[bookmark: _l4x3dz2rivga]MODULE 06 POLICY HANDBOOK, SOP, AND FIELD CHECKLIST: PHOTOGRAPHY FUNDAMENTALS & LIGHTING (DAYS 38–45)
[bookmark: _9d6mf53ufvqr]1. Program Overview & Administrative Controls
[bookmark: _danlu736z8dg]1.1 Module Context & Execution Framework
Module 06 ( Photography Fundamentals & Lighting , Days 38–45) represents a critical technical operational block within the Sports Media Inc. 120-Day Academy Curriculum. This module transitions trainees from initial market database architecture and legal authority verification into physical capture execution, calibrated studio and outdoor lighting control, camera mastery, and high-volume field throughput.
To achieve operational competency during this 8-day instruction block, all participants must strictly adhere to the standard daily training cadence:
· 60 Minutes : Policy & Technical Theory Study
· 90 Minutes : Technical Practical Drills
· 90 Minutes : Field, Research, & On-the-Job Training (OJT)
· 30 Minutes : Daily Review, Peer Critique, & Scenario Analysis
Independent field authority is  never  granted based on mere course attendance or time-in-seat. Field authority and independent venue deployment are earned exclusively through formal stage-gate evaluations. Trainees must demonstrate technical precision, minor safeguarding compliance, white balance calibration, and full operational SOP execution during supervised field evaluations to advance toward certified operator status.
[bookmark: _faq5kmq31w8y]1.2 Operational Roles & Governance Escalation Pathways
Field operations require explicit separation of duties to ensure technical quality, absolute child safety, data integrity, and strict adherence to commercial SLAs.
Role Title,Primary Operational Scope,Primary Deliverables & Key Metrics
Field Photographer,"Direct ownership of physical station setup, technical camera and lighting calibration, safe subject posing, team/individual shot coverage, slate capture, and initial on-site capture QA.",Zero out-of-focus capture sets; adherence to Diagram A & B staging; 100% verified athlete slate capture; full safety compliance.
Digital Asset & Gallery Operator,"Direct ownership of card ingestion, redundant checksum backup, athlete tagging QA, private parent gallery publication, directory structure enforcement, and fulfillment mapping.",100% accurate athlete-to-image mapping; zero wrong-child gallery exposures; strict adherence to the 48-hour publishing SLA.
Market Captain / Trainer,"Direct ownership of venue readiness, supervisor field observation, stage-gate exam evaluation, operational sign-off, capstone certification, and local escalation handling.",Venue clearance verification; stage-gate certification sign-off; audit logging; compliance oversight.
[bookmark: _9u9dgp7u3v3t]🛑 MANDATORY STOP / ESCALATE PROTOCOL
Immediate Action Required:  Photography operations, digital ingestion, or gallery publication MUST immediately halt, and the operational exception must be escalated directly to  Program Operations and Legal , upon encountering any of the following triggers:
1. Missing League Authorization:  Absence of a fully executed written venue or league authorization agreement.
2. Missing Parent/Guardian Consent:  Unverified or missing parental permission/consent documentation for any queued child.
3. Child Refusal / Discomfort:  An athlete explicitly declining to be photographed or displaying visible emotional/physical discomfort.
4. Unsafe Physical Environment:  Exposed, unsecured cabling, unweighted light stands, or structurally unstable backdrop/lighting equipment.
5. Data Privacy Breach:  Exposure of a child's image in the wrong private gallery or public display of non-public athlete PII.
6. Severe Weather / Safety Hazards:  Lightning, extreme heat/cold, or environmental risks threatening physical safety at outdoor venues.
[bookmark: _l5176ujhixyu]2. Mandatory Policy Directives & Legal Compliance Mandates
[bookmark: _4hez3miq2id]2.1 Contract-First Scheduling Mandate
Under no circumstances may a league, venue, or child photo day be scheduled, staged, or executed without a fully executed, written authorization agreement from the municipality, Parks & Recreation department, or authorized league operator possessing actual contracting authority.
· Contractual Primacy:  An individual parent or guardian consent form  does not  substitute for an executed venue or league contract. Setting up equipment on municipal or league property without an executed facility agreement is a severe policy violation.
· Consent Primacy:  A signed venue or league agreement  does not  supersede an individual parent's right to opt out, nor does it replace the requirement for verified individual parent/guardian consent.
