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Welcome Aboard!
Dear Team Member,
You and LTDM Entertainment have made an important decision: The Company has decided you
can contribute to our success, and you've decided that LTDM Entertainment is an organization
that you wish to work to help achieve your personal or professional goals.
As you will quickly discover, our success is based on delivering high quality experiences and
providing unsurpassed customer service. How do we do it? By working very hard, thinking about
our Patrons' needs, and doing whatever it takes to make the experience unforgettable for children
and families.
Should you have any questions concerning this handbook or your employment, please feel free
to discuss them directly with me.
Again... Welcome!

John Hopkins
John Hopkins, Owner and Producer
info@ltdment.com
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You’re Onstage!
From the moment you cross our
threshold you are onstage. The
entertainment business is unlike
any other type of business. It is
exciting and personally
rewarding. To be part of an
experience that brings joy and
laughter to an audience is a rare
privilege. You are part of a
performance troupe that is unlike
any other in the area – or in fact unlike any other company in the
United States. We operate a oneof-a-kind marionette theater and
provide various forms of children
and family-based entertainment in Dallas and Texas. As part of our team, you will contribute to
our ‘image’ and ‘brand.’ All your actions and efforts will result in adding or detracting from the
experience for our Patrons. For this reason – you should always be onstage.
What does it mean to be onstage?
•
•
•
•
•
•
•

•

•

You are focused.
You are in tune to the surrounding environment.
You are not on your phone.
You are not distracting others with idle talk or horseplay.
You are thinking ahead. You are in the moment.
You are thoughtful and considerate.
You are not idle. Being idle simply means you are not observing. There is always
something that can be done. Something that can be cleaned, prepared, inspected,
repaired, or improved upon. We are never in a state of complete perfection.
You are engaging. You greet Patrons and are proactive in starting conversation.
Good Morning! Good Afternoon! Is this your first visit to the one of our events?
Are you having a good time? Are you excited to be here? Excitement is contagious.
Spread it.
You have a fantastic attitude. You are in the best mood ever. You are happy and
excited to be at work. It does not matter that you may not actually ‘feel’ that way
before you walked through our doors. What matters is how you are perceived by
your coworkers and other Patrons. What attitude are you projecting? As a performer,
you must abandon any personal hang ups, problems or challenges that distract why
you have been hired to be while onstage. You are now part of our team and must
become part of our experience.
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Departmental Teams
We all share in the joint responsibility of preparing, maintaining, cleaning, stocking, and
repairing things for our events, shows, and performance venues. This is everyone’s job. But our
specific areas of responsibility are segmented into four main categories:

Production Crew / Performance Team – This department is a classification of those assigned
or tasked with participating in the implementation of the show. This could include singers,
dancers, actors, musicians, puppeteers, technicians, and assistants. This is usually a shared
position with other aforementioned departments. We all wear multiple hats as part of our
operation but there are those who may be tasked with only a performance duty. Any
person/member on the Performance Team should follow performance ‘PRESET’ protocols to
insure we deliver a memorable theater or show experience for all our guests.
Box Office Team – This department oversees the ticketing and issuance of all admissions,
collects money from Patrons for ticketing, assigns seating, greets, and issues party ticketing or
group ticketing, disburses parking validations, and is usually the first point of contact with our
guest Patrons. They are also responsible for giving directions and offering any other general
assistance to Patrons. The box office is responsible for opening all registers, aligning and
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connecting to WIFI, balancing registers at close of business, making cash reports, and closing
procedures for all business transactions. The box office is also responsible for collecting the
payments for post party billing. This may or may not be coordinated with Party Host. The box
office staff also is responsible for collecting and validating / collecting ticketing at auditorium
entry, assisting Patrons with seating, and opening the house as well as making any house
announcements.
Concession/Retail Team-This department oversees any concession and retail for our events and
projects. This includes opening areas at begin of business/event, ice preparation, stocking and
restocking inventory, checking inventory and completing order requests for concession/food
goods and supplies, cleaning and maintaining all areas where concessions and retail merchandise
are sold, serving Patrons, filling orders, selling, upselling, prepping of foods or goods to be sold,
maintaining stock and completing inventory requests to restock these areas, setting up these areas
to open, greeting Patrons, filling orders, giving information, demonstrating any retail goods
during sales, completing closing and cleaning procedures to prep the areas for the next day.
Party Team-The party department is responsible for delivering an unforgettable experience and
fantastic service to our Patrons hosting their parties/events. The party staff is tasked with
preparing and coordinating with Booking Staff to prepare the event. Party Team Members
should acquire a copy of the party reservation sheet and have knowledge of the party and who is
being honored. If applicable, they should write the name of the honoree on an index card and
ready for any pre-show demo. Party team members are responsible for prepping the party area,
greeting guests, communicating with the party host to inform them of the overview of events
with any specific instructions for the event. Party Hosts will help with gifts and supplies for the
event. In essence, the party host is similar to a wedding planner. Most party hosts are frazzled
by the day of the party/event and need assistance and reassurance. The entire LTDM team is
responsible for providing an excellent experience and the party host is the cheerleader or team
captain at delivering that WOW experience!

