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String Time Handbook

2015 – 2016
Welcome to a new academic year at Junior Trinity. Please read this guide carefully whether you’re a new student or have been attending Junior Trinity for a while. It contains useful information and guidelines for you and your family which we hope will help you to have a productive and fulfilling year ahead.
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What to do when you arrive at Junior Trinity on a Saturday
Upon arrival every Saturday you should follow the steps below. This will ensure you have all the up to date information that you will need for the day.
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What if I still have a question about my day?


What if I still have a question but it is not about today?


The notice and absence boards are constantly updated throughout the day. If you find yourself with a question throughout the day follow the above steps again. Always check the boards before asking a member of staff, that way you will get the information faster!

Junior Trinity Communications with Parents and Students

· We schedule regular drop-in sessions on Saturdays until the Autumn half-term break, when students or parents can have an initial conversation with a member of our administration team.

· If you would like to talk to us in person, please contact us during the week and we can arrange an appointment for the following Saturday. 

· If you contact us by phone and the relevant person is not available, we will take a message and add you on to a list of calls to be returned. We aim to respond to your query as quickly as possible. Where we are working on large concerts or TCL exams, some of our team will not be based in the office and it may take longer to review your query.

· Weekly concerts, TCL exam information and piano accompanist rehearsal times will be sent by email, available on Moodle and posted on our noticeboard. 

· We will aim to send out large concert rehearsal schedules by email before week 2 each term. These will also be available on Moodle. You will require your Trinity Laban log-on and password details to access Moodle. 

Contact with Staff

If you have any queries about your child on a Saturday, we run weekly drop-in sessions with the String Time Programme Manager between 9.45 and 10.15 in room G12. These sessions are designed to ensure the best outcome can be achieved for each child. Please do come in to discuss any concerns you may have. It is also useful if you keep us informed of any significant events, change of circumstances or good news stories of your child’s successes.

Parents are encouraged to raise any concerns about progress as they arise. Due to the intensive timetable on Saturdays, String Time staff have only a limited amount of time to talk to parents at the end of sessions. Any concerns should be raised with the Programme Manager in the first instance, they will then be discussed as necessary with the appropriate staff. This ensures that each child’s learning needs can be fully addressed.

Any queries specific to your child’s individual lessons should be discussed with your child’s instrumental tutor during their lessons. These staff, who see your child in a one-to-one setting each week, are very well placed to advise on such issues as practice, technique etc.

A folder is available every week at Reception for correspondence to be handed in for the Junior Trinity Office staff.  There is also a message book at Reception for brief notes to be written for the office.  You can contact the office via email during the week at junior@trinitylaban.ac.uk

If you post anything to the office, please ensure you write JUNIOR TRINITY on the envelope before the address.  This ensures that your mail gets directed straight to the Junior Trinity Office.

Contact with Staff
Office opening hours:

Term Time: Tuesday – Friday (The office is closed on Mondays) 

In school holidays, the office is open from Monday-Friday. 

junior@trinitylaban.ac.uk
0208 305 4312 (Office)

0208 305 4444 (reception)

Junior Trinity

King Charles Court

Old Royal Naval College

Greenwich

London

SE10 9JF

On Saturdays, please contact the Faculty of Music Reception on: 020 8305 4444.

Staff

Below is a rough guide to the responsibilities of Junior Trinity staff and who to contact when you have a query. We will be able to deal with your query more efficiently if you email the relevant member of staff and avoid sending emails to multiple staff members. If you have sent an email to the wrong member of staff do not worry we will pass it on to the correct person.

Tabby Estell

Head of Children and Young People’s Programmes

t.estell@trinitylaban.ac.uk
· Overall strategic planning and management of Junior Trinity

· Designated Safeguarding Officer

Stephen Ryan

Junior Trinity Programme Manager 

S.Ryan@trinitylaban.ac.uk
· Student progress (Main Programme)

· Concerts

· Timetabling

· A Level & GCSE Exams Officer

· Designated Safeguarding Officer

Kate Allott

String Time Programme Manager

k.allott@trinitylaban.ac.uk
· String Time concerts/events

· Student Progress (String Time)

Naomi Watson

Administrator  
         
n.watson@trinitylaban.ac.uk  
· JT @ Teatime Concerts

· Concert & rehearsal enquiries

· Accompanist reherasals

· TCL Exams 

Lydia Davidson

Concerts & Administration Assistant
l.davidson@trinitylaban.ac.uk
· Bursary Enquiries

