
THE COWORKERS 
GUIDE TO BEING 
AWESOME

CONNECT WITH US ON SOCIAL 

FACEBOOK :  COMMON  GROUND  COWORKING  

TWITTER :  @COMMONGROUNDNL   

INSTAGRAM :  @COMMONGROUNDNL  

Welcome to Common Ground Coworking, we are 

excited to have you join our community of 

entrepreneurs and innovators! To help you get 

comfortable in the space, we put together this 

welcome packet!  

We ask that all members join our slack channel 

which you will receive an invite to shortly (feel free 

to introduce yourself after joining!) It’s where we 

communicate things like disruptions to operations, 

important information about the space and 

member only events! You can also join our 

Facebook group " Common Ground Coworkers 

Unite!" which includes members both past and 

present where some of these things are also 

communicated. 

WELCOME

INCLUSIVITY:
Common Ground endeavors to be an open and 

inclusive space to all members and external guests. 

Our Member Policies clearly dictate our policies on 

discrimination and harassment of all kinds, 

including that of race, colour, religion or creed, 

national origin, gender, gender identity, sexual 

orientation, age, and ability*. 



Our building can be accessed by members only on a 24/7 basis through the Kisi application, if you are to end 

your membership, your access will be revoked at the end of your billing period, we do require a month's notice 

for cancellation.  

The instructions to answer the doorbell are beside the door, if you are the one to answer, we ask that you wait 

by the door until the person enters the space. Ask if they are here to meet someone, if they are, then you can let 

that member know. You can instruct them to wait in the designated waiting area in the front. If it is the mail, you 

can leave it behind the front desk for staff to distribute. If you are welcoming guest(s) into the space for a 

meeting, it is your responsibility to ensure they follow the rules of the space and leave after the meeting 

concludes.  

For added security, members are welcome to rent a cubby (lock not provided). You can contact: 

Hello@WorkAtCommonGround.com to arrange for a rental.  

SECURITY:

ROOM RENTALS:
Depending on your membership, you have room booking hours allocated to you which can be booked online 

through your Cobot account. These hours can be used to book: 

Bannerman Park Room - Holds 2-4 seated, has a TV screen, whiteboard and optional hammock.  

Bowring Park Room - Holds 8-10 seated, has a white board and a TV screen with Apple TV hookup. 

Duckworth - Our largest meeting room holds 10-16 seated and has a projector / pull down projector screen.  

Any room bookings must be cancelled online at least 2 hours in advance to avoid the hours being deducted 

from your account. We do offer a 15 minute lateness grace period, after which time, other people may use the 

room.

EXPECTING MAIL?
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Our front desk is staffed by volunteer energy exchangers Monday to Friday from 9am-12pm and 1pm-4pm; 

they are problem solvers and will be happy to answer any questions you may have!  

STAFF: 

MELISSA

CHELS

KAYLA

Melissa is our Supervisor of Membership Sales & Service. Melissa keeps 

the space running smoothly! Have questions about your membership or 

billing? Have a suggestion on ways we can improve our space? You can 

contact Melissa by emailing: melissa@workatcommonground.com 

Chels is our Community Coordinator; this means coordinating our social 

media presences, handling in house design needs, managing the website, 

putting together information packets like these ones, and of course, 

welcoming you to the space! You can contact her at Chels@ChelsB.com 

Who better to be our Social Coordinator than the founder of St. John's 

Beer Tours? Kayla plans fun events and outings for our members and is 

happy to welcome you to the space! She also manages our locker rentals 

and membership photo wall! Want to have your photo featured on our 

members wall? You can get in touch with Kayla by emailing 

KaylaWalters@gmail.com 



Leave No Trace- As our space is staffed by volunteers, we ask that you kindly clean up after yourself and your 

guests, this includes things like doing your dishes and at the end of the day: pushing in your chair and wiping 

off any surfaces you have used. This also means being diligent about throwing away any leftovers you may 

have in the fridge. 

Keep It Green - To help us conserve energy, once you are finished in a meeting room or if you are the last to 

leave at the end of the day, please turn off the lights and turn off the heat / AC. This also means keeping 

windows closed in the summer while the cool air is on. 

Coffee - Finish off the pot? Please consider your coworkers and make a new one. 

Parking - There are four spaces adjacent to the building, the space closest to the building is a drive through 

space, if you block someone else in, please leave your contact information on the whiteboard adjacent to the 

Futurpreneur office; we also have access to the Kirk Parking lot.  All of these spaces are reserved for 

members with a parking pass only. If you are interested in purchasing a parking pass, you can email 

melissa@workatcommonground.com 

Phone Calls - While our space is noise friendly, long phone calls can be disruptive to those working around 

you, we ask that you make use of our phone booths for these times.  

Respect the Headphones - A member using headphones in any of our spaces is a member wishing to remain 

undisturbed. 

Printing - We ask that you be conservative with your printing, printing in black and white / double sided when 

possible and limiting your on-site printing to small jobs (less than ten pages).  

OTHER COMMUNITY GUIDELINES:

THE WIFI PASSWORD
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