
Makerspace at the ECenter User Agreement             May 2, 2016 

 

Users 

 The Makerspace at the ECenter (“Shop”) is open to all UNH students, faculty, and recent 

alumni. 

All users must acknowledge that they have fully read and understood this Makerspace 

at the ECenter User Agreement and Safety Policy. Makerspace Users are divided into 

Shop members, non-members, and volunteers based on the training they have 

completed. All Users must check in with a Mentor upon entry to the Shop. The Mentor 

will assess what supervision is required and verify use of all machines for that session. 

This section  

contains descriptions of Users and required training. 

Orientation  

 The purpose of Orientation is to provide a general space orientation, 

networking opportunities for building a maker community, convey 

expectations, policies, and rules, and provide a gateway to basic shop 

use. Orientation starts in the training room to describe the purpose and 

motivation for the space, including a code of conduct review and a Mentor 

introduction, then it moves to the shop for a short run-through of shop 

layout and rules/procedures. There will also be a basic hand tools safety 

training for new members. 

Levels of Access 

 Users will be categorized as non-members until they attend Orientation. 

 Non-Member: Has not yet attended Orientation and/or not 

completed shop-specific safety training. 

 Allowed to use facilities with supervision of Mentor. 

 May use machines with direct supervision at Mentor’s 

discretion - if you need this on repeated (>1 or 2x) basis 

you are required to attend Orientation. 

 Member: Attended Orientation AND have completed shop-

specific safety training 

 Eligible to apply for a volunteer position. 

 Specific machine access authorizations are determined by 

reference to a User training database updated at each 

machine training. To use equipment, members must 

always obtain permission from a Mentor. 

Tool and Machine-Specific Training 

 Training is required for all machines and tools. This requirement may be 

fulfilled by demonstrating competence with the machine and passing the 

test for operating the machine. Training records are kept on file and 



indicated on your badge. Machine-specific training is conducted by the 

Mentors that have received training approval by the Machine Master 

defined below. 

“Personalized Supervision” and “Permission” Definitions 

These definitions are important for safety purposes. 

 Personalized Supervision: 

 The Mentor must be within a few steps of the machine, and 

actively overseeing all operations. 

 With permission: 

 Machine access without personalized supervision is granted, but 

only after checking in with the Mentor and receiving permission. 

This status applies to shop members that have been appropriately 

trained on a given machine. 

Volunteers 

 Makerspace volunteers consist of three roles that are not mutually exclusive (i.e. 

a volunteer may take on multiple roles): Mentor, Machine Master, and Executive 

Board (“Board”) member. 

Mentors 

 A Mentor is a shop manager that is in charge of safety and knowledge 

transfer in the Makerspace. Mentors are responsible for machine specific 

training and all other duties listed in the Mentor Responsibilities 

document available in the Makerspace at the ECenter. Two references 

from existing Mentors and permission from the Board are required. An 

applicant may reapply to the Mentor position if not initially selected. 

  

Generally, the selection, training, and scheduling of Mentors occurs every 

semester. Mentors are required to sign up for a weekly time slot during which 

they staff the Makerspace with other Mentors. These time slots are scheduled so 

that there is a 15-minute overlap (30 minutes total per shift) between one Mentor 

arriving and one Mentor leaving. Each Mentor will be assigned to machine teams 

and serve that team. 

Being a Mentor allows off-hours access to the shop. Preference is that no one is 

to ever work alone; at least one other person must be in close proximity. If class 

2 or 3 equipment is to be used (machines classified as class 2 or 3 are labelled 

and indicated on the machine), at least one of the other persons must have been 

trained upon the equipment. At least one other person must be trained on the 

machine that is being used.  

Machine/Process Masters 

 The Machine Master is responsible for being the resident expert on 

maintenance, repair, best practices/use and extensive knowledge of a 

particular machine and process. There will typically be two Masters for a 



given machine. Anyone who is a Machine Master must be a Mentor first. 

Machine Masters are responsible for developing/maintaining the training 

program for their machine. The Masters are responsible for proposing the 

monthly/annual budget for the operation of their processes and machines. 

  

 New Machine Masters should overlap with the previous Machine Master 

by at least one semester (whenever possible) to prevent information loss. 

