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STUDENT/PARENT/VOLUNTEER HANDBOOK DISCLAIMER 
 

The provisions of this handbook are not to be regarded as a contract between any Student/Parent/Volunteer 
and Ohana Arts.  Ohana Arts reserves the right to change any of the policies, rules, regulations and standards 

of conduct at any time as may be necessary with or without notice. Ohana Arts also reserves the right to 
modify or discontinue any of the services, programs or activities described in this handbook.  
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ABOUT OHANA ARTS 

 

OHANA ARTS MISSION STATEMENT 
 

Ohana Arts aims to inspire and engage people through high caliber educational and 

professional arts programs, and to cultivate an international family (Ohana) in the Pacific 

through the universal language of the arts.  

 
 

STATEMENT OF EDUCATIONAL PHILOSOPHY 
 
Ohana Arts seeks to provide opportunities for students at varying levels of experience, 

ability, and skill levels in a nurturing yet disciplined environment in which they can develop 

to the fullest artistic, ethical, and intellectual standards as individuals and responsible 

members of a changing global society.  

 

EDUCATIONAL OBJECTIVES OF OHANA ARTS 
 
In keeping with the Ohana Arts Mission, all those who are Staff and Volunteers must work together to carry 

out these specific objectives; 

 

1.  To educate the children and youth in the basic teachings of good citizenship.  

2.  To inspire and to motivate an appreciation of the arts  

3.  To nurture children’s and youth’s talents through a quality performing arts education 

4.  To present children with disabilities in as full and rich a manner as she or he can assimilate. 

5.  To welcome the rich diversity in age, ethnicity, culture, language and economic  

     background of our community. 
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LETTER FROM THE DESK OF THE CO-ARTISTIC & EXECUTIVE DIRECTOR 
 

Dear Parents/Guardians, 
 
Welcome to our Ohana Arts family. We are excited to be on this journey with your child.  In the Ohana 

Arts program, each child is asked to strive to his/her fullest potential.   Our objectives for your child are as follows: 
• To become a self-directed learner 
• To employ problem-solving and decision making skills 
• To develop healthy communication and social skills 
• To express themselves creatively 
• To utilize skills necessary to adapt to and create change 
• To enhance and sustain their own self-esteem 
• To develop practical skills in the arts 
• To inspire a lifelong appreciation for the arts 

 
Many of these objectives are, in essence, life skill behaviors.  The goal is to create a sense of community 

through the arts, one that may continue when the class is together and even to life beyond the school.  
Like a “team sport”, every student enrolled in any Ohana Arts workshop is important. If one person is 

missing from the starting line the team suffers. A team improves with practice and a positive attitude. The same 
disciplines required in sports are in the Ohana Arts...teamwork, practice and a positive attitude.  Please be sure to 
have your child report to classes, rehearsal and performances by the CALL TIME and to come prepared by having 
practiced and completed assignments on time.  You can help your child by helping him/her set aside practice time 
during the day. Practice at home helps build your child’s confidence on stage.  

 
No student will be dismissed from a performance or production because of the lack of acting or musical 

ability. We feel every child will succeed with an “I can do” attitude.  However, a child will be dismissed from a 
performance or production if any one of the following happens:  

•  Poor attitude 
•  2 unexcused absences  
•  3 tardiness (classes, dress rehearsals, or performances) 
•  Sexual harassment, bullying, violent disruptive behavior, or illegal activities 

 
Participating in the Ohana Arts Summer Program can be a very rewarding and exciting experience for 

your child, however, in order for the program to truly be a success, we will need help from the community of 
parents, volunteers, and friends.   During the program, please kokua as we will ask parents to help by providing 
refreshments for the students during rehearsals and performances, participating in the Ohana Arts fundraisers, 
and volunteering for committees.  

We are excited to know you will be joining us this summer, and once again, welcome to our Ohana! 
  

Sincerely, 
Jennifer Taira 
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OHANA ARTS: HISTORY, FUTURE, AND LEADERSHIP 

 

Ohana Arts is a 501(c)(3) non-profit organization founded in 2010 by Jennifer Taira, Carolyn Taira, and Laurie 
Rubin with a mission to inspire and engage people through high caliber educational and professional arts 
programs, and to cultivate an international family (Ohana) in the Pacific through the universal language of the 
arts.  

HISTORY OF OHANA ARTS 
Ohana Arts started with a dream.  Co-founders Jenny Taira, Cari Taira, and Laurie Rubin envisioned a place in 
Hawaii for youth to have high quality training and performing opportunities with highly accomplished and 
successful artists around the country.  They wanted to create a safe space for children and teens to be 
themselves, and learn how to express themselves more fully.  In 2010, Ohana Arts was born.  It started as a 
summer program which met at the Hongwanji Mission School in the afternoons to rehearse for a musical 
theatre production to be produced at a theater with professional caliber sets and costumes.  During the 
second summer, the program tripled in enrollment, culminating in two productions, a musical showcase and a 
fully staged musical theater production.  In the third summer, Ohana Arts launched a morning program which 
included several intensive classes in acting, dance, voice, and choir, in addition to continuing its annual main 
stage productions.  In the summer of 2014, Ohana Arts launched its songwriting program in which students had 
the opportunity to take classes in music theory, arranging, music technology and audio production, and 
songwriting.  Ohana Arts continues to grow, serving students ages 6-18 from over 30 schools around Oahu. 
Ohana Arts has put up numerous productions, including “The Wizard of Oz,” “Oliver,” “Footloose,” 
“Hairspray,” “Rent,” “In the Heights,"and many others.  In the summer of 2017, Ohana Arts is very pleased to 
announce a partnership with the University of Hawaii Department of Theatre & Dance, who will co-host the 
Summer Program.  Ohana Arts faculty is comprised of choreographers, music directors, acting coaches, and 
songwriting teachers from Hawaii, Los Angeles, New York, and beyond. 

