[bookmark: _a55nob5shqkf]Module 05 SOP: Recruitment, Equipment Kits, and Photo-Day Field Architecture (Days 31–37)
[bookmark: _g37b4qutgpmg]1. Operational Overview & Regulatory Foundations
[bookmark: _johyodae5ije]1.1 Governance & Scope
This Standard Operating Procedure (SOP) defines the operational mandates, contractor recruitment protocols, hardware management standards, and field architecture required for  Module 05 (Days 31–37)  of the Sports Media Inc. 120-Day Youth Sports Photography Academy Curriculum.
Module 05 transitions field operators from initial municipal business development and contract execution (Module 04) into physical field readiness and local team mobilization. The primary operational objective is to establish a standardized, repeatable, and safe photo-day architecture capable of executing high-volume team and individual athlete shoots without compromising child safety, image quality, data privacy, or revenue reconciliation.
· Official Role Owners:  Field Photographer / Market Captain
· Escalation Route:  Program Operations / Legal Lead
All activities executed under this module must adhere strictly to the operational controls outlined herein. Any departure from standard field protocol, equipment redundancy, or child safeguarding directives requires immediate escalation to Program Operations and the Legal Lead.
[bookmark: _otv306w5me7a]1.2 Contract-First Policy Mandate
Under the Sports Media Inc. governance framework,  no local photographer recruitment, scheduling, site entry, or photo-day operations may occur without an executed contract.
· Legal Contracting Entity Specification:  All municipal agreements, venue permits, league authorizations, and Independent Contractor Agreements (ICAs) must explicitly identify  Sports Media Inc.  as the contracting entity. Field personnel are strictly prohibited from substituting alternate corporate entities (such as Sports Media TV or Dakdan Worldwide) on any contractual or legal documentation.
· Written Authorization Requirement:  A fully executed agreement with the Parks & Recreation department, youth sports league, or authorized venue operator must be finalized, legally verified, and logged in the CRM prior to contacting local photographers or setting event schedules.
· Legal Separation of Authority:  Operators and recruited photographers must explicitly recognize that a municipal or league authorization contract is legally distinct from parental/guardian consent:
· Venue/League Authorization  grants Sports Media Inc. physical access to the facility and operational permission to conduct a scheduled shoot.
· Parental/Guardian Consent  grants explicit authorization to photograph individual minor athletes and process their personal images for private family distribution and package fulfillment.
· Enforcement & Go/No-Go Gate:  Entering a venue or initiating photographer deployment prior to contract verification constitutes a critical compliance failure resulting in the immediate suspension of the event and an operational audit.
[bookmark: _fv8byyz9t64d]1.3 Child Protection, Privacy & Synthetic ID Controls
Protecting minor athletes is the non-negotiable operational priority across all Sports Media Inc. operations.
· Supervised Work Mandate (No Alone Policy):  An adult photographer, staff member, or contractor is  never permitted to be alone with a minor child  under any circumstances. A designated league liaison, team coach, or parent/guardian must remain physically present at the photography station throughout the entire staging and capture sequence.
· Written Consent & Opt-Out Enforcement:  Written parent/legal guardian consent and child assent/comfort are strictly required prior to photography. Operators must cross-reference official team rosters against documented opt-out lists provided by the league or parents. Athletes with documented opt-out flags must not enter the capture area and must not be photographed.
· Biometric & Facial Recognition Status:  Biometric or facial recognition identification is a  proposed platform capability undergoing formal legal and technical review . It does not constitute a deployed or universal authority. Where automated facial matching tools are made available in sandbox or platform environments, they may only serve as an assistant to manual human verification. Automated tools can  never  serve as the sole identification authority. Any misattribution or wrong-athlete association automatically blocks gallery publication.
· Mandatory Synthetic Identifiers:  To guarantee data privacy during field logging, staging, ingestion, internal training, and curriculum documentation, all operational records, sample workflows, site diagrams, and inspection logs must strictly utilize synthetic athlete identifiers (e.g., ATH-001, ATH-002) and non-public team identifiers (e.g., team_id). Public display of child personally identifiable information (PII), full roster names, or unverified images is strictly prohibited.
[bookmark: _2331qmn1ngeb]2. Photographer Recruitment & 50% Net Revenue Payout Model
[bookmark: _l3am7bd6zbgc]2.1 Photographer Recruitment Standards
Local photographer recruitment initiates strictly after a fully executed venue or league contract with  Sports Media Inc.  is secured. Recruitment and onboarding must strictly comply with independent contractor governance:
1. Jurisdiction-Specific Legal Review:  Independent Contractor (ICA) classification depends on regional labor laws. Local Market Captains  cannot  deploy recruited photographers until Legal/HR approves the jurisdiction-specific ICA template for that specific market.
