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We hope that your time learning with us is fun, challenging and inspiring. By becoming a Short 
Courses 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 weekly 
classes and short study courses. We’ve outlined what we expect from you and what you can expect 
from us in return. 
 
If you have any questions before or during your course, please do not hesitate to contact us. 
 
Welcome to the Royal Conservatoire of Scotland and enjoy the study ahead. 
 
 

 
In person: The Short Courses office is based in the Royal Conservatoire of Scotland’s Renfrew 
Street campus. You can find us on the ground floor behind the front desk at the main entrance 
between 9am – 5pm, Mon to Sat. 
 
Email: shortcourses@rcs.ac.uk 
 
Telephone: 0141 270 8213 
 
 

 
1. Absence/Lateness - Please let us know if you are going to miss or be late for a class as it 

means we can let your tutor know and they can adjust the lesson plan for the rest of your 
group. The number to call is 0141 270 8213. 

 
2. Electronic Keys - The building is secured by an electronic key system called Kaba. To receive 

a card we require you to pay a £10 deposit which will be returned to you when you return 
your card at the end of the course. 

 
3. Clothing and Belongings - Please wear loose, comfortable clothes and footwear suitable for 

the activity in which you are participating. Dance and drama students should be prepared 
to work without shoes, on the floor and in close proximity to others. Please don’t bring 
valuable or precious items to class. 

 
4. Keep Up to Date - Please keep your contact details, and those of your emergency contacts, 

up to date. You can do this by login into the booking system portal. If any of your medical or 
support needs change during the course, you can inform us by emailing 
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shortcourses@rcs.ac.uk 
 
 
 
 

Drama for Beginnings / Acting 1 and 2 / Performance Company 
 
Term 1: 10/11/12 September – 10/11/12 December 2019 (excluding 15/16/17 October) 

Term 2: 14/15/16 January – 24/25/26 March 2020 (excluding 11/12/13 February) 

Term 3: 21/22/23 April – 16/17/18 June 2020  

Third Age Theatre Company 

Term 1: 8 September – 15 December 2019 (excluding 13 and 20 October) 

Term 2: 12 January – 29 March 2020 (excluding 9 February) 

Term 3: 26 April – 21 June 2020 (excluding 24 May) 

 

Performances 
 
Performance Company – Thursday 19 December 2019 and Thursday 18 June 2020 
Acting 1 – Wednesday 17 June 2020 
Acting 2 – Tuesday 16 June 2020 
Third Age Theatre – Sunday 21 June 2020 
 
 

 
The Royal Conservatoire of Scotland is fully committed to creating an environment where all staff 
and students treat each other fairly and with mutual respect, and to providing an environment 
where all students and staff are free from discrimination and intimidation. 
 
The following Safe Space Statement applies to all activity happening within the Conservatoire, 
from early years classes to our Masters programmes. At the beginning of each course, tutors will 
introduce the principles of this ethos and this will be used to guide how students work with each 
other: 
 
Everyone working and learning together in this room is entitled to do so in a safe space: a space 
free of bullying and harassment of any kind. 
 
We will honour our differences and collaborate in the true spirit of ensemble, promoting creative 
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challenge whilst retaining the utmost respect for each other. 
 
We will treat one another with courtesy and respect at all times, and if we are subjected to or 
witness bullying or harassment we will speak out knowing that our voices will be heard and we will 
be taken seriously. 
 
We will actively promote a positive, optimistic and mutually supportive approach to work and 
study. 
 
Together we can create a Safe Space. 
 
 

 
 
Suitable clothing and footwear 
 
Please come along to class wearing comfortable clothes and shoes which don’t restrict movement. 
Comfortable trousers and a t-shirt are ideal, and we advise to avoid jeans, skirts and items of 
jewellery. 
 
 
Rooms 
 
Throughout your course you may be working in a variety of rooms and venues. Food and drink, 
with the exception of bottled water, is not allowed in any rehearsal room, venue, or our corridors. 
Please ensure that you adhere to this room-use policy and help us keep our rooms clean, tidy and 
pleasant to work in.   
 