· Concert and rehearsal enquiries

Madeleine Newman-Suttle
Graduate Intern
junior@trinitylaban.ac.uk
· Absences

· General Enquiries

· Auditions

· Reviews

· Open Days

Saturday Assistants

Saturday Assistants help the full-time staff with the smooth running of Junior Trinity each Saturday They also organise stage management for lunchtime, chapel and end of term concerts. If you have questions or need assistance please ask them first. A handy tip: They wear black T-Shirts with CREW written on the back.
Teaching Staff
Kate Allott


Programme Manager and Tutor
Violin/Viola

Elena Jauregui

Course Tutor



Violin

Anna Salmi


Course Tutor



Violin

Victoria Greenwood

Course Tutor



Violin/Viola

Anita Strevens


Dalcroze and Tutor


Cello

Oliver Mansfield

Musicianship and Tutor

Cello

Daniel James


Course Tutor



Cello

Liz Bradley


Course Tutor



Double Bass

Sue Rothstein


Course Tutor



Harp

Catherine Herriott

Accompanist and Aural

Piano

Andrew Morley

Musicianship



Conductor

Junior Trinity Code of Conduct

Junior Trinity is very busy with students and staff working extremely hard throughout the day. In order for students to gain as much from their learning on a Saturday as possible we expect the following: 

Students will:

· Be on time to all lessons, classes and rehearsals;

· Be present every Saturday of the Junior Trinity teaching year (please see absenteeism policy for clarification);

· Be courteous to their teachers;

· Come prepared to learn and participate fully in classes;

· Have practised their music;

· Have turned off mobile phones in classes and rehearsals;

· Not take food or drink into lessons or classes;

· Not chew gum in lessons or rehearsals.
Introduction to String Time

String Time students follow a syllabus developed by the String Time Staff. The syllabus has a strong emphasis on rhythm and movement training as well as ensemble skills and creative work. Students are encouraged to compose right from the start and, especially in the early stages, to sing everything they write or play in order to develop a good sense of pitch.

The String Time syllabus is broken down into 5 stages. At each stage students are encouraged to think for themselves as regards rhythm, pitch, movement and theory training in order to develop as well rounded musicians.

After the initial pre-instrumental Trinity Teenies classes, all String Time children begin to play a bowed string instrument at age 5. We offer violin, viola and cello and will guide children and parents in deciding on the most appropriate choice. On occasions we do offer double bass to some children. This option will only be available at a suitable age for each child, depending on physique and development. 

Although all children (from String Starters onwards) must take individual instrumental lessons, the focus during our classes is on ensemble participation. The children become used to peer learning from the beginning as our experienced staff guide them through learning from and supporting each other.

The String Time programme runs from nursery age to the end of primary school. Once students reach 11 years old or a Grade 6 - 7 standard they are welcome to apply for Junior Trinity’s Main Programme.  String Time students will go through the same audition entry processes as external applicants. Please note places are not guaranteed as competition for places is always high.

Course Structure

The following is an outline of the String Time Programme structure. Normally there are 15 places available per school year group. The standards indicated are a guide only and there will always be variation between groups of students. Children progress through the groups according to their development in all areas of the programme, not only exam achievements. Progress from one group to the next is at the Programme Manager’s discretion and based on the advice of all String Time tutors.

	GROUP
	SCHOOL YEAR
	AGE
	STANDARD
	NUMBER OF CLASSES PER WEEK

	Trinity Teenies
	Nursery & Reception
	3 - 5
	n/a
	    1    (Fridays)

	String Starters
	Year 1
	5 - 6
	Foundation Level  
	             2

	Stepping Stones
	Yr 2
	6 - 7
	Preliminary - Grade 1  
	             3

	Rhythm Runners
	Yr 3 and Yr 4

	7 - 9
	Grade 2 - 4
	             4

	Fast Fiddlers  
	Yr 5 and Yr 6
	9 - 11
	Grade 4 - 6/7
	             5


Syllabus Overview

Trinity Teenies 

Musicianship session

The elements of the course are:

· Singing, rhythm & movement games

· Group awareness

· Language through music  

· Action songs

· Percussion; tuned and untuned

Trinity Teenies learn to clap, sing and move with confidence. Turn-taking, leading and following are all explored and developed. The skills they acquire during these pre-instrumenal classes prepare them for starting to play an instrument at age 5.  

