
 

 

 

SHORT COURSES STUDENT HANDBOOK 

Welcome 

Welcome to Short Courses at Leeds College of Music. 

We hope that your time learning with us is creative, informative and enjoyable. Our diverse 
programme of courses has been carefully designed to take full advantage of the state-of-the-
art facilities and teaching expertise within our conservatoire, and to encourage lifelong 
learning. 

Our courses offer innovative learning experiences in a supportive environment, whether you 
wish to learn a new skill, focus on personal or professional development or try something 
new. 

By reading this handbook, you will find out what you need to know about attending our short 
courses, evening classes, community ensembles and summer schools. It is your 
responsibility to follow policies and procedures as set out in this Handbook. 

If you have any questions, please do not hesitate to contact us. 

Explore your creativity and develop your skills here at LCoM – we look forward to welcoming 
you soon. 

The Short Courses Team 

 

Contact Us 

The Short Courses Team are available from Monday – Friday, from 9.30am – 4.30pm. 

Contact us on: 

Phone: 0113 222 3449 

Email: shortcourses@lcm.ac.uk  

Website: www.lcm.ac.uk/short-courses  

Twitter: @LCoMShortCourse 

Facebook: /LeedsMusicShortCourses 

Leeds College of Music 

3 Quarry Hill 

Leeds 

LS2 7PD 

mailto:shortcourses@lcm.ac.uk
http://www.lcm.ac.uk/short-courses


 

1. BOOKING YOUR COURSE 

 

How to Book 

To book on any of our short courses, you must complete the course online booking form, 

available on the relevant course page of the website: www.lcm.ac.uk/short-courses, and 

complete payment. 

Places are allocated on a first come, first-served basis on receipt of payment and booking 

form. Payment must be completed before your place on a short course can be confirmed; we 

are unable to reserve any places without payment.  

If you are unsuccessful in obtaining a place, your name will be placed on a waiting list and 

you will be given priority, in order of reservation chronology, if and when a place becomes 

available. 

Some of our short courses require previous experience as a prerequisite. We therefore 

advise checking relevant course prerequisites before proceeding to booking, and only apply 

if you meet the criteria.  

 

Payment Options 

 

• Online  - once you have completed the online booking form for your chosen 

course, you will be directed to the payment page 

• Over the phone with a credit/debit card – please call the Short Courses 

department on 0113 222 3449 during our office hours 

• Cheque - please send a cheque payable to ‘Leeds College of Music’ with your 

name, contact number, email address and the course that you wish to pay for 

enclosed to:  Short Courses, Leeds College of Music, 3 Quarry Hill, Leeds, LS2 

7PD 

• Once you have paid via any of these payment methods, you will be enrolled on 

the course and will receive a confirmation email from us containing full course 

details. 

• Payment in instalments is possible for selected courses, which run for 25 weeks 

or more. Please see the relevant course page for more information. 
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Open Rehearsals 

We run open rehearsals for the following Community Ensembles on the first rehearsal date 
of each term: 
 

 Sinfonia 

 Leodian Concert Orchestra 

 Choral Society 

 Pop and Jazz Choir 
 
These taster rehearsals are a perfect way to experience being an ensemble member, and to 
see whether the ensemble is suitable for you. If you are interested in attending a taster 
session before committing to the full year, please contact us at shortcourses@lcm.ac.uk 
Only one taster session is offered before enrolment.  

 
 

Discounts 

Current LCoM full-time students and staff receive 50% discount and LCoM alumni receive 

10% discount on all short courses. Please note that in all instances we will ask for proof of 

eligibility. Please note that there are a limited number of discounted places per course, so 

please enquire via the Short Courses team before booking. In all instances, we will ask for 

proof of eligibility. The conservatoire reserves the right to withdraw this discount at any time. 

To claim your discount, please choose the discount option on your course booking form. 

 

Concessions and Bursaries 

We are currently unable to offer any concessionary rates for our adult short courses. Under 

exceptional circumstances, payment in instalments can be arranged.  

Bursaries may be available on specific courses for Young Musicians via the Leeds Music 

Education Partnership. These are for students aged 18 and under who live in a Leeds 

Council Tax postcode area and who are from low-income families.  Applications with 

supporting evidence must be made in advance of the course start date (ideally 21 calendar 

days or more).  

To enable us to process the request, please contact the Short Courses team for more 

information. 
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Refunds Policy 

To cancel a booking, notice must be given by email to shortcourses@lcm.ac.uk 

• You have the right to cancel your course and receive a full refund (providing the 

course has not started) within 14 days of your booking. 

• If you wish to withdraw after the official cancellation period, consideration may be 

given where exceptional circumstances exist. Students may be asked to provide 

supporting evidence e.g. a medical certificate 

• After the statutory 14 day cancellation period there is no automatic right to cancel 

and there will be no refund of fees 

• A £25 administration fee will be charged for any refunds made outside of the 

statutory obligations 

 

Course cancellation 

All of our short courses have minimum required attendance levels to ensure successful 

programme delivery. Leeds College of Music reserves the right to cancel or postpone a 

course if too few enrolments are received or if the course is unable to be delivered due to 

circumstances beyond the conservatoire’s control. 