[bookmark: _la78xkbxwpt]2.2 Child Safeguarding & Privacy Infrastructure
All operational personnel must strictly comply with the youth safeguarding mandates established in the Sports Media Inc. Operations Handbook:
1. Written Guardian Consent & Child Assent:  Verified parent/legal guardian consent and child assent/comfort are required prior to capturing any imagery. Documented opt-outs and no-photo lists must be cross-referenced against official rosters at check-in and strictly respected.
2. Strict No-Solo Policy:  No adult photographer, staff member, or contractor may ever be alone with a child under any circumstances. A coach, parent/guardian, or designated league liaison must remain present at the photography station at all times.
3. Synthetic Athlete Identification:  All public-facing workflow documentation, training materials, staging logs, and internal communications must exclusively utilize synthetic athlete identification codes (e.g., ATH-001, ATH-002).
4. Protection of Identifiable Imagery & PII:  Trainees and staff are strictly forbidden from copying, exporting, or publishing identifiable child imagery, real athlete names, or roster PII into unapproved personal devices, public AI platforms, or marketing channels.
5. Photo Slate / ID Card Masking:  Physical photo slates or ID cards captured during individual setups for matching purposes are restricted to internal matching workflows only. They must be masked, detached, or permanently removed prior to releasing galleries to parent portals.
6. Biometric & Facial Recognition AI Governance:  Biometric or facial recognition identification is a proposed platform capability under technical evaluation and does not constitute proof that it is deployed or legally permissible in all operating jurisdictions. Automated recognition  must never be used as the sole identification authority . Any deployment requires documented legal approval, explicit parent permissions where mandated by law, technical validation, and  100% mandatory human verification  against physical photo slates (ATH-XXX) and master rosters before publishing.
[bookmark: _9di0drpi0th2]2.3 48-Hour Upload SLA & Data Protection
All capture operations are bound by a strict  48-Hour Post-Shoot Service Level Agreement (SLA) :
$$\text{Shoot Completion} \longrightarrow \text{Ingest \& Checksum Backup} \longrightarrow \text{Tagging \& Edge QA} \longrightarrow \text{Published Gallery} \le 48 \text{ Hours}$$
· Within 48 hours of shoot completion, all RAW capture files must be ingested, redundantly backed up, tagged, audited for quality assurance, and published to photos.sportsmedia.net.
· Standardized Job Naming Syntax:  Every project must utilize the standardized Job ID syntax:  $$\texttt{YEAR\_STATE\_CITY\_LEAGUE\_SPORT\_DATE}$$   (Example:  2026_CO_LOVELAND_PARKSREC_SOCCER_20261012  )
· Directory Taxonomy Hierarchy:  All stored and ingested digital assets must strictly follow the mandatory nested folder structure:  $$\texttt{League > Season > Sport > Division > Team > Player ID}$$
· Any breach of the 48-hour timeline, missing capture set, tagging exception, or permission error must be logged immediately in an official Exception Report routed to Program Operations.
[bookmark: _204gfi9f6jyr]2.4 Photographer Compensation Model (50% Net Revenue Payout)
Independent contractor photographers operating under an executed Independent Contractor Agreement (ICA) are compensated based on a net revenue share structure. This policy explicitly supersedes historical 10% gross commission references found in legacy materials.
Financial Parameter,Operational Definition
Gross Package Sales,The total dollar amount collected from the customer at checkout.
Allowable Deductions,"Sales tax, merchant payment processing fees, and print lab/fulfillment costs."
Net Revenue,Gross Package Sales minus Allowable Deductions.
Contractor Share,50% of Net Revenue  attributable to qualifying sales from the photographer's assigned gallery.
Company Share,50% of Net Revenue  retained by Sports Media Inc.