Team Member Handbook 2022 update
Page 5

LTDM Entertainment

Team Member Handbook 2022 update
Page 6

LTDM Entertainment

Team Member Handbook 2022 update
Page 7

LTDM Entertainment

Compensation
Unless you are hired as a contracted performer, required deductions will be made in accordance
with federal and state laws.

Work Hours
LTDM Entertainment follows a work schedule of Monday - Sunday as a normal operating work
week. Your shift position or special event may require alternative hours.

Pay Schedule (please refer to your pay agreement for addition information)
We utilize OnPay Payroll Systems as our payroll vendor.
Team Members will be paid each Friday. If the regular payday falls on a holiday, payday will be
the last regular workday before the holiday.
The pay week starts at the beginning of your shift on Monday and includes all work you perform
up to the close of business on Sunday.
A few additional facts about pay:
•
•
•
•
•

•

You will be paid your first week's wages on the first Friday following your work week.
We utilize Direct Deposit.
Paycheck stubs are available online at Onpay.com.
If a paycheck is lost or stolen, notify us immediately.
Automated Paper checks are created for those who do not utilize Direct Deposit. These
checks are issued by Chase Payment Systems and mailed to the physical address on file.
Please allow an extra 5 – 7 days for these checks to arrive.
We do not advance pay checks or make personal loans.

Overtime
Because of the nature of our work, Team Members may be asked to work longer than 8 hour
shifts on certain weekends or holidays or additional hours during the regular workday and are
expected to comply with such requests. On some occasions we may schedule (split shifts) in
which an individual works early, clocks out and then later returns for a separate shift. In any
shift we require you to work more than 9 consecutive hours, we will pay standard overtime
regardless of the accrued number of hours for the week.
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Overtime compensation is paid to all nonexempt Team Members at one and one-half times their
straight time rate for all hours worked in excess of 46 hours per week. This applies to show
performance time logs, not production shop time or warehouse hours.
Overtime pay is based on actual hours worked. Time taken for lunch or dinner is not included as
time worked for purposes of computing overtime.

Performer Pay Listings.
LTDM strives to provide competitive pay rates for each position. All performers are paid at a
performance pay rate for the time that they are onstage or performing a show. All performers
may also be paid a non-performance base rate that they are onsite but waiting to perform or
prepare for a show. The difference in the two pay types will be a line-item out on the paystub as
bonus or performance pay differential pay or other category. We encourage all Team Members
Time
to bring
ANYRecording
questions or concerns regarding work or events to management.

All non-exempt Team Members must keep accurate time records by ‘clocking in’ or ‘out’ when
entering or leaving the building, including coming and going during lunch periods.
We currently utilize the HOMEBASE app payroll log as our time clock which can be
downloaded from the App Store or Android Provider.
Shifts that do not reflect an accurate 'clock in' or 'clock out' time will be estimated to scheduled
shift hours.
If you feel there is a discrepancy in your paycheck, please bring it to management’s attention
and we will adjust accordingly.

Tip Compensation
Your position (if not a performer) may be eligible for tipped income or bonuses. For nonperformers, the tips are shared by all non-performers working that shift location. Party Teams
share in the party tips. In general, tipped income is shared with all those Team Members
working in the same shift or department. On occasion performance bonuses are distributed based
on merit and or special projects.

Breaks During Shifts
Team Members are entitled to (1) paid 15-minute break for each scheduled shift of 4 hours or
greater.
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Team Members are also entitled to a single 30 minute ‘unpaid break’ for meals during each work
period of 6 hours or greater. Employees are expected to ‘clock in’ and ‘clock out’ for this break.
Breaks may be scheduled at staggered times to allow coverage.