We may be able to offer students the option to transfer to a similar course or if this is not 

possible, fully reimburse the course fees. This is the limit of our liability. We will not accept 

liability for costs incurred by students arising from any modification or amendment of course 

contents, faculty, venue or timetables. 

If you are travelling a long distance, we strongly advise checking enrolment numbers with 

shortcourses@lcm.ac.uk before booking accommodation or travel tickets. 

If we do have to cancel a short course we aim to give you two calendar weeks’ notice.  
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2. DURING YOUR STUDIES 

 

What to bring 

We will include a suggested list of what to bring in your enrolment confirmation email. For all 

courses with computer access, we recommend bringing a USB memory stick so you can 

take your work away with you. 

 

Entering the building 

When you arrive for your course please report to the reception desk, directly in front of the 

main entrance.   

For weekend courses and summer schools there will be a sign in and out sheet kept at 

reception. Please ensure that you sign in/out on each day of the course. 

For all other courses, you will receive an ID card. Please ensure that you bring this card with 

you on all course dates and show it to security staff on reception on entering the building. 

This card also enables you to access the main part of the building beyond reception and the 

café bar. Electronic card readers are situated on the side of doors. 

 

Using the library 

Our library facilities based at the Quarry Hill skyline building are available for all short course 

students with ID cards. For library opening hours and contact details please visit 

www.lcm.ac.uk/library. 

 

Feedback and evaluation 

We regularly monitor our short course programme to ensure that students are offered a high-

quality experience. To help us measure the effectiveness of our courses and to inform future 

planning, we ask all students to complete a feedback form at the end of each course. We 

always welcome suggestions for how we can develop our courses and procedures. 
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3. WHAT WE EXPECT FROM YOU 

 

Attendance and Absence 

Regular attendance is important to allow you to get the most from your course.  

If you are going to be absent, please contact the tutor by email as soon as you are aware 

that you are unable to attend. 

In the case of a large number of absences, we reserve the right to discontinue a student’s 

course of study.   

You will be sent a schedule of course dates in advance of the courses and are responsible 

for putting these in your calendar. 

 

Participant conduct 

We expect all short course students to conduct themselves at all times in an orderly manner, 

respecting the rights, privacy and property of others.  

We reserve the right to remove, with immediate effect, any participant who is misbehaving, 

damaging property and/or is endangering others or themselves. 

Students will be asked to leave the premises for inappropriate or threating behaviour and will 

be held financially responsible for any dame to equipment or facilities. 

 

Accuracy of booking form data 

By enrolling on a short course, you confirm that all information provided on the course 

booking form is correct.  

Please contact shortcourses@lcm.ac.uk if there is any change to your contact details or 

emergency contact details. 

Leeds College of Music reserves the right to withdraw or amend any enrolment, or terminate 

any subsequent registration should the information provided be found to be incorrect. 
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Non-payment of course fees 

The schedule for payment of course fees must be adhered to. Non-payment of fees could 

result in your withdrawal from the course. You will not be able to enrol in any further short 

courses at LCoM until the outstanding debt is cleared. 

Existing students should contact the Short Courses Department immediately if you have a 

query about your course fee or difficulty paying your fees. 

 

4. KEEPING YOU SAFE 

 

Safeguarding 

Leeds College of Music is committed to protecting and promoting the welfare and Safety of 

all our students, staff and visitors. We aim to provide a welcoming supportive and safe 

environment. 

 

CCTV  

CCTV recording is in operation throughout the premises. These cameras are monitored 

throughout the day for the security of our staff and students. 

 

ID cards 

Photo ID Cards are issued to all evening class students and community ensemble members. 

You will need to show this card to security at the LCoM reception each week. This card will 

also allow you to access the building beyond reception and the café bar. 

You will be sent an email about collecting your ID card prior to the commencement of your 

course. 

If you lose your ID card there is a £3 fee for replacement. Lost cards should be reported to 

shortcourses@lcm.ac.uk 

 

Photography and recorded images 

We may occasionally film and photograph short courses and students at work, especially 

during ensembles and performances. Photography and film may be used for promotional 

purposes such as publications, for training and archive purposes, on our social media 

networking sites and on our website. You will be asked for permission to be photographed 

and filmed on the course booking form.  
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Access Requirements 

We welcome all students to Leeds College of Music, including visitors who may have access 

requirements or require additional learning support needs. 

We are happy for carers to support Short Course Students, but request that we are sent their 

name and email in advance, as well as details of any support required.  

There is full wheelchair access to all LCoM venues, including accessible toilet facilities. The 

Conservatoire occupies modern, purpose-built premises, with lift access to all floors. 

A rest room in reception is provided for the use of anyone who needs to take medication in 

private, take time out to rest or relax, or is taken ill. Please let us know in advance if you 

need to use this facility. 

It is important we are aware of any requirements or support needs to help us create a safe 

and enjoyable educational experience. On the booking form you can let us know of any 

learning support requirements, medical conditions and/or medication that we would need to 

know about the event of an emergency. Any information provided will be treated in the 

strictest confidence. 

 

 


