
Policy and Procedures 

JOB TITLE & DISCRIPTION 

Producer: 

Our producers are the general manger for each event.  The producers will be provided with 

an itinerary for each staff  member along with all travel details for the event.  The producer 

must be present during the loading process.  Along with running a seamless technical event 

the producer will manage staff, performers, and studio directors.  Each producer must have a 

strong understanding of TABS and VLD.  

Judges:  

We want our judges to teach through critiques. Critiques must be both a tool to educate and 

one to inspire.  We will pull judges tapes at random from each competition to ensure a uni-

form judging panel.  At anytime a judge may be asked to explain scores, adjust scores, or edit 

audio critiques.  Judges are also asked to give judges awards along with additional awards 

which will be outlined at each competition.  Judges are to hand out adjudicated awards dur-

ing each awards session.  If  applicable, judges will be included in our set-up and/or break 

down crew. 

Backstage Coordinator:  

The BSC is the personal touch to our clients.  They are also the person who keeps the compe-

tition running on time.  Out BSC must be politely persistent with the ability to communicate 

clear instructions over the head set to the DJ.  The BSC will also announce our adjudicated 

awards during each awards session. 

Tabulations:  

TABS will communicate with judges, DJ, and BSC to keep the competition on track while his/ 

her computer is tallying adjudicated scores.  During the competition TABS will have a list of 

overalls that will be pulled after the last routine within that overall section.  TABS will print 

all adjudicated and overall data to be given to the Producer for each awards ceremony.  Dur-

ing the final awards ceremonies,  TABS will print adjudicated scores and put studio SWAG 

bags together to end the show. 

Awards Coordinator:  

AC will be organizing trophies during each session of the competition.  The AC will receive a 

list of routines that during the session over the headset they will learn the adjudicated award 

for each.  They will then place the correct plate on each trophy and line them up on the 

awards table along with pin bags for each routine.   In addition to the adjudicated awards the 

AC will line up all overall and specialty awards.  The AC will accompany the table onto the 

stage and hand out awards in the correct order to the Judges.  Following each event the AC 

will take an inventory of the awards to report to PRODUCER for restocking. 



DJ: 

The DJ will receive instructions from the BSC and TABS during the course of the competition  

They will announce each routine, play each routines music selection, choose music at ran-

dom for in between routines, and make announcements.  The DJ must have great energy 

through out the competition because they are motivating the crowd. 

 

Video Data/ Lighting Engineer: 

The VLD is the front of house manager at each event.  When arriving they will set up their 

systems and check that Merch, Video Sales, and Photo are ready for the day.  Following the 

show they will also check that all necessary items are stowed properly and accounted for 

when loaded in the truck.  The VLD will report directly to the producer for all front of house 

matters.   During the show the VLD will orchestrate the lighting display and  control the data 

being put into the server from the media crew.  The media crew will take pictures and video 

of each routine then transfer data to the server so information can go to Video Sales.  The 

VLD must be able to quickly problem solve and have clear communication with the producer 

at all times.  If  problems present themselves during a show additional time in workshop may 

be required to correct videos and pictures for the next week. 

Photo: 

The photographer at each competition will have a set start time.  They will be required to 

take high quality photos that will be sold in the lobby during the competition.  This individu-

al must be able to adjust the camera to promote the best possible photos.  All images taken at 

Precision Events belong to Precision Arts, Inc.   

This team is the FACE of PAC.  They will interact with the parents and students during the 

day.  It is important to understand and know details about our competitions to answer ques-

tions quickly and correctly.  Sales has direct communication with the PRODUCER during 

event.  Before and after each event the sales crew will do inventory of their stock of items 

then forward the information to PRODUCER to have it restocked for following event. 



UNIFORM 

Crew Members 

Wear black bottoms with black closed toe shoes. We ask all ladies to have make-up on and 

hair styled with matching accessories for each outfit.  Men are asked to have styled hair and 

if  facial hair is present it must be trimmed and well maintained.  All crew members are re-

quired to wear their PAC Crew Jacket.  All master class teachers must wear one of Precision 

Arts Challenge. Logo wear to their classes. 

 

DAILY CREW COLOR WHEEL 

Tops and accessories 

Friday: Purple/ Silver 

  
 
 
Saturday: Fuchsia 

 
 
 
Sunday: Blue 

 

 

*Please note color wheel.  No browns, tans, ivory, white, pastel, etc are allowed. No logos can 
be visible on clothing or accessories except Precision Arts Challenge’s logo.  No faded or worn 
clothing my be worn.  Crew Member arriving to an event unbefitting of Precision Arts dress 
code will be asked adjust/ change appearance or leave the event.  Solid color clothing only.  
No color blocking, shapes, or designs. 

