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Welcome 

We hope that your time learning with us is enjoyable, challenging and 

inspiring. By becoming a student at the Royal Conservatoire of Scotland you 

are accessing the best performing and production arts tuition available in 

Scotland.  

By reading this handbook you will find out what you need to know about 

attending our classes and courses. We’ve outlined what we expect from you 

and what you can expect from us in return.  

We ask that you follow policies and procedures as laid out in this handbook or 

otherwise given in letters, e-mails and on our website: rcs.ac.uk.  

If you have any questions after reading this handbook please do not hesitate to 

contact us. 

Welcome to the Royal Conservatoire of Scotland and enjoy the creative 

journey ahead.  

The Lifelong Learning Team 

 

Contact Us 

The Lifelong office is situated at our Renfrew Street Campus and is open 

Monday – Friday, 9am – 5pm. 

 

Programme Manager – Abbie Wallace a.wallace@rcs.ac.uk 

Student Care Manager – Thea de Joode t.dejoode@rcs.ac.uk 

Drama & Dance Coordinator – Mona Keeling m.keeling@rcs.ac.uk 

Film & Production Coordinator – Duncan Sanders d.sanders@rcs.ac.uk 

Administration – (0141) 270 8213/ lifelong@rcs.ac.uk  
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Four things to remember… 

 

1. Absence/Lateness  

Regular attendance is really important as much of the work you do will 

be in groups. This is particularly important when working towards a 

sharing or performance. 

If you are going to be absent or late for a class please let us know as 

soon as possible. We will let your tutor know and they can adapt their 

class plans accordingly.  

The number to call is 0141 270 8213 or you can email us in advance on 

lifelong@rcs.ac.uk  

 

2. Electronic keys  

Our buildings are secured by an electronic key system called Kaba. Our 

secondary school age students will be offered a Kaba card which gives 

access to the rooms and corridors where classes take place. 

To receive a card please bring a £10 deposit on the first week of term 

which will be returned to you on receipt of your card at the end of the 

course.  

 

3. Clothing and belongings 

Please wear loose, comfortable clothes and footwear suitable for 

physical activity. You may be asked to work in bare feet, on the floor and 

in close proximity to others.  

We recommend that you don’t bring valuable or precious items to class, 

and please ensure any phones or electronic devices are switched off and 

stored safely in a bag or jacket. 

 

4. Keep up to date  

Please keep your contact details, and those of your emergency contacts, 

up to date and let us know if any or your personal circumstances change. 

At application point we ask about relevant medical or support needs 

which we realise may change through the duration of your course. 

Please update us with any important changes. 
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Dates for your Diary 

 

Term Dates 

Term 1: Sat 8/Sun 9 Sep – Sat 15/Sun 16 Dec 2018  

(excluding 13/14 and 20/21 October) 

Term 2: Sat 12/Sun 13 Jan – Sat 23/Sun 24 Mar 2019 

(excluding 9/10 Feb) 

Term 3: Sat 20/Sun 21 Apr – Sat 22/Sun 23 June 2019 

(excluding 25/26 May) 

 

Sharings 

Sat 15/Sun 16 Dec 2018 – Peer Sharings (classes observe each other sharing 

some of the work they have been doing through the terms). 

Sat 23 March 2019 – The Sharings (family and friends of morning drama 

classes invited to this sharing of work undertaken in class) 

Sat 22 June 2019 – Clash Festival (family and friends of afternoon secondary 

school age classes are invited to this performance) 

 

Attending your Class 

Registration 

On the first day of term please arrive to register for your class 15 minutes 

before it is due to start. Our courses run at both our Renfrew Street and 

Wallace Studios campuses – your welcome email will provide details of where 

to register in these buildings. Secondary age students will have the opportunity 

to sign out a Kaba card.  

You will be introduced to your tutor and accompanied to the room where your 

class will take place. 

 

 

 



Drop Off and Collection 

After the first week of term secondary age students are welcome to make their 

own way to the room where their class takes place. 

Primary students will be collected from the café bar on the first floor of the 

building or the ground floor drama corridor by their tutor and returned here at 

the end of the class. Details of where each class will be collected will be 

provided in your welcome email. 

