Training Center Student Handbook

Philly Improv Theater | Revised May 2026

This handbook explains the core policies and expectations for students enrolled in Philly Improv
Theater Training Center classes, clinics, workshops, intensives, and related programs. It is intended
to help students understand how the Training Center works, what is expected in class, and where to
go with questions or concerns.

Students are responsible for reading and following this handbook, the PHIT Code of Conduct, and
the Discrimination and Harassment Prevention Policy.
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About This Handbook

The contents of this handbook have been approved by Philly Improv Theater Training Center.
Students who want a fuller understanding of how the PHIT Training Center works are encouraged to
read this handbook before enrolling and to refer back to it during their course or program.

Individual course descriptions may include additional requirements or policies specific to that class,
clinic, workshop, intensive, or program. If a course description includes more specific requirements,
those requirements apply to that course.

Location

PHIT Training Center classes are currently held at Hamilton Family Arts Center, 62 N. 2nd Street,
Philadelphia, PA 19106, unless otherwise noted in the course description.

Students will generally be able to enter the building approximately twenty minutes before class
begins and until five minutes before the listed class start time. Students who arrive after this time
may not be able to enter the building without contacting their instructor. Students who arrive more
than fifteen minutes late may not be admitted to the building.

Calendar

PHIT generally operates on a seasonal calendar from October through July. Some classes and
programs may fall outside these dates. PHIT typically operates at lower capacity during August
through September and late December through mid-January.

The PHIT Training Center office is generally closed on the days listed below. However, classes,
workshops, performances, and public programming may still take place on or around these dates. If
you are unsure whether your class or program is running, contact your instructor or PHIT
Leadership.

e Christmas Eve through New Year’s Day
e Martin Luther King Jr. Day

e President’s Day / Washington’s Birthday
e Memorial Day

¢ Juneteenth

e Independence Day/]July 4

e Labor Day

e Columbus Day /Indigenous Peoples’ Day
e Election Days

e Veterans Day

e Thanksgiving Day and the day following

Administration and Contact Information

PHIT Leadership oversees Training Center policies, enrollment decisions, appeals, complaints,
student conduct review, and related administrative matters.
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Office Phone: 267.233.1556. Voicemalil is checked periodically; email is the fastest and most reliable
way to reach PHIT about Training Center questions.

Email: classes@phillyimprovtheater.com. This inbox is generally monitored Monday through Friday,
10:00 AM-4:00 PM, excluding PHIT holidays. Messages sent outside these hours will be reviewed
when PHIT resumes administrative operations.

Website: https://phillyimprovtheater.com/

Course Catalog: https://philly-improv-theater.coursestorm.com/

Instructors

PHIT classes, workshops, clinics, intensives, advanced programs, and special offerings are taught by
instructors, teaching artists, guest artists, Ensemble Mentors, or other qualified program leads
selected by PHIT Leadership.

Assigned instructors or program leads are listed in course descriptions when available. PHIT
instructors and teaching artists are working artists, and their availability may be affected by other
projects. Assigned instructors, teaching artists, guest artists, Ensemble Mentors, or program leads
may change without notice.

Refunds will not be issued solely because an instructor or program lead is substituted.

A current list of PHIT Training Center instructors and guest teaching artists is available upon
request.

Enrollment Policies

All students enrolling in the Training Center must agree to PHIT’s Terms and Conditions of
Enrollment. By enrolling, students acknowledge that they have read and agree to follow the Student
Handbook, Code of Conduct, and Discrimination and Harassment Prevention Policy.

1. Students must sign or electronically acknowledge the enrollment policy and agree to PHIT’s
terms and conditions.

2. Students must be 18 years of age or older.

Students must pay tuition in full before the course begins unless a payment plan is offered and
approved. A student’s place is not secure until payment is received. Students who do not
complete required payment plan payments by the specified due date may lose their deposit, may
not be allowed to continue in a course, or may be unable to enroll in a future course until the
balance is paid in full.