[bookmark: _2lbbc029rhyl]Mathematical Breakdown & Net Revenue Formula
$$\text{Net Revenue} = \text{Gross Package Sales} - (\text{Sales Tax} + \text{Payment Processing Fees} + \text{Print Lab / Fulfillment Costs})$$
[bookmark: _x7sy6q9ncl1k]Illustrative Calculation Example ($79.00 Package)
· Parent Package Purchase (Gross):  $79.00
· Less  Assumed Sales Tax Remitted: -$5.00
· Less  Assumed Payment Processing Fee: -$2.50
· Less  Assumed Print Lab / Fulfillment Cost: -$16.50
· Example Net Revenue:   $55.00
· Contractor 50% Payout:   $27.50
· Sports Media 50% Share:   $27.50
[bookmark: _y9bci9jgkrvt]⚠️ LEGAL & FINANCIAL DISCLAIMER
The specific numerical values above ($5.00 sales tax, $2.50 processing fee, $16.50 print lab cost) are  illustrative training assumptions only  used to demonstrate mathematical mechanics. They do not constitute confirmed contract deductions. Actual allowable deductions (including shipping, processing rates, print lab pricing, promotional discount allocations, returns, and chargebacks) are strictly governed by the executed, photography-specific Independent Contractor Agreement (ICA). No payout amount may be promised or finalized prior to formal settlement reconciliation by Finance.
[bookmark: _3xoa4c3euw4o]3. Technical Standard Operating Procedure (SOP): Exposure, Camera & Lighting Standards
[bookmark: _pe8nxjsbkyx]3.1 Core Technical Parameters & Calibration
Photographers must calibrate camera equipment prior to subject entry to maintain baseline quality across all individual and team galleries.
· Exposure Triangle & Lighting Baseline:
· Static Portraiture:  Low ISO (100–400), aperture set between  $f/5.6$  and  $f/8$  to ensure complete depth-of-field coverage across props, uniform details, and multi-row team depth.
· Strobe Sync Limits:  Shutter speed must be locked at  $1/200\text{s}$  to  $1/250\text{s}$  (the maximum native flash sync speed of standard focal-plane shutters) to avoid shutter-curtain blackouts unless High-Speed Sync (HSS) is explicitly enabled on compatible strobe hardware.
· Strobe Power Management & Lighting Transitions:  When operating indoors (e.g., gymnasiums), strobes serve as the primary key/fill light source (typically set to  $1/8$  to  $1/2$  power depending on modifier distance). When transitioning to bright outdoor settings, ambient sunlight becomes a primary background or fill source; strobe power must be increased (often  $1/2$  to full power) to overpower harsh midday facial shadows, or camera ISO/aperture must be adjusted while respecting the  $1/200\text{s}–1/250\text{s}$  sync ceiling.
· Autofocus & Lenses:  Utilize sharp Eye-AF or single-point AF locked strictly on the subject's primary eye facing the camera. Use approved focal lengths (typically 50mm to 85mm prime or telephoto zoom equivalent for portraits) to eliminate facial distortion.
· White Balance Calibration:  Automatic White Balance (AWB) is strictly prohibited. Photographers must shoot a custom grey card frame under the active lighting setup at each distinct venue/lighting location before capturing athletes.
· Redundant Backup Capture:  Cameras must utilize dual-card slots writing simultaneously (RAW to Slot 1, high-quality JPG to Slot 2). Media cards must never be wiped or formatted until two independent checksum-verified backups are written to secure local and cloud storage.
[bookmark: _urrxmiyje45x]3.2 Staged Photography Diagram Architectures
[bookmark: _v5kngkxsdmxr]Diagram A: Team & Coaches Group Setup
[ Neutral / Uncluttered Backdrop or Bleachers ]
           [ Back Row: Taller Athletes ]
          [ Front Row: Shorter Athletes ]
[ Coach ]                                 [ Coach ]
   ___________________________________________
  |                                           |
  |             Camera Station                |
  |     (Centered at Face Height, f/5.6 - f/8) |
  |___________________________________________|

· Backdrop & Staging:  Position a neutral, wrinkle-free backdrop or an uncluttered field/bleacher scene. Maintain at least 6 feet of physical distance between subjects and the background to eliminate harsh cast shadows.
· Subject Positioning:  Arrange athletes in two distinct rows (shorter players seated or kneeling in front, taller players standing behind). Anchor coaches visibly on the outer flanks or positioned behind the back row. Ensure zero face or jersey logo blockages.
· Camera Calibration:  Level the horizon precisely. Center the camera at average team face height. Set aperture between  $f/5.6$  and  $f/8$  to maintain front-to-back sharp focus across all rows. Capture a  minimum of 3 full frames  per team to guard against blinks.