In November 2014, the Ohana Arts Youth Theatre Company was launched with the world premiere of a 
groundbreaking new musical entitled, “Peace On Your Wings,” inspired by the story of Sadako Sasaki and her 
thousand paper cranes.  The Ohana Arts youth Theater Company aims to commission and produce new musical 
theater productions for all-youth casts, adapted from literary works or historical events for national outreach 
and educational tours for school audiences.  In addition, curricula for each show will be developed to be used 
alongside the productions by teachers from schools who participate in these outreach performances.  “Peace 
On Your Wings” has toured the islands of Hawaii, Los Angeles, New York, and will be traveling to San Jose and 
Seattle in the Fall of 2017. 

Jenny, Cari, and Laurie are witnessing their dream being realized.  Students who have experienced bullying 
flourish in Ohana Arts, and those who shared that they had felt stifled prior to their time at Ohana Arts, have 
blossomed.  Faculty witness lifelong friendships being formed between students in spite of any differences of 
race, age, or socioeconomic background.  Furthermore, Ohana Arts students’ growth from year to year is 
staggering.  Their levels of confidence, poise, and performing arts skills shine more brightly from summer to 
summer. 

In 2018, Ohana Arts will open its doors to students from the contiguous States and abroad, sharing the high 
caliber opportunities, and most importantly, the feeling of Ohana with young artists from around the world. 
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OHANA ARTS CO-FOUNDERS & EXECUTIVE STAFF 

Jennifer Taira, Co-Founder, Co-Artistic & Executive Director 
Jenny Taira is a composer, pianist, and clarinetist based in Honolulu, Hawaii.  Most recently, she composed, 
orchestrated, and co-wrote the book for the Ohana Arts original musical, Peace On Your Wings, which recently 
premiered in New York City.  Peace On Your Wings has been the subject of two mini-documentaries by NHK, 
and has been featured on Broadway World, Huffington Post, and Playbill.com, amongst others. 

 An active performer, she has performed extensively throughout the United States as a clarinetist and 
collaborative pianist. Recent career highlights include international recital tours throughout North America and 
Europe, and performances at Carnegie Hall, the Kennedy Center, Ravinia Festival, the Philharmonic Hall in 
Brasov Transylvania, Greenwich Music Festival, and the 92nd Street Y in New York City; and a Lucas Artist 
Residency at Montalvo Arts Center.  As a clarinetist, she received top prizes in the Hennings-Fischer Foundation 
Young Artist Competition and Kingsville International Competition, and has performed with the Burbank 
Philharmonic, Moscow Chamber Orchestra, the Cleveland Orchestra, New Britain Symphony, and the Royal 
Hawaiian Band.   In 2013, she and Laurie Rubin also branded as a new pop duo under the name, PureLand. 
Jenny is a graduate of Northwestern University and the Yale School of Music. 

Laurie Rubin, Co-Founder & Co-Artistic Director 
Mezzo-Soprano Laurie Rubin has concertized internationally at such venues as Carnegie Hall, London’s 
Wigmore Hall, the Kennedy Center, and the White House.  Recent career highlights include duet concerts with 
world renowned mezzo-soprano  Frederica Von Stade at DePauw University in Indiana and the Ravinia Festival 
in Chicago, a solo appearance with the LA Chamber Orchestra, and a performance at the International Human 
Rights Conference in Lucerne Switzerland.  

She has performed numerous operatic roles, including the witch/voice in Lisa Bielawa’s episodic TV opera, 
“Vireo,”  Elle in Poulenc’s one-woman opera, ‘La Voix Humane,” Penelope in Monteverdi’s “The Return of 
Ulysses,” and the title role in Rossini’s “La Cenerentola.  After the publication of her memoir, “Do You Dream in 
Color?” in 2012, Laurie embarked on a national concert and book tour, weaving stories from her life with 
relevant musical selections.  She served as lyricist and co-bookwriter for the groundbreaking new musical, 
“Peace On Your Wings” which has toured Hawaii, Los Angeles, and New York.  Laurie also joined with 
composer Jennifer Taira to form the pop duo, PureLand, writing and performing original music.  Laurie is a 
graduate of the Oberlin Conservatory of Music and the Yale School of Music.  

Carolyn Taira, Co-Founder Co-Artistic Director 
Cari Taira is Co-Founder and Co-Artistic Director and resident stage director for Ohana Arts.  She is also Director 
of Central Theatre Academy of Arts.  She was born and raised in Mililani, Hawaii, where her passion for theatre 
began at Kipapa Elementary School with inspirational teacher, Mrs. Yvonne Toma. She attended Mililani High 
School, and went on to receive a Bachelor of Arts degree in Drama from the University of Portland. Her 
principle instructors were acting professors Ed Bowen and Mindy Logan, and voice processor Jill Sotero. She 
has performed in productions of A Midsummer Night’s Dream, Sweet Charity, The House of Bernarda Alba, The 
Crucible, and The Wiz.  
  
After spending 9 years as the director and program coordinator of the Hongwanji Mission School drama 
program, and 2 years at Pacific Buddhist Academy, she is excited to be back at Mililani High School.  Some of 
her directing credits include Peace On Your Wings, Seussical Jr., Peter Pan Jr., Annie Jr., Little Shop of Horrors, 
Hairspray, Footloose, Oliver, The Wizard of Oz, Once On this Island Jr., Little Mermaid Jr., and Almost Maine.  
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NOTICE OF NON-DISCRIMINATION STATEMENT  
 
Ohana Arts does not discriminate on the basis of sex, gender, race, age, color, disability, religion, sexual 
orientation, or national or ethnic origin in any of its educational programs, practices, or activities.  Inquiries 
regarding compliance with Title VI of the Civil Rights Act of 1964, Title IX of the Educational Amendments of 
1972, or Section 501 of the Rehabilitation Ace of 1973 may be directed to the office of the Artistic & Executive 
Director.  
 