4. Students are responsible for reviewing the Cancellation and Refund Policies before enrolling.
Refund eligibility varies by course category and timing of the withdrawal request, unless
otherwise noted in the course description. See Tuition and Fees and Cancellation and Refund
Policies.
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5. Students must attend the full duration of the course in order to move to the next level.
Participation in the class showcase is encouraged but not required to advance unless otherwise
noted in the course description.

6. Students must be on time. “On time” means arriving no later than five minutes before the listed
class start time.

7. Students are encouraged to see at least two live long-form improvisation performances during
their class session unless otherwise noted in the course description.

8. Students agree to follow the Code of Conduct and all class conduct standards.

9. Students understand that higher-level courses, electives, workshops, master classes, clinics,
intensives, and advanced programs may require stated prerequisites and, in some cases,
approval from PHIT Leadership before enrollment.

10. Students understand that in Core classes, an instructor may not recommend a student advance
to the next level. This may be due to excessive absences, insufficient demonstrated skill
development, lack of progress with core concepts, conduct concerns, or other reasons disclosed
to the student. In that case, the student will be advised by the instructor, with PHIT Leadership
included on the communication. If a student is asked to repeat a level, PHIT does not offer a
discount, refund, credit, or other financial compensation for repeating the class. Repeating a
level is the student’s choice, and the student is responsible for paying the full listed cost of the
class.

Enrollment

Courses are offered by session. PHIT typically offers four sessions each calendar year: Winter,
Spring, Summer, and Fall.

Most Core courses meet once per week for two hours over eight weeks, with a class showcase
generally scheduled after the final class. PHIT may also offer Core courses in alternative formats,
including intensives or other approved schedules. Course format, meeting dates, location, and
showcase details will be listed in the Course Catalog when applicable.

Not all classes are offered every session, and not all classes include a showcase performance.
Students are responsible for reviewing the course description and confirming that the schedule,
format, prerequisites, and policies work for them before registering.

PHIT may also offer workshops, intros, clinics, practice groups, jams, intensives, advanced
programs, or other special offerings that meet on different schedules. Details and policies for each
offering will be listed in the course description when applicable.

Enrollment is first-come, first-served. Students are responsible for selecting a class date and time
that works for their schedule. Payment in full, or any approved payment plan installment required
to hold a place, must be completed before the course begins.

Course offerings are based on instructor availability and student enrollment. Assigned instructors
may change without advance notice. Classes that do not meet minimum enrollment may be
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canceled. If PHIT cancels a class before it begins, enrolled students will be offered the opportunity to
transfer into another available class or receive a refund of tuition already paid.

Current course listings are available at: https://philly-improv-theater.coursestorm.com/

Tuition and Fees

Tuition and fees are subject to change without advance notice. Students are responsible for checking
the registration page for the course or program they are registering for to confirm the current price
and any course-specific payment or refund terms.

Cancellation and Refund Policies

Students are encouraged to check their schedules carefully before registering for any PHIT course or
program. In some circumstances, there will be no refunds and no credits regardless of when a
student withdraws. When a course or program has a specific refund policy listed in its course
description, that course-specific policy applies.

When refunds are available, students who wish to withdraw from a course should notify PHIT in
writing as soon as possible. Refunds may be issued according to the provisions below.

Core Courses
Processing fees are non-refundable in all circumstances.

e  When available, a full refund minus any applicable processing fee may be issued up to five (5)
business days before the first scheduled class date. Business days are Monday through Friday,
8:00 AM-5:00 PM.

e  When available, a 50% refund minus any applicable processing fee may be issued less than five
(5) business days before the first scheduled class date, but before the first class begins.

e There are no refunds and no credits starting with the first scheduled class date.

Intensives and Electives

This category includes anything categorized in the course description or registration page as an
intensive or elective, unless otherwise noted in the course description.

e  When available, a full refund minus any applicable processing fee may be issued up to five (5)
business days before the first scheduled class date.

e  When available, a 50% refund minus any applicable processing fee may be issued less than five
(5) business days before the first scheduled class date, but before the first class begins.

e There are no refunds starting on the first scheduled class date.