PAC Crew Jacket  

PAC Jackets are $100.00 and supplied to each crew member at the first event.  The             
payment for this jacket will be taken from your first check.  You are invited to keep your 
jacket year after year however Precision will purchase jackets back for $80.00 at the end of 
the season if  you wish to sell it back.  Jackets that are being sold back to Precision must be in              
excellent condition. 

The following job titles must be stage ready.  

When going on stage for awards these indi-

viduals will NOT wear a Precision Arts 

Jacket.  *Women must wear heels or wedges 

on stage along with stage make-up* 

• Backstage Coordinator 

• Producer 

• Judges 

 

The following job title must be stage ready 

but will wear jacket on stage. 

• Awards Coordinator 

 

MAKE A WISH EVENTS ARE  

BLUE ALL WEEKEND 



ITINERARY 

All members of our team will know if  an event is running 15-20 days prior to leaving for an 
event.  Each member will receive an itinerary for the event 3-7 days prior to leaving. 
 
Itineraries will outline the following… 
All members of our team will know if  an event is running 15-20 days prior to leaving for an 
event.  Each member will receive an itinerary for the event 3-7 days prior to leaving. 
 
Itineraries will outline the following… 
• Date of event 
• Location of event 
• Departing location, time, and date 
• Transportation to departing location (for those applicable) 
• Classes  
• Loading 
• Set Up Specifics 
• Roommates 
• Food/ beverages accommodations 
• Travel accommodations 
• Return location and data 
 
A CREW member is NEVER allowed to change what is stated on the itinerary unless they 
speak directly to Kimberly Larson 815-483-3113.  If  a change happens without the proper 
notification your contract will be terminated and any fees that are incurred as a result of 
your change will be deducted from your pay. 
 

 



PAYROLL 
Direct Deposit 
Crew members will have their pay directly deposited into their account 7-
10 business days following the event.  Crew members will receive a 1099 at 
the end of the year. 
 
Full Day vs. Half Day 
Each Crew member will be paid for a block of time.  Half day—0-8 hours or Full day 8 + hours. This time 
frame will not include set-up/ break down as you will be paid separately for that time.  This time period is 
strictly the time of the event. 
 
Convention Classes 
Crew members chosen to teach convention classes will be required to submit music and       choreography at 
the start of the season.  This will be the class that is taught at each city. Most convention classes are taught 
during the time we are setting up the event.  We ask that you bring your music and wear appropriate cloth-
ing and shoes including one piece of current Precision Arts, Inc logo wear. 
 
Set-Up/ Break Down - $50.00 per event 
Crew members and judges (if applicable) will be paid to set-up/ break down separate from the day pay. 
 
Drivers—$50.00 per event 
Those asked to drive a vehicle provided by Precision will be paid to do so.  If you are asked to drive it is un-
derstood that the itinerary provided by Precision will be followed.  Any changes to the schedule can only be 
made by the PRODUCER.  If driving for Precision you are               responsible for the crew members in your 
vehicle.  At no time are you allowed to leave crew                  members without transportation. 
 
Loaders—$25.00 to load/ $25.00 to unload 
Precision will compensate 1 loaders to load and unload the truck at the shop per event. 
 
Bonus Time—$50.00  
If an event exceeds 12-14 hours each Crew Member will receive a $50.00 bonus.  The time is measured 
from the START of the first competitive routine to the START of the last awards ceremony. 

 
TRANSPORTATION 
Driving/ Train/ Super Bus to an event: Crew members are paid $8.00 per hour to travel from the departing 
location and return to the same location.  (If a Crew Member chooses to drive themselves they will receive 
NO compensation.) 
 
Air Travel: Crew members are not paid for travel hours when traveling by air.  Tickets will be purchased by 
Precision under Crew Members name.  If a crew member must cancel for any reason they UNDERSTAND 
that they must reimburse Precision Arts, Inc the cost of the ticket and taxes.  At that time the flight confirma-
tion number will be given to Crew member.  
 
IF  TRANSPORTATION TICKETS ARE PROVIDED AND CREW MEMBERS MISS THE ARRANGED TRAVEL OR BECOME UNAVAILA-
BLE FOR AN EVENT THEY WILL BECOME RESPONSIBLE FOR THE PREARRANGED TRAVEL COST.  THIS WILL BE TAKEN DIRECTLY 
FROM THE FOLLOWING PAY CHECK. 

 
Food/ Beverage 
A meal will be provided for every 5 hours at an event.  Precision will provide snacks and beverages through 
out the day at all events. 
 
Accommodations 
Crew Members will stay in double or triple rooms.  Arrival and departure times will be sent within the                 
itinerary. 



 ****THE PRECISION MISSION**** 
1. Deliver WOW Through Service 

Anything worth doing is worth doing with WOW. To WOW, differentiate 

yourself by doing things in an unconventional and innovative way.  Go above and beyond the average level 

of  service to create an emotional impact on the receivers and to give them a positive story they can take 

with them the rest of their lives. 

