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Scheduling Committee Meeting Minutes
February 18, 2026
7 PM-7:50PM
Hybrid meeting: meet.google.com/zqy-iczp-jkd 
Join by phone - (US) +1 470-705-3631‬ PIN: 711 972 718‬#‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬‬

Attendance: Jennfier Chu, Diane Painter, Dean Williamson

Review and approve last month’s meeting minutes. Approved by committee members.

Updates from:
· Leesburg Scheduler – Chili Challenge – Saturday 2/28 – 1 pm to 3 pm
· Purcellville Scheduler- Roof repairs will soon begin on the upper building. Roof repairs on the lower building will happen after that.
· Needed: Welding instructors. Skip declines to teach and Dilip moved to PA, John Johnson is no longer a member. Jim Waldron and Mike Payne are the only instructors left. 
1. New classes/instructors: 
· MS-L Evolving Design of a Line-Following Robot– Jeff Irland (6-week workshop starting 6/22/26)
· MS-P Ceramics class – Ceramics Basics course taught by new instructor, Amy Berringer – two sessions on March 13
2. Educational Initiatives (Diane)
· KidWind Expo on Jan 31 was held online due to the impending storm, but our KW wind teams met at the Painter’s house, the MS solar team met at MSL and the HS solar team members formed a panel and answered questions from younger students throughout VA about their experiences with KidWind. 
· Inspire Loudoun event – March 7 at Lightridge HS – Diane Painter will co-present with Chris Archie about what makes a makerspace.
· MSL will host solar testing on March 14 from 10AM-2PM in the electronics room and MSP will host wind tunnel testing 9AM-4PM in the Green Room for any NOVA KW team that wants to test out their KW projects.
· March 19, LCPS Career Paths at MSL and MSP 1-3:30PM. Both locations will host educators from Loudoun County Public Schools wanting to learn more about our non-profit organization that they can share with their students. Rob Donahue will host at MSL and Diane and Dave Painter will host at MSP. Looking for members who want to come and work in their own projects that day so the educators can see how our members use the equipment. Contact diane.painter@makersmiths.org if interested.
· LCPS 26th Annual School Business Partnership Awards Breakfast – 4/16 – Who will represent Makersmiths?
3. Approval of Instructor Payments (formerly Honorariums) - none
4. Red Tool tracking (Dean) – Dilip was taken off the stewards list since he moved to PA.
· No embroidery machine red tool classes yet.  Machine might be sold to purchase a dedicated embroidery machine that will work better for our members.
5. Class stats (Dean) 
· Set up his data collection system and he has collected information for January. 
· He says it will be much easier to collect data this year.
6. Notify Me Form
· Jennifer checked and she does have admin access to the Notify Me Form.  
· Jennifer set the Google Form to be read-only and posted a link to the Slack #class-planning-and-requests channel so instructors can see the waitlist.
7. Newsletter/CANVA news – 
· Meaghen is exploring using CANVA with Wild Apricot to create a more user-friendly looking newsletter. 
· Diane is using CANVA to create a flipbook for the KW wind teams to study the Ten Big Questions for the March 17 KW Challenge. 
· Diane used CANVA to create a certificate for auction at the Lincoln ES March PTA auction event. Diane talked with the treasurer and this certificate will be considered a marketing initiative since it is a one-on-one session with Diane to learn about the Cricut machine, not a class. 
8. The next meeting: March 19 at 7pm