[bookmark: _1ucyf32vsp24]Diagram B: Individual Portrait with Sport Prop & Lighting Architecture
                     [ Neutral Backdrop ]
                              |
                     (4-6 Feet Distance)
                              |
                [ Fixed Foot Markers / Athlete ]  <-- Holds Prop at Waist/Chest
                   /          |          \
                  /           |           \
                 /            |            \
       [ Key Light ]          |          [ Fill Light ]
     (45° Off-Axis, High)     |        (45° Off-Axis, Low)
                              |
                      [ Camera Station ]
                     (50-85mm, f/5.6-f/8)

· Positioning & Light Placement:
· Place fixed floor/foot markers  4 to 6 feet in front of the backdrop  to isolate the subject and minimize cast background shadows.
· Key Light:  Position primary strobe/modifier 45 degrees off-axis from the subject camera line, elevated 45 degrees above eye level pointing downward to create flattering facial modeling.
· Fill Light / Rim Light:  Position secondary fill light opposite the key light at a 1:2 ratio, or position a rim/hair light behind the subject angled at the shoulders/hair to create sharp edge separation from the backdrop.
· Standardize foot position, light output, and lens distance across the entire league.
· Posing & Prop Handling:  Feet positioned shoulder-width apart, body turned 30–45 degrees off-axis from the camera with shoulders turned slightly back toward the lens. The athlete holds the sport ball/prop securely at waist or mid-chest height.  Mandatory:  Prop must never obscure jersey numbers, sponsor logos, team name, or the athlete's face.
· Framing & AI Background Margins:  Capture head-and-shoulders, three-quarter length, and optional full-length frames. Photographers must leave adequate "breathing room" (safe cropping margins) around elbows, hair, equipment, and props. This safe margin is required to facilitate clean AI/manual subject selection and background masking in Photoshop/Lightroom without clipping body parts or prop edges.
· Foolproof 100% Zoom Manual Edge Inspection Protocol:
· During post-shoot editing, every AI background extraction must be inspected at  100% zoom view .
· Toggle a high-contrast check layer (e.g., pure red or bright green solid fill) beneath the masked subject layer.
· Systematically inspect critical potential failure points: fingers holding the ball, translucent gaps between fingers, outer edges of the sport ball, uniform mesh borders, shoulder contours, and fine hair flyaways.
· Manually refine halos, residual background artifacts, or clipped limbs using a precision soft brush on the layer mask before final export.
[bookmark: _2qx6jm5a5r5p]4. Field Run-of-Show & Operational Lifecycle
[bookmark: _hyixz5o2ex8q]4.1 Chronological Field Execution Timeline
Execution Phase,Operational Actions & Protocol,Responsibility
T–90 to T–60 Min,"Arrive at venue; perform safety walkthrough (identify emergency exits, clear hazard zones); check in with venue manager; secure all cable runs with heavy-duty gaffer tape/covers; set up physical stations.","Field Photographer, Market Captain"
T–60 to T–30 Min,"Calibrate exposure, focus, and custom white balance; shoot test subject with grey card; test strobe/flash triggers and sync speed limits ( $1/200\text{s}$ ); format dual media cards; verify offline backup storage connectivity.",Field Photographer
T–30 to T–10 Min,Brief station staff and coaches; print/secure physical master roster; set up queue markers; hand out color-coded group tokens; cross-reference consent logs and opt-out lists.,"Market Captain, Check-in Verifier"
T–10 to Start,Receive first scheduled team; verify team identity against master grid; confirm guardian consent status for every queued athlete before station entry.,Check-in Verifier
Each Team Block     (12–20 min/team),"1. Capture Team Group + Coaches (Diagram A, min 3 frames). 2. Capture Individual Ball-Holding Portraits (Diagram B) + ID Slate (ATH-XXX). 3. Perform complete headcount reconciliation against roster. 4. Execute immediate retakes for blinks or missing IDs.","Field Photographer, Check-in Verifier"
Every 60–90 Min,Perform card rotation; swap camera batteries; verify secondary checksum backup copy; audit schedule drift; enforce mandatory station staff breaks.,"Field Photographer, Digital Asset Operator"
End of Day,"Cross-check total captured athletes against master roster; log all approved makeup/retake requests; verify two complete, independent checksum backups before clearing any media card.","Market Captain, Digital Asset Operator"
Post-Shoot     (Within 48 Hours),1. Apply standardized Job ID syntax: YEAR_STATE_CITY_LEAGUE_SPORT_DATE. 2. Ingest into taxonomy: League > Season > Sport > Division > Team > Player ID. 3. Execute 100% zoom manual edge inspection on AI masks. 4. Perform manual verification overriding facial recognition AI. 5. Mask/remove physical ID slates from parent view. 6. Publish gallery to photos.sportsmedia.net.,Digital Asset & Gallery Operator
[bookmark: _n3nohbmodlcz]5. Applied Practical Exercise & Certification Assessment
[bookmark: _gg75eqn9sbuo]5.1 Module 06 Applied Practical Exercise
To demonstrate technical readiness, each trainee must complete the following practical scenario under direct supervisor observation:
1. Station Setup & Calibration:  Construct a standard indoor/outdoor portrait station across 3 controlled lighting environments (low ambient indoor light, bright sunlight, and mixed ambient/flash). Calibrate custom white balance using a grey card at each level and verify flash sync limits ( $1/200\text{s}$ ).