Performance Evaluations
Management and Team Members are strongly encouraged to discuss job performance and goals
informally at any time.
We want to know! What are you doing that makes a difference of improves the show
experience? Let’s discuss your ideas. We want your valid input that helps us improve our
operation.
Additional formal performance reviews will be conducted to provide both supervisors and Team
Members with the opportunity to discuss job tasks, identify and correct weaknesses, encourage,
and recognize strengths, and discuss positive, purposeful approaches for meeting goals. These
formal reviews will be conducted annually.

Performance Reviews and Pay Rate Increases
Wage reviews are conducted for each Team Member, and pay rate increases are based on those
reviews, as well as our profitability.

Full-Time or Part-Time Classifications
Team Members at LTDM Entertainment are either full-time or part-time. The Company may on
occasion hire temporary or seasonal Team Members, who will assist during high volume periods.
Part-time Team Members work fewer than 32 hours per week. Unless specifically stated, parttime Team Members are not afforded any benefits other than wages; for example, they do not
accrue benefits such as sick days, vacation days, and health insurance.
All other Team Members who are schedule 33 hours a week or more on a consistent basis are
considered full-time.
Management will verify whether you are a full-time or part-time Team Member at your hire-in
date and determine whether you are exempt or non-exempt. Exempt Team Members are not
entitled to overtime under the Fair Labor Standards Act, while non-exempt Team Members can
qualify for this pay.
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Introductory (Probationary) Period
The first 30 days of employment are an Introductory Period for both the Team Member and the
Company. However, during and after this period, the work relationship will remain at will.
This time period allows you to determine if you have made the right work decision and for
LTDM Entertainment to determine whether your initial work performance meets our needs.
Management will monitor your work performance, attitude, and attendance during this time, and
be available to answer any questions or concerns you may have about your new job and its
duties.

Reference/Background Checks
New employment with LTDM may be subject to background check.

Termination, Resignation and Discharge
Unless expressly proscribed by statute or contract, employment with LTDM Entertainment is on
an "at will" basis and may be terminated with or without cause or notice. Similarly, Team
Members are free to resign their employment at any time. If at any time it is necessary for a
Team Member to resign his or her employment with the Company, LTDM Entertainment
requests at least two weeks’ notice. Failure to provide notice may lead to forfeiture of bonuses at
the discretion of LTDM Entertainment.
Any Team Member who is discharged by LTDM Entertainment shall be paid only wages
accrued to the effective date of the separation.
A termination or ‘notice of separation document’ is available at the back of this handbook.

Attendance & Punctuality
Every Team Member is expected to report to work on time.
We utilize a work scheduling program called HOMEBASE. Through the app, you can see and
post schedule and your availability. Please make sure to log your availability for accurate
scheduling.
If you are unable to report to work on time for any reason, contact the management as far in
advance as possible. If you do not CALL in an absence in advance, it will be considered
unexcused. Emergencies do occur but we do not accept 'texts' or 'emails' on the day before a
scheduled shift as qualifying as advance notification.
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Unsatisfactory attendance, including reporting late or leaving early, causes disruptions for the
team and may be cause for disciplinary action, up to and including termination.

Dress Policy
and Uniforms
For Geppetto’s Theater.
Appropriate attire is required for any
work shift. On performance days, we
traditionally wear all black attire. This
should include black shirt, black pants
(summer black shorts), black socks,
black shoes, etc. We encourage
personal expression and other 'add-on'
black attire may be used in the proper
settings. This could include
embellishments such as hats, scarfs, or other tasteful wardrobe selections. Be guided by common
sense and good taste.
Holiday and other seasonal wardrobe pieces may be substituted on those special occasions.
Upon termination, employees must surrender all LTDM-provided wardrobes to management.
Final checks may be held or cost of items not returned may be deducted.

