
general information
Upon arrival, inspect your studio or workspace and report any problems or issues to your graduate program assistant or director. Studios are exclusively for 
professional art making activities. College/Federal regulations forbid the use of studios as living/eating space. Do not bring furniture or appliances into the 
building unless these items are directly related to your work. No cooking or heat-producing appliances or tools such as hot plates or heaters are allowed 
in your studio or workspaces. Be considerate of your peers. Do not disturb others while working. Loud music, long and frequent cell phone calls and other 
disruptive behavior interferes with others ability to work. Pets must be MICA registered, leashed and properly cared for. No dogs or pets are allowed in any 
studio or workspace without the owner present. 

You are responsible for keeping your space clean. Open food packages and other food waste attracts rodents – store and or dispose of all food items and 
trash appropriately. You are expected to clean up after yourself in all common and shared spaces. Shared space, including refrigerators, must be cleaned 
regularly and all items stored must include a date and name.

No open flames, candles, melting wax, heaters, hot plates are permitted.  All irons must have an automatic turn-off feature. Additions, alterations, 
expansions, and shelves are not permitted. Do not paint, mark or glue any permanent substance on the windows or sprinkler heads. Blocking or using any 
other materials, curtains, or fabric, other than those provided exclusively by MICA, in studio entrances is prohibited.

Use and return tools (brooms, dustpans etc.) provided at Housekeeping Stations. Building Services does not enter studios or collaborative workspaces to 
remove trash, sweep, etc. Waste must be placed in recycle bins or garbage cans outside of studios, or labeled as trash. Materials and supplies must be neatly 
stored within the confines of your studio, in designated storage areas and/or outside of exit aisles. This applies to work in progress.

Parking in College lots requires a parking permit including Lazarus Center, Mount Royal Station Building and the North Avenue Lots available from Campus 
Safety. Parking is on a first-come, first-served basis. The purchase of a parking permit does not guarantee a parking space, but students who arrive early 
generally park without difficulty. Students must be in a campus building while parked on campus. Maryland Institute College of Art is not responsible for 
damage to vehicles kept on the lot or for the theft of valuables left in cars.

For your safety, all lockable doors should be kept locked all times. Students are issued a MICA ID card that provides access to their respective studio areas 
and support services. Graduate students do not have individual access to UG spaces or studios or the studios/workspaces of other graduate programs. Keep 
your MICA ID card visible and available at all times. MICA is not responsible for the loss or theft of personal belongings. Do not prop open doors, or leave 
laptops, cell phones, cameras, or other personal items in studios or collaborative workspaces unattended. Home owners or renters insurance to cover unfore-
seen loss or damages is recommended.

Students may only use tools approved for individual studio use.  This includes unpowered hand tools such as screwdrivers, pliers, and hand saws.  Students 
must have appropriate work surfaces and clamps for safe work.  Battery-powered and corded drills and drivers are permitted, when being used with standard 
bits. Stationary power tools, powered saws, grinders, gas-power tools, welders, and other power tools are not permitted.  All tools and cords must be in 
proper working order, and used in compliance with guidelines provided by the manufacturer and MICA shop manuals.

All MFA, MA and Post-Baccalaureate students are provided 24/7 access as needed to individual or collaborative workspaces while their program’s classes 
are in session and during the spring break period. Full-time (traditional, academic year) MFA students maintain studio access during the summer months be-
tween their first and second year of study with the support of their program director. Access will be limited during the college’s seasonal and other designated 
break periods. Students working in a non-productive or disruptive manner will be subject to reduced access or loss of studio privileges during non-sessions 
periods. All College Buildings will be closed during the College’s holidays (New Year’s Day, Martin Luther King Jr, Day, Memorial Day, Independence Day, 
Labor Day, Thanksgiving Day, Friday after Thanksgiving, Christmas Eve Day, & Christmas Day). Special projects such as renovations, unexpected events, etc. 
may also alter the use and access of space in this agreement. 

alcohol and drug policy
Absolutely no smoking, alcohol or drugs are permitted in any MICA studios, workspaces, stairwells or classroom areas. Open containers of alcohol are 
not permitted in any of the public or common spaces on campus, including courtyards, stairwells, or parking lots. Students who violate this policy will be 
subject to the College sanctions. Students may not have full, partial, or even empty containers of alcohol in their independent studios or workspaces. Any 
containers that are found will be confiscated, and the student will face disciplinary action. 