2. Calibrated Capture Sequence:  Execute a complete portrait set utilizing synthetic athlete ID slates (ATH-001 through ATH-010). Capture 3 group compositions (Diagram A) and 10 individual ball-holding portraits (Diagram B) with proper 45-degree key/fill lighting.
3. Digital Masking, Edge QA & AI Governance:  Import RAW files into Photoshop/Lightroom. Perform subject selection and background extraction on a sample portrait. Zoom to 100% view over a high-contrast check layer and manually refine fine hair details, fingers, ball edges, and jersey boundaries. Perform 100% manual verification of athlete mapping, explicitly ensuring facial recognition AI (if enabled) does not override physical slate ID mapping.
4. Directory Hierarchy & Job ID Syntax:  Structure the project output using the mandatory Job ID format (2026_CO_LOVELAND_PARKSREC_SOCCER_20261012) and nested directory tree (League > Season > Sport > Division > Team > Player ID).
5. Sandbox Upload & Financial Audit:  Ingest finalized assets into photos.sportsmedia.net. Configure private gallery permissions, set standard package offerings ( $29/$ 49/$79), simulate a mock customer checkout, and calculate the exact 50% Net Revenue payout based on provided sample lab/processing costs while articulating the required legal disclaimers.
[bookmark: _py47ccropb8h]5.2 Pass/Fail Assessment Rubric & Certification Gates
Trainees must achieve a  Pass  mark across all evaluation gates to earn Module 06 certification.
       [ Candidate Field Evaluation ]
                     |
    +----------------+----------------+
    |                                 |
[ Mandatory Safety & Privacy Gates ]  [ Technical Competency Gates ]
(100% Required - Zero Tolerance)     (85% Written / Field Execution)
    |                                 |
    +----------------+----------------+
                     |
         [ Supervisor Sign-Off ]
                     |
         (Certified Operator Status)

Evaluation Domain,Pass/Fail Standard & Scoring Threshold,Critical Defect Trigger (Automatic Fail)
Youth Safeguarding & Privacy,"100% Mandatory Pass Rate  (Zero Tolerance). Full compliance with consent logs, opt-out lists, and synthetic ID usage.",Any solo encounter with a minor; photographing an opted-out child; publishing PII or unmasked ID slates.
Contract & Authority Verification,100% Mandatory Pass Rate  (Zero Tolerance). Written contract verified prior to capture setup.,"Setting up equipment or capturing images without a verified, executed venue/league agreement."
Athlete Tagging Accuracy,100% Mandatory Pass Rate  (Zero Tolerance). Zero misidentified athletes in staging or sandbox gallery; manual verification overrides AI.,Any image mapped to an incorrect Athlete ID (ATH-XXX) or wrong gallery folder upon audit.
Technical Written Evaluation,85% Minimum Score  on written technical policy and SOP examination.,Scoring below 85% on written technical assessment.
Technical Focus & Exposure,100% sharp focus across all submitted portrait samples; correct exposure and white balance calibration.,Out-of-focus primary eye; clipped highlights; severe underexposure; incorrect white balance color cast.