If at any point during class you feel unwell, please let a tutor or member of 

staff know so that we can make contact with your family directly. We’d kindly 

ask you don’t contact your family until the staff team have been made aware 

and agreed the best course of action.  

 

Absence Monitoring 

A register of students is taken by the course tutor at the beginning of each 

class. Any reported absences will be marked on the register if we are informed 

of them in advance of the class. 

The parent(s)/carer(s) of any young person who does not turn up for class and 

has not reported their absence will be contacted by text message. This is to 

ensure that any young person who should be with us, and is not, is identified 

as soon as possible. 

 

Our Teaching Team 

We employ a large body of specialist freelance tutors and pride ourselves on 

the quality and continuity of our staff. Our teaching team have a varied wealth 

of knowledge and experience in the arts, and are committed to developing 

students through their learning at the Royal Conservatoire of Scotland.  

We provide our tutors with a varied programme of training opportunities 

throughout the year in order that their skills and techniques remain of a high 

standard and in line with contemporary theatre, dance, screen, production and 

music practices.  

If you wish to contact a particular member of teaching staff please do so via 

the Lifelong Learning team: lifelong@rcs.ac.uk  
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Rooms 

 
Food and drink, with the exception of bottled water, is not allowed in any of 
our rehearsal rooms or venues. Please follow this guidance during your course 
to help us keep our spaces clean and tidy. 
 
 
Class Breaks and Lunches 
 
A class break is at the discretion of the tutor and would usually only happen 
during a class lasting two hours or longer. Please bring water and snacks (if 
required) for a class break as there will not be enough time to visit the café 
bar. 
 
Secondary school age students who attend morning and afternoon classes will 
have a one hour lunch break during which they are able to leave the building. 
Please ensure that you return in time for the afternoon class starting. 
 
 
Procedure for Young Children Using the Toilet during Class 
 

Our workshop assistants will take your child to the nearest toilet and let them 
into the main area. The children will be expected to enter and use the toilet on 
their own. Once finished the assistant will accompany them back to class. 
 
If you feel your child is too young to use the toilet unassisted (for example, in 
the Drama for ages 3 – 4) please ensure that you wait nearby to the room 
during the class and be available to accompany them. 
 
We encourage you to take your child to the toilet before attending class to 
minimise these situations. 
 
 
Child Protection Policy 
 
The Royal Conservatoire of Scotland operates a policy for the protection of 

children. This is designed to ensure that performing arts activities can take 

place in a positive and safe environment. The policy means that there are strict 

procedures that the Royal Conservatoire of Scotland must follow, which 

include all staff completing a satisfactory Disclosure Scotland/PVG check 



(Police and Criminal Records Office check) and following agreed working 

practices when working with children and young people.  

As well as covering the activities which take place in Early Years classes, the 

policies also place responsibility on our staff for dealing with any disclosure 

that a student may make to them during a class or lesson.  

This policy is available to view online at www.rcs.ac.uk/policy/ 

 

 

Fire Evacuation Procedure 
 
All staff are fire evacuation trained and we run an evacuation drill during the 
first few weeks of term to ensure that staff and students are confident about 
what they should do in case of an emergency. The muster point for Lifelong 
Learning classes at Renfrew Street is outside the RCS building adjacent to the 
bus shelter/bike rack. For Wallace Studios is outside the back of the building 
opposite the Scottish Opera building. 
 
In the event of an alarm, we will evacuate all students in their class groups and 
gather outside. Students will only renter once the building has been confirmed 
safe by our Fire Marshals, and students will be returned to their families at the 
normal class end time. Should the building be deemed as unsafe to enter we 
will contact parents/carers with information about how and where their 
children should be collected. 

 

 

Our Commitment to Equality and Diversity 

We welcome a diverse population of staff and students. Further, we are 

committed to promoting equality in all of our activities and we aim to provide a 

performing, learning, teaching, working and research environment free from 

unlawful discrimination against applicants, staff and students on the grounds of 

gender (actual or perceived), sexual orientation, disability, race, colour, 

nationality, national or ethnic origin, marital status, age and actual or perceived 

religious or similar belief. 
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