
	  

                                                        

 
	  

SCHEDULE “A”  

COOPERATION AND COWORKING POLICIES 

 
The member cooperation and coworking policies have been created to encourage cooperation among the members 
and to promote the smooth operation of The Two Twenty.  
 
Values Statement 
The members of The Two Twenty are committed to using fairness, transparency, respect and flexibility to guide their 
work and interaction. The Two Twenty seeks to go beyond cooperation to a place of true collaboration and 
community. The baseline to achieve this is to recognize that The Two Twenty is not only a physical environment, but 
also a social and psychological one. Everyone needs to feel welcome, comfortable and empowered. It is our shared 
commitment to work towards creating this safe space wherever and however possible. 
 
GENERAL OPERATING POLICIES 
 
Good Neighbourliness 
Consistent with the Value Statement noted above, all members enter into a social contract at The Two Twenty as well 
as a legal contract. You are not required to make friends, meet people or collaborate but our hope is that all of these 
things will happen naturally and that they are part of the reason that you are here. We hope that you will bring your 
positive energy and ideas to our shared environment to help us continually strengthen this community and the value 
of our shared space. 
 
At minimum, you must recognize and be respectful of The Two Twenty as a shared work space. Shift Development 
Inc. reserves the right to terminate the membership or lease of any individual who is deemed to be compromising the 
well-being of other members or the space as a whole. 
 
Common Spaces (lounge, kitchen, shared work spaces, meeting rooms, etc.) 
1. Members should leave common areas as clean as or cleaner than they found them. 
2. Given the large number of people in the common space at anytime, please limit interruptions and respect that 

other people are working in the space. 
3. The kitchen areas of The Two Twenty will require that all members clean-up after themselves and their guests. 

Moreover, it is expected that all members will pitch-in to keep the space clean and orderly. 
4. The second floor kitchenette is not to serve as a cooking kitchen. Please use the main floor kitchen for all meals 

and cooking.  

Meeting Rooms 
When planning and holding your meetings and events in the space, please ensure that you respect the work 
environment of the other members. 
1. Room bookings are scheduled on a first-come first-serve basis. Meeting rooms should be reserved in advance 

using the online scheduling calendar, according to the time frames established in the membership structure.  
2. The Two Twenty reserves the right to assign a different meeting room to a group in order to coordinate the 

multiple needs of the user group and The Two Twenty. 
3. Members will be billed for hours of meeting room usage over their membership amount.  
4. Members can feel free to use the main floor meeting rooms as coworking space when not booked for use. 

Please clean and vacate the premises a half hour prior to bookings to allow members time to set up for their 
scheduled events.  

5. Members are responsible for their own set-up and clean-up of the meeting rooms. 
6. The Two Twenty is not responsible for items left unattended in the meeting rooms. 
7. We ask that members use our dishware and cutlery for events whenever possible in order to reduce waste. 
8. No permanent markers may be used at The Two Twenty to prevent damage to the white boards. 
9. Members may use the meeting room equipment at no charge; however, you are responsible for the safe use of 

the equipment and you are expected to return it in working order. A procedures manual for meeting room 
equipment is available for easy reference. 

 
Hours 
The Two Twenty is open and staffed from 8 AM to 5 PM Monday to Friday. Members working outside of these hours 
will be responsible for the security of The Two Twenty and must ensure that all lights are off and all doors are 
secured before they leave. 
 



	  

                                                        

 
	  

Security 
Each member is responsible for ensuring the security of their individual work space and their equipment. Members 
are also expected to do their best to ensure the shared security of the common spaces. Any member working in the 
space outside of regular office hours assumes responsibility for the security of The Two Twenty. We are all 
vulnerable to a security breach, so it is of the utmost importance that everyone strictly adheres to the Security Policy. 
Failure to do so could result in being asked to work strictly within the regular hours of The Two Twenty operation. 
Please see Shift Development staff if you have any questions about security procedures. 
 
Mailing Address & Event Promotion 
It is a requirement that any events being held at The Two Twenty be promoted using the official logo that is available 
for download online. We also ask that wherever you post your address that you include the words @ The Two Twenty 
to collectively strengthen our brand. This is true for business cards, event promotion, sig files, brochures and other 
places where your address is rendered. Members should also include their specific suite number if applicable. 
 
Internet 
A secure internet network is available to the community under a fair use policy. In situations where excessive internet 
consumption becomes the norm, the lessee will first be given a written warning, followed by a monthly invoice should 
the over usage continue. In such cases, a dedicated internet network for the lessee would be recommended. 
Downloading or uploading of unauthorized or copyright-infringing material through sites such as bittorrents is strictly 
prohibited. 
 
Cleaning 
A cleaning company will provide services twice a week in the common areas and once a month in each of the private 
offices. Members will need to be responsible for garbage, recycling and general tidying during the times between the 
cleaning services. 
 
Noise 
At all times, noise needs to be kept at a reasonable level. A shared environment will never be completely quiet, but all 
members are expected to be respectful of the needs of others. Please be conscious of those around you and their 
need to focus on their work. Our noise policies are as follows: 
1. The Two Twenty is a place to talk, laugh, meet, connect, ramble, introduce, party and engage. 
2. The Two Twenty is not a library. Members should feel comfortable doing what they need and making the noise 

they need to get the work done! 
3. The Two Twenty is not a meeting room. Go ahead and work with others -that's what collaboration is all about! 

But longer and louder conversations should be moved to a meeting room if available.  
4. Turn down ringers and turn off speaker phones. As a courtesy, please turn your cell phone ringers down while at 

your desk. The various ring tones are very distracting. If you expect a long or deeply personal conversation, 
please feel free to dip into one of the meeting rooms if they are not being used.   

5. Be conscious and considerate of your fellow members. Successful co-working requires sensitivity to your impact 
on others. Remember, even though you just finished your big proposal, your neighbour may still have a big 
deadline looming. 

6. Be conscious of cell-yelling. Most cell phones can handle a normal speaking voice! 
7. Embrace and beware the Cone of Silence. Headphones are the best do not disturb signs. Put them on if you 

don’t want to be interrupted. And be respectful of those wearing headphones. 
 
Walking our Talk 
Wherever and whenever possible we will practice an environmental/fair trade/local/equity procurement policy. It is 
expected that all members and their guests will take all actions to ensure that we maintain our high standard of 
environmental sustainability, 
 
Conflict Resolution Process 
If a member has a problem with the actions or behaviours of another member, she or he must first try to resolve the 
problem directly with that person or group. If the problem persists, the member will be asked to put the complaint in 
writing and address the note to a member of The Two Twenty staff team who will review the complaint, speak with 
both parties, and propose a solution. This solution must be followed; if the problem persists, The Two Twenty may 
choose to terminate the membership and lease of either party based on its best judgment. The Two Twenty is 
committed to ensuring fairness, transparency, accessibility and accountability in the conflict resolution process. Our 
hope is that all members will show flexibility, compromise and respect, and that we can work collaboratively to 
address and concerns. 