Workshops, Intros, Clinics, Practice Groups, and Jams

Workshops, intros, clinics, practice groups, jams, and similar special offerings are non-refundable.
All sales are final. Students should check their schedules carefully before registering for these
offerings.
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Course Transfers

Transfers are contingent on availability and are not guaranteed.

Procedure for Obtaining a Refund

All refund requests must be submitted in writing by email to PHIT Leadership at
classes@phillyimprovtheater.com.

Students seeking a refund or partial refund should email as soon as they decide to withdraw. Refund
eligibility depends on the Cancellation and Refund Policies above and any course-specific policy
listed in the course description. Under no circumstance will a refund, partial refund, or course credit
be offered on or after the scheduled start date of a course unless PHIT has stated otherwise in the
course description or PHIT cancels the course.

Attendance and Lateness

Consistent, timely attendance is important to the success of each student and the class as a whole.
Absences and lateness are disruptive to the group dynamic PHIT works to build in class. Students
are expected and encouraged to attend all scheduled classes and arrive before the listed start time.

e Students may have a maximum of two absences during a Core course. If you expect to miss more
than two classes, you should wait until a future session to enroll. Intensives and other
compressed formats may have stricter attendance requirements listed in the course description.

e Students who miss the final class may not participate in the class showcase.

e Students who miss three or more classes may be dropped from the class; no refund or credit will
be issued.

e Students who miss three or more classes are required to repeat the level before advancing to the
next level.

e Students are expected to arrive before the scheduled class start time, ready to participate in
warm-up exercises.

e Being more than 30 minutes late counts as an absence.

e Leaving more than 30 minutes early counts as an absence.

e Students who are 15 minutes late four or more times may be asked to repeat the level or may be
dropped from the class; no refund or credit will be issued.

e Students should email their instructor if they will be late or absent.

Students may appeal decisions resulting in removal from a course by following the Appeals process
outlined in this handbook. Reinstatement is not guaranteed.

In certain serious circumstances, and at the sole discretion of PHIT Leadership, a student may be
approved for a leave of absence if they can demonstrate that the leave is necessary. Requests for a
leave of absence should be sent by email to PHIT Leadership with a clear explanation of the request.
All requests are reviewed case by case.
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Students who return from an approved leave of absence within one year may be placed in a course
at the same level in which they left. The student will be expected to start the new course from the
first week, regardless of how far along they were in the previous course when the leave began.

Make-Up Work

Make-up classes for individual students are not currently offered.

If a student misses class, the student is responsible for checking in with their instructor and
reviewing any class material, notes, or assignments they missed. Missing class does not create a right
to a private make-up session, refund, credit, or transfer.

Evaluation

Students are evaluated on a pass/fail basis. Promotion to the next level of study is based on
attendance, class participation, conduct, demonstrated understanding of course concepts, ability to
apply skills in class, and instructor evaluation. Passing a course is not automatic and is not based
only on enrollment or attendance. The purpose of evaluation is to determine whether a student is
ready for the skills, pace, and expectations of the next level.

Evaluation Criteria

e Attendance: Students may not miss more than two classes. Missing the final class automatically
disqualifies a student from participating in the class showcase. Students who miss three or more
class sessions may be dropped from the class; no refund or credit will be issued.

e Timeliness: Students are expected to arrive before the scheduled class start time. Being more
than 30 minutes late counts as an absence. Repeated lateness may affect advancement.

e (lass participation and ensemble behavior: Students are expected to follow the Code of Conduct,
contribute positively to the learning environment, participate with all students in the class,
receive and apply notes, and approach class work with respect, effort, and openness.

e Live long-form show attendance: Students are encouraged to watch at least two live, long-form
improv shows during the session unless otherwise noted. Students should be prepared to discuss
what they observed in relation to class skills and concepts.

e Demonstrated skill development: Students are expected to show an ability to understand and
apply the course’s skills, techniques, and concepts in classroom exercises and scene work.