String Starters
Ensemble session

Dalcroze session 

The elements of the course are:

· Instrumental technique
· Rhythm, pitch and reading skills
· Stories, poems and compositions
The emphasis in String Starters is on acquiring skills through fun and encouraging students to improvise and create their own music. The development of comfortable, correct posture and instrument hold is addressed in both group classes and individual instrumental lessons. Staff liaising closely with each other to ensure good habits are established and supported from the very first beginning.
Students will be asked to attend Induction Day at the beginning of the year, where they can be measured for instruments. Instruments are needed for the group classes from the first week of the autumn term but individual lessons will not begin until the start of the spring term.

Stepping Stones
Ensemble session

Dalcroze session

Musicianship session

The elements of the course are:

· Instrumental technique
· Rhythm, pitch and reading skills
· Ensemble skills
· Written theory work is introduced
· Composition and Improvisation
Stepping Stones musicianship encourages students to begin exploring the core elements of written music. A small amount of homework will be given each week and should be done as soon as possible after the classes and with the support of parents/carers. In Stepping Stones Ensemble students start to sing, clap and play in parts, giving them confidence at holding an independent line, whether vocally or instrumentally.

Rhythm Runners

Ensemble session

Dalcroze session

Musicianship session

Choir

The elements of the course are:

· Instrumental technique
· Rhythm, pitch and reading skills
· Ensemble skills
· Theory, composition and improvisation 
Rhythm Runners Musicianship continues to encourage students to work at theory through aural and composition as well as starting to work through more traditional theory papers.  Rhythm Runners Ensemble tackles more difficult techniques, such as shifting, sight-reading and sight singing in 4 parts. Voice Aural and ensemble skills are further developed through the introduction of a choir.

Fast Fiddlers
Technique session

Orchestra

Dalcroze session

Musicianship

Choir

The elements of the course are:

· Bow strokes, vibrato, tone quality, shifting
· Orchestral techniques 

· Rhythm, pitch and reading skills

· Theory, composition and improvisation 
String ensemble skills are developed at this stage of the course alongside more advanced rhythm and reading work, with improvisation and composition elements.  The orchestra session builds on the ensemble training from previous years and aims to develop an awareness of orchestral playing technique.  Fast Fiddlers cover a wider range of repertoire styles. This helps them develop an early stylistic awareness. 

Every week all students should bring:

· their instruments - including spike holder/shoulder rest etc

· any music or theory book requested

· a soft pencil with a good rubber

· a pencil sharpener

· a ruler

· a folder or clip board

· a manuscript book 

Dalcroze Eurhythmics Musicianship Training

This musicianship training involves full body movement to music, speeding up the connections between the ear, the brain and the limbs, and helping the children with coordination, posture, concentration and integration of mind and body.  Eurhythmics creates a comprehensive foundation in the fundamental rhythmic elements of pulse, bartime and phrasing, alongside opportunities for expressive and creative development.

The classes initially focus on the following areas:

· improvement of listening skills

· improvement of reaction time between perceiving a signal and carrying out the activity associated with that signal

· improvement of the physical and cognitive connections between rhythm and notation work

· development of good posture and body use.

When the children have acquired a strong sense of pulse and bartime, layers of difficulty are added to the exercises so that they might step in canon, or tap a pulse whilst stepping a rhythm.

Alongside rhythmic work, creative elements are introduced, leading to short movement improvisations and eventually, choreographic work.  The purpose of this is to aid the understanding of musical form, improve musical memory and aid in the shedding of inhibitions.  The expressive work ties in all the different elements of Dalcroze Eurhythmics, whilst developing ensemble skills and the enjoyment of performance.

Suitable Clothing for Dalcroze Classes 
As the movement aspect is central to the work it is essential that children come suitably and comfortably dressed for the Dalcroze class.  Girls are advised to wear trousers, shorts or leggings, and the trousers of both boys and girls should be of such a length that they do not trip over the hem trailing along the floor.  It is most helpful for the tutors to be able to see the ankles and feet to monitor the child’s development in both position and balance, which will affect the posture.  The children work in bare feet, so it is easier for younger girls to wear socks instead of tights.  If your child has a verruca this should be covered until healed.  Tote gripper-soled socks are permitted as long as they do not slip.

