bagels, muffins, energy bars and many other kinds of snacks.  The hours of operation are posted by the 

café entrance. 

 

 Please Note: No food, drink or gum is allowed in the studios at any time. 
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PERFORMANCE SPACE AT STEPS 

 

STUDIO 2 (“Steps Studio Theater”) 

 

          Live performances can be held in Studio 2.  All faculty and staff may rent the studio at a discounted rate.  If 

you’re interested in using Studio 2, please contact the Director of Operations to receive an Informational Packet.   

 

 

STEPS BEYOND FOUNDATION 

STEPS BEYOND FOUNDATION, the nonprofit arm of Steps on Broadway, is dedicated to developing and 

sustaining dance artists and to the cultivation of the dance community. Specifically, the Foundation is committed 

to supporting excellence in the field by providing collaborative opportunities among established and emerging 

artists through community engagement, dance scholarships, and presenting performance & special events. If you’re 

interested in becoming involved in the Foundation, please contact the Managing Director at extension 112. 

 

 

 

STUDENT PROGRAMS 

PROFESSIONAL TRAINING PROGRAMS 
 

• Steps Conservatory (ages 17-24) is a two-year curriculum-based intensive program specifically designed to 

strengthen technique and artistry, thus preparing the dancer for a professional career in either the concert or 

commercial dance world. Dancers in the Conservatory take 15-18 weekly classes from our daily schedule as 

well as private Performance Enrichment workshops, such as vocal training, health and wellness, repertory, 

composition, dance history, career development, etc.  Students may select either a ballet/contemporary or theater 

dance/jazz track. 
 

• Summer Study NYC: A Contemporary Intensive (ages 18 and older) is our summer intensive specifically 

designed for the dancer preparing for a professional career. This program offers intermediate and advanced 

dancers, (ages 18 & older) one or two 4-week sessions each comprised of the following components:  Daily 

technique classes, Steps with Contemporary Masters, Creative Tools, Performance Skills. Each session 

culminates in a studio performance. 
 

• International Independent Study Program (ages 18-35) is designed so that each participant has the flexibility 

to create their own dance schedule and experiences New York City’s dance community in motion. This M-1 visa 

program is designed for dancers and dance educators at the intermediate to professional level, who want to 

explore the diversity of techniques and styles Steps has to offer. Students may join the program for three, six or 

12 months.   

  

* Dancers must apply and audition for enrollment in any of the above Professional Training Programs. 

  

 

THE SCHOOL AT STEPS cultivates young dancers, ages 18 months to 18 years, from their first step in 

a dance studio through their pre-professional training. Students discover their individual artistic voices in 

a creative environment with the guidance of an internationally recognized faculty. The personal attention 

the school provides encourages students to mature as dancers, grow as individuals, and enrich their passion 
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for the art form. School at Steps graduates go on to dance with professional companies, study at top college  

dance programs, and perform on Broadway. 

 

WORK-STUDY: The Steps Work-Study Program offers financial assistance to intermediate and advanced level 

dancers pursuing a career in dance or the performing arts. Students may take unlimited discounted classes in 

exchange for 8-10 hours of work a week assisting with the administration and maintenance of the studio.   

 In addition to discounted Professional and Adult Daily Classes, students in the program also receive the 

following benefits: 
 

• Discounted rate on master classes, workshops and intensives 

• Recommendations and personal reference letters 

• Student ID cards  

• Discounted rates on studio rentals 

• Discount or free tickets to concerts and shows  

The Work/Study Program is a great opportunity for dancers to gain valuable experience in performing arts 

administration, while developing strong interpersonal skills and beneficial relationships with aspiring dancers and 

professionals. 
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SAFTEY & SECURITY AT STEPS 

 

POLICY 

 

 Steps will endeavor to maintain an environment that is free of hazards to our employees’ health and safety.  

We assign our highest priority to upholding this policy and seek the cooperation of all our employees in making it 

work. 

 

 We are committed to providing safe working conditions for all employees.  This goal, however, cannot be 

met alone.  It is the obligation of each employee to observe safety regulations, to use safety equipment when 

required, and to practice safety at all times. 

 

 Safety is primarily a matter of common sense and good judgment.  Rules alone will not prevent accidents.  

The following is a list of basic safety guidelines that employees should practice, at a minimum, to help keep the 

workplace safe and hazard-free for themselves and fellow employees.  Be alert for possible hazards.  Inform the 

Director of Operations or any member of the Management Team of any situation where danger exists or that may 

cause harm.  Know the location of exits and fire extinguishers.  Use extra caution with caustic chemicals. 

• Be careful of footing and watch for trip/fall hazards on stairways, corridors and studio areas. 

• Do not climb on chairs and other furniture. 

• Do not overload electric outlets. 

• Never remove existing safety devices. 

• Do not place equipment so that electric cords and telephone wire cross traffic areas. 

• Keep aisles and passageways clear at all times. 

ACCIDENT/INJURY REPORTING 

 

 If you sustain any injury at work, no matter how minor, you should notify an administrative staff member  

immediately so the required job safety forms are completed and an assessment can be made of whether you should 

be sent for emergency medical treatment. 