2. Embrace and Drive Change 

Although constant change is difficult we still expect and embrace change when it presents itself.  Instead of 

becoming comfortable with the status quo think of ways to change processes, perspectives, and opinions, 

hopefully for the better.  Without change, we can’t continue to provide superior service. 

3. Create Fun and A Little Weirdness 

Have a sense of humor, have a good laugh at yourself every once in a while.  Work shouldn’t be synony-

mous with drudgery.  We can find fun and weirdness even when the rubber meets the road, and we’re get-

ting lots done.  Basically embrace the fun to enjoy your work. 

4. Be Adventurous, Creative and Open-Minded. 

Be Bold without being reckless.  Do not be afraid to make mistakes because, after all, that is the best way to 

learn.  Take risks and be open to others taking risks, too, as long as we learn from them as a team and use 

them to make better decisions in the future. Believe in your gut feeling. Be open to new ideas and the possi-

bility of failure. 

5. Pursue Growth and Learning 

S-T-R-E-T-C-H yourself both personally and professionally, Work to unlock potential in both yourself and 

co-workers.  We’ll never “make everyone happy’ but that is the challenge we gladly accept. The only way 

we can solve new problems that arise is by learning and growing to meet them head on. 

6. Build Open and Honest Relationships with Communications 

Be honest when interreacting with others leads to strong relationships build on trust and faith.  We can use 

these strong relationships to accomplish so much more than you could otherwise. Act with integrity, com-

passion, loyalty, and be a good listener. At the end of the day it is not what we say or do, but how we make 

people feel that matters the most.  Care about each other, both personally and professionally. 

7. Build A Positive Team and Family Spirit 

Build a family. Not just a team.  Our Crew Leaders will take initiative collaborate with the team to address 

issues. Beyond that, we watch out for each other and car for each other.  We work together and play togeth-

er because our bonds go beyond the typical co-worker relationship. 

8. Do More with Less 

Look out for how to make yourself more efficient and improve operations within each event.  There is al-

ways room for improvement.  There should be a sense of urgency when making those improvements.  We 

strive to set and exceed our own high standards for getting more done with the same or fewer resources 

than before. 

9. Be Passionate and Determined 

What keeps you going?  Passion for our business and our culture. We’re inspired because we believe in what 

we are doing and where we are going.  Our Crew has a positive and optimistic attitude because this inspires 

everyone around them. 

10. Be Humble 

Despite all the great things that have been accomplished so far, there will always be challenges ahead.  No 

matter what happens, we are always respectful of everyone.  We celebrate our individual and team success-

es, but not in an arrogant or boastful way.  We believe in a quiet confidence because in the long run our 

character will speak for itself. 



 Itinerary 

I ______________________ understand that once the itinerary is set no one is not allowed to change any portion of the itinerary 

unless it is changed by the PRODUCER.  If any part of the itinerary is adjusted prior or during the event without the PRODUCERS 

directions all involved will receive a write up or will not be offered a contract for the following events. 

            Initial: _____________ 

Video, Photo, Choreography 

I ______________________ understand that I am a seasonal contractor of Precision Arts, Inc. Any Videos, Photography or                    

Choreography that is used or taken while contracted by Precision Arts, Inc is owned by Precision Arts, Inc.  I agree to allow my 

photos, videos, and choreography to be used in advertisements or documentary series such as but not limited to print, media,                

television, and internet.  I understand that I can not finically benefit from anything that is used by Precision Arts, Inc that was      

obtained while I was under contract.  I understand that all photos and videos that are taken while under contract with Precision 

Arts, Inc whether using their equipment or my own belongs solely to Precision Arts, Inc.  

 

Seasonal Contract         Initial: _____________ 

I ______________________ understand that I am a seasonal contractor of Precision Arts, Inc.  By signing this contract with                    

Precision Arts, Inc I understand that I am unable to collect unemployment from Precision Arts, Inc during the off season. 

 

Unused Travel Costs         Initial: _____________ 

I ______________________ understand that Precision Arts, Inc will be pre-purchasing travel tickets so I am able to attend events 

without having to be reimbursed.  I understand that if I am unable to travel to an event that has pre-purchased tickets I am re-

sponsible for all ticket costs, accommodation costs, and taxes that are associated with my travel.  This amount will be withheld 

from my following contract.  If a following contract is unavailable, I understand that I have 10 business days from missed travel 

date to reimburse Precision Arts, Inc.  If this is not done within the time allotted Precision Arts, Inc will press charges for all fees 

that must be obtained from contractor.  The contractor will be responsible to pay for all court fees and lawyers.  All court proceed-

ings will be held in the county that Precision Arts, Inc has a physical address. 