Observing Classes

Because there is an element within the work which nurtures confidence-building through expressive use of movement, children often find it hard to focus if they are being watched in the class.  Therefore parents are asked to allow their child to participate in the class without them – a chance for you to have a coffee and get to know other parents.

At or near the end of most terms you will be able to come and watch a class to see how your child is developing.  Do bear in mind though, that developments are often subtle and may take time.  We try to make the environment as open and informative as possible and provide the opportunity for questions.  Some children have a delightful tendency to behave differently when they are being watched by parents, especially in a class involving full body movement! 

Leaving the Department 
If you are considering leaving the department we would encourage you to arrange an appointment with a member of our admin/management team so that we can work to resolve any issues. Please note that if you do decide to leave we require that written notice is given on or prior to the Saturday before the half-term break of that term. Failure to comply with this rule will result in a half term’s fees being due in lieu of notice.
Student Achievement Guide

Practice
Regular, consistent and concentrated practice is essential essential for good progress to be made.  

The following are guidelines for daily practice and apply to principal studies:

Elementary stage (up to 11 yrs)   

45min – 1.5 hrs

Intermediate stage (12-14 yrs)    

1.5 - 2 hrs

Advanced stage (15-19 yrs)


2-3 hrs

Wind, brass, percussion players and singers are likely to be at the lower end of these timescales, with pianists and string players at the top. Those students in the advanced stages who intend to apply to music colleges should be practising at the top end of the given range. (A standard requirement for first year undergraduates is 4 hours practice a day).

Instrumental teachers will provide precise guidelines for the duration and content of practice routines.  Parents of elementary stage students are requested to discuss practice routines with teachers, and to assist wherever possible in ensuring that practice is effective. 
Reports
Reports for those having Individual lessons at Junior Trinity will be completed towards the end of the academic year and cover the following areas:

· Progress (Including musical, technical and stylistic development)

· Practice (quality/quantity)

· Concert participation (solo/ensemble)

· Repertoire covered

· General comments 

The following 4-point scales will be used: 

Achievement

1. Excellent; A high work rate with intelligently applied effort.

2. Good; Performances which display a combination of communication and skill of a high standard.

3. Satisfactory; Performances which meet the basic minimum standard required.

4. Unsatisfactory; Performances which fall below the required standard.

Effort 

A.  Excellent; A high work rate with intelligently applied effort.

B.  Good; Consistent and thorough application.

C.  Satisfactory; The minimum acceptable level of effort.

D.  Unsatisfactory; Little or no evidence of sustained or regular effort.

Action will be taken if a D is given.

Reports will be forwarded to parents and a copy will be kept in the student’s file. Tutors will ensure that serious concerns are raised with the child’s parent/guardian as soon as possible. Any concerns will also be reported to the Head of Children and Young Person’s Programmes and the String Time Programme Manager. These systems are intended to supplement regular and informal contact between teachers and parents
Concerts

Most String Time groups will hold open workshops at different points during the year.  These aim to showcase the work of particular groups to parents, and also to other groups within String Time.  Parents will be notified by staff when these will be. At the end of the Autumn and Spring terms we usually hold solo concerts for all children from Stepping Stones upward. All children in the relevant groups are expected to perform in one of these concerts each year. They will be told which concert they are due to play in. 

The Rhythm Runners Ensemble and Fast Fiddlers Orchestra will be asked to participate in some of the Junior Trinity Public Concerts during the year, please check the String Time Academic Calendar for the dates. Parents will be notified of concert participation and sent full details of the concert days.  All students will be expected to take part as these concerts provide an important performance and learning experience for the older String Time students. They are a great opportunity for Junior Trinity to showcase the work of the String Time programme.

Parents should ensure that any students with clashes with external activities and Junior Trinity concerts discuss this with the String Time Programme Manager a term in advance.  Permission will not normally be given for students to miss Junior Trinity concerts. Students will be sent a schedule for end of term concerts and Chapel concerts, which will include details of rehearsal time, dress and any other information they may need to know. These will also be displayed on the noticeboard on a Saturday. They are also available on Moodle and the Trinity Laban website. 

All end of term concert days are non-teaching days and no lessons take place, except in the case of Chapel concerts. 