Members of the MFA, MA and Post-Baccalaureate community may request permission through the Office of Graduate Studies to waive the alcohol restriction 
at limited graduate events and activities that take place in approved graduate spaces with restricted attendance (less than 30). Event registration forms must 
be provided to the Office of Graduate Studies at least ten business days prior to the proposed event. Only participating members of the graduate community 
and/ or guests of the event who are 21 years of age or older may have access. Failure to do so will result in the immediate cancellation or termination of the 
event by a representative of the College.

performance, installation and sound artwork in public spaces on campus

Students interested in presenting Artwork in public spaces (even for one class session or critique) must submit a proposal at least two weeks prior to the 
install date to the Office of Events.  Forms and policies can be picked up from the Office of Events, Bunting B350. Public spaces on MICA campus include 
all spaces outside of studios, galleries or designated exhibition spaces.  The Office of Events coordinates these proposals for all interior and exterior public 
space.  Approval of proposals is based on compliance with MICA exhibition policies and space availability. The Mt. Royal median strip, trees, sidewalks, 
streets, telephone & light poles are property of the City of Baltimore. MICA also does not grant permission to use any areas or parks in Bolton Hill.

No artwork may be on Corpus Christi Church or church property, elementary school or daycare property. Use of any MICA-owned equipment, furnishings, 
and fixtures within installation and performance work must be pre-approved by the Office of Events or the Division of Operations.  Damage, moving, and/
or re-installation charges may be assessed.  Work containing sexually explicit images should not be exhibited in public areas without appropriate signage 
warning of potentially offensive content.

hazardous materials and personal protection

Follow all MSD (Material Safety Data) precautions, safe storage and disposal, and first aid emergency procedures. Check the health ratings for all materials. 
Each program will compile a binder of all possible hazardous materials including MSDS made available at locations of chemical use. If you bring any 
materials, not listed in this binder, into the building, you must get permission from an instructor and provide the shop technician or program director with an 
MSDS from the manufacturer or distributor. 

2014 -2015 Graduate Independent Studio
& Collaborative Workspace Agreement 

Studios & workspaces are dedicated to the intellectual, creative, and personal growth of aspiring artists and designers at all stages of development. 
While studios and open workspaces are private and independent in nature, students collectively create a community of like practitioners dependent 
on tolerance for divergent opinions, belief structures and aesthetic production; personal safety and well-being; and the respect required of a commonly 
shared culture composed of a multitude of backgrounds, a plurality of voices and an infinity of aspirations.



Do not use toxic substances or processes that may affect others working in the same space. Some pastels and chalks contain highly toxic pigments or heavy 
metals and, should be used with caution. Specifically vented areas will be labeled as “Ventilation” and these areas must be used with working with toxic 
materials. When possible, substitute less toxic materials.

Spray paints, fixatives, or adhesives may not be sprayed indoors except with ventilation. Always use Personal Protective Equipment (aprons, gloves, goggles, 
dust masks, respirators) as necessary. PPE is available at the College Store. Use PPE provided by MICA as necessary. The use of Bio-Hazardous waste is not 
permitted in studios unless under direct faculty supervision. A written student proposal including an account of handling, storage, and disposal methods 
must be signature-approved by supervising faculty or program director, and the EHS office. Bio-Hazardous waste is defined as all biologically contaminated 
waste that could potentially cause harm, i.e. human and animal blood, tissues, body fluids, dead animals, and human or animal pathogens. 

Use flammable storage cabinets to store all flammables with a rating <1 as indicated by MSD or label. Sinks may not be used to dispose of chemical or paint 
waste. Acrylic waste materials should be allowed to dry, and then discarded in trash.

Use red solvent disposal and oily waste cans. These waste materials are collected on a regular basis and properly disposed of. If a can is full, notify the studio 
monitor or EHS office. Never leave these materials uncovered, in the open, or dispose of them in regular trash cans. Do not pour chemicals down sinks, 
toilets, or drinking fountains. 

All chemical containers must have manufacturers’ labels and clearly marked. If materials are repackaged, they must be clearly labeled with a Hazardous 
Materials Identification System (HMIS) sticker label including contents, the date, and your name. HMIS stickers are available on the Health and Safety 
Boards. Use only tightly re-sealable containers for mixtures. Mixtures must be stored in flammable storage cabinets. Avoid glass containers. Do not use any 
recycled food containers for storage of hazardous materials unless food labels are fully removed and contents are clearly labeled with a HMIS label.