 
 

SEX DISCRIMINATION, SEXUAL HARASSMENT AND SEXUAL MISCONDUCT  
 
Title IX of the Education Amendments of 1972 is a federal law that prohibits sex discrimination in education. It 
reads:  
"No person in the United States shall, on the basis of sex, be excluded from participation in, be denied the 
benefits of, or be subjected to discrimination under any education program or activity receiving Federal 
financial assistance."  
Title IX of the Education Amendments of 1972; 34 C.F.R. Part 106. Sex discrimination includes sexual harassment 
and sexual assault.  
The Artistic & Executive Director has primary responsibility for investigating complaints of Title IX sex 
discrimination, harassment and assault. 

 
 

FAMILY EDUCATION RIGHTS AND PRIVACY ACT (FERPA) 
 
Educational records of current and past students will only be released as governed by FERPA.  Parents of 
students under age 18 and students 18 and older have the right to inspect and review education records. 
Parents of students 18 or older must provide the school with written permission from the student in order to 
review records.  
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STANDARDS OF BEHAVIOR 
 

It is the mission and responsibility of Ohana Arts to provide the students in the program a safe environment to 
come together to learn and perform. 

 
Any activity, action, or behavior which would compromise this mission will not be condoned or tolerated.  Zero 
tolerance behaviors includes, but are not limited to: 
 

• Sexual harassment 
• Extreme bullying (Physical , Verbal, or Cyber) 
• Violent or disruptive behavior 
• Any illegal activities such as alcohol use by minors, drug use, drug sale, or drug distribution, 

tagging (graffiti), or defacement of property 
 

The Executive Director and Ohana Arts will take immediate and prompt action when becoming aware of or 
have a report of any such occurrences.  Any and all cases of illegal activity will be reported to the proper 
authorities and a report will be made. 

 
Any activities or behaviors which do not conform to the policies and teachings of Ohana Arts cannot be 
tolerated within the confines of the confines of the Ohana Arts community. 

 
If there are any questions, comments, or need for a clarification of this policy, please call the Ohana Arts 
Executive Director. 
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OHANA ARTS EXPECTATIONS 
 
Following are the expectations of Ohana Arts – Administration, Teaching/Instructing Staff, Technical Staff, 
Support Staff, Volunteers, Parents, and Students.   We have two overriding expectations for our program:  (1) 
Safety First in all things and (2) decisions will be made in the Best Interest of the Child/Children as a whole.  It is 
our belief that if our overriding expectations and the expectations outlined below are met, students will 
achieve their greatest success. 
 
ADMINISTRATION 

1. Be present and available to staff, students, volunteers, and parents. 
2. Provide opportunities for professional development for staff. 
3. Provide leadership and support for challenging education/student management issues. 
4. Help staff and students meet their professional and academic/artistic goals. 

 
TEACHING/INSTRUCTING STAFF 

1. Help make Ohana Arts a positive, engaging place that is academically and artistically challenging that 
strives for excellence in all aspects of its performing arts program. 

2. Always act in a polite, professional manner. 
3. Maintain confidentiality. 
4. Be organized, consistent, communicate, cooperate, exhibit flexibility, and reflect over 

practice/lessons. 
5. Mentor students and encourage them to meet high expectations. 
6. Provide differentiated instruction to meet the needs of all learning styles. 
7. Encourage student responsibility. 

 
SUPPORT STAFF/TECHNICAL STAFF/VOLUNTEERS 

1. Help make Ohana Arts a positive, engaging place that strives for excellence in all aspects of its 
performing arts program. 

2. Always act in a polite, professional manner. 
3. Maintain confidentiality. 
4. Be organized, consistent, communicate, cooperate and exhibit flexibility. 
5. Help Ohana Arts to run smoothly and efficiently. 

 
PARENTS 

1. Bring your child to school on time (well fed, clean, well clothed, and with adequate sleep). 
2. Help and encourage your child to learn their roles/music/homework and provide time and an 

appropriate study space. 
3. Hold your child accountable to high expectations for artistic and academic excellence. 
4. Establish a positive relationship with staff, other parents, and students – Volunteer! 
5. Stress the importance of responsibility to your child. 

 
STUDENTS 

1. Come to school on time, prepared for each class and ready to participate in all activities (well fed, 
clean, well clothed, with adequate sleep, and rehearsed). 

2. Hold yourself accountable and act responsibly. 
3. Exhibit self-motivation and take ownership of your education. 
4. Demonstrate behavior appropriate to succeed. 
5. Treat administration, teaching/instructing staff, support staff, technical staff, volunteers and fellow 

students with respect, be polite, be positive and encouraging and be professional at all times.  
6. Behave in a respectful manner at all times – respecting others bodies, others properties, your body, 

your property and the property of any venue that Ohana Arts is utilizing. 
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ROLE OF PARENTS IN THE OHANA ARTS EDUCATION OF THE CHILD 
 
Parents have the first responsibility for the raising of their child.  They have the right and duty to proving a safe 
and loving environment. 
 
In partnership with the Ohana Arts staff, parents share in and support the formal arts education in these ways: 

• Keeping alive the rich traditions of family 
• Taking an active role in preparing the child for performance 
• Discussing the daily lessons/activities with the child/youth 
• Encouraging the child to perform acts of kindness within the family, at school, in the community. 
• Guiding the child to make moral decisions, to think critically, distinguishing between right and wrong. 
• Teaching by work and example 
• Bringing your child to school, practices and performances on time, prepared. and ready learn and 

perform.  Please make sure they are well fed, clean, dressed appropriately and have adequate sleep.  
• Pick your child up promptly when class, practices and/or performances are done. 
• Please make sure to park in designated parking locations. 
• Help and encourage your child to learn their roles/music/homework and provide time and an appropriate 

study space. 
• Hold your child accountable to high expectations for artistic and academic excellence. 
• Establish a positive relationship with staff, other parents, and students – Volunteer! 
• Stress the importance of responsibility to your child. 
• Check your email account on a regular basis to ensure that you receive any communications from Ohana 

Arts Staff in a timely manner. 
• Remember to respect and abide by all parking rules. 
• Be positive and encouraging towards all the students, performers, and staff members of Ohana Arts – 

especially your child. 
 

