< ]

1

i
11

A 0l

— UNIVERS T OB RA AR I——

[

——BANGIADISH

Policy for Engaging Student Photographers for University Events
Communications Office, University of Liberal Arts Bangladesh (ULAB)

1. Purpose

This policy outlines a specific professional framework for part-time student photographers at
ULAB, ensuring effective event coverage with student flexibility.

2. Appointment and Eligibility

e Applicants must be currently enrolled students of ULAB.

e The Communications Office may recruit photographers through its own internal sources,
such as recommendations from Communications Office members or other reliable
channels.

e Interested students may also submit a portfolio for consideration.

e Preference will be given to applicants who own personal camera equipment. However,
students without personal equipment may also be considered based on merit and
institutional requirements.

e Special consideration will be given to photographers with an interest or experience in
creating digital content, including multimedia and online platforms.

3. Event Authorization

e Photographers will be assigned only to events approved by the Vice Chancellor, Pro-Vice
Chancellor, Treasurer or Registrar, and coordinated through the Communications Office.
e For this policy, an “event” refers to any officially approved university programs such as
orientations, convocations, seminars, workshops, conferences, national, cultural,
programs, outreach activities, ceremonies, or institutional functions.
e The following are not considered events under this policy:
o Internal classroom activities, including regular classes or guest lectures conducted
inside classrooms,
o Department-level internal programs without institutional significance,
o Courtesy photography for guests, gift exchanges, or hospitality activities, and
o Administrative documentation photography for tasks such as audit work, report
preparation, or similar tasks.

e Departments seeking photography coverage must submit an email request to the
Communications Office with a brief event description at least three (5) working days

before the event.
e After a department requests for a photographer, the Communications Office will review

the request and decide whether a photographer will be assigned to the event.
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The Communications Office will assign a photographer only to events that contribute to
enhancing ULAB’s reputation and branding.

Photographers will be provided under this policy following a first-come, first-served

basis.
The Communications Office is not responsible for providing photographers if none is

available.
A photographer will be assigned if the event content is suitable for publication on

ULAB’s official Facebook page.

4. Nature of Engagement

Appointment does not imply any commitment toward permanent employment at any
stage.

Assignments are made based on event needs through a rotational roster.

Multiple assignments on the same day may be given, subject to feasibility.

If the event duration is long, multiple photographers will be assigned by dividing the time
schedule to reduce their workload.

The Communications Office will determine the number of photographers required for
each approved event.

5. Work Schedule, Attendance, and Availability

The Communication Office will inform the photographer about the scheduled time for the
event.

Photographers must submit their class routines at the beginning of each semester and
promptly report if there are any changes.

Each photographer is required to cover a minimum of six (6) events per month. The
Communications Office reserves the right to modify the number of events as required.
When there is an event, photographers will be assigned by the Communications Office
via email/WhatsApp or even verbal communication. '

Photographers must be present on time at their assigned schedule.

6. Reporting

Photographers will report to the Senior Assistant Manager - PR and Outreach.
In special circumstances, matters may be discussed with the Head of Communications.

7. Equipment Responsibility
e Photographers are fully responsible for the safety, maintenance, and functionality of their

equipment.
The Communication Office is not liable for any loss or damage to personal equipment.
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If a photographer uses equipment provided by the Communications Office, the equipment
must be formally received from the Senior Assistant Manager, PR and Outreach, and must

be returned immediately after the event, once the photographs have been copied for
archiving purposes.

If any damage occurs to camera equipment provided by the Communications Office during
use, the photographer must report the matter immediately to the Communications Office.
Based on the nature and cause of the damage, if it is determined that the damage resulted
from the photographer’s negligence or lack of due care, the photographer will be required
to bear the repair cost. In such cases, the Communications Office will determine the extent
of compensation, which may range from a minimum of 10% up to 100% of the repair cost.

8. Photo Submission and Archiving

All photos must be submitted and stored on the Communication Office computer and the
designated Google Drive.

Photographers must select and edit the photos. Only the selected photos should be
archived. However, for events where all photos need to be archived, such as Convocation
or Orientation, all high-quality photos from the event must be archived:

The Communications Office will decide which events require all photos to be archived.

9. Off-Campus and Outreach Events

Photographers may be assigned to off-campus or outreach events.
Outreach and off-campus events will be treated as regular events under this policy.
Outreach évent coverage will be included in monthly event counts and performance

evaluations.
Assignments will be communicated in advance whenever possible.

10. Remuneration

Photographers will receive a monthly honorarium ranging from BDT 4,000/- to BDT
6,000/-, subject to performance, availability, administrative approval, and equipment
ownership.

Photographers who use their own camera equipment will receive a higher honorarium
compared to those using office equipment. The exact amount will be determined through
internal discussion and approval.

ULAB authority reserves the right to revise the honorarium structure.

For events held on holidays or on photographers’ class off-days, ULAB will either
arrange transportation or reimburse travel expenses upon submission of valid receipts,
where applicable. This claim will be applicable for off-campus and outreach events also.
If hired transportation is required, photographers must obtain prior approval for the
required budget via email from the Communications Office.

On event days, photographers will be provided with lunch either at the event venue or by

the Communications Office.
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e Payments will be processed monthly following standard administrative procedures.
11. Weekend and Holiday Work

e Friday and Saturday, class off-day as well as government-declared public holidays, are
official off-days.
e Official off-days duties will be assigned only when essential.

12. Professional Conduct and Ownership

e Professional behavior, punctuality, and respect toward faculty, guests, and colleagues are
mandatory. '

e Photographers must wear their assigned ID cards during duty hours.

e Photographers must be dressed in decent, professional attire while covering events,
reflecting ULAB’s official environment.

e All photographs produced during assignments are the property of the Communication
Office, ULAB.

13. Performance Monitoring

e Performance will be evaluated based on quality of work, responsiveness, punctuality, and

cooperation.

e For performance evaluation, the responsible person of the event and the Communications
Office will rate the work of the photographers covering the event. These ratings will be
considered when determining financial incentives and other benefits.

e Photographers are expected to cover the assigned number of events. If they repeatedly
miss their assignments, continued underperformance or lack of discipline may lead to
reassignment or discontinuation of engagement.

This policy is designed to create a clear, fair, and professional framework for engaging part-time
student photographers at ULAB.
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