All Immediately Dangerous Life and Health violations will be immediately resolved. 1st violation – warning; 2nd violation – loss of space and access to 
shop/facilities for one month (probational contracts, fines or other disciplinary measures may apply); 3rd violation – loss of all access to shops and studio 
facilities at MICA, including the Rinehart studio and the individual studio or workspace assigned. The student will have 24 hours to remove all materials 
and belongings from the studio. Remaining project or thesis work must be completed without any use of MICA shops, studios, equipment, or technicians. 
Students are entirely responsible for any damage to studios or workspaces and/or the damage or loss of equipment and tools as a result of violations, 
negligent or irresponsible behavior.

fire regulations

Familiarize yourself with exit and safe-meeting locations in case of an emergency. Evacuation and safe-meeting maps are posted on Health and Safety 
Boards. In the event the fire alarm sounds, evacuate the building. Any materials placed inside of yellow egress lanes will be removed. Exhibit areas, stair-
ways, hallways, elevators, doorways, and community work areas are not considered storage space for art work or materials. Do not block or prop open fire 
doors. This includes all doors that lead to a stairwell. 

Do not hang anything from light fixtures, plumbing or sprinkler systems. Use of extension cords is limited by Fire Code. Overloading and/or improper use of 
extension cords can cause overheating and fire. Studios with retractable cord reels are prohibited from using extension cords. Do not attempt to fight a fire. 
Should you detect smoke or flames, immediately pull the nearest fire alarm and evacuate the building. Fire extinguishers are located at most exits and should 
be used by trained professionals. Do not tamper with any fire extinguishers.

move-out
All Post-Baccalaureate students (Fine Art and Graphic Design) must vacate their studio or workspace no later than the Friday, following Commencement, 
May 22, 2015. Post-Baccalaureate students who enroll in a MICA MFA program are not eligible for summer studio or access until their program formally 
begins. All graduated full-time academic year MFA and MA students must vacate their studio or workspace no later than Monday, June 1, 2015. All low-
residency students and MAT students allotted a summer studio must vacate their studio or workspace no later than Sunday, August 2, 2015.

Full-time academic year MFA students may request to remain in their studios beyond their published move out date by completing the Graduate Studio 
Move-Out Form. Sudents must have compelling and legitimate reasons for an extension supported by letters of agreement from the partnering institution, 
host exhibition or residency. 

Although every effort is made to accommodate students,a written request is not a guarantee of extension. A joint committee comprised of Operations and 
Graduate Studies staff review requests on a case-by-case basis. The committee weighs each proposal against the published rationale/criteria, as well as 
institutional goals and priorities for summer planning. All decisions by the committee are final. No extension can be granted if the delay impacts the arrival 
or delays the commencement of another graduate program or students work. The granted extension might also mean relocation to another space or materials 
stored ready for pick-up or shipping.

Access to the Graduate Lab, Fabrication Labs or Woodshops are not permitted beyond a program’s published move out date. The Grad Lab, Equipment 
Checkout, Computer Lab, Print Lab resources, labs and woodshops are available for students enrolled in a graduate program at MICA. An active MICA 
Graduate ID card is required to enter facilities, to check out equipment or to use computer and printing resources. 

Any furnishings provided by MICA must remain in the studio. All personal belongings, artwork etc. remaining in a studio after the move-out will be thrown 
away. All floors should be scraped of debris and swept clean. Remove all nails, screws, and tacks from studio walls. Retractable extension cords remain in 
the studio. If not - students will be charged for replacement. All studio walls must be re-painted with the paint provided by Facilities Management. Do not 
paint unpainted items such electrical outlets, switches, door hinges, etc. 
 
All trash must be removed, including building materials, personal items, furniture, artwork, art supplies, etc. from walls, floors, windows, etc. Open top roll 
off containers and trash cans will be provided. Failure to clean and remove items from your studio or workspace could result in one or all of the following: 
withholding of transcripts, diplomas and or a charge of $300 to your student account. Excessive damages, above and beyond normal wear and tear, will be 
assessed on a case by case basis, and further charges may apply. 

No rising 2nd Year MFA student should move into a graduated student’s studio until Operations has confirmed the studio is in compliance with all clean-up 
and move-out protocols after the published move-out date.

studio and workspace use is a privilege awarded to you

The rules outlined in this agreement must be adhered to in addition to any specific health and safety precautions used for handling hazardous materials, and 
use of tools, or equipment. Studios and collaborative workspaces are regularly inspected for compliance. Violations to this contract are subject to disciplinary 
measures and studio privileges will be revoked. 

By my signature, I understand and agree to abide by all parts of the studio and collaborative workspace agreement and all other MICA student rights and 
responsibilities. I have reviewed and understand all posted health and safety signage. I have received instruction and training for the use of these rules and 
guidelines. 

name_________________________________________________________  date ______________________________  

mica id # _______________________________________________  studio number (if applicable)__________________ 

building _________________   semester/year  _____________ signature____________________________________________