 

EXPECTATION OF STUDENTS IN THE OHANA ARTS PROGRAM 
 
1.  Have a positive attitude and will be expected to act as part of a team.  
2.  Students in music and drama programs must practice at home daily for at least 30 minutes. 
3.  Come to all rehearsals and classes prepared with music, script, binder, pencil, and homework. 
4.  Respect your teachers, administration, staff, peers, substitutes, parents, and volunteers. 
5.  Listen to and follow directions of teachers, administration, staff, substitutes, parents, volunteers, and 

other adults in authority. 
6. Immediately bring problems and concerns to the attention of an adult. 
7. Come dressed appropriately and use respectful language. 
8. Give your 110% best effort. 
9. Come to school, lessons, rehearsals and performances on time, prepared for each class and ready to 

participate in all activities.  Make sure you have a good meal before you come to class and have your food 
and drinks prepared for the day.  Make sure you are showered and have clean and appropriate clothing 
each day.  Make sure you get adequate sleep each night.  

10. Hold yourself accountable and act responsibly. 
11. Exhibit self-motivation and take ownership of your education. 
12. Demonstrate behavior appropriate to succeed. 
13. Treat administration, teaching/instructing staff, support staff, technical staff, volunteers, and fellow 

students with respect, be polite, be positive and encouraging and be professional at all times.  
14. Behave in a respectful manner at all times – respect your body, your property, Ohana Arts property, other 

people’s personal space, other people’s property, and the property of any venue that Ohana Arts is 
utilizing.  
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15. If drug use is suspected, the Student may be subject to drug testing with consent of Parent/Guardian.  If 
drug test result is positive, the Student will not be allowed to continue with the Ohana Arts Program.  

 

ROLE AND EXPECTATION OF VOLUNTEERS 
 
Ohana Arts is very privileged to have an active group of Volunteers made up of parents, former students, 
friends, and loved ones who believe in the Ohana Arts Mission and Vision.  Without all of your generous help 
and donation of your time and talents, Ohana Arts would not be possible.   We are so thankful for all of you.  
 
In your roles as a Volunteer, you are often the first and only contact with the public.  As such, you play a vital 
role in communicating and representing the Ohana Arts culture and ideals to the community at large.  As our 
representative, we have the following expectations of all Volunteers: 
 

1. Must complete and sign an Ohana Arts Volunteer Form. 
2. May be asked to submit to a criminal background check and/or drug test, especially Volunteers with 

direct interaction with the children.  
3. Must attend relevant and required training classes provided by Ohana Arts Administration. 
4. Volunteers will be issued a photo ID name tag and will be required to wear the tag at all times while 

volunteering.  Volunteers who misplace or forget their name tag will be asked to show a state-issued 
photo ID and their name must be matched with the current volunteer registry.  Upon confirmation, 
the individual will be provided a 1-day temporary name tag.  This name tag must be returned at the end 
of the day. 

5. Volunteers assisting with teaching should arrive no later than fifteen minutes before class. 
6. Children do not enter the classroom until Teaching/Instructing Staff is present. 
7. No child should ever be left unattended. 
8. In case of an emergency in the classroom or performance venue, an adult Volunteer or member of the 

Teaching/Instructing Staff must report immediately to the Administrative Director, while another adult 
Volunteer or member of the Teaching/Instructing Staff stays with the children.  The Administrative 
Director calls the parents.  In the case of an emergency situation that requires immediate medical 
attention, 911 should be called immediately. 

9. Children are never left alone in the classrooms or unsupervised anywhere on the property. For this 
reason, parents are requested to bring their children just a few minutes before class time. The 
exception is when Teaching Staff schedules a special meeting time. 

10. Parents who are volunteering need to provide childcare for their young children who are not enrolled 
in the Ohana Arts Program.  

11. Abide by all Rules, Policies and Standards of Conduct and Behavior, Dress Code expected of Ohana 
Arts community members.  

12. For the privacy and safety of the actors backstage, only scheduled volunteers are allowed backstage 
and in the dressing rooms before, during, and after a performance.  

13. Help make Ohana Arts a positive, engaging place that strives for excellence in all aspects of its 
performing arts program. 

14. Always act in a polite, professional manner. 
15. Maintain confidentiality. 
16. Be organized, consistent, communicate, cooperate and exhibit flexibility. 
17. Help Ohana Arts to run smoothly and efficiently.  
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GENERAL POLICIES AND PROCEDURES 
 

ATTENDANCE POLICIES  
 
1.   Daily attendance will be taken at the start of each session (morning and afternoon).  
2.   Students must also sign in upon arrival to class each day and sign out before leaving with their group 

leader. 
3.   Parents notify the Ohana Arts Administration to report all instances of tardiness, absence, or illness by 

calling 1-866-633-0430 x1 or emailing info@ohanaarts.org by 7:30am. 
4.   Parents/guardians and students must read and sign the attendance acknowledgement form included in the 

registration before the start of classes.  
5.   Students are not allowed more than two excused absences from any rehearsal or class, unless given 

special permission from the Ohana Arts Administration. 
6.  Students may also be subject to dismissal from a production in the following situations: 

a. 2 unexcused absences from any rehearsal, or class 
b. 1 unexcused absence from any performance 
c. 3 instances of tardiness from any rehearsal, class, or performance 
d. Poor attitude 
e. Sexual harassment, bullying, violent disruptive behavior, or illegal activities 

 
 

POLICY FOR ILLNESS 
 
1.  Students who vomit will be sent home immediately.  Parents are called and must arrange for the student to 

be picked up. 
2.  Students with a fever of 100.4 degrees or higher will be sent home immediately.  Parents are called and 

must arrange for the student to be picked up. 
3.  Students must be fever-free for 24 hours before being allowed to return to the Ohana Arts program. 
4.  Students who exhibit signs of illness prior to an excursion or trip will need to have their temperature taken 

before leaving on the trip.  
5. If a child goes on a planned outing and is ill or becomes ill, parents or an approved adult must come to pick 

up their child at the planned site. 
 