2. Independent Contractor Status:  Photographers are onboarded as Independent Contractors under an executed, photography-specific Independent Contractor Agreement (ICA) explicitly listing  Sports Media Inc.  as the contracting entity.
3. Background Screening & Vetting:  Photographers must pass complete background check verification and complete child safeguarding orientation prior to receiving field assignments.
4. Technical & Operational Compliance:  Photographers must demonstrate mastery of Sports Media Inc. technical standards, including dual-camera card redundancy, standardized lighting set-ups, pose direction, and the non-negotiable 48-hour post-shoot upload SLA.
[bookmark: _7x5prcgic9db]2.2 The 50% Net Revenue Payout Model
Independent photographers earn  50% of Net Revenue  from qualifying photo-package sales directly attributable to their assigned photo-day galleries, subject to the explicit terms of their executed ICA.
· Definition of Net Revenue:  Net Revenue is defined as gross customer package payments minus allowable direct order expenses (specifically sales tax remitted, payment processing fees, and direct print lab/fulfillment costs). Net Revenue does  not  equal gross checkout sales.
· Superseded Compensation Models:  Older training drafts, legacy intern materials, or historical documents mentioning 10% sales commissions or residual commission structures are  strictly superseded  by the 50% Net Revenue Independent Contractor model. Photographers, Market Captains, and trainees must not reference, publish, or offer legacy commission rates.
[bookmark: _3omyt32v7mg3]2.3 Net Revenue Deduction Breakdown Table
The following table provides an illustrative training example based on a standard $79.00 parent package purchase to demonstrate the net revenue calculation logic.
Item Description,Financial Amount,Operational Category
Parent Package Purchase,$79.00,Gross Customer Payment
Assumed Sales Tax Collected & Remitted,-$5.00,Mandatory Government Remittance
Assumed Payment Processing Fee,-$2.50,E-Commerce Transaction Cost
Assumed Print Lab / Fulfillment Cost,-$16.50,Direct Goods & Lab Cost
Calculated Net Revenue,$55.00,Net Distributable Pool
Contractor Share (50%),$27.50,Photographer Earnings
Sports Media Inc. Share (50%),$27.50,Operations & Platform Allocation
Disclaimer: The figures presented in the table above are illustrative training logic examples intended solely for financial instruction. Actual contract deductions, platform fees, shipping allocations, returns reserves, and net revenue figures are strictly governed by the final, executed photography-specific Independent Contractor Agreement (ICA) approved by Legal/HR.
[bookmark: _7i4j96c0f8je]3. Equipment Kit Management & Dual-Camera Backup Policies
[bookmark: _dahrihnnl0zc]3.1 Standardized Equipment Kit Inventory
Field Photographers must arrive on site with a fully inventoried, technical equipment kit. Every kit must pass pre-shoot inspection and contain the following mandatory hardware:
· Primary Camera Body:  Professional DSLR or Mirrorless camera body supporting simultaneous dual card slot recording.
· Backup Camera Body:  Fully compatible secondary camera body ready for immediate deployment in the event of primary body hardware failure.
· Lenses:  Fast zoom or prime lenses covering standard focal lengths suitable for group framing and portrait isolation (e.g., 24–70mm  $f/2.8$ , 50mm  $f/1.8$ , or 85mm  $f/1.8$  equivalents).
· Lighting & Power:  Flashes/speedlights or studio strobes, off-camera wireless flash transmitters, light stands, modifiers/diffusers (softboxes or umbrellas), and AC/battery power packs.
· Backdrop System:  Wrinkle-free neutral or sport-themed backdrop, portable heavy-duty backdrop support stands, and securing spring clamps.
· Media & Power Accessories:  High-speed memory cards (minimum dual set per station providing 128GB total capacity), spare camera batteries (minimum 2 backup batteries per device), flashlight/work light, and heavy-duty extension cords with multi-outlet power strips.
· Props & Station Markings:  Sport-specific ball props (soccer balls, basketballs, footballs), heavy-duty Gaffer tape for securing cables, floor tape for foot markers, and color-coded queue tokens.
[bookmark: _mvr1k7towaq9]3.2 Dual-Camera & Redundant Backup SOP
Data loss represents an unrecoverable operational failure. Photographers must strictly adhere to redundant file capture and staging procedures:
1. In-Camera Redundancy:  Camera bodies utilizing dual slots must record images simultaneously to both memory card slots in RAW/High-Res format. If single-slot bodies are temporarily authorized for secondary stations, immediate card rotation must occur every 60–90 minutes.