One person may be the Master of more than one machine on a temporary 

basis until a suitable Master is found. The status of Machine Master is 

achieved through a voting/approval process conducted by the existing 

Masters and Board. He/she will then receive training from a previous 

Machine Master and when training is complete, review this with the 

Board. The Masters are also the points of contact for their given 

processes within the Makerspace system. 

Safety 

 Makerspace users will comply to standard rules (e.g. OSHA, UNH EHS) for 

governing a machine shop (as outlined in the Safety Policy document).  

  

 You use machines to make parts in a shop. The Makerspace community must 

ensure that none of these four components are at undue risk or damaged. 

 Use of Makerspace is not a right; it is a privilege. 

 Failure to follow the safety policy will result in corrective measures ranging from verbal 

warning to being removed/banned from Makerspace. Initial corrective measures are at 

the discretion of the on-duty Mentor. Appeals may be made to the Board via email. 

Repeated violations or egregiously unsafe actions result in a permanent ban. 

  

 There is a "RED BUTTON" emergency stop switch that cuts power to all equipment 

plugged into silver conduit outlets, NOT regular wall outlets. In the event the emergency 

shut off switch is used, power should be restored by a licensed electrician.  

  

 Personal Safety 

Never work alone (as a Member).  A Mentor must be present at all times.  
  
 You must always check in with a Mentor upon arrival in the shop and seek 

permission to use the facility. 
  
 If the shop is at maximum capacity, Users will be turned away until a later time. 
  
 Wear the appropriate attire (REQUIRED!): 
 Appropriate Personal Protective Equipment (PPE) for specific operations or 

equipment (as indicated at the equipment location) (e.g. eye protection).  Users must 



also ensure that others around them are suitably outfitted before starting work that could 
put others at risk (e.g. are people in close proximity wearing safety glasses?). 

  
 Do not rush. Stop, think, and check before you start machining. 
 Do not work when you are tired.  
  
 Never use hands, fingers, or compressed air to remove chips and shavings; use 

brushes, hooks, vacuums, or other tools. 
  
 Machines must be in a state where there are no exposed moving parts that pose a 

safety risk prior to user attempts to perform chip removal. 
  
 Voltage > 50 V for personal projects requires Mentor check for proper high voltage 

safety design. 
  

 Equipment 

 If you’ve broken something, don’t worry, just tell us about it and it’s okay. 
  
 Do not use damaged tools or equipment, equipment that is tagged out of service, or 

equipment that does not appear to be operating normally. Inform a Mentor 
immediately. 

  
 Only use the machines that you have been trained and certified to use. 
  
 Do not modify equipment (including machine guards). 
  
 Do not try to stop moving components with your hand or other tools. Always 

ensure that a machine has completely stopped and will not move unexpectedly before 
placing your hands in the work area. 

  
 There must always be a single user as the designated operator. If control/use of the 

machine switches to another user, this must be confirmed verbally and may only 
happen when the machine is off, and all moving parts are stopped. 

  
 Properly secure the workpiece. Avoid fixturing the workpiece with your hands by using 

clamps and other fixturing equipment. 
  
 Check with a Mentor if you are not sure how to secure a workpiece. 
  
 Read all labels around the shop and on machines. 
  

 Shop 

 Clean up. Leave the machine, floor, and surrounding areas better than you found it. 
  
 No running. 
  
 Avoid distractions and avoid being a distraction. 
  
 Aisles, exits, and access to emergency equipment, including emergency kill 

switch must be kept clear at all times. 



 
 Only approved materials may used with the Laser Cutting system, a list of approved 
 materials is posted at the Laser, check with a Mentor if you are unsure of whether your 
 material is safe to use.  
 

 Ask Mentors for help. 
  
 Immediately inform a Mentor of any problems, concerns, and injuries. All injuries must 

be reported and documented in writing 
  
 Mentors have full authority over the shop and its safe use, including the responsibility 

and authority to prohibit shop or tool access for the safety of an individual, others in the 
shop, or the equipment. 

  
 All users have the ability to speak up and ask other users to change behavior (or report 

their behavior to a Mentor) if they observe unsafe actions. 
  

 The Makerspace heating and cooling system is part of a building-wide recirculating air 

system. If activities in the Makerspace generate smoke, odors, or aerosolized particles, 

they will be recirculated within the building. Please be cognizant of activities that might 

affect air quality in other rooms in the building. Do not engage in activities that will 

generate smoke or strong odors. 