DRESS CODE & UNIFORM 
 
UNIFORM:  During the summer program, all students, faculty, staff, and volunteers are required to wear the 
designated Ohana Arts uniform t-shirt daily.  Students may wear the uniform t-shirt with leggings, shorts, or 
pants and must meet the standards of dress as outlined below.   Students must also wear covered shoes at all 
times. 
 
Outside of the summer program, our policy is as follows: 
 
Freedom of expression, good judgment, respect for others and safety are the foundations of Ohana Arts’ 
approach towards the dress of Students, Staff, and Volunteers.  One’s appearance will be governed by 
standards that are compatible with decency, cleanliness, safety, and the promotion of learning.  Student, Staff, 
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and Volunteer dress that disrupt the educational process will not be allowed.  Dress that is gender 
non-traditional (but otherwise is in line with this dress code) will be respected and permitted.   Students, Staff, 
and Volunteers may be required to adhere to a predetermined dress code for extracurricular events.  Students 
may be required to wear specialized clothing for elective classes, but are not appropriate for other classes. 
Cover-ups will be required.  
 
Unacceptable Dress: 

- Half shirts (shirts which expose any portion of the midriff). 
- Mesh or see through clothing, muscle shirts, shirts or tops with partial or no sides.  
- Low cut blouses or shirts, including tube tops 
- Clothing, which contains symbols, pictures, and/or printing that is offensive, obscene, supports or 

depicts gang-related involvement, sex, drugs, or alcohol.  
- Skirts, shorts, and dresses should modestly cover the legs.  
- Pants must be worn at the waist or just below in an appropriate manner (NO SAGGING, BAGGING, 

DRAGGING or excessively LOW RIDING pants). 
- Shoes, sneakers, or appropriate footwear must be worn at all times (backless or high-heeled shoes are 

discouraged).  Bedroom slippers/house shoes are not to be worn in class.  For safety reasons, teachers 
have the authority to require specific footwear in their classrooms. 

- It is generally not appropriate to wear dance, theatrical, or other specialized clothing or make-up that 
may otherwise violate the dress code principles to regular classes.  

- Hats and sunglasses will be allowed, but teachers are given discretion to require their removal during 
class. 

 
Ohana Arts’ Administration has the authority to use discretion for any instance that the 
Student’s/Staff’s/Volunteer’s dress may be questionable or when violations are not specifically mentioned 
above.  Student/Staff/Volunteer will be removed from class and required to obtain appropriate clothing before 
being readmitted.  Refusal to dress appropriately will result in disciplinary action.  Chronic offenses may result 
in severe consequences up to and including expulsion from Ohana Arts. 
 

PERSONAL ITEMS 
 
Ohana Arts is not responsible for the cost of or replacement of any lost or stolen personal items.  Students 
should not bring items of value to class.  Cell phones will be confiscated or banned if they are misused.  Ohana 
Arts Staff should not see or hear cell phones during class time unless specifically allowed by 
Teaching/Instructing Staff.  Ohana Arts personnel will not waste time looking for missing cell phones or other 
personal items. 
 

LOCKERS 
 
Each student will be assigned a locker.  Please bring a lock on the first day of classes. 
 

LUNCH SERVICE 
 
Students may purchase a box-lunch meal plan for the summer through Ohana Arts for a flat rate of $232 for 
6-weeks.  Healthy lunches made by Eat Honolulu will be delivered daily to Kennedy Theatre.  Vegan/gluten-free 
options are available.  Sample menus available upon request.  Lunch plans must be ordered and paid for in full 
by the designated deadline prior to the start of classes.  
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Students who do not purchase a box-lunch meal plan must bring a home lunch as they will not be allowed to 
leave the Kennedy Theatre building vicinity.  Occasionally, students will be scheduled for group visits to 
on-campus eateries or snack shops, but no student should rely on these group visits to purchase their daily 
meals. 
 

DROP OFF AND PICK UP PROCEDURES 
 
1. Pick up and Drop off of your child at Kennedy Theatre, 1770 East-West Rd.  Let the guard know you are 

there to pick up your child at Ohana Arts and they will let your through.  Ohana Arts will provide curbside 
check-in and drop-off at the front of Kennedy Theatre.  Do not park or idle, as traffic must keep moving 
during the pick up and drop off hours.  

2. The administrative office opens at 7:15am M-F and closes at 5:00pm.  Classrooms do not open until 7:55am, 
however, staff will be available to check-in students beginning at 7:15am. 

3. Students must check-in with their group leader(s) upon arrival to the program each day. 
4. All students must be signed out with their group leader(s) by a parent or authorized adult at pick up.  
5. All students should be picked up promptly by a parent or pre-authorized guardian at 4:30pm, and no later 

than 5:00pm.  Late pick-ups will be assessed a fee of $20.00 for every five (5) minutes after 5:00pm or 
fraction thereof. 

6. No child can walk home after class unless Ohana Arts is provided written authorization and release by 
parents.  

7. Any non-parent guardian picking up your child should be on file with our Administration.  
8. No child is allowed to walk home after evening performances. 
7.  During tech and performance week(s), students must sign in with their stage manager upon arrival at each 

rehearsal or performance at the performance venue. 
8.   After each performance, students must report directly backstage.  Students will then change out of their 

costumes, gather their belongings and clean up their area before meeting their parents and friends. 
9.   Parents/guardians must meet their child at the stage door and sign them out with the Stage Manager or 

designated leader before they can leave.  
 