 
Security door access 
 
Security doors operate throughout the Royal Conservatoire’s Renfrew Street building. All students 
will be issued with a security Kaba card which gives access to the spaces you require for your 
course. If lost, please notify the Short Courses staff so that the card can be cancelled. This is a 
safety measure to ensure that student areas can only be accessed by authorised persons. Please 
be aware that a £10 deposit is required to get a KABA card. 
 
 
Valuables and mobile phones 
 
Students are requested not to bring valuables with them to classes as we are not able to provide a 
safe space to store them. Mobile phones should be switched off and stored in a bag or jacket 
within sight during classes, unless told otherwise by a tutor. 
 
 
 
 



Lost Property 
 
Students should keep a close eye on their belongings. Lost property should be handed to the Client 
Services team at the front reception desk in both buildings. If you lose something, you can check 
here to see if it’s been handed in. 
 
 

We occasionally film and photograph classes and students at work, especially during sharing’s and 
performances. Photography and film can be used for both documentation and promotional 
purposes. When you book your course you will be asked for permission to be photographed, 
filmed or interviewed in the Royal Conservatoire. This permission will be checked before any 
photography or filming takes place. 
 
 

 
In the unlikely event of us having to evacuate the building during your class, please follow the 
guidelines below. On your first day our staff will talk through procedures with you, and point out 
the emergency exits near to the spaces where you will be working. 
 
If the alarm sounds, you should leave the building calmly and promptly out the nearest exit 
without stopping to gather personal belongings. If you are in a classroom, your tutor will escort 
you out of the building. If the alarms sounds during a break you should make your way 
independently to the nearest exit. 
 
Students with impaired hearing can collect a pager from the main reception desk which is linked to 
the alarm system and will vibrate if the alarm sounds. 
 
Short Courses students should gather at the area in front of the Royal Conservatoire to the right of 
the front door (as you exit) – towards the Hilton Double Tree hotel. 
 
Your tutor will take a register to ensure all students have safely left the building. You must not re-
enter the building until it is deemed safe to do so by the Fire Brigade or our Fire Marshalls. 
 
 

 
Our client services team, who can be found at the reception desks, are first aid trained. Relevant 
teaching and support staff are informed of any medical details that you choose to disclose so they 
are able to best assist you in an emergency 
 
 
 



 
The Royal Conservatoire of Scotland operates policies for the protection of children and adults at 
risk of harm. These are designed to ensure that performing arts activities can take place in a 
positive and safe environment. 
 
The policies mean 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 
students. 
 
As well as covering the activities which take place during Short Courses classes, the policies also 
place responsibility on our staff for dealing with any disclosure that a student may make during the 
course of a class or project work. 
 
Any student who wishes to see a copy of these policies can view them online: 
www.rcs.ac.uk/policy 
 
 

 
The use, possession of, purchase and/or sale of illegal drugs or the bringing in or consumption of 
alcohol is prohibited at all times in the Conservatoire. We reserve the right to discontinue the 
studies of any student found breaking this rule. 
 
 
Smoking policy 
 
The Royal Conservatoire of Scotland has a strict no-smoking policy, which includes the area 
immediately outside of our buildings. 
 
 

 
Equality and Diversity are of central importance to our working ethos. Performance is our purpose 
at the Royal Conservatoire and the nurturing and development of the individual creative potential 
inherent in each and every member of our community, staff and students alike, lies at the very 
heart of our efforts. 
 
In turn this means that the unique identity of every single individual who works or studies here, is 
valid and is valued and respected. 
 
You can find out more about our Dignity and Equality policies here: 
www.rcs.ac.uk/policy/dignityandequality 
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If you have any questions, please contact us on shortcourses@rcs.ac.uk or telephone 0141 270 
8213 to speak to a member of the Short Courses team.  
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