Junior Trinity would also encourage String Time students to attend one of the main End of Term Concerts during the year.  This will give students the opportunity to hear the older students perform in ensembles, such as Symphony Orchestra, Choir and Big Band.  It often inspires students to see what they will be able to do when they’re older and therefore helps with their musical development.

Participation in External Activities
Participation in orchestral/choral/ensemble activities outside of Junior Trinity is highly beneficial and encouraged. However, students are asked to try to avoid participation in activities which conflict directly with their commitment to Junior Trinity, if this happens you must seek permission in writing by emailing junior@trinitylaban.ac.uk ideally half a term in advance and a minimum of 2 weeks before the event.
TCL Exams

Practical exams

Junior Trinity operates as a center for Trinity College London Exams, which is run by Naomi Watson. There is one exam day each term, which is always on a Sunday. Students need to hand in exam entry forms to reception by the closing date.  Dates are always advertised on the academic calendar. Exam and accompanist fees are paid via the online shop, you can find the link to this on the entry form. Forms are available from the form box next to the notice board each Saturday. 

Rehearsals are usually scheduled on the two Saturdays prior to the exam day. It is the student’s responsibility to provide piano parts for the accompanist.  Please make sure that you take these to lessons in the run up to your exam.

Accompanists
Accompanists are provided for internal concerts and for Trinity College London exams (please see above). It is important to bear in mind that this resource is a valuable and limited one, and that students who miss rehearsals without good reason cannot expect replacement sessions to be arranged.  Students should remember to bring the relevant piano parts to the rehearsals.  An Accompanist Schedule is available to staff and students on the noticeboard each Saturday as well as on Moodle.

As a guideline, one rehearsal will be allowed for players of Grades 1-6 standard, and 2 rehearsals for Grades 7-8, Performer’s Certificate and ATCL exams.

Junior Trinity Absenteeism Policy
Students hold their places at Junior Trinity on the condition that they attend every week as listed in the Academic Calendar. This is so that they can gain the maximum benefit from the opportunities Junior Trinity has to offer. Consequently any absences hinder the individual’s progress, and affect chamber ensembles, orchestras, choirs and musicianship classes. These groups are a team effort and cannot function effectively with students missing.

Bursary providers support students on the understanding that they demonstrate commitment to Junior Trinity. 

Absence requests must be made to the office at least three weeks in advance.  

It is not necessary to make absence requests via instrumental or class teachers, though it is expected that students will inform them of any absence when it has been granted.

Requests will usually be granted for:

· GCSE and A level field trips involving residential visits

· County / national music events.

· Religious festivals

Requests will NOT be granted for:

· Social events

· Holidays

Permission to miss any Junior Trinity Concert Days will not normally be given.  Parents should ensure that clashes with external activities and Junior Trinity concerts are discussed with the Junior Trinity Programme Manager a term in advance.

Please ensure that the student’s school is aware of the fact he/she will not be available for extra-curricular activities on Saturdays during term time, unless there are special circumstances agreed with the school and the Junior Trinity Programme Manager.  

In the event of illness

In advance: 

Please contact the Junior Trinity office at junior@trinitylaban.ac.uk

On Saturdays:
Please contact Reception between 08.00 and 08.30 (or as soon as possible) on 020 8305 4444. All absences must be followed up by a letter / email from parents explaining the reason for the absence.
During lessons: 
If a student is taken ill during the course of a Saturday, they should report to Reception, who will inform one of our first aiders and the parents/guardians. 

Any student needing to leave Junior Trinity early for whatever reason should inform Junior Trinity at least three weeks in advance.  If this is not possible due to an emergency on a Saturday, students must seek permission from the admin/management team and report that they are leaving early to reception BEFORE they leave the building.  It is essential for the health and safety and safeguarding of all at Junior Trinity that all absences are noted on the absences board at reception.

Please note that lessons missed by a student for whatever reason cannot be ‘made up’, although a teacher who is unavoidably absent will either send a deputy approved by Junior Trinity or make up the lesson at some point during the academic year. All permanent and deputy teachers are DBS checked. Please ask your teacher if you are due a make-up lesson.  
Health and Safety

It is highly recommended that students do not leave the Trinity Laban site during the course of the day.  Please be aware that Junior Trinity staff are unable to monitor and guarantee this, and as such Trinity Laban cannot be held liable for any loss or injury that may occur whilst a student is outside the Trinity Laban site. 

All students must be in possession of a resource card and display it at all times when on site.  Each card contains the Trinity Laban logo, name of the individual, photograph and personal security grouping.