Students are limited to repeating a level twice. After three fails of the same course, continuation in
the Training Center requires permission from PHIT Leadership.

Instructors evaluate students throughout the course. They look for demonstrated understanding and
application of the curriculum during class discussion, exercises, scene work, and performance
assignments. Instructors may use proficiency scales, rubrics, gradebooks, or other internal
evaluation tools to track student progress.

If the instructor determines that a student has not demonstrated a passable understanding of the
course concepts, the student may be asked to repeat the level or take a lower-level course before
continuing.
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Students who are not on track to pass should be notified by their instructor before the end of the
course whenever possible. When possible, students will receive feedback about the skills or concepts
that need improvement. PHIT may recommend a specific course, repeated level, or lower-level
course to address those areas.

Failures

Most PHIT students successfully complete their courses. In some circumstances, however, a student
may fail a course and may need to repeat the course at their own expense if they choose to continue
and are permitted to do so.

e Students with three absences may be subject to failure. In some circumstances, students may be
allowed to repeat the level at their own expense.

e Students who exhibit inappropriate conduct as described in this handbook, or conduct not
specifically listed here but that would reasonably be considered inappropriate, may be removed
from class and receive a failing grade. PHIT Leadership will review the situation to determine
whether the student may continue in PHIT’s training program.

e Students who are unable to grasp key course concepts, are resistant to instructor feedback or in-
class notes, or demonstrate a consistent lack of understanding may be subject to failure. The
instructor will make reasonable efforts to support the student’s improvement, provided the
additional attention required does not significantly hinder the progress of the rest of the class.

e Students who are not on track to pass should be notified by their instructor before the end of the
course whenever possible.

Student Records and Transcripts

The Training Center maintains digital student transcripts, attendance records, personal information,
and other records as needed to track student progress and Training Center administration.

Credit for Previous Training / Advanced Standing

PHIT encourages students who have studied improv or acting at other institutions to apply for
Advanced Standing. PHIT Leadership reviews Advanced Standing requests case by case.

Students approved for Advanced Standing may be eligible to skip PHIT’s Level 101 class and begin
training at Level 201. No student will be granted Advanced Standing beyond Level 201 through this
process unless otherwise stated in a specific program description.

PHIT may consider Advanced Standing for students who have studied within the last 18 months at
institutions with training styles or course content that PHIT determines are comparable, including
but not limited to:

e Annoyance Theater Chicago

e Annoyance Theatre NY

e ComedySportz/Philadelphia School of Improv (long-form program)
e (Crossroads Comedy Theater Philadelphia

e DSI Comedy
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e ImprovBoston

e 10 Chicago

e 10 West

e Second City Chicago

e Second City Hollywood

e Second City Toronto

e The Peoples Improv Theater (The PIT)
e Upright Citizens Brigade LA

e Upright Citizens Brigade NY

e Washington Improv Theater

Students who studied at other training centers not listed above may also apply for Advanced
Standing and will be considered case by case. Advanced Standing is not guaranteed.

Students who wish to apply for Advanced Standing should email classes@phillyimprovtheater.com
with a summary of their previous training. PHIT may contact the prior institution to confirm
attendance and may seek references to ensure the student is not in violation of that institution’s
Code of Conduct or Discrimination and Harassment Prevention Policy. Decisions regarding
Advanced Standing will generally be communicated within four (4) weeks of the request. Approval
for Advanced Standing is at the discretion of PHIT Leadership and is not guaranteed.

Code of Conduct

Every student at the Philly Improv Theater Training Center has a right to learn in a respectful,
supportive, and accountable environment.

Creative work requires trust, support, and mutual respect. Our first responsibility is to help create
the conditions where students can learn, take creative risks, collaborate, and perform.

PHIT does not shy away from complex or controversial subject matter, and students have the right
to express themselves creatively without unnecessary censorship or judgment.

At the same time, all class content - including but not limited to material involving race, gender,
gender expression, sexuality, age, body image, religion, politics, police, disability, substance use,
addiction, recovery, or other lived experiences - must be handled with care, intelligence, empathy,
and creative purpose. These topics should never be used in the spirit of hurtfulness, mockery, or
dehumanization.