2. Zero-Format Mandate:  Photographers are  strictly forbidden from formatting, clearing, or deleting memory cards  on site until two independent, fully verified, encrypted backups are successfully created on separate physical storage drives or secure platform staging environments.
3. Checksum & Count Verification:  File transfer logs and image counts must be cross-checked against camera frame counts and official physical roster sheets prior to releasing memory cards back into rotation.
[bookmark: _2y9pe830abim]3.3 Pre-Shoot Equipment Inspection Log
Before departing for the venue, the Field Photographer must execute and log the following mandatory pre-shoot inspection checklist:
·   BATTERY POWER:  Primary body, backup body, flash units, wireless triggers, and light meters fully charged (minimum 2 spare charged batteries per device).
·   MEDIA CAPACITY:  All memory cards cleared, verified empty, formatted in-camera, labeled, and inventoried. Minimum 128GB total high-speed capacity per station.
·   LIGHTING & EXPOSURE:  Test flash firing, wireless trigger sync, strobe power outputs, diffusers clean and structurally intact.
·   BACKDROP & STANDS:  Check backdrop fabric for wrinkles, stains, or tears; inspect stands, crossbars, and clamps for structural integrity.
·   PROPS & HYGIENE:  Sanitize sport-specific ball props; inspect surface cleanliness and inflation levels for optimal camera presentation.
·   SAFETY & SECURING:  Heavy-duty Gaffer tape verified in kit for cable runs; rubber feet and sandbags present for light stand stability.
[bookmark: _huhg6caeldkc]4. Photo-Day Field Layout Architecture & Line Management
[bookmark: _fqoi1pmc4usp]4.1 Station Layout Architecture & Field Diagramming
Photo-day operations require establishing a safe, unidirectional physical traffic flow to maximize athlete throughput and guarantee child safety. The venue setup comprises four distinct spatial zones:
1. Zone 1: Check-in & Consent Queue:  Located at the venue entry point. Roster verifiers confirm parent consent/opt-out status, issue color-coded group tokens, and confirm team arrival order with coaches.
2. Zone 2: Station A (Team & Coaches Photography):  Dedicated physical area for staging full team line-ups, risers, and coach inclusion.
3. Zone 3: Station B (Individual Ball-in-Hand Portraits):  Controlled portrait station featuring fixed lighting, backdrop, and marked subject foot positions.
4. Zone 4: Egress & Fallback Routes:  Unobstructed exit pathway directing teams away from active photo stations toward playing fields or waiting areas.
Safety Requirement:  All power cables, flash cords, and extension lines traversing foot traffic paths must be laid flat and completely secured to the floor using heavy-duty Gaffer tape. Emergency exits, fire lanes, and main venue walkways must remain entirely unblocked at all times.
[bookmark: _es2royri4prt]4.2 Diagram A Protocols: Team & Coaches Setup
Station A is architected specifically to capture balanced, clear full-team compositions including rostered coaches:
· Subject Staging & Arrangement:
· Arrange players in a two-row composition where group size dictates: shorter athletes positioned in the front row (kneeling or seated), taller athletes in the rear row (standing).
· Position team coaches visibly at the ends of the rows or standing in the rear row center to ensure adult inclusion without obscuring players.
· Ensure jerseys are un-tucked/flat as appropriate, faces are fully visible, and no player obscures another athlete's face or uniform logo.
· Technical Specifications:
· Camera Position:  Centered horizontally relative to the team line-up, set at eye level of the standing row; maintain a perfectly level horizon.
· Aperture & Depth of Field:  Set aperture to  $f/5.6–f/8$  (where light permits) to ensure both front and rear rows maintain sharp focus across all subjects.
· Backdrop Distance:  Position subjects 4–6 feet ahead of the backdrop or bleacher scene to eliminate harsh secondary drop shadows.
· Capture Count:  Capture a minimum of  3 full-team frames per team . Audit frames immediately on the LCD for blinks, open eyes, visibility, and level horizons before dismissing the group.
[bookmark: _84jtm7m7o8uu]4.3 Diagram B Protocols: Individual Portrait Setup
Station B standardizes the individual athlete portrait sequence for high-speed processing and post-production background integration:
· Subject Staging & Positioning:
· Position the athlete on marked foot markers placed 4–6 feet in front of the wrinkle-free backdrop.
· Instruct athlete into a shoulder-width stance with a slight body turn, turning shoulders toward the lens.
· Position a sport-specific ball prop held securely at waist or mid-chest height. Ensure the ball prop does not obscure the player's jersey number, team logo, or chin/face.