Hair Color, Hair Style, Tattoos, Piercings, Nails, Jewelry
We understand many individuals employ any or all of the above for personal expression. We
understand that within the theater community, there are free spirits, art and artists and
acknowledge that tattoos, piercings, and other personal styles are simply a matter of individual
taste. Our policy is that excessive piercings or tattoos that render a rebellious, gothic, or antisocial impression are not permitted at our family entertainment company. Since this is a matter
of self-evaluation and possibly a gray area of guideline, we acknowledge beforehand we will
always err to the side of a conservative view.
We are a family-based business, and your attire and appearance should pose no threat or create
no offense to those Patrons we serve. This will be the guiding principle in all wardrobe and
appearance decisions.
For staff interacting with Patrons (which is everyone ), we do not allow tongue piercings.
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Religious Symbols and Other Organizational Affiliations
Regarding wardrobe, jewelry, or other visible affiliations or symbols: We discourage any
religious, political, or other social movement affiliations or markings including subtle signs of
membership or personal expression. This includes gay pride, confederate pride, religious pride,
Republican Party affiliation, gun rights enthusiasts, Democratic Party affiliations, president
endorsements or any other type of personal affiliations that are considered personal expressions
or endorsements. By example, the same exclusion guide that would prevent a Team Member
from wearing a confederate flag or a ‘pride’ pin, must also apply to a gay ‘pride’ necklace or a
WWJD bracelet or traditional Christian cross worn on clothing exterior. To be unvarying to all,
all must abide by this policy of restricted personal expression.

Personal Hygiene and a Clear Head
We expect every Team Member to practice good personal hygiene. This includes bathing daily
and having an outwardly clean and caring appearance. We expect members to wear deodorant
and take any other preparations needed to present an outwardly pleasing appearance. We
discourage the use of colognes or strong aftershaves as these tend to cause allergic reactions
from some Team Members or Patrons and their children. We also expect every Team Member
to arrive at work fully rested, and not have a disheveled appearance.

Preparing for Work at the Theater
Working in a live theater environment is unlike any other job you could possibly have. It is
exciting and fun but also equally taxing. When you arrive to work you are ‘stepping onstage.’
Your appearance, your attitude, your conversation, your actions are all under the microscope by
the audience, or in this case – our Patrons and your coworkers.
Nobody gets a second chance on the first impression. You are now part of a team that depends
on your participation and active involvement. The Team needs you to be alert, and in the
moment. The Team needs you to be focused on your duties. We depend on you.
Showing up to work in a foul or disinterested mood spreads like poison. We cannot allow any
person to poison our environment. Those who cannot rise to our performance aspiration will be
removed from scheduling.
Your time with us may be brief or long depending on your own personal life goals. Make sure
that the time you spend with us counts for something, whether to explore new experiences and
embrace new ideas or just add to your personal growth. Don’t treat your time here as just
another job – it isn’t. It’s a tremendous opportunity to make others happy, to give joy, to lighten
someone’s day or create a lifetime memory. It’s all up to you.
Team Member Handbook 2022 update
Page 13

LTDM Entertainment

Wardrobe - Show Performers and Outside Show Performers
We will often schedule costume fittings for show performers. These are specific to the show and
role you are performing. Please note that costume cleaning is considered to be a performer’s
obligation during the run of show, however we will reimburse the performer for doing so at a
predetermined rate. Some costumes need special care, and we will instruct you on that as well.
Performers will be required to sign separate ‘waiver of responsibility’ for all rented show
costumes.
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Conduct Standards
Conduct Standards & Discipline
LTDM Entertainment expects every Team Member to adhere to the highest standards of job
performance and of personal conduct, including individual involvement with company personnel
and outside business contacts.
The Company reserves the right to discipline or discharge any Team Member for violating any
company policy, practice, or rule of conduct. The following list is intended to give you notice of
our expectations and standards. However, it does not include every type of unacceptable
behavior that can or will result in disciplinary action. Be aware that LTDM Entertainment retains
the discretion to determine the nature and extent of any discipline based upon the circumstances
of each individual case.
Team Members may be disciplined or terminated for poor job performance, including, but not
limited to the following:
•
•
•
•

Unsatisfactory quality or quantity of work
Repeated unexcused absences or lateness
Failing to follow instructions or Company procedures, or
Failing to follow established safety regulations.