  

  

Hazardous Materials  
Hazardous materials may be used in the Makerspace only with prior written approval 

from the Office of Environmental Health and Safety and Director of Operations. 

Use of hazardous materials must also be consistent with use conditions specified 

in the property lease agreement. Hazardous materials are substances that could 

cause injury or death; or damage or pollute land, air, or water. Hazardous 

materials include spray paint, epoxy, flammable solvents such as acetone and 

isopropanol, concentrated cleaning products, etc. 
 

Access 

 This section includes Shop hours and machine reservations. Access may be 

revoked for violating Shop policies, at the discretion of the Shop volunteers. 

Reinstatement of access requires approval of the Board. Members may appeal 

their revoked access directly to the Board who will then consult with appropriate 

Mentors. 

 

  Access to basic materials is provided at no cost to students within reason.  

 Shop hours 

-TDB- Shop hours are available on our website. 

 Machine reservations 



 We currently do not have a machine reservation system. Access to 

machines is on a first come, first serve basis. 

Storage 

 Projects may be stored on a short-term basis (e.g. a setup on the mill may be left 

overnight to be finished the following morning, or an assembly that needs glue 

may set overnight). Always leave a note. A machine or workstation must either 

be in use or vacated and cleaned, unless given explicit permission from a 

Mentor. The User must obtain permission from a Mentor and must fill out a note 

with his/her full name, email address, name/signature of approving Mentor, and 

removal time/date. The stored project may be disposed of at the discretion of the 

Mentor (e.g. if there is no note, or if it is not removed in a timely manner). 

 

 

Code of conduct  
1. You are responsible for following policies and safety guidelines.  

By using the Makerspace, you agree to complete all training and paperwork necessary to 
use the space and equipment. You agree to follow the rules and policies outlined on this 
page. You are responsible for following the safety guidelines of the Makerspace - failure to 
follow rules, policies and safety guidelines may result in permanent expulsion from the 
Makerspace and services. 

2. Don't make things for nefarious purposes.  

You cannot use the Makerspace to make objects which are used expressly to harm others 
or to perpetuate crime. This includes 3D printed guns, knives, or other weapons (including 
non-working replicas; miniatures which could not be mistaken for the real thing are 
generally okay), electronic equipment or software designed to steal, hack, corrupt data, or 
bypass technological protection measures and other aids to criminal activity.  

    3. No copyright, patent, or trademark infringement allowed. 
 

You cannot use the Makerspace to make, replicate, or alter objects, whether physical or 
digital, that violates copyright, patent, or trademark law. If you have any questions about 
whether the creation, replication, or alteration of any object would violate copyright, patent, 
or trademark law, please ask a Makerspace volunteer. 

   4. Don't touch stuff that isn't yours. 

You must be respectful of other people's time, creations, and belongings while using the 
Makerspace. Do not attempt to stop equipment that is running if you did not start it, do not 
remove objects from equipment if they are not yours, do not alter, delete or take files, 
objects, or other creations that do not belong to you.  



   5. Clean up after yourself. 

While using the Makerspace you must clean up any messes you make - this includes but is 
not limited to, using the dust pan and broom to clean up scraps of wood and shavings, 
removing filament scraps from the 3D printer platform after use, putting tools and other 
equipment away in their proper place after use, etc.  

  6. If you don't know how to do or use something, ask! 

If you are interested in using a certain tool, software program, or piece of equipment, but do 
not know how or have questions, do not try to figure it out on your own - ask a Mentor for 
assistance. This is especially important when working with tools or equipment that has 
delicate or moving parts, sharp pieces, lasers, or gets very hot. Do not attempt something if 
you are not sure how to do it safely. 
 

Failure to follow these rules, and the policies and safety guidelines outlined on this guide, may 
result in expulsion from the Makerspace and its services. Rules and policies are subject to 

change without notice. 

 
I have read and understood the Makerspace at the ECenter User Agreement and acknowledge 
that I use the Makerspace at the ECenter at my own risk and liability and acknowledge that all 
activities within the Makerspace at the ECenter premises are being video recorded and stored : 
 

 
 
Printed Name: ___________________________  UNH Affiliation: _____________________ 
 
 

 
Signature: __________________________________   Date: ______________ 
 
 
 
Email: __________________________________ 
 


