
Best Practices (for Events/Chapter Directors) 
 

Looking to hire teaching artists for your event? 
 
We know that each event has its own unique needs and limitations, but they all 
share a common goal: to offer a great experience for the students and teachers 
attending. That means attracting the best teaching artists and giving them the 
support they need. Over the years, through collectively teaching at hundreds of 
events, we've gained some insights into how to make that happen, from the 
application process to the conference itself. 
 
Core Beliefs 

 Teaching artists are professionals and experts in their field, and they 
deserve to be compensated fairly for their work. They should not be asked 
to work for free or to subsidize their travel. 

 We recognize that not every event has the budget or ability to bring in 
national teaching artists and compensate them accordingly. We 
recommend that events with limited resources aim for primarily local 
artists, supplemented with however many regional or national artists they 
can afford while providing appropriate compensation. 

 
The Application Process 

 Be clear about what is covered or otherwise provided in terms of travel 
(and other expenses). See our recommendations below in Recommended 
Teaching Artist Tiers Based on Distance. 

 Be clear about how many workshops (and their length) the teaching artist 
will be expected to conduct. 

 When gathering workshop information, include a place for the teaching 
artist to communicate about optimal workshop size, ideal room types and 
other needs (e.g., a projector, whiteboard, sound equipment, etc.). 

 Provide at least an approximate decision date on the application (we 
understand that sometimes decisions get delayed pending enrollment 
numbers). 

 Commit to notifying all applicants with a "yes" or a "no" in timely fashion. 
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Recommended Teaching Artist Tiers Based on Distance 
 Local Artists: Within daily commuting distance. Recommendation, 50 miles 

or fewer. 
 Regional Artists: Within driving distance but will need lodging for the 

duration of the event. Recommendation, 250 miles or fewer. 
 National Artists: Beyond driving distance (unless the artist chooses to 

drive). Recommendation, 250+ miles. 
 
Recommended Covered/Provided Travel and Related Expenses 

 Lodging for Regional and National Artists in a private hotel room or 
equivalent. 

 Mileage per diem for Local and Regional Artists based on the applicable 
federal standard rate. 

 Airfare for National Artists. 
 Ground transportation to/from the National Artist's home airport. 

Alternatively, at the artist's discretion, parking at a lot proximate to their 
home airport. 

 Ground transportation between the airport and the hotel/event site for 
National Artists. 

 Transportation (as needed) between the hotel and the event for Regional 
and National Artists. 

 Meals for Local Artists during the conducting of their teaching duties and 
all meals for Regional and National Artists during their visit. If providing a 
voucher or per diem instead of an actual meal, we recommend using the 
applicable federal standard rate for the location. 

 
Booking Air Travel 
Most teaching artists prefer to book their own travel and be reimbursed or receive 
a stipend for travel. Here's why: 

 They have their booking information (full name, date of birth, frequent flyer 
number, Known Traveler Number, etc.) readily available, which reduces 
the chance of an error at the time of booking. 

 They know their preferred airlines (and airports), which often get them 
access to free bags, preferred seating, upgrades and better solutions in 
case of flight issues. 
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 Any notifications about flight changes come directly to the teaching artist—
rather than to a third party—who can then act immediately to remedy a 
problem (e.g., weather or other delays, missed connections, etc.). 

 
Optimizing On-Site Success 

● Make sure teaching artists have a single, clear contact email/phone to 
troubleshoot and resolve any issues—and that pre-event communication is 
clear and timely. 

● When assigning workshop spaces, consider that different teaching artists 
may have different needs in terms of space (which should be collected 
during the application process) and that different workshops utilize different 
styles. Some workshops may have larger movement needs (e.g., dance or 
combat), others might have smaller movement needs (e.g., puppetry or 
Viewpoints) and others (e.g., writing or makeup) might need more of a 
classroom environment. Similarly, consider what workshops are next to 
each other and how that placement may affect them; it would be wise to 
group "loud" workshops (e.g., musical theatre or dance) in one area while 
situating workshops that could use a quieter environment (e.g., playwriting 
or acting for the camera) in another. 

● Allow sufficient time for a walk-through of workshop rooms prior to 
teaching to allow teaching artists to make adjustments (or request them).  

● Provide reliable Wi-Fi. 
● Create a manageable teaching schedule that allows for sufficient rest and 

reasonable mealtimes. Actionable examples: Provide separate dining 
locations away from the students (to allow for quieter surroundings and 
quicker access to food); provide lodging the evening before an event (to 
allow artists time to settle before they work). 

● Provide opportunities for teaching artists to network and connect with 
educators. 
 

At the end of the day, we all want your event to be a rousing success that 
attendees will remember for a long time to come. The artists of TAA stand ready 
to help you make that happen. 