· Adaptation for Young Children:  For very young athletes (e.g., ages 3–5), adapt posing instructions comfortably. Allow them to hold the ball naturally or rest it on a raised stand, ensuring a relaxed, natural expression without rigid stance requirements.
· Framing & Crop Margins:
· Capture head-and-shoulders, three-quarter length, and optional full-length frames per athlete.
· Maintain wide breathing room around the head, hair, elbows, and ball prop to preserve clean crop margins required for standardized product templates (e.g., 8x10s, 5x7s, trader cards, and memory mates).
· Identification Linkage & Slate Exclusion:
· Immediately associate the captured frame sequence with the athlete's synthetic roster ID (ATH-001).
· If physical identification slate cards or name boards are photographed to sequence subjects, these slate frames must be uploaded to a secure, separate administrative folder.  Identification slates must be strictly excluded and never published into family preview galleries or public web portals.
[bookmark: _ppgda3257z18]4.4 Capacity Planning & Flow Control Rules
To maintain venue order and avoid schedule drift, station throughput must be calculated precisely prior to event execution:
· Throughput Benchmark:  Allocate  12–20 minutes per 10–15 player team  across two parallel stations (Station A and Station B combined), plus a mandatory 5-minute buffer between team slots for transition.
· Queue Management Protocols:
· Teams arrive 10–15 minutes prior to their scheduled block and enter the Zone 1 Check-In Queue.
· Color-coded group tokens are assigned to the coach or team manager to identify group priority.
· Strict Gate Control:  As mandated in Section 1.3 (Child Protection Rules), no athlete or team may enter Station A or Station B until the Check-In Coordinator explicitly verifies that all present team members have verified parental consent on file and zero opt-out conflicts exist.
· The coach or assigned league liaison must remain physically present with the group throughout the staging and capture sequence.
[bookmark: _bregizg83kaz]5. Timed Operational Run of Show & 48-Hour Upload SLA
[bookmark: _7vd3qp3bzrtq]5.1 90-Minute Arrival Timeline Table
Field crews must arrive at the venue exactly 90 minutes prior to the first scheduled photo capture slot ( $T-0$ ). The operational run of show must follow the chronological field sequence detailed below:
Timeline / Phase,Mandatory Field Operations & Actions
T–90 to T–60,"Arrive on site. Conduct mandatory venue safety walk; identify emergency exits, fire lanes, and safe zones. Check in with venue/league manager. Secure Station A and Station B locations. Route, lay, and flat-tape all power cables with Gaffer tape."
T–60 to T–30,"Assemble backdrops, lighting units, and light stands. Execute camera technical tests: evaluate exposure, focus, neutral white balance, depth of field, and backup dual-card recording. Capture test frames of sample subjects under ambient + strobe light."
T–30 to T–10,"Brief field staff and arriving team coaches. Print/secure final physical rosters and consent opt-out sheets. Establish Zone 1 queue, issue color-coded group tokens, sync schedule clock, and confirm escalation contacts."
T–10 to Start,"Receive first scheduled team at Zone 1. Consent verifier cross-checks player list against consent logs, confirms opt-out status, and approves group entry order."
Shooting Blocks,"Execute sequential workflow per team: (1) Team & coaches group frames at Station A, (2) Individual ball-in-hand portraits at Station B, (3) Roster completeness cross-check and immediate retake check before team dismissal."
Every 60–90 Min,"Execute safe card and battery rotation. Check card transfer logs, reconcile missed/absent athletes, monitor schedule drift, and manage mandatory staff safety breaks."
End of Day,"Cross-check every scheduled team roster against total captured image files. Log all opt-outs, absent players, and approved makeup requests. Execute  two independent encrypted backups  before clearing any memory card. Pack kit and conduct final venue safety walk."
[bookmark: _kbek5zgpgcfo]5.2 Image Ingest & 48-Hour Upload SLA SOP
Following the conclusion of field operations, images must pass through a standardized ingestion, quality control, and post-production pipeline within 48 hours of event completion:
· Standardized Directory Naming Structure:  Images must be ingested and staged using the strict system directory format: YEAR_STATE_CITY_LEAGUE_SPORT_DATE  (Example:  2026_CO_LOVELAND_CITYLEAGUE_SOCCER_20261012  )
· Ingestion & Culling:
· Copy original RAW files directly into secure encrypted storage and verify file counts against capture logs.
· Cull out-of-focus, mistimed, or test frames while preserving all original RAW source masters in archival storage. Select one primary hero frame for the team photo and 1–2 hero frames per individual athlete.
