
BARN CLASS WORKSHEET                                                                                                     (Updated 10/30/19) 

 

Please answer the questions typed into a regular email to 

Registrar@bainbridgebarn.org. There is no need to type the actual questions. 

1.  Class Title  

2. Has this class been held before? If Yes just enter in new dates and times in number 4. Only fill 

out the description if it has changed from the previous class. 

3. How many sessions:  

4.  Class Date(s) and times: If it is say a three session class please put in session days, and times 

for each session (if they are different). If you want to repeat the same open studio or class on 

other months/days, please just add “Also to be held on: date/times”. 

5. Suggested Member Rate:           Non-Member Rate:        

To determine rate, visit: https://bainbridgebarn.org/barn-event-course-price-calculator/. You can skip 

this if you like. Tammie will determine for you. 

6. Instructor Rate of Pay:        Instructor Travel costs (if any):   

7. Preparation and Clean up time: (standard is 1 hour before and 1 hour after but enter what is 

appropriate for this class) __________ 

8.  Student MIN size (what is minimum enrollment for class to be held?)  

9.   Student MAX Limit Size:  

10.   Level of Class? (Beginning-all levels, Intermediate or Advanced?)  

11.   Prerequisites? Please list any prerequisites required to register for this class. 

12.   Description of Class: What will they learn? What will they produce? (Please see attached Tips on 

Writing a Class Listing on page 2 of this document). 

13.   Materials Fee? (If so, please list what the fee is for) 

14.   Contact Person (If registrar has questions about this class/event) 

15.   When would you like to receive the Enrollment Monitoring Email prior to the class? How many 

days prior to the class start date? (It is preset to be 7 days prior). 

16.   Instructor Bio: Including a picture of the instructor is nice. Please be sure to ask permission of the 

instructor to use a photo.  

 

--------------------------------------------------------------------------------------------------------------- 

PHOTOS are worth a thousand words… 

Please attach an appropriate photo to your email to go along with the description (please do not 
download a picture from a random website). If you need help with providing a photo, please email 
Registrar@bainbridgebarn.org with the concept you are looking for to match your class description.  
 

New teacher processing: Please email Jess Henderson at JessH@bainbridgebarn.org. You can also refer 

to our website link: https://bainbridgebarn.org/teach/ 

https://bainbridgebarn.org/barn-event-course-price-calculator/
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Tips on Writing a Class Description 

The following tips will help ensure that class descriptions on the BARN calendar are engaging, 
consistent and useful to the public and students we want to attract.  

1. Write as if you are talking to the potential student. So use “you” or an implied “you.” (You) 
Make a magical ring. 

2. The first one or two sentences should include: 

 Project to be made or skill to be taught.  

 Key learning outcome – what will the student be able to do or create as a result of taking 
the class? What will they learn? Please focus on this aspect of the description.  

 One other key point that makes this class especially interesting, or details about who the 
class is most appropriate for: “This class is the perfect follow-up for experienced 
woodworkers who are looking to  …”  

 Number of sessions if more than one 
“Love to work with beautiful stones? Discover ways to incorporate them in jewelry in this 
two-session class, which focuses on how to use a jeweler’s flex shaft tool for lapidary work.” 

3. Then, typically in only 2 or 3 more paragraphs, add remaining important details, such as what 
will be covered each day of a multi-session class, or what stage of a project students will start 
and end with if they will be doing only part of it. 
 

4. If you have a list of supplies or something you need the students to do prior to the class, please 
include that. IF you don’t want the list or instructions to be displayed publicly but want 
registered students to receive special instructions, please let Tammie know and she will enter 
the list of supplies/instructions in the confirmation email that goes to them after they have 
registered and paid. The same list can go in the reminder email that goes to students 5 days 
prior to the class start date. Another option is to have Tammie email the registrants as a group. 
This is best done using our Wild Apricot database and email templates. By going through Wild 
Apricot we are able to track whether the emails were received and opened by the student. 
Send the text you want emailed to the students and staff will make sure the email gets sent 
out. 

5. Photo/s are very important: Please include a photo or photos of what will be created during 
the class. Photos are used in the newsletters, on Facebook, and are critical to effectively 
promoting BARN programs. PHOTOS must be copyright/royalty free. Please note that most all photos 

on the internet that say “free or royalty free” are not free to use on a public business site such as BARN. 
If you need pictures, please let Tammie know. 

6. Follow the narrative with appropriate details, each starting with a bullet: 
Details: 

 Skill level & minimum age 
 Materials fee & what it is for 
 Any required tools or supplies that students need to bring 
 Lunch, clothing requirements or other logistical details 

7. Instructor: Include photo if possible plus brief bio. Please check with the instructor that a 
picture is okay to post on our public site. Fine to include a link to the instructor’s website. 

 

If you have questions, please contact Registrar@BainbridgeBARN.org or call using Extension 216. 
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