
COMPAS Teaching Artist Paperwork
Wednesday, June 24th, 2020



Intros Staff & Artists

Please state your:

Name

Pronouns

Art Form



Paperwork & Booking 
Process

Materials sent to artist/ensemble:
• Confirmation Email
• Artist Evaluation Link
• Completion Form
• Planning Meeting Document - can be used 

to facilitate residency planning between 
the artist and site contact.

• Hourly schedule form (school residencies 
only)

Materials sent to site contact:
• Site Agreement and Confirmation Email
• Invoice
• Residency Hourly Schedule
• Family Participation Guide
• Expectations for Classroom Teachers
• Writing Residency Memo
• Performance Technical Rider
• Site Evaluation Link



Scheduling Process
Step 1: The program site selects artists and activities from the COMPAS 
website

Step 2: Staff schedule artists based on the site request and needs and 
artist’s availability.

Step 3: The activity is confirmed and booked when artist and program site 
receive the confirmation email. The Confirmation Email and attached 
documents are considered binding.

Step 4: Prior to the first date of the residency/performance/workshop:
The artist/ensemble must confirm program details and goals with the site 
as soon as the artist receives the Confirmation Email. This process might 
include both a phone call and a planning meeting, depending on the length 
of the booking.

Step 5:
Complete program, maintaining communication with the site contact 
throughout. Artists are encouraged to handle the everyday challenges that 
arise, but please contact the COMPAS staff whenever you need our 
support. We are here to answer questions, clarify policies, listen to your 
concerns and take appropriate action to ensure a successful experience for 
you and for the site.

Step 6:
The artist/ensemble submits an online Artist Evaluation, Completion 
Form, student writing and other mandatory paperwork to COMPAS 
immediately following a completed program to trigger the payment 
process.



Confirmation Email



Planning Meeting Document



Residency Hourly Schedule



Family Participation Guide



Expectations for Classroom Teachers



Writing Residency Memo



Program Poster



Performance Technical Rider



Completion Form



Artist Evaluation Link Basic information about the 
booking.

Name of school/site, City
Program title/description
Total number of participants 
(youth/adults)
Program type

Short narrative of your teaching 
experience.
Info about participants
Any modifications that had to be 
made
Rate COMPAS administration on 
how they did with communication 
and timeliness.
Self-assessment. Rating yourself on 
meeting site’s expectations, 
organization, communication with 
site and the learning your 
participants did.
Providing any examples of the 
difference the program made and 
any changes in 
behavior/attitude/knowledge from 
participants



Any questions?



Upcoming Dates to 
Remember...

Tuesday, June 30th at 5 PM
COMPAS Teaching Artist Community Discussion 
via Zoom

Wednesday, July 1st: deadline to send 
information for website profile
Due to: emma@compas.org

Tuesday, August 11th at 10 AM
Zoom Workshop: Being Put Into a COMPAS 
Grant with Marlaine Cox

Friday, September 11th

Annual Roster Business Meeting

mailto:emma@compas.org
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