PHOTOGRAPHY ROOM
GUIDELINES

These guidelines are in place to help everyone work better, respect the shared academic
space, and make sure the photography room runs smoothly for all users. The goal is
simply to create a reliable, safe, and professional environment where everyone can focus
on their work without unnecessary disruptions.

Purpose of the Space

The Photography Room is a shared professional workspace intended for academic
production. All users are expected to behave with discipline, respect, and technical
awareness.

Access and Authorisation

Access is granted only through the official booking system.

Users must sign in and out of each session through the booking system.
Only trained students are allowed to use the room independently.
Maximum capacity is five students per session.

Each session must have a registered user responsible for the booking.

Responsibility

Students are responsible for correct use of equipment and safety of the space during their
session.

Course instructors are responsible for allocating students to use the room and ensuring
students are properly trained before independent access.

Any damage or misuse will be attributed to the students present and the booking holder or
assigned group.

Equipment Handling

Lighting Equipment

Lights must never be left on unattended.

Allow lights to cool down before moving or packing.

Softboxes must not be forced, bent, or dropped and must be handled carefully during
assembly and disassembly.

Light stands must be fully tightened before use and must not be dragged or knocked over.

Electrical Safety

No cables should be left loose on the floor.

All equipment must be powered off after use.

No electrical device should remain plugged in overnight.

*All equipment should be returned and stored in the designated cabinets.



Studio Usage Rules

Food and drinks are not allowed.

Smoking and vaping are strictly prohibited.

Personal belongings must not be left unattended.

Models, maquettes, or designed objects must not be left unattended.
Overnight setups are not permitted without prior approval*

Any unattended item may be removed without notice.

Project and Object Policy

All objects must be clearly labelled with name, course, and date.

Objects may remain in the room only during the booked session unless prior approval is
obtained.

Unlabeled or abandoned items will be removed and may be stored temporarily or
discarded.

Cleanliness and Reset Policy

At the end of every session, users must return all equipment to its original position, turn off
all lights and electrical devices, remove all trash and materials, and leave the space clean
and ready for the next group.

The room must be returned to a neutral default state.

Booking and Session Management

Access is granted only through the official booking system (ONCE).

Users must sign in to each session through the booking system (Resource booking)
Users must arrive and leave within their booked time slot.

Session time will not be extended for late arrivals unless approved

Users must respect the schedule of the next group.

Damage and Incident Reporting

Any damage must be reported immediately.

Failure to report damage will result in full responsibility assigned to the last registered
users.

Access and Misuse policy

First offence: warning.

Second offence: temporary suspension of access.

Severe misuse or damage: immediate ban and further disciplinary action.
Repeated misuse may result in permanent loss of access.

Instructor Responsibilities

Formal training sessions will be provided.

Faculty members must also complete the required training (provided by the Photography
Studio FIC) before they can use the studio themselves or supervise their students using it.
Instructors must ensure students are trained before independent use They must approve
and supervise complex or high-risk setups.

They are responsible for guiding proper use of equipment within their courses.



PHOTOGRAPHY ROOM RULES -

Access is by booking only.

Maximum 5 students per session.

Only trained users are allowed.

All equipment must be handled with care.

Lights must be turned off after use.
Equipment must not be left unattended

Food and drinks are not allowed.

Smoking and vaping are prohibited.

No unattended objects or models.

No overnight setups without permission.

At the end of the session, reset the room, remove all belongings, and leave the space
ready for the next group.

Users are responsible for the room during their session.

Any damage must be reported immediately.

Failure to follow these rules may result in suspension or loss of access.
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