If a student is uncomfortable with subject matter displayed, performed, referenced, or assigned in
class, they may pause or step away in the moment, raise the concern with their instructor, or contact
PHIT Leadership.

Separate from the Student Handbook, Philly Improv Theater maintains a Discrimination and
Harassment Prevention Policy, which may be accessed on the PHIT website.

To help create a respectful, open, and accountable creative environment, students are expected to
follow the conduct standards listed below.

Inappropriate class conduct includes, but is not limited to:
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e Engaging in discriminatory behavior toward other students, instructors, PHIT staff, guest
instructors, or guest performers based on sex/gender, race, national origin, ancestry, color,
religion, age, genetic information, gender identity or expression, sexual orientation, education
status, socio-economic status, disability, use of a guide or support animal, or relationship to a
person with a disability.

PHIT recognizes that improvised, theatrical, and creative work may sometimes include verbal or
non-verbal expression related to protected characteristics or difficult subject matter. Such
expression may be permitted when it is connected to the theme, context, satire, commentary, or
artistic purpose of the work and is not used in a way that is intentionally hurtful, mocking,
harassing, dehumanizing, or devoid of literary, artistic, or political value.

e Inappropriate verbal, physical, or sexual conduct with other students, guest instructors, guest
performers, PHIT staff, or the class instructor.

e Consumption of drugs, alcohol, or tobacco products, including e-cigarettes, during class.

e Participating in class or class performance under the influence of drugs and/or alcohol.

e Destruction of the physical classroom space, including but not limited to ceilings, walls, floors,
chairs, lights, doors, and other Training Center property.

e Bringing uninvited guests to class.

e Eating in class when not on a break, except when medically necessary.

e Talking or otherwise pulling the attention of others while the instructor is talking or while
classmates are performing.

e Giving notes to other students on their performance.

e Using electronics in class, including audio and/or video recording devices and cellular phones.
This includes reading or writing text messages or emails, or using the internet in class.

Inappropriate conduct will not be tolerated and may result in removal from class and a failing grade

at the discretion of PHIT. No refund or credit will be issued to students who are removed from class
due to conduct.

Students who wish to appeal their removal from class should follow the appeals process outlined in
this handbook.

Suspension and Termination

Students who exhibit inappropriate behavior as described in this handbook, or behavior not
specifically described here but that would reasonably be considered inappropriate, may be subject
to suspension or termination from the Training Center.

The expectation to treat one another with mutual respect is not limited to the classroom. Incidents
involving another student, instructor, PHIT staff member, performer, or community member that
occur outside the classroom may also result in suspension or termination when the conduct affects
the Training Center, PHIT programs, PHIT spaces, or the safety and trust of the PHIT community.

PHIT Leadership will review reported incidents to determine whether a student’s behavior rises to
the level of suspension or termination. Depending on the circumstances, a student may be removed
from the classroom during the review or investigation process.

PHIT Training Center Student Handbook | Page 10



Suspensions generally last for one calendar year from the date of suspension. However, PHIT
Leadership may issue a longer suspension or permanent termination when a student’s behavior
creates a serious concern for the safety, trust, accessibility, or functioning of the learning
environment. This may include violent, criminal, inappropriate, hostile, discriminatory, harassing,
stalking, threatening, intimidating, retaliatory, or persistently disruptive behavior; repeated
boundary violations; repeated failure to follow PHIT policies or instructor direction; or behavior
that PHIT Leadership reasonably determines may escalate or materially interfere with the ability of
others to participate. Terminations are final unless successfully appealed. A terminated student is
not permitted on PHIT premises or at PHIT programs for any reason unless PHIT Leadership grants
written permission.

Students may appeal suspensions and terminations in accordance with the Appeals process outlined
below.