Smoking is prohibited in all internal areas of the site and also in the Courtyard.  This is not just for health reasons it is also because of the risk of fire.  Much of the structure of the building is timber.

Conduct of Children and Adults on Site

Staff will take responsibility for children during scheduled classes/lessons. At all other times parents are responsible for both their children’s welfare and their conduct. Children will be dismissed from their classes at the end of the session. It is the responsibility of parents to meet their children outside these classes if the children need to be accompanied to their next class or back to the café. Staff cannot look after children beyond the timetabled end of each session as they frequently have to move to other rooms and begin teaching the next group

Generally we ask that String Time parents remain on site with their children. Should parents/guardians need to leave the building whilst their children are in classes it is crucial that we have up to date contact details in case an emergency should arise. We would advise that it is especially important for parents of Trinity Teenies and String Starters to remain on site whilst their children settle into new groups. 

String Time parents are welcome to sit in the café and to accompany their children to and from classes. We do ask that parents and siblings of students do not use corridors and stairways as seating or play areas for safety reasons. Food should only be consumed in the designated areas. 

Please be aware that noise in the corridors interrupts the work going on in the surrounding rooms and is unfair on both the student and teachers. 

Health and Safety Policy Statement

Trinity Laban recognises and accepts in full its responsibilities, under the Health and Safety at Work Act 1974, to provide a healthy and safe place of work and learning for all its employees, students and other persons who may be affected by work activities, and shall endeavour to meet its managerial responsibilities.

In meeting these responsibilities, Trinity Laban requires the support of all its employees and students and shall make efforts to ensure that any vehicle necessary for effective consultation with staff on health and safety matters is provided.

First Aid

There are several First Aid trained personnel situated in the building. Contact House Services or the Receptionist if a First Aid trained member of staff is required.

As well as taking the appropriate action with regard to your ailment or injury, the First Aider will make appropriate arrangements for completing accident report forms.
Fire procedures
In the event of a fire the building will be evacuated in accordance with the regulations displayed in the various parts of the building and in the Student Services section of the Trinity Laban Intranet.  You should make yourself familiar with the location of the fire escapes in all parts of the building.  In any such emergency the lifts must not be used.  Fire drills are carried out regularly under the direction of the Facilities Manager, when the standard evacuation procedures must be followed.  

Personal Property
Please note Trinity Laban cannot accept liability for loss or damage to property.  Students should be encouraged to take good care of their instruments and bags during the day, and should never leave valuables unattended.  

Disability Information

Disability Equality Scheme
Trinity Laban’s full Disability Equality Scheme can be found on the website and in the Library.  The extract below summarises our commitment to supporting applicants and students who have disabilities: 

· Trinity Laban welcomes applications from candidates with disability who meet the musical and academic criteria for their proposed course, as stated in the prospectus.

· At audition, Trinity Laban will need to be satisfied that the nature of the disability is such as will not preclude the candidate from completing their chosen course, nor from achieving his or her musical vocation.

· In accepting a student with disability, Trinity Laban undertakes to provide all support within its means to ensure the quality of student experience and achievement of true potential are reached.

Provision for students with disabilities
Trinity Laban’s provision for disabled students has increased considerably as a result of a HEFCE funded project, which has enabled us to provide the necessary equipment and support staff.  A summary of our current provision can be found on the Trinity Laban website.  Any student wanting further details, or to discuss disability issues, should contact Junior Trinity.

Disability Support Staff
The Trinity Laban Disability Project Officer is James Hitchins (020 8305 4418), who is based in the Student Services area of the main administrative office in King Charles Court.  In the first instance, please direct your enquiry to Junior Trinity who will then liaise with James as appropriate.
Resource Card Code of Conduct (Students)

It is imperative that the following rules are complied with at all times.   There is no obligation on Security / House Services Staff to allow non-compliant students entry to the site at any time.
1. I will wear my Resource Card displayed on my person at all times whilst in King Charles Court and at concert venues where Junior Trinity is performing, as a means of identification, and will not allow any other person to use my card. 

2. I will present my card, on request, to the security staff at the East or West gate entrances to the Old Royal Naval College as a means of identification to enable me to gain access to the site outside the public access hours of 8.00 am to 6.00 pm daily and whenever requested by the Security Staff.