Team Members may also be disciplined or terminated for misconduct, including, but not limited
to the following:
•
•
•
•
•
•
•
•
•
•
•
•
•

Dishonesty.
Theft.
Malicious actions.
Disharmonious attitudes to other Team Members.
Disharmonious attitudes to guests or audience members.
Disharmonious attitudes to venue staff or associates.
Falsifying any company records or documents.
Failing to record working time accurately or clocking in or out for another
employee.
Insubordination or other refusal to perform as agreed.
Using vulgar, profane, or obscene language, including any communication or
action that violates our policy against harassment and other unlawful forms of
discrimination.
Disorderly conduct, fighting or other acts of violence.
Misusing, destroying, or stealing company property or another person’s property.
Possessing, entering with, or using weapons on company or venue property.
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•
•
•
•
•

Possessing, selling, using, or reporting to work with alcohol, controlled
substances or illegal drugs present in the Team Member's system, on company
property or on company time.
Violating conflict of interest rules.
Posting comments on social media pertaining to work, grievances, other Team
Members or disclosing general company policies, concerns, or confidential
information.
Disclosing or using confidential or proprietary information without authorization.
Being convicted of a crime that indicates unfitness for a job or presents a threat to
the Company or its Team Members in any way.

Care of Company Equipment and Other Theatrical Properties
When using LTDM Entertainment property (all equipment and property), exercise care, perform
required maintenance and repairs and follow all established instruction and guidelines.
Notify management if any properties, equipment, or machines appear to be damaged, defective
or in need of repair. This prompt reporting could prevent the equipment's deterioration and could
also help prevent injury to you or others. Should you have questions about the maintenance and
care of any workplace equipment, ask management.
If you use or operate equipment improperly, carelessly, negligently, or unsafely, you may be
disciplined or even discharged. In addition, you may be held financially responsible for any loss
to LTDM Entertainment because of such mistreatment. For damages or loss to property due to
intentional destruction, Team Members will be terminated.

Unauthorized Use of Company Property
Team Members may not use any company property for personal purposes or remove any
company property from the premises without prior permission from management. Team
Members are not permitted to be on company property or to be onsite at the venue without
expressed management approval.

Alcohol or Marijuana Usage
Team Members are prohibited from using or being under the influence of alcohol or marijuana
while performing company business for LTDM Entertainment, while operating a motor vehicle
in the course of business or for any job-related purpose, or while conducting business on
company premises or a worksite. We are not concerned with activity off hours as long as such
does not have a bearing on job performance.
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Illegal Drugs
LTDM Entertainment Team Members are prohibited from using or being under the influence of
illegal drugs while performing company business or while on a company facility or worksite.
You may not use, manufacture, distribute, purchase, transfer or possess an illegal drug while in
LTDM Entertainment facilities, while operating a motor vehicle for any job-related purpose or
while on the job, or while performing company business. This policy does not prohibit the proper
use of medication under the direction of a physician; however, misuse of such medications is
prohibited.
Team Members who violate this policy may be disciplined or terminated, even for a first offense.

Ethical and Legal Business Practices
LTDM Entertainment expects the highest standard of ethical conduct and fair dealing from each
Team Member, officer, director, volunteer, and all others associated with the Company. Our
reputation is a valuable asset, and we must continually earn the trust, confidence and respect of
our clients, our members, our Patrons, and our community.
This policy provides general guidance on the ethical principles that we all must follow, but no
guideline can anticipate all situations. You should also be guided by basic honesty and good
judgment and be sensitive to others’ perceptions and interpretations.
You are expected to promptly disclose to the management of the company anything that may
violate this policy. We will not tolerate retaliation or retribution against anyone who brings
violations to management's attention.

Complying With Laws and Regulations
All our activities are to be conducted in compliance with the letter and spirit of all laws and
regulations. You are charged with the responsibility of understanding the applicable laws,
recognizing potential dangers, and knowing when to seek legal advice.

Team Member Privacy and Other Confidential Information
LTDM Entertainment collects only personal information about Team Members that relates to
their employment. Only people with a business-related need to know are given access to this
information and must authorize any release of the information to others. Personal information,
other than that required to verify employment or to satisfy legitimate investigatory or legal
requirements, will be released outside the company only with Team Member approval.
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If you have access to any confidential information, including private Team Member information,
you are responsible for acting with integrity. Unauthorized disclosure or inappropriate use of
confidential information will not be tolerated.

Cash Handling, Registers and Payment Recordings
LTDM Entertainment's cash registers, financial statements and all books and records on which
they are based must accurately reflect the Company's transactions. All receipts must be properly
recorded. All sales must be properly recorded, and monies collected from Patrons.
Approved reimbursable business expenses must be accurately reported and supported by
receipts. All reimbursements must be approved by management.

Tobacco Policy
We interpret all smoking, tobacco, or electronic cigarettes as tobacco use.
Tobacco use is prohibited at LTDM Entertainment facilities and venues.
All Team Members, clients and other visitors are expected to comply with this policy, and Team
Members who violate it may be disciplined.
We do not allow smoking breaks outside normal work breaks. If you chose to use a work break
for tobacco use, it must occur at approved and designated areas.