Appeals

Students who have been removed from class, failed for conduct, placed on suspension, or
terminated may appeal the decision. Appeals must follow the guidelines below.

e All appeals must be emailed directly to PHIT Leadership within seven (7) calendar days of the
negative action.

e The written appeal must include the student’s full name, phone number, and a clear explanation
of the reason for the appeal.

e Appeals should include any supporting documentation or names of witnesses that may support
the appeal.

Examples of circumstances that may be considered as part of an appeal include:

e The circumstances were temporary in nature.
e The circumstances were beyond the student’s immediate control, such as a serious health
issue or death in the family.
e The circumstances are expected to be resolved by the time the negative action would be
lifted.
e The student has demonstrated an understanding of the behavior that led to the action and
has expressed a desire, willingness, and ability to change the behavior.
PHIT Leadership will review the appeal and respond by email with a decision, generally within four
to six weeks after receiving the appeal. Decisions reached by PHIT Leadership are final and not
subject to further review.

If an appeal is approved, the student may be reinstated and permitted to continue at the Training
Center, subject to any conditions PHIT Leadership determines are appropriate. If an appeal is
denied, the student will be dropped from any courses in which they are currently enrolled. If the
student has registered for courses in an upcoming session, they will be removed from those classes.
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Complaint Procedure

PHIT’s goal is to offer training in a respectful and supportive environment. Students and instructors
are expected to treat each other with mutual respect and to follow PHIT values, the Code of Conduct,
and applicable policies.

Students who believe they have been wronged by a fellow student, instructor, staff member, or
other person employed by or representing PHIT may file a written complaint with PHIT Leadership.
Timely reporting is important to a thorough and effective review. Ideally, complaints should be
submitted within seven (7) calendar days of the alleged violation.

All formal complaints must be submitted in writing by email and should include specific facts and
details outlining the nature of the complaint. PHIT Leadership will acknowledge receipt and may
request additional information as needed.

PHIT Leadership will review the complaint and may interview the people involved. If appropriate,
disciplinary action may be taken against faculty, staff, students, or others found to have violated
Training Center policy.

Within four (4) weeks of receiving a written complaint, PHIT Leadership will issue a written finding
to the person who filed the complaint and to any other individuals who have a need to know. Once a
resolution is reached, the appropriate parties will be notified.

Release of Liability and Media Release

Participation in improvisational theater involves risk of personal injury or loss due to the physical,
mental, and emotional challenges involved in PHIT programs and activities. Participation is
voluntary and requires students to follow instructions, class rules, and standards of conduct. By
participating, students acknowledge that they are not aware of any condition that would increase
their likelihood of experiencing personal injury or loss while engaging in PHIT programs or
activities.

With appreciation of the risks associated with PHIT programs and activities, students release and
waive any and all claims for personal injury or loss, including costs and attorneys’ fees, that may
arise against Philly Improv Theater, including its teachers, staff members, volunteers, students, or
other persons associated with its programs or activities. This release and waiver applies to any
personal injury or loss that may occur as a result of any PHIT program or activity.

Participation in PHIT classes, showcases, performances, workshops, and other programs may
involve photography, audio recording, video recording, or other documentation. Students give PHIT
permission to photograph, record, archive, and preserve class activities, class performances,
showcases, workshops, and related Training Center programming.

PHIT may use photographs, audio recordings, video recordings, or other documentation for archival,
educational, promotional, marketing, or operational purposes. PHIT does not guarantee that class
performances, showcases, or other student performances will be recorded or made available to
students.
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Students release and hold harmless Philly Improv Theater and its agents from any and all liability or
claims connected to or arising out of the performance, including but not limited to claims for
invasion of privacy, right of publicity violation, copyright or trademark infringement, slander, libel,
or misappropriation.

Students grant, assign, and transfer to Philly Improv Theater a worldwide, perpetual, nonexclusive,
royalty-free license to use, in whole or in part, all literary, publicity, and property rights to publish,
duplicate, remix, edit, photograph, record, archive, promote, or otherwise use recorded,
photographed, transcribed, or documented class and performance material in any media, language,
or technology now known or later developed.
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