 

Court Proceeding          Initial: _____________ 

I ______________________ understand that if at anytime there is an issue in which we must involve the court all grievances must 

be filed in the county that Precision Arts, Inc hold a physical address.  I also understand that I am responsible for all costs involved 

in any and all court proceedings including but not limited to lawyers, travel, court costs, filing, permits, etc. 

           Initial: _____________ 

Waiver & Assumption of Risk 

I ____________________________ herby fully waive and release Precision Arts, Inc and all sub contractions from any and all 

claims for personal injury, property damage, or death that may result from my participation in any Precision Arts, Inc events.   

 

I hereby voluntarily, at my own risk, sign this Waiver and Assumption of Risk in sole consideration of being permitted to use Pre-

cision Arts, Inc. property at facilities rented, owned, or used by Precision Arts, Inc.  This also includes riding or driving in vehicles 

rented by Precision Arts, Inc or tickets for air or ground travel that are purchased by Precision Arts, Inc.   

 

I hereby acknowledge and understand that there are dangers and risks associated with the activities described above, which have 

been fully explained to me.  I hereby agree to abide by all rules, instructions, policies, and procedures imposed by the Precision 

Arts, Inc.   

 

By signing this Waiver and Assumption of Risk, I fully assume the dangers and risks, and agree to use my best judgment while 

engaging in those activities.  I further agree to indemnify and hold harmless Precision Arts, Inc, its employees, agents, officers, 

from and against any and all liability incurred as a result of or in any manner related to my participation in the activities. 

 

I hereby certify that I am of legal age and competent to execute this Waiver and Assumption of Risk, that in doing so of my own 

free will and accord, voluntarily and without duress, and that I do so intending to bind myself, my executor, my heirs, and              

administrators or assigns to the fullest extent. 

 

I have read and understood the foregoing, and acknowledge my consent to the terms of the Waiver & Assumption of Risk by                

signing this Waiver. 

 

Signature: _________________________________________    Date: _____________ 

 

PRINT __________________________________________   Witness:__________________________________ 



The PAC Experience 
1. P  POSITIVE 

2. A ATTENTION TO DETAIL 

3. C COMUNICATION 

 

Give each crew member, director, parent, and dancer a positive experience by treating them as if you have known them for 

years and are invested in their success as a team and individual.  Each Crew Member has a specific duty that they alone are 

responsible for.  Take pride in your attention to detail, your ability to accomplish the duties set before you in a timely manner, 

and understand that you are appreciated for the talent you have brought to this Crew and event.  Communicate needs,                     

concerns, and questions with your producer and mangers so they can be handled in a timely manner.  Communicate positive 

moments and  admirable acts through out the events to encourage positive energy. Through communication we can succeed as 

a team and provide the best environment to excite our Crew members, audience and dancers.   

 

Disciplinary Actions 
1. Conference call discussing situation in question.  A verbal agreement will be made as to the expectations to resolve the cur-

rent issue and any future concerns. 

2. Write up.  A write up outlining the second offence with the understanding that this write up can lead to suspension from 1 

or more upcoming events. 

3. Current year contract will not be renewed.  Effective immediately for all following events. 

 

Crew Questions 
Jen Rosenburg    815-955-2416  bormet@precsionartschallenge.com 

 On Site - Technical Support - Awards - Pictures and Videos 

Samantha McCreery  815-214-8794  mccreery@precisionartschallenge.com 

 On Site - Payroll - Social Media - Costumer Concerns - New Customers - Judges 

Kimber Larson   815-483-3113  larson@precisionartschallenge.com 

 Off Site - Itinerary - Scheduling - Merchandise - Travel Arrangements  

Stacey Dummitt   815-693-0242  crew@precisionartschallenge.com 

 Human Resources  

 

EXPECTATIONS 
The CREW MEMBERS are the FACE of Precision Arts, Inc.  We have specific expectations that must be met 

in order for us to maintain an image of excellence.  Please read through and initial . 

• Use of drugs or alcohol is strictly prohibited at all events. 

• All employees are subject to a background check. 

• All drivers are required to submit a motor vehicle report. 

• Crew members are not allowed to wear any Precision Arts, Inc clothing outside of an event in a social setting during the 

weekends event. 

• Professional behavior is expected before, during, and after each event while traveling with Precision Arts, Inc 

• No crude/ vulgar language or topics can be used during events with clients present 

• Unnecessary negativity that affect the team is unacceptable.   

• Sexual harassment is prohibited 

• Phones are not allowed to be visible during an event.  Phones are only allowed during breaks or when out of the public 

eye. 

• Smoking must be done in private out of public view. 

• When asked a question and you are unsure of the correct answer please address front or back of house manager first then 

producer. 

• This is a child friendly environment please make decisions based on that notion. 

 

Initial:___________ 


