
 
CREW INFORMATION & CODE OF CONDUCT 

 

 

Welcome to EventPro! This outline of our policies and procedures will help you integrate into the EventPro 

team and ensure the successful operation of events produced by our organization. 

 

Prior to performing any work, we require that you return a signed copy of this letter to the Operations 

Manager affirming receipt and acceptance of the following procedures: 

 

Availability and Scheduling: 

1. EventPro uses a Google spreadsheet for scheduling. Contractors may be contacted by text, email, or 

phone to confirm shifts. The schedule is shown in real-time and may be found here:  

a. FIELD SCHEDULE LINK 
(https://docs.google.com/spreadsheets/d/1dtmE5Je8NIRd27WKeyaqTAT59BOTF76G-RvLG3Tq8yk/edit#gid=0) 

b. WAREHOUSE SCHEDULE LINK 
(https://docs.google.com/spreadsheets/d/1IJdgGvVy33nsT9VeKXqLo_3o_Ikp8IlgRpq4ImoMovc/edit#gid=0) 

2. Every effort is made to confirm shifts and avoid scheduling changes, however, logistics are fluid and 

changes to the schedule do sometimes occur. While we do our best to minimize these occurrences, it is 

your responsibility to check the schedule regularly to stay up to date with any scheduled shifts. 

3. If you are running late or cannot make a scheduled shift it is expected that you will alert your direct 

supervisor by phone as soon as you are aware of the conflict. Please call the Crew Chief if working in 

the field, or the dept. manager if you are working in the warehouse/shop. No call/no shows are 

unacceptable and are grounds for termination or removal from our contractor list. 

 

Code of Conduct:   
We expect professional conduct from our team and strictly adhere to the following codes of conduct: 

1. Please refrain from the use of offensive language. We do not yell, curse, or make derogatory remarks 

towards our fellow team members, clients, or fellow vendors. Harassment of any kind will not be 

tolerated and will be grounds for immediate termination. 

2. Do not come to EventPro or a jobsite under the influence of drugs or alcohol. 

3. Cell phone use in the shop or in the field is restricted to business related use and emergencies. 

4. If you are a smoker, please be considerate of our venues’ policies on smoking, and coordinate break 

times with on-site Crew Chiefs. 

5. We carry ourselves with a friendly, professional demeanor and are respectful of everyone we come in 

contact with. Remember that your attitude while in uniform is a reflection of the company and your 

fellow team members. 

6. Please exercise caution as you go about your shift. Put the safety of our team first. Take care to protect 

our personnel, gear, and the venue. Should a safety concern arise please bring it to the attention of 

your immediate supervisor. If you are unsure, ask! 
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7. The employees of EventPro are a diverse group of people. We aim for an inclusive work environment, 

and value this diversity in our organization.  

Field Chain of Command:   

1. In the field, the Event Designer/Producer (Sales) will be the primary liaison between the field crew and 

client. Their main responsibility is to cater to client needs during a build, and have overall creative 

control:  

a. Direct the project from a creative perspective. 

b. Act as a liaison between the client and the crew and ensure the client’s overall satisfaction. 

Note: While this individual usually works directly with the Crew Chief and does not often assign 

tasks directly to crew, it is expected that crew will assist them as necessary. 

2. The  Crew Chief will be assigned overall technical/engineering responsibility, and direct command of 

the Field Crew.  In general, all contractors/employees report/answer directly to this individual. Their 

primary functions are to: 

a. Communicate and manage build goals and timing expectations for a project. 

b. Oversee and deploy the Field Crew in pursuit of project goals. 

c. Ensure all crew follow standard operating procedures for the build. 

d. Ensure all crew adhere to Event Pro’s code of conduct. 

e. Authorizes all paid time/timekeeping for the Field Crew- confirms hours worked, has authority 

to dismiss crew, etc. 

f. When the Event Designer/Producer is not present, the Crew Chief will coordinate with them via 

phone if possible and act as their on site proxy. If the Event Designer/Producer is unavailable, 

the Crew Chief will assume client facing responsibility and act on their behalf. 

3. Field Crews may consist of several Dept. Managers or Leads, formally broken into teams - or not. At all 

times EventPro Management/Leads have decision-making capacity underneath the assigned Crew 

Chief, and it is expected that the Field Crew/Contractors will follow their lead. EventPro dept. 

managers and Leads are noted on sheet 2 of the schedule.  

4. In the case that a matter arises that cannot be solved by our on-site staff, please contact our 

Operations Manager. 

 

Warehouse Chain of Command: 

1. For all warehouse/shop shifts, contractors/employees will report to the direct supervisor of the 

department in which they are scheduled. Warehouse Manager, Production Manager, or Dept. 

Manager. 

 

Dress Code:  
1. Employees are expected to report to assigned shifts in uniform. Our uniform consists of the following: 
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a. An EventPro issued T-shirt or button down. 

Note: If you have not been issued a company shirt you may wear a clean, plain black t-shirt or 

button-down. 

b. Black work pants  - (Black shorts are only acceptable in the warehouse during summer months) 

c. Appropriate footwear for the jobsite (no open-toed shoes).  

2. For show-call shifts uniform consists of the following: 

a. EventPro issued button down or plain black button down shirt 

b. Black dress pants 

c. Appropriate footwear (no boots or open-toed shoes) 

d. Some events may call for a suit/jacket. Please ask your Crew Chief, Scheduler, or Producer 

should you have any questions. 

 

Tools:   
1. General contractors/crew/hands are encouraged to bring tools to the jobsite. A crescent wrench, wire 

cutters (side cutters) and razor knife are most commonly useful. 