Diagram A & B Staging Precision,"Full execution compliance with framing, body positioning, prop clearance, 45° key lighting, and safe cropping margins.",Prop obscuring jersey number/face; subjects clipped at frame edge; lack of safe cropping margin for prints.
"Dual Backup, Job Syntax & SLA",100% verification of dual checksum copies; strict Job ID syntax and directory structure; published within 48 hours.,Formatting memory cards before double backup verification; invalid directory taxonomy; exceeding 48h SLA without log.
[bookmark: _6lc0ahahyckp]6. Field Operations & Readiness Checklist
[bookmark: _nio1xvarwtqv]Phase 1: Pre-Shoot Governance & Kit Readiness
·   Executed League Agreement Verified:  Written contract confirmed from Parks & Rec or authorized league entity.
·   Roster & Consent Manifest Secured:  Master roster obtained; opt-out flags and no-photo lists clearly highlighted.
·   Synthetic ID Slates Prepared:  Physical ID slates (ATH-001 through ATH-010) generated for line matching.
·   Primary & Secondary Camera Bodies Inspected:  Sensor cleaned, dual card slots verified working.
·   Media Cards Formatted:  Minimum 4 high-speed, dual-compatible media cards formatted and cleared.
·   Power & Lighting Check:  Camera batteries fully charged; strobe batteries charged; backup AA batteries packed.
·   Lighting Triggers & Cables Tested:  Wireless flash triggers synched; gaffer tape and sandbags packed.
[bookmark: _16b65jpb2kir]Phase 2: On-Site Setup & Calibration
·   Facility Safety Walk Completed:  Emergency exits identified; hazard zones flagged; sandbags placed on light stands.
·   Cable Management Executed:  All power, light, and tether cords securely taped down or covered.
·   Backdrop & Floor Markers Set:  Backdrop anchored securely; fixed athlete foot markers placed 4–6 feet ahead of background.
·   Strobe Lighting Architecture Configured:  Key light set 45° off-axis; fill/rim light balanced; sync speed locked at  $1/200\text{s}$ .
·   Custom White Balance Calibrated:  Grey card test frame shot under active lighting at every station.
·   Diagram A Baseline Configured:  Camera position centered at team face height; horizon leveled; depth-of-field set ( $f/5.6–f/8$ ).
·   Diagram B Baseline Configured:  Test portrait shot; safe cropping margins verified around hair, elbows, and prop edges.
[bookmark: _vhx77ft5ylyq]Phase 3: Active Shooting & Queue Governance
·   Coach/Liaison Present:  Verified adult liaison present at station before queuing first athlete (Strict No-Solo Policy).
·   Consent Re-Verification:  Athlete checked against roster at station entrance before capture.
·   ID Slate Capture Executed:  Physical ID slate photographed prior to individual portrait frame sequence.
·   Diagram A Execution:  Minimum 3 full frames captured per team; checked for blinks, open eyes, and clear faces.
·   Diagram B Execution:  Athlete posed shoulder-width; body 30–45° off-axis; prop held at waist/mid-chest without blocking numbers or face.
·   Completeness Reconciliation:  Total team headcounts cross-checked against roster before releasing team.
[bookmark: _iqr89god268i]Phase 4: Post-Shoot Ingestion, QA & SLA Compliance
·   Standardized Job ID Syntax Applied:  Job folder created using YEAR_STATE_CITY_LEAGUE_SPORT_DATE.
·   Directory Taxonomy Enforced:  Nested folder structure created using League > Season > Sport > Division > Team > Player ID.
·   Dual Checksum Backup Executed:  Primary and secondary copies saved to independent storage before card clearing.
·   Card Rotation Logged:  Media cards logged, swapped securely, and safely stored in protective cases.
·   ID Slate Masking:  Internal physical ID slates masked or removed from parent-facing gallery exports.
·   100% Zoom Manual Edge Inspection:  AI background extractions inspected over high-contrast check layers; fingers, ball edges, uniform mesh, and translucent hair gaps manually refined.
·   Biometric/Facial Recognition QA:  Automated associations manually verified against physical slates; human mapping confirmed 100% accurate.
·   Financial Payout Formula Audited:  Payout calculated using 50% Net Revenue formula with standard disclaimers applied.
·   Gallery Published Within SLA:  Private parent portal released to photos.sportsmedia.net within 48 hours of shoot completion.