PARKING 
 
1. Parking is limited and discouraged on campus.  
2. Parking passes are not available for students or parents.  If you need to park, please use the green public 

meters in the nearest available parking lots on campus. 
3. Parking passes are available for faculty, staff, and interns for a fee. 
 

MID-MORNING & MID-AFTERNOON BREAK, AND LUNCH PERIOD 
 
1. Students will receive a supervised 15 minute mid-morning break, a 15-minute mid-afternoon break, and a 

30-minute lunch period each day. 
2.  Students must stay within the designated boundaries during all breaks.  Group trips will be scheduled 

periodically throughout the summer to on-campus eateries or snack shops, but no student will be allowed 
to leave the Kennedy Theatre boundaries on their own and should come prepared with either a home lunch 
or purchase the Ohana Arts meal plan. 

3.  No rough or dangerous horseplay. 
4.  No leaning, climbing, jumping, or hanging off of building structures. 
5.  No fighting or physical violence. 
6. No scooters, skateboards, rollerblades, or bicycles allowed. 
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PRODUCTION/TECH WEEK MEALS 
 
1.  All Students, Staff, Parents, and Volunteers must purchase a meal ticket or meal pass by the specified 

deadline in order to partake in the food provided by Ohana Arts.  
2. Food will be served under the guidance of the Ohana Arts Food Committee. 
3. The Ohana Arts Food Committee will monitor the following food safety practices: 

a. All food must be served by designated food servers. 
b. All food handlers and servers must wash their hands with soap and use disposable gloves. 
c. Food handlers and servers must be healthy, and free of any contagious illness. 
d. All food handlers and servers with long hair must have their hair tied back. 

 

DISCIPLINE 
 
The Staff at Ohana Arts strives to uphold the highest levels of positive behavior.  Our goal is to have all 
students and staff exhibit respect for each other in all aspects of the education process including behavior, 
dress, and communication.  
 
Each Teacher/Instructor has a set of classroom rules and policies that will be reviewed at the beginning of the 
year with their students.  When a student fails to follow the rules set forth by their Teacher/Instructor, it 
becomes a distraction to the Teacher/Instructor and to the class as a whole and disrupts the education process. 
Failure to follow classroom rules and regulations will be treated as insubordination and will result in disciplinary 
action.  
 
Following are behaviors expected of Students, Staff, Volunteers, and Parents at Ohana Arts.  Students, Staff, 
Volunteers, and Parents are expected to exhibit these behaviors while on campus and at all Ohana Arts 
activities and venues.  Appropriate actions will be taken when these expectations are not met.  
 

- Be honest. 
- Keep the campus and any Ohana Arts venue clean. 
- No public displays of affection. 
- Turn cell phones and personal electronic devices off, and put them away during instructional hours.  
- Follow the dress code. 
- Use appropriate language. 
- Respect adults and peers. 
- Respect school rules and the authority of all staff and volunteers. 
- Follow attendance rules, including being on time.  
- Respect the property of others. 
- Be safe on campus, including obeying the traffic laws, no excessive horseplay, no harassment, no 

bullying, and no fighting. 
- Support a gang-free campus with no gang dress, signs, or gang-like behavior. 
- Support a drug-free campus/organization with no paraphernalia, cigarettes (including e-cigarettes), 

alcohol, or other drugs. 
 
A police report will be filed with local law enforcement if a Student/Staff/Volunteer/Parent displays any of the 
following criminal offenses:   arson, assault, weapons possession/use, battery, threats, theft, vandalism, 
trespass, exploitation, interfering with the education process, and possession, use, under the influence, sale 
and/or distribution of controlled/illegal substances including drugs and alcohol.  Criminal offenses may also 
result in expulsion from Ohana Arts. 
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ANTI-BULLYING POLICY 
 
Any display of bullying behavior (as determined by the Administrative Director’s investigation) at Ohana Arts is 
strictly prohibited, and such conduct may result in disciplinary action, including suspension and/or expulsion 
from our program.  “Bullying” means any repeated and pervasive written, verbal, or electronic expression, 
physical act or gesture, or a pattern thereof, that is intended to cause distress upon one or more students in 
Ohana Arts.  Bullying includes, but is not limited to, hazing, harassment, intimidation, or menacing acts of a 
student, which may, but need not be based on the student’s race, color, sex, ethnicity, national origin, religion, 
disability, age, or sexual orientation that a reasonable person under the same or similar circumstances should 
know will have the effect of: 
 

- Placing a student in reasonable fear of physical harm or damage to the student’s property; or 
- Physically harming a student or damaging a student’s property; or 
- Insulting or demeaning any student or group of students in such a way as to disrupt or interfere with 

the school’s educational mission or the education of any student. 
 
Bullying must not be confused with student disagreements or mutual harassment.  Students and parents may 
file verbal or written complaints concerning suspected bullying behavior to Ohana Arts Staff, Directors, and/or 
Administrative Director.  Any report of suspected bullying behavior will be reviewed.  If acts of bullying are 
verified, prompt disciplinary action may be taken against the perpetrator, up to and including suspension 
and/or expulsion. 
 

SEARCH AND SEIZURE 
 
A student’s person or property while under the authority of Ohana Arts and Ohana Arts’ property assigned to a 
student, are subject to search, and items found are subject to seizure in accordance with the law.  The 
Executive Director or his/her designated Agent may direct or conduct a search when he/she has a reasonable 
cause to believe that a search is necessary to help maintain Ohana Arts’ program safety and security.  Random, 
unannounced searches may be conducted of the premises/venue, campus, classrooms, and vehicles on Ohana 
Arts’ licensed grounds, and backpacks using drug/weapon dogs.  The following requirements govern the 
conduct of permissible searches by authorized persons: 
 

- Ohana Arts’ licensed grounds (i.e.  University of Hawaii Classrooms licensed for Ohana Arts’ use, 
venues where Ohana Arts’ is performing, other locations where Ohana Arts’ has a legal contractual 
right to occupy such as Camp Erdman, Mamiya Theatre, or other performing arts venues) and student 
property/vehicles on Ohana Arts’ licensed grounds may be searched with or without students present. 
When students are not present, another authorized person shall serve as a witness whenever possible. 
Students are to assume full responsibility for the content and the security of property assigned to 
them.  