2. Speciality contractors (A1/L1/etc) are expected to provide their own tool kits. 

 

D.O.T. Licensing:  
1. It is the responsibility of each company driver to maintain and carry a current DOT medical card at all 

times when operating an Event Pro vehicle that is over 10,000lbs GVW.  

2. EventPro will reimburse for employee DOT licensing costs under certain circumstances. 

 

Truck Cleanliness:  
1. You are responsible for maintaining the condition of the truck. The truck should be returned in the 

same or better condition than when you took responsibility for it. 

2. You are responsible for damage to trucks due to negligent or intentional damaging acts. EventPro 

reserves the right to deduct sufficient funds from your paycheck to cover the costs of repairs or 

cleaning due to negligence or malicious behavior. 

Travel and Ride Sharing:  
1. Transportation to and from the job site is the responsibility of the employee/contractor. Rides from the 

shop in company vehicles must be cleared first with the truck driver. 

2. Any company vehicle scheduled to depart at a specific time will not wait for you if you are late. 

3. Mileage compensation will be offered after 60 miles driven (each way) in a personal vehicle, at the 

standard rate, at the discretion of management. Additionally, mileage compensation may be available 

if a personal vehicle is used to transport equipment or personnel during an assigned shift. 
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Paid Time: 
1. Paid time begins when you arrive at the specified report location (loading dock, ballroom, or 

warehouse) and work begins. Meals, downtime, and travel to and from the job-site (under 60 minutes) 

are not considered hours worked. 

2. Paid time ends when work ceases and you are released from the jobsite by the Crew Chief. 

 

Breaks:   
1. Breaks on-site will be arranged by the Crew Chief. Breaks in-house will be organized by department 

managers. 

 

Minimum Pay :  

1. When working in the field, you will be compensated at the greater of four hours or the number of 

hours you work. It is important to note that only time worked will be included for calculations for 

overtime - including holidays eligible for overtime pay. For example: If you arrive on time to an event 

site and only work for one hour, you are eligible for a four hour minimum and will receive four hours of 

pay at your field rate, but only one hour worked would be included in overtime calculations (if 

applicable). 

2. Lateness greater than 15 minutes to a job will disqualify a team member for the 4 hour minimum pay 

rate at the discretion of management. 

3. In cases of extreme tardiness, you may be asked to leave the job site/warehouse and forfeit your pay 

for the shift. 

 

Overtime:   
1. Employees are awarded overtime in compliance with Maryland law: Overtime is payment to an 

employee of one and one-half (1.5) times the regular hourly wage for work performed in excess of 40 

hours in a 7-day week. 

2. Leave hours, including vacation, sick time, holiday, etc., are not counted toward the accumulated hours 

in a week for overtime purposes. Overtime is calculated on hours actually worked. 

3. Overtime will also be awarded to 1099/contractors at the discretion of management. 

 

Rolling Rate:  
1. If you are working consecutive shifts with less than 3 hours in between, you will be compensated for 

downtime/travel hours less an hour break at the discretion of management. 

2. When you are rolling from job to job, you are only eligible for one minimum. 

3. Consecutive shifts with more than three hours break in between qualify for separate minimums, but no 

compensation is received for break hours. 

_____________________________________________________________________________________________________________________ 
EVENTPRO 
797 Cromwell Park Drive - Suite R 
Glen Burnie, MD 21061 
(443) 354-3428 
Page (4)                                                                                                                                                                                    Last Revision: 01/13/2020 



 
CREW INFORMATION & CODE OF CONDUCT 

 

Job books, Timesheets, Invoicing, and Timetrex:    
1. EventPro uses a “job book” to track hours in the field; crew hours will be reported on a timesheet that 

you must sign at each shift worked. Your start time, break(s), mealtime(s), and stop time will be 

recorded on the report. You are responsible for reviewing and signing the report with the Crew Chief 

and verifying the accuracy of the times reported. The job book will be returned to the Operations 

Manager immediately following the event.  

2. Timesheets must be filled out legibly, including the date and location of event, or they will not be 

processed. 

3. It is strongly recommended that each employee/contractor keep a log of their hours worked as a 

backup record of their due pay. This will speed the resolution of any payment discrepancies. 

4. Contractors and employees are encouraged to submit an invoice for hours worked each pay period to 

operations at  payroll.eventpro@gmail.com to help ensure accurate and timely and payment.  

 

*** Invoices, time sheets, and/or make-up hours must be submitted no later than 7 days after the end 

of each pay period in order to be paid on time. We reserve the right not to grant make-up hours if 

invoices/etc are not received within 45 days of scheduled shift. *** 

 

Pay Schedule:   
1. Event Pro utilizes a bi-monthly pay schedule. Pay day occurs on the 15th and the final day of the 

month. 

2.  All hours worked from the 1st through the 15th of a given month are paid on the final day of that 

month.  

3. Hours worked from the 16th through the final day of the month are paid on the 15th of the following 

month. 

4. It is your responsibility to keep the Operations Manager informed of your current address and contact 

information. 

 

Paychecks:   
1. Checks are available for pickup by the end of the day on payday(s) (15th and last day of month) at the 

Event Pro office. 

2. Checks are not automatically mailed and it is expected that you will pick up all checks. You may request 

to have your check mailed if you are unable to personally pick it up.  

3. Checks will not be released to another employee on your behalf.  

4. Paychecks expire after 90 days, and while we will make every effort to ensure you are paid for hours 

worked, it may not be possible to re-issue delinquent checks. 

5. Lost checks may not be re-issued until after 90 days when the original check has expired. 
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Agreement & Acceptance: 

I have received a copy of the Crew Information & Code of Conduct information package totaling (6) pages, and 

hereby agree to abide by all conditions within this package during the execution of my work. 

 

 

 

Name: _________________________________________  Date: _____________________________________ 

 

 

 

Signature: ______________________________________ 
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