Workplace Solicitation
We do not allow any inside or outside solicitation at the workplace.

Zero Tolerance for Workplace Violence or Hostile Work Environment
We are a family entertainment company. The mood and atmosphere of our facility or off-site
events should be pleasant, happy, and exciting. We cannot promote the spirit of fun with hostile
attitudes. LTDM Entertainment has a zero-tolerance policy concerning attitude, threats,
intimidation, and violence of any kind in the workplace either committed by or directed to our
Team Members. Team Members who engage in such conduct will be disciplined, up to and
including immediate termination of employment.
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Team Members are not permitted to bring weapons of any kind onto company premises or to
company functions. Any Team Member who is suspected of possessing a weapon will be subject
to a search at the company's discretion. Such searches may include, but not be limited to, the
Team Member's personal effects or workspace. Security officers or police will participate in any
personal searches.

Grievances
Team Members are encouraged to bring concerns, problems, and grievances to management's
attention. You are also obligated to report any wrongdoing of which you become aware to
management. This does not include rumor, innuendo, nor concerns of discrimination or
complaints of sexual harassment. Complaints of discrimination or sexual harassment should be
made to management and a meeting will be set within 72 hours.
For grievance, we ask an appointment to be made with the immediate supervisor or reporting
shift foreman. If the problem cannot be resolved at such meeting, a follow up meeting with
upper management will be made within 10 calendar days. At such meeting, a third-party HR
person will be present to act as an intermediary and record the complaint and seek to assist in a
resolution.
All grievances and disposition of such will be handled with written documentation and kept in
the permanent employment record.
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Anti-Discrimination & Harassment
Equal Opportunity Policy
LTDM Entertainment provides equal opportunity in all our employment practices to all qualified
Team Members and applicants without regard to race, color, religion, gender, sexual orientation,
national origin, age, disability, marital status, military status, or any other category protected by
federal, state and local laws. This policy applies to all aspects of the employment relationship.
All such employment decisions will be made without unlawfully discriminating on any
prohibited basis.

Policy Prohibiting Harassment and Discrimination
LTDM Entertainment strives to maintain an environment free from discrimination and
harassment, where Team Members treat each other with respect, dignity, and courtesy.
This policy applies to all phases of employment, including but not limited to recruiting, hiring,
promoting, demoting, transferring, laying off, terminating, paying, granting benefits and training.

Prohibited Behavior
LTDM Entertainment does not and will not tolerate any type of harassment of our Team
Members, applicants for employment, or our Patrons. Discriminatory conduct or conduct
characterized as harassment as defined below is prohibited.
The term harassment includes, but is not limited to, slurs, jokes, and other verbal or physical
conduct relating to a person's gender, ethnicity, race, color, creed, religion, sexual orientation,
national origin, age, disability, marital status, military status, or any other protected classification
that unreasonably interferes with a person’s work performance or creates an intimidating, hostile
work environment.
Sexually harassing behavior in particular includes unwelcome conduct such as: sexual advances,
requests for sexual favors, offensive touching, or other verbal or physical conduct of a sexual
nature. Such conduct may constitute sexual harassment when it:
•
•
•
•

is made an explicit or implicit condition of employment
is used as the basis for employment decisions
unreasonably interferes with an individual's work performance, or
creates an intimidating, hostile or offensive working environment.

Team Member Handbook 2022 update
Page 20

LTDM Entertainment
The types of conduct covered by this policy include: demands or subtle pressure for sexual
favors accompanied by a promise of favorable job treatment or a threat concerning employment.
Specifically, it includes sexual behavior such as:
1. repeated sexual flirtations, advances, or propositions
2. continued and repeated verbal abuse of a sexual nature,
3. sexually related comments and joking, graphic or
4. degrading comments about a Team Member’s appearance
5. or displaying sexually suggestive objects or pictures
6. including cartoons and vulgar email messages, and
7. any uninvited physical contact or touching, such as patting, pinching or repeated brushing
against another's body. * See Exclusionary Contact Below
Such conduct may constitute sexual harassment regardless of whether the conduct is between
members of management, between management and staff Team Members, between staff Team
Members, or directed at Team Members by non-Team Members conducting business with the
Company, regardless of gender or sexual orientation.
* Exclusionary contact is defined as unintended contact by performers during shows, or rehearsal
of shows in which close proximity is required and execution of the show includes unintended
bumps and close quarters contact.

