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[bookmark: _GoBack]COWORKING HOUSE RULES (the House Rules)
1st edition 01/19
[Example – needs to be tailored to the relevant coworking concept]

General provision
The House Rules form an integral part of the Agreement. Any definitions in the Agreement and the Standard Terms shall also apply to the House Rules.  
Scope and object
The House Rules lay down guidelines on use of the Premises and the Common Areas and the Provider’s equipment on the Premises. 
Since the Premises are a shared workspace, the House Rules shall also serve to ensure that the Premises are a workspace where everyone enjoys working and from which they derive the maximum professional benefit.
Access to the Premises
The Customer will receive a key or key card upon establishment of the customer relationship with the Provider, which can be used to gain access to the Premises during the opening hours stipulated by the Provider. The Customer is responsible for the card and the card is only intended for the Customer. The card shall not be copied or lent to others, including other customers.
If the Customer loses the card, the Customer shall notify the Provider thereof without undue delay.
Use of the Premises
The following are prohibited on the Premises:
smoking;
bringing animals (with the exception of guide dogs);
keeping bicycles or other means of transport;
having materials or equipment representing a danger to persons and/or things;
attaching shelves, pictures, etc., by the use of e.g. nails or tape which may damage fixtures or fittings;
installing fixed equipment and installations;
making permanent changes, such as changing locks or replacing systems, furniture, etc.;
bringing own furniture;
using the Premises or their facilities for other activities than for work purposes, including, but not limited to using the Premises:
as a residence;
for overnight stays; or
for private events.
The Customer may freely frequent and use the Common Areas, but shall tidy up after him- or herself after use. If the Customer moves any piece of furniture, this shall only be done on a temporary basis and it shall be returned to its original position after use. 
Meeting rooms shall be booked in advance through the Provider’s systems. If the Customer fails to make use of the booked meeting room within half an hour of the scheduled time, other customers may use the meeting room for the remainder of the booked timeslot.
The Customer’s office space shall be kept in a tidy state. Unless the Supply includes a designated office space, an office space cannot be occupied for more than two hours without being used. If the office space has been unoccupied for two hours or more, it may be used by others.
No private belongings, food, drink, waste, etc., shall be left at the Premises.
Food and drink
All meals shall be consumed in areas allocated for that purpose. 
[Light food which can be consumed without causing any nuisance to others may be consumed at the office space. The Customer shall be liable for any damage occurring as the result of spillage.] 
Cleaning and tidying 
The Customer shall handle all parts of the Premises, their equipment, installations and furniture with due care. 
The Customer shall tidy and clean up after having used equipment, furniture, installations, etc. All items shall be restored to their original position after the Customer has finished using these.
Equipment, IT and network
If computer equipment is available for loan on the Premises, such equipment may be moved to other parts of the Premises, provided that it is returned to its original position after use. It is not permitted to bring any of the equipment outside the Premises. 
The Customer has access to a wireless network. The network shall not be used for any unlawful activity, including any unlawful downloading and/or uploading. It is not permitted to access websites whose contents may cause offence to others.
The Customer should limit the volume of data downloaded out of consideration for the other customers who are using the network. Major downloads shall be avoided during periods of peak traffic on the network.
Electricity
Electricity shall only be used for ordinary illumination, as well as for powering personal computers and minor devices, unless specific permission for other use has been granted in advance by the Provider.
Use of sensor technology
The Provider reserves the right to make use of sensors in the building structure to monitor the use of the property on a general basis, in order to create the best possible user experience for customers. If necessary, the Provider will require the Customer to sign privacy notices, etc. 
Consideration for other customers
The Customer is responsible for contributing to a good working environment on the Premises, and shall show consideration for the other customers. This implies, inter alia, that suitable attire shall be worn and that good personal hygiene shall be maintained. Strong perfume and other products that may trigger allergic reactions in other customers shall be avoided.
One objective is to facilitate networking between the Customer and likeminded people. Networking should take place in the Common Areas in order to avoid disturbance.
Any noise shall be kept at a work-friendly level, such as to avoid disturbing or annoying other customers who use the Premises. This implies, inter alia, that the Customer shall:
Keep telephone ringtones at a low volume.
Refrain from playing music through loudspeakers and keep the sound volume of earphones at a level that does not cause disturbance to others.
Make long telephone conversations in suitable locations such as to avoid disturbing others.
Third parties
The Customer may receive visitors on the Premises in connection with own business activities. 
The Customer’s employees and visitors shall conduct themselves in a business-like manner. The Customer shall ensure that employees and visitors comply with the House Rules.
Duty of confidentiality
Any sensitive information (personal or commercial) which the Customer may come across and which pertains to other customers, or to the employees, visitors or associates of other customers, shall be kept confidential by the Customer.
Other inappropriate conduct
Any other conduct not falling within the scope of the abovementioned House Rules shall not be permitted if it may be characterised as inappropriate. Unlawful conduct shall always be considered inappropriate.
Amendment of the house rules
The Provider reserves the right to amend the House Rules whenever needed, with effect for the future use of the Premises. The Customer will in such case be notified by e-mail or telephone. 
However, the Customer is responsible for staying updated on the House Rules as applicable at any given time.



1

image1.png




image2.png




image3.png
FORUM FOR
NARINGSMEGLERE