 

NO WEAPONS POLICY 

 

 Steps does not permit employees to possess any firearms or other weapons on company property.  Do not 

bring weapons onto our premises at any time, regardless if you are legally licensed to carry one. 

 

FIRST AID 

 

 First aid kits can be found in the Front Office located on the third floor, and also in the School at Steps 

Administrative Office.  

 

SECURITY  

 

 As we walk throughout the studio, each of us have a responsibility to keep our eyes and ears open to 

situations that could pose a risk to the safety of everyone at Steps. Please remain alert to risks such as: 

 

• Individual(s) acting in a suspicious manner 

• Any suspicious looking packages/items left unattended 

• Individual(s) entering and/or in unauthorized areas 
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 Should you notice any of the above or any other situations that you feel may present a risk to public safety 

and/or theft/damage of personal property, please notify any member of the Management Team via the fastest means 

possible. Under no circumstances are you to take any action that could endanger yourself or any other individual(s). 

Since there is no way to create a list of every possible risk, your ability to maintain a keen awareness of your 

surroundings at all times and use of proper discretion are essential.  

 

 In situations that create potentially unsafe conditions but do not present a risk to yourself (i.e. trip/fall 

hazards in stairwells, wet floors, etc.), you should take immediate action to remove the risk and in cases where 

repair work is necessary and/or the reoccurrence of the risk is likely, advise the Director of Operations immediately. 

 

SECURITY CAMERAS 

 

For your safety, the studio hallways and doorways are monitored by surveillance security cameras 24 hours 

a day. 

 

VISITORS 

 

 All visitors and guests observing classes within the studios must have permission to do so by the instructor.  

Observing guests of classes may be asked to pay the appropriate observation fee. 

 

ENTRY AFTER HOURS 

  

 You are not allowed to enter Steps property after normal working hours for any reason without the express 

approval of one of the Directors. 
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PARTING STEPS 

 

VOLUNTARY RESIGNATION   

 

 As a professional courtesy, teachers of regularly scheduled classes are expected to give four (4) weeks 

written notice of their intent to resign. This guiding principle is in place to facilitate a smooth transition for the 

studio, our students and of course, yourself.  

. 

 

RESIGNATION WITHOUT NOTICE  

 

 Any teacher that fails to provide a reasonable notice of resignation will be considered ineligible for rehire 

in the future. 

 

DISCHARGE 

 

 Steps complies with New York State employment laws.  One of those laws is the “Employment–at-Will” 

doctrine.  This simply means that just as an employee can terminate his or her employment with the company at 

any time and for any reason, the company can terminate an employee at any time and for any reason. 

 

PROCEDURES AT TERMINATION   

 

 Upon termination of their employment, employees will receive their final pay at the next regular pay period 

following termination.  All accrued, vested benefits that are due and payable upon termination also will be paid at 

this time, unless the employee has failed to provide notice as described in the Voluntary Resignation paragraph at 

the beginning of this section or was terminated for cause.  

 

 After termination, health insurance benefits usually may be continued at the employee’s expense if the 

employee elects to, and it may be possible to continue certain other insurance benefits, depending on the terms of 

the plan.  You will be notified in writing of the benefits that may be continued and of the terms under which this is 

possible. 

 

RETURN OF PROPERTY 

 

 Employees are responsible for all property, materials or written information issued to them or in their 

possession or control and must on or before their last day of work; return all Steps property in their possession.  The 

company retains the right to inspect any materials that are removed from the premises, including, but not limited 

to, boxes, packages, enveloped and bags. 
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ADMINISTRATION 

STEPS ON BROADWAY       Phone: 212-874-2413 

 

Name Title Ext. 

Carol Paumgarten Founder and Artistic Director 111 

Diane Grumet Co-Artistic Director and Managing Director 112 

Bob Felitte Business Director 134 

Suzy Norton-DiCerto Director of Group Programs, Assistant Managing Director 119 

Patricia Klausner Director of Marketing and Special Events 124 

Mindy Upin Jackson Director of Professional Training Programs and Foreign Student Advisor 118 

Jameson Gilpatrick Director of Finance 125 

Wedee Kao Director of Operations 115 

Mookie Kayam WorkStudy Director 115 

Stephanie Ross Operations Manager (Weekends) 114 

Glenn Giron Facilities Manager 113 

Laura Markarian Operations Supervisor 114 

Nicole Chalmers Operations Supervisor 114 

Allie Radice Facility Supervisor 113 

Elizabeth Douglas Finance Assistant 117 

Julie Carter Reconciler  115 

Erika Johns Social Media and Marketing Associate 122 

Jacob Hiss Media Associate 122 

 

THE SCHOOL AT STEPS       Phone: 212-874-3678 

 

Name Title Ext. 

Kate Thomas Director 116 

Bob Felitte Business Director 134 

Lisa Bouley Registrar 121 

Lisa Gentile Office Manager 121 

Kelly Munzenberger Marketing Associate 123 

Alessa Meni Assistant to Director 129 

Latarika Pierce Administrative Assistant --- 

 
 