3. I understand that I am responsible for the safekeeping of the card at all times and that I will immediately report the loss of the card to Reception and obtain a replacement from the IT Department at the earliest opportunity. I understand that Trinity Laban reserves the right to charge a replacement cost (currently £10) for second and subsequent replacements.

4. I will ensure that any person without a Resource Card and whom I do not recognise does not follow me into the building and that all doors are closed behind me to prevent unauthorised access to Trinity Laban.

5. I will observe copyright law when photocopying or printing from a PC or the Internet.

6. I agree that the Trinity Laban will not accept liability for any misuse of the Resource Card or the privileges afforded by it and failure to comply with any of the above will place me in breach of my agreement with Trinity Laban as a result of which disciplinary action may be taken.

POLICY AND CODE OF PRACTICE FOR SAFEGUARDING CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS
2015 -16

Junior Trinity has a Child Protection Policy to ensure the safety of all children and young people we come into contact with. This policy and its codes and conditions can be seen at any time at your request. The Junior Trinity Designated Safeguarding Officers for child protection issues are Tabby Estell and Stephen Ryan.

FREQUENTLY ASKED QUESTIONS

How do I apply for TCL exams?

You can apply for TCL exams by collecting a form from the form box which is located next to the notice board in reception. You must get your teacher to sign the form as well as a parent/guardian.

How many absences can I have per term?

We expect Junior Trinity to be your priority on a Saturday, however we understand that sometimes you may need to request an absence for other music commitments. Any more than two absences a term will cause concern about your progress at Junior Trinity.

Why are we strict on absences?

So that you can gain the maximum benefit from the opportunities Junior Trinity has to offer. Any absences hinder your progress, and affect chamber ensembles, orchestras, choirs and musicianship classes. These groups cannot function effectively with students missing.

Can I change instrumental teacher?

A request for change of instrumental teacher will only be accepted at the end of an academic year so that it can be actioned for the next academic year. Changes of teacher will only be granted in agreement with the Head of Children and Young People’s Programmes and the String Time Programme Manager. A change of teacher is also subject to availability of the desired teacher. 

Why can’t I perform in the concert if I’ve missed the penultimate rehearsal?

Any student missing rehearsals in the approach to a concert has an impact on the quality of that rehearsal and the work of the rest of the ensemble. If too many students from an ensemble miss the penultimate or dress rehearsal it is impossible to rehearse at all. Therefore as a matter of courtesy to the ensemble leader and the other students, we have a strict policy that no student can miss these rehearsals and still take part in the concert.
Can I change my timetable?

We will review your feedback on timetables carefully, however due to the complex nature of timetabling for a wide range of ensembles and students we cannot guarantee to meet all requests.

If you have a major concern about your child’s timetable or development please email: junior@trinitylaban.ac.uk 

Why do I have to pay half a terms notice fee if I am late notifying you that I want to leave JT?

If you are late in notifying Junior Trinity we cannot give the required amount of notice to our staff who must be paid for their time. The notice fee is used to cover these costs. 

Thank you for taking the time to read this Handbook.

We hope that you will enjoy the year ahead.

Follow us on Twitter for Junior Trinity news and updates!



@junior_trinity
CHECK THE NOTICE BOARD


The notice board is immediately on the right when you walk into the building. You will find all the relevant information you need for the day. Always check this before going to reception.














CHECK THE ABSENCE BOARD


The absence board is on the wall to the right of reception and will tell you if any of your teachers are away today. 








You’re all set! Enjoy your day!





ASK AT RECEPTION


Patrarkov, our receptionist, will be happy to answer any queries you might have, or will be able to find a relevant member of staff for any urgent queries. There is a timetable folder at reception for any student who needs to look at timetables. Reception will also normally have spare copies of recent letters sent out to parents. 


A folder is available every week at Reception for correspondence to be handed in for the Junior Trinity office staff. All letters and forms will also be available on moodle or the Trinity Laban website.











WRITE IT IN THE RECEPTION BOOK


Our staff are frequently in rehearsals or observing ensembles, so are very busy throughout the day. If your question is not about this Saturday, please make a note in the reception book and we will aim to get back to you during the following week. For any queries of a confidential matter, please contact the member of staff directly. Don’t know who to email? You can check on page 7. If in doubt email: � HYPERLINK "mailto:junior@trinitylaban.ac.uk" �junior@trinitylaban.ac.uk� 
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