RCS - Scenic Art Department -
                                PROCEDURES 
Working hours – 

The working hours of the department are from 9.00am to 5.00pm Monday to Friday. You are expected to be ready to start work at 9.00am in appropriate clothing.

Lateness – 

If you are going to be late, you must text the scenic department staff ( lecturer or tutor depending who you are working with)  before 9.00am, with your estimated time of arrival.

Absence – 

If you are going to be absent for the scenic department you must call the Drama Office to report your absence . Please as a coutersy and to allow for realocation of production work text the scenic tutor to let them know you won’t be in. You must do this before 9.00am. The Office absence number is 0141 270 8241. 

Breaks – 

Breaks will be from 11am to 11.20am in the morning and 3.30pm to 3.50pm in the afternoon. You are expected to be ready to start work on returning from your break. 

Lunch – 

Lunch will be from 1pm to 2pm. You are expected to be ready to start work at 2pm. 
The scenic manager may choose to alter these times to suit the work in progress.

Health and Safety – 

You are responsible for your own health and safety and for those around you. If you are aware of a health ands safety issue, please deal with it or inform a member of staff or scenic manager.