Harassment by Non-Team Members
LTDM Entertainment will also endeavor to protect Team Members, to the extent possible, from
reported harassment by non-Team Members in the workplace, including Patrons and Clients.

Complaint Procedure and Investigation
Any Team Member who wishes to report a possible incident of sexual harassment or other
unlawful harassment or discrimination should promptly report the matter to John Hopkins.
LTDM Entertainment will conduct a prompt investigation as confidentially as possible under the
circumstances. Team Members who raise concerns and make reports in good faith can do so
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without fear of reprisal; at the same time Team Members have an obligation to cooperate with
LTDM Entertainment in enforcing this policy and investigating and remedying complaints.
Any Team Member who becomes aware of possible sexual harassment or other illegal
discrimination against others should promptly advise John Hopkins or any other appropriate
member of management. Anyone found to have engaged in such wrongful behavior will be
subject to appropriate discipline, which may include termination.

Retaliation
Any Team Member who files a complaint of sexual harassment or other discrimination in good
faith will not be adversely affected in terms and conditions of employment and will not be
retaliated against or discharged because of the complaint.
In addition, we will not tolerate retaliation against any Team Member who, in good faith,
cooperates in the investigation of a complaint. Anyone who engages in such retaliatory behavior
will be subject to appropriate discipline, up to and including termination.
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Safety at Events and Performance
Areas
LTDM Entertainment is committed to maintaining a safe and healthy environment for all Team
Members and Patrons. Report all accidents, injuries, potential safety hazards, safety suggestions
and health and safety related issues immediately to your manager.
If you or another Team Member is injured, contact your supervisor or manager immediately.
Seek help from outside emergency response agencies, if needed.
You must complete a Team Member's Claim for Worker's Compensation Benefits Form if you
have an injury that requires medical attention. A federal law, the Occupational Safety and
Health Act, requires that we keep records of all illnesses and accidents that occur on the job.
OSHA also provides for your right to know about any health hazards which might be present on
the job.

Security at our Theater Operations
LTDM Entertainment is committed to ensuring Patrons and Team Members' security and safety.
If you have a security concern, please contact management or security at the hotel/venue
immediately. Security at the hotel may be reached by dialing ‘O”.

Parking
All Team Members will have their parking for hired events/venues paid for by LTDM.
Instructions will be given for your position/event. If issued a parking pass or card, there will be a
$25 replacement fee and all passes must be surrendered upon termination of your LTDM
employ.

Patron Injuries
We maintain a small First Aid kit at events and venues. Any Patron who may have occurred a
minor injury can be treated but management must be notified. We do not dispense any oral
medications.
For any major injury, call management or 911.
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Emergency Exits
All Team Members should acquaint themselves with emergency exits in case of incident at the
venue/event. Management will assist with determining this for your safety and that of our
Patrons. We never anticipate incidents, but it is always best to be prepared for all events.

Team Member Injuries and Worker's Compensation
LTDM Entertainment provides insurance to compensate for any illness or injury and Team
Member might suffer while working on company premises.
You must also report the details to management immediately. And you must complete a report
for every injury, no matter how small, to keep the coverage in force and to get any benefits or
other compensation to which you may be entitled.

Public Health Statement
LTDM Entertainment will follow all local, state, and national mandates for COVID 19 or other
health emergencies that emerge to ensure the health and safety of our Team Members and
Patrons.
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Communication
Staff Communication
These days, everyone is connected via phone, smart phone, email, and text. It is the Team
Member’s responsibility to communicate timely with management.
Please check the work schedule each week for your scheduled work shift. Work schedules are
posted on the company website staff page.
We post all shifts by Monday or before. Please communicate any time off request or book out
requests with the online JOINHOMEBASE application.

Communication with Press or Media
Media inquiries in relation to LTDM Entertainment must be handled in accordance with the
following guidelines: Inquiries regarding a specific transaction should be referred to
management, or specifically, John Hopkins.
On occasion we will interact with members of the press. Only authorized individuals are allowed
to represent the views and opinions of our company. We encourage involvement of all Team
Members, but we do not allow any unauthorized persons to speak directly with the press or
media or give statements or interviews without a representative of management being present. In
those cases, your information and involvement may be simply supporting the already established
statements given. We do not under any circumstances allow individuals to express personal
opinion, views, or concerns to the media or press. Doing so is cause for immediate termination.