Reminders:
· Check with tool steward when developing “new” classes.
· Check events calendar and tool reservations calendar for conflicts. 
· Don’t schedule class during the monthly membership meeting (1st Wed of the month).
· Don’t schedule too many classes that members cannot use the tool/shop for projects. 
· Allow cancellation (in WA by student) no less than 3 days before class.
· Guest registrations
· Don’t allow guest registrations. 
· Even members under the same Household membership need to log in and register themselves individually.
· Class registrations for minors
· Minors do not need to register for a class if they just want to tag along with their parent.
· If minors (teens) want to participate in the class and have hands-on practice with the tools, they need to register for the class.  (The parent may or may not need to be registered for the class, too.)
· Minors not covered under a Household Membership pay the General Public rate for classes.
· A family member who is under the age of eighteen can only use red tools:
· After taking the appropriate red tool class.
· Must work under the direct supervision of their parent ( or parentally approved other adult) who has also taken red tool training.
· Check that tool is reserved in the Tool Reservation Calendar (laser cutter, Big Red, EBF, etc) and that the classroom is reserved (as needed).
· Block off EBF for the RT Woodworking classes.
· Class materials/supplies/reimbursements – NEED TO CONFIRM WITH TREASURER IF YOU CAN PURCHASE IT YOURSELF
· If already purchased, they can send a copy of the receipts to treasurer@makersmiths.org. 
· If they want Makersmiths to purchase some or all of the supplies, send an email to treasure@makersmiths.org with the following:
· List of materials/supplies
· Vendor
· Cost of items
· Payments to Contractors (formerly Honorariums)
· After a payment has been approved by the Scheduling Committee, instructors need to ask the treasurer after each class to process the payment. 
· Email treasurer@makersmiths.org with the following:
· Name/date of class
· Number of registrants
· List of expenses consumed by Makersmiths (e.g., ink) or purchased by the instructor. 
· Attach receipts to the email.
· Refund policy
· To request a refund, the registrant should notify the instructor (NOT info@makersmiths.org), and the instructor should notify the treasurer.
· Committee members can remove students from the class.
· If we cancel someone’s registration and a refund is due, we should note in the COMMENTS section that a refund is due. 
· If we cancel someone’s registration and a refund is NOT due, we should note in the COMMENTS section to NOT issue a refund.
· Instructor must notify the treasurer via email to issue a refund.
· Transfers
· Don’t allow transfers because WA does not have a transfer function. To manually force it, the financial transaction record is lost/disconnected. 
· Ask registrants to cancel their registration, request a refund, and newly register for the desired class.
· If we do want to do a transfer, then do the following:
· Cancel registration in initial class.
· Register member in the new class and generate an invoice for the new class so that the treasurer will see it.
· Notify Mary Waldron (the current treasurer) via Slack and in Notes/Comments section of both original and new registrations in Wild Apricot. 
· Red tool classes:
· Include “red tool” at the end of the class title. Also need to note in the class description that this class will authorize the participant to use the tool unsupervised. 
· Welding & EBF 
· Don’t put “Red Tool” in class name.  Don’t want to imply that the class will teach them how to use the equipment safely.
· Class description needs to clearly indicates that a separate sign-off is needed apart from the class.
· The stewards require a proficiency demonstration (aka "check-ride") for the following tool groups, even after completion of the associated red tool training class:
· MS-P - EBF
· MS-P - Plasma Cutter
· MS-P - Welding - Gas
· MS-P - Welding - MIG
· MS-P - Welding - Stick
· MS-P - Welding - TIG
· Big Red sign-off – Check rides vary between the instructors.  For the purposes of the Tool Authorization list, if a student attends the class (is checked in), then the student will be added to the Tool Authorization list (will be authorized to use Big Red).  The instructor may or may not coordinate with the student to schedule a check ride on a separate date. 
· The proficiency demonstration is coordinated directly between the steward/instructor and the member. No payment is required, and scheduling an event on the calendar is not required to support this. The steward/instructor sends Dean an email or slack message after the check ride and Dean records the authorization, with a note indicating it came from the steward/instructor. 
· The stewards can also do this for any tool, independent of red tool classes, since in some cases, classes haven't been developed or conducted yet, (e.g. MS-P - Gorton Mill or MS-P - Surface Grinder). If the steward vouches for the member, they can ask Dean to give them access.
· In rare instances, a member can demonstrate to a tool steward that he is proficient in the tool without taking the RT class or paying the RT class fee.
· The tool steward would then let Dean know that the member is signed off on the tool.
· The tool steward would also go over Makersmiths’ policies for use of the tool.
· Only tool stewards, not simply red tool instructors, can do this.
· An example of when this would be appropriate – the member is a welding professional (i.e., he is a full-time welder) and he wants to be signed off on the welding equipment.
· Private classes (not open to all members; open only to Scouts, a group of friends, etc)
· Class is posted to calendar.
· Students register and pay for class in WA.
· Class Codes
· For new classes, Jen will build the MS-L classes and Diane P. will build the MS-P classes.  Jen and Diane P. will let the registrar (Diane B.) know that the class is ready to be coded and posted to the calendar. 
· For repeat classes that don’t have the new codes, Jen and Diane P. will ask Diane B. to code the classes and post it to the calendar.
· For repeat classes that already have the new codes, Jen and Diane P will post the classes directly to the calendar.
· WA Event Manager admin access for RT instructors
· If an instructor would like Event Manager admin access, the Scheduling Committee should send an email to IT chair with the name of the red tool instructor requesting WA admin access.