· AI Edge Refinement & Environment Matching Directives:
· Utilize approved editing software (e.g., Photoshop Select Subject / Remove Background or Lightroom Masking).
· 100% Zoom Inspection:  Zoom to 100% view to inspect and manually refine complex subject separation boundaries around hair, fingers, ball prop edges, and jersey contours. Eliminate translucent gaps or halo artifacts.
· Lighting & Scale Alignment:  When placing isolated subjects onto neutral or authorized sports-themed replacement backgrounds, the editor must precisely match subject scale, horizon line, shadow direction, and color temperature to the replacement background.
· Strict Prohibitions Against AI Hallucinations:  Editors are strictly prohibited from generating AI background elements that depict unapproved venue locations, false league logos, or unverified sponsors.  Do not alter the child's natural appearance, body shape, facial features, skin tone, jersey color, or uniform number.
· Gallery Access & Synthetic ID Tagging:
· Tag assets using synthetic athlete identifiers (ATH-001, ATH-002) mapped strictly to authorized team rosters.
· Isolate parent contact information and PII from public metadata and filename strings. Conduct a sample access test using a test account to verify parents cannot access unauthorized private galleries.
· 48-Hour Upload SLA Enforcement:  All processed, tagged, and QA-verified galleries must be fully uploaded to photos.sportsmedia.net within  48 hours post-shoot . Any delay, tagging error, or permissions exception must be logged and escalated immediately to Program Operations.
[bookmark: _7d1u659f86js]6. Applied Exercise, Assessment & Certification Criteria
[bookmark: _9vnrpzbfmn3a]6.1 Module 05 Applied Exercise Instructions
To fulfill Module 05 certification requirements, trainees must complete a four-part practical field application exercise under Market Captain supervision:
· Task 1: Equipment Kit Inventory Audit:  Unpack, inspect, and complete a physical Pre-Shoot Inspection Log for a standard dual-camera photo-day kit, verifying battery voltages, card capacities, strobe sync, and cable safety gear.
· Task 2: Site Architecture Diagramming:  Draft a to-scale venue site map based on a simulated facility footprint. Correctly position Zone 1 (Check-In Queue), Zone 2 (Station A Team), Zone 3 (Station B Portrait), and Zone 4 (Egress/Fallback). Clearly mark flat-taped cable runs and unblocked emergency exits/fire lanes.
· Task 3: 90-Minute Arrival Roleplay:  Execute a timed, 30-minute compressed simulation of the 90-minute arrival timeline ( $T-90$  to  $T-0$ ), including venue safety walk, lighting test capture, card verification, and coach briefing.
· Task 4: Net Revenue Calculation Exercise:  Solve the following mandatory financial test scenario using the explicit parameter inputs below:
· Scenario Inputs:  A simulated 3-team shoot generates ** $1,200.00** in gross package sales across 15 parent orders ($ 80.00 average order).
· Deduction Parameters:
· Sales Tax Remitted (6%): -$72.00
· Payment Processing Fee (3%): -$36.00
· Print Lab / Fulfillment Cost ( $16.00 / order x 15 orders): -$ 240.00
· Required Computation:  Calculate Total Deductions, Net Revenue, and the exact 50/50 payout split between the Independent Contractor and Sports Media Inc.
Objective Answer Key for Task 4 Grading:
[bookmark: _load3dbriysr]6.2 Pass/Fail Criteria & Certification Rubric
Trainee performance is evaluated on a strict Pass/Fail basis. Certification authorizes deployment to supervised field environments.
· Mandatory Pass Requirements:
· 100% Accuracy in Consent & Athlete Tagging:  Zero misidentified athletes, zero unverified roster associations, and 100% adherence to documented opt-out lists.
· Zero Unauthorized Data/Image Exposure:  Complete protection of minor PII; zero un-redacted slates or private image exposure in public/demo galleries.
· Complete Dual-Backup Verification:  Correct execution of two independent, verified encrypted backups before clearing camera media.
· Flawless Financial Arithmetic:  100% accurate net revenue payout calculations on Task 4, demonstrating complete understanding that 50% applies strictly to  Net Revenue  rather than  gross sales .
· Supervisor Sign-off:  Documented field observation approval from the assigned Market Captain or Lead Trainer.
· Immediate Failure & Retake Policy:
· Critical Safety Breach:  Leaving an adult photographer alone with a minor child, leaving unsecured/untaped cables in traffic pathways, or blocking venue emergency exits results in  immediate exam failure .
· Consent Breach:  Photographing an athlete with a documented consent opt-out results in an immediate failure and mandatory retake of Module 05 training.