- Physical searches of student’s person may be conducted only by an authorized person who is of the 
same sex as the student, and except where circumstances render it impossible may be conducted only 
in the presence of another person of the same sex.  

- Illegal items, legal items which threaten the safety or security of others or items, which are used to 
disrupt or interfere with the educational process, may be seized by authorized persons.  Seized items 
shall be released to appropriate authorities or student’s parent or returned to the student when the 
Executive Director deems appropriate. 

- When a search discloses illegally possessed contraband material or evidence of some other crime, the 
Executive Director shall have the discretion to notify a law enforcement officer. 
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TECHNOLOGY USE 
 
The use of Ohana Arts technology resources is a privilege granted to students primarily for the enhancement of 
the education process.  Violations of this policy may result in the revocation of the privilege.  Depending upon 
the severity of the infraction, students may also face disciplinary action up to and including expulsion, and/or 
criminal prosecution for misuse of this resource.  
 
Ohana Arts does not attempt to articulate all possible uses or violations within this document.  In general, 
users are expected to use Ohana Arts or Ohana Arts provided computers, computer networks, and/or 
equipment in a responsible, polite, and respectful manner.  Users are NOT allowed to: 
 

- Knowingly send, receive, or display sexually oriented images, messages, or cartoons; 
- Knowingly send, receive, or display communications that ridicule, disparage, or criticize a person, a 

group of people, or an organization based on race, national origin, sex, sexual orientation, age, 
disability, religion, or political beliefs; 

- Knowingly send, receive, or display communications that demean, threaten, insult, harass, or defame 
others; 

- Knowingly send, receive, or display communications that disparage or berate the Ohana Arts program 
or any Board of Director, Staff, Volunteer, Parent or Student of Ohana Arts.  Nothing contained in this 
paragraph shall be construed to interfere with the conduct of official Ohana Arts business; 

- Violate any local, State, or Federal statute or regulation including, but not limited to copyright laws; 
- Solicit, endorse, or proselytize others for commercial ventures, outside organizations, or religious, 

social, or political causes; 
- Disrupt, disable, damage, or interfere with services, equipment, or other users; 
- Access, assist, or allow others to access equipment, files, passwords, user codes, or information 

without authorization. 
 
Ohana Arts reserves the right to review, audit, intercept, access, and disclose all matters on Ohana Arts 
computers, internet access, and e-mail systems, as business conditions and/or security considerations warrant, 
with or without notice, during or after school hours.  Technological resources are the property of Ohana Arts. 
Students using this resource have no expectation of privacy in their email or on the Internet.  
 

GRIEVANCE PROCEDURE 
 
Teaching/Instructional Staff, parents, and students shall attempt resolution of problems affecting students and 
the education process by informal means.  If any student or parent feels that the decisions made by Ohana Arts 
Staff are not fair or reasonable, a conference shall be requested in the following order until a resolution can be 
met or Ohana Arts’ decision is final. 
 

1. Teacher/Instructional Staff 
2. Administrative Director or designated agent thereof 
3. Artistic & Executive Director 
4. Board of Directors 
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HEALTH AND SAFETY RULES 
 

SAFETY ON AND OFF CAMPUS 
 
Ohana Arts takes the safety of staff and students seriously and is working with the UH Department of Public 
Safety to keep our young students safe.  
 
Police will be engaged when there is real or perceived danger.  Administrators and staff will initiate safety 
protocols when incidents happen on campus, and facilitate communication with families, community groups 
and law enforcement when incidents involving students happen off-campus while in residence at Mamiya 
Theatre or on an Ohana Arts field trip or tour. 
 
Because the Ohana Arts Summer Program is taking place on the campus of a public university, families should 
speak with their children about basic safety measures: 

● Stay away from strangers, do not talk to or take anything from them. 
● Don’t go anywhere with someone you don’t know. Never accept a ride from a stranger. 
● If a stranger approaches you, seek help immediately from a trusted adult. 
● Use the buddy system; avoid walking anywhere alone, even within Kennedy Theatre. 
● If a stranger grabs you, do whatever it takes to stop the stranger, yell for help. 
● Report any suspicious activity to a trusted adult. 
● Be alert of your surroundings and let others know where you will be and what time you will be back. 

 
The Ohana Arts program will take place almost entirely in the Kennedy Theatre Building.  There is one dance 
studio that we will utilize that is a 7-minute walk from Kennedy Theatre.  Students will travel to and from that 
studio as a group, supervised by their teachers and never alone. 
 
In addition, the following safety precautions will be enforced: 
 

1.  No student will be allowed to leave the designated boundaries of Kennedy Theatre at any time.  
 

2.  The main doors to the Kennedy Theatre will remain locked during the program.  Unauthorized visitors 
will not be allowed entry.  Parents and authorized visitors must call the Administrative Coordinator at 
1-866-633-0430 x2 during business hours in order to gain access to the building.   The Administrative 
Coordinator will be available to answer phone calls and greet visitors from 7:00 AM - 5:00 PM M-F in 
the Ohana Arts Summer Office, located in the lower lobby of Kennedy Theatre. 

 

FIRE DRILL/EVACUATIONS 
 
The fire drill evacuation plan is posted in the classrooms. When in a new facility, the teaching staff is 
responsible for explaining new procedures for evacuation in case of an emergency.  Students, staff, and 
volunteers are instructed to proceed immediately to the designated areas.   Teaching staff is responsible for 
making certain that all students have exited and stays with their class at all times. Upon reaching designated 
place, students are to line up in a single file line.  Teaching staff must take attendance once in the designated 
place.  Everyone should wait for directions and all clear signal. 
 