Use of Company Communication Systems
Because LTDM Entertainment reserves the right to access any personal communication without
prior notice, Team Members should not use company systems to transmit any messages or to
access any information that they would not want a third party to hear or see. Although incidental
and occasional personal use of the company's systems is permitted, any such personal use will be
treated the same as all other communications under this policy. However, Team Members are at
all times prohibited from accessing or downloading information from the Internet for personal
use.
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Telephone Usage
The telephone system (including voicemail) at LTDM Entertainment is the property of the
company and is provided for business purposes. LTDM Entertainment may periodically monitor
the usage of the telephone systems to ensure compliance with this policy. Therefore, Team
Members should not consider their conversations on the company's telephone system to be
private.

Smart Phone Usage at Work
While you are at work, we expect you to be ‘at work’. Simply put, do not make a habit of using
your phone device to post, text, update, call, or use for other social functions. Be ‘in the
moment’ at work. You cannot be ‘in the moment’ if you are distracted by socializing or surfing
the web on a smart phone.

During show periods especially when
patrons are present – no employee should
be using a smart phone for any reason.

Posting on Social Media Sites
We do not allow any unauthorized posting of social media pertaining to our business or ventures.
Only those authorized to do so may post social media comments and items. Any Team Member
who posts grievances, slanderous comments, or negative or socially charged opinions as a
representative of our company will be subject to termination.
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Confidentiality of LTDM Business
Information that pertains to LTDM Entertainment's
business, including all nonpublic information concerning
the Company, shows, procedures, its vendors, and clients, is
strictly confidential and must not be given to people who
are not employed by LTDM Entertainment.
Please help protect confidential information which may
include, for example, trade secrets, customer lists and
company financial information. Please take these three
critical steps as precautionary measures:

1. Do not discuss confidential work matters outside LTDM Entertainment Team Members,
or with those who do not have a specific business reason to know or have access to such
information.
2. Do not discuss work matters in public places.
3. Do not discuss work matters in front of Patrons.
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Acknowledgement of Receipt of Team Handbook
I acknowledge that I have received the LTDM Entertainment Team Member Handbook and that
I have read and fully understand the policies.
I understand that this Handbook represents only current policies and benefits, and that it does not
create a contract of employment. LTDM Entertainment retains the right to change these policies
and benefits, as it deems advisable.
Unless expressly proscribed by statute or contract, my employment is "at will." I understand that
I have the right to terminate my employment at any time, with or without cause or notice, and
that the Company has the same right. I further understand that my status as an "at will" Team
Member may not be changed except in writing and signed by the company owner, John Hopkins.
I understand that the information I come into contact with during my employment is proprietary
to the Company and accordingly, I agree to keep it confidential, which means I will not use it
other than in the performance of my duties or disclose it to any person or entity outside the
Company. I understand that I must comply with all the provisions of the Handbook to have
access to and use Company resources. I also understand that if I do not comply with all
provisions of the Handbook, my access to Company resources may be revoked, and I may be
subject to disciplinary action up to and including discharge.
I further understand that I am obligated to familiarize myself with the Company's safety, health,
and emergency procedures as outlined in this Handbook or in other documents.

___________________________________
Signature, Date
___________________________________
Please Print Your Name
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Termination of Employment and Notice of Separation
This notice serves as written documentation that your employment has terminated on:
_________________.
Period of Last Employment:____________________.
Reason for Separation:
____________________________________________.
Employee will not receive severance pay.
Employee is eligible for rehire.
Your final paycheck will not be direct deposit if such process was used as part of your regular
payroll. Your final paycheck is available for pick up at the place of employment
on:____________. All company property must be returned to release your final check. After 10
days, all properties of value will be deducted from the final paycheck and the balance will be
mailed to the last address on file.
Please remember to:
1.
2.
3.
4.

Return any and all company property including uniforms, shirts, or other property.
Return keys.
Return IDs, parking passes, and other company-issued items.
Make sure your address is current so that a W-2 can be sent out at the end of the year.

If you use us as an employer reference, we are only allowed to verify dates of employment and
whether you have a rehire status. We cannot comment beyond such as an employer reference.
If you require a personal reference, you may elect to give a specific Team Members name and
personal information as contact.
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