Upon alert signal, the Executive Director or his/her Agent will check the entire facility to see that everyone is 
out safely.  
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Periodic fire drills/evacuations must be conducted to ensure Students and Staff understand proper response 
and action.  
 
ALL volunteers must be informed of fire drill/evacuation procedures. 
 
 

FOOD & MEAL SANITATION AND SAFETY 
 
1. All Students, Staff, Parents, and Volunteers must wash their hands with soap before and after eating and 

using the restrooms.  If soap is not available, hand sanitizer will be available and must be used.  
2. No eating or drinking in costume.  Students may drink water only.  
3. Once Student is hooked up to a microphone headset, Students may only drink water from a straw.  
1. Eating or drinking is only allowed in the theatre in designated areas.  
2. Students are strongly discouraged from sharing food.  Ohana Arts Festival and School is a peanut-free 

program.  Students, Staff, Parents, and Volunteers are not allowed to bring food containing peanuts or 
peanut-based products to classes, rehearsals, or performances.  

 

POLICY FOR TREATING PEDICULOSIS (HEAD LICE) 
 
1.  When pediculosis (head lice) is witnessed in a Student’s head/hair, a trained Ohana Arts Staff member will 

check the Student’s head and hair for Pediculosis.  If Pediculosis is confirmed, the Student will be placed in a 
safe environment away from peers.  Parents are called and they must pick up their child immediately. 

2.  All peers and adults in contact with the Student must be checked immediately by a trained Ohana Arts Staff 
member. 

3. When Parents pick up their child, they are counseled about the condition of the Student’s Pediculosis and 
are given the NOTICE TO PARENTS PEDICULOSIS (HEAD LICE) document.  Parents are strongly requested to 
follow the steps of treatment as written on the document. 

4. A Student with Pediculosis cannot return to the Ohana Arts Program until their head and hair are free of 
eggs and nits. 

5. To prevent re-infestation, a re-check will be done when the Student returns to the Ohana Arts Program.  A 
Parent/Guardian must accompany the Student during the re-check period. 

6. A signed clearance form by the Administrative Director will be given to the Parent and Student approving 
return to the Ohana Arts Program. 

 
 

MEDICAL INSURANCE, ILLNESS AND INJURY POLICIES 
 
1.  Students who need treatment for minor cuts, scrapes, or burns or who are not feeling well should report to 
the Administrative Coordinator.  The Administrative Coordinator, who is CPR and First Aid Certified will either 
treat the injury or contact parents to pick up their child.  The Administrative Coordinator will supervise the child 
while waiting to be picked up. 
 
2.  All students must carry their own medical insurance.  Parents will must sign an authorization and Medical 
Release prior to the start of the program that allows Ohana Arts to contact 911 and an ambulance in the case of 
emergency, or to be taken to an Urgent Care facility at their expense. 
 
3.  Students or staff who are age 18 or older are authorized to visit UH Health Services in the case of illness or 
injury at their own expense.  
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REPORTING PROCEDURE FOR VIOLATIONS/INCIDENTS 
 
While in class, on tour, or at performances, any Student, Parent, or Volunteer of Ohana Arts (hereinafter 
“Witness”) having observed, overheard or received a report of any Incident that violates Ohana Arts’ Standard 
of Behavior, General Policies and Procedures, and/or Health and Safety Rules shall comply with the following 
Incident Reporting Procedural Requirements: 
 

1. If the Witness is a Student, the Student should immediately report the incident to any member of the 
Teaching/Instructing Staff, Volunteer (Chaperone), or Administrative Staff. 

2. If the Witness is an adult, he or she shall promptly report the incident to a member of the 
Teaching/Instructing Staff, the Head Chaperone or Head Administrator within 24 hours.  If the incident 
in question rises to a level that immediate harm is imminent or may have occurred, then the incident 
must be reported immediately.  The incident may be reported verbally, by email, by text, or by 
completion of the Ohana Arts’ Incident Report Form.  

3. If the incident is reported to a member of the Teaching/Instructing Staff, they must immediately bring 
the matter to the attention of the Head Chaperone and/or Administrative Director or their designated 
Agent.  

4. The incident will be promptly investigated by the Head Chaperone and/or Administrative Director or 
their designated Agent.  

5. If an Interview must be done, an Ohana Arts Staff member and another witness must be present 
during all investigations and counseling sessions.  
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ACKNOWLEDGEMENT OF RECEIPT OF HANDBOOK 
 

I hereby acknowledge that I have received a copy of the Ohana Arts 
Student/Parent/Volunteer Handbook.  I understand it contains important 
information on Ohana Arts’ standards of behavior, policies, procedures, rules, 
and regulations.  I also acknowledge that it is my responsibility to familiarize 
myself with the materials in the Handbook and abide by them.  I understand 
that any questions or concerns regarding anything in this Handbook should 
immediately be addressed with the Executive Director.  
 
I also understand and acknowledge that the provisions of this handbook are 
not to be regarded as a contract between any Student/Parent/Volunteer and 
Ohana Arts.  Ohana Arts reserves the right to change any of the standards of 
behavior, policies, procedures, rules, and  regulations, in whole or in part, at 
any time, with or without notice. Ohana Arts also reserves the right to modify 
or discontinue any of the services, programs or activities described in this 
Handbook.  
 
Student Name:  
 
Student Signature:  
 
Date:     Phone:  
 
 
Parent/Guardian/Volunteer Name:  

 
Parent/Guardian/Volunteer Signature:  
  
Date:     Phone:  
 
 
Parent/Guardian/Volunteer Name:  
 
Parent/Guardian Volunteer Signature:  
 
Date:     Phone:  
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