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House Rules and Guidelines

Opening Hours: 09:00 am - 7:00 pm weekdays

Out of hours and weekend access privileges for long termm members

Dear member,

We are excited that you are joining our spaces and our community and we want to ensure everyone
has an enjoyable and productive experience. Here are our house rules that you should get familiar
with so we can create a collaborative and harmonious environment for all:

1. Respect and Kindness:

- Treat everyone with respect, kindness, and empathy. We celebrate diversity and embrace different
perspectives;
- Be mindful of noise levels and avoid disruptive behaviour that may disturb others.

2. Cleanliness and Organization:

- Help us keep our space clean and tidy by cleaning up after yourself. Let's maintain a clutter-free
and welcoming environment;

- We have recycling bins in the kitchen area, please separate accordingly. We want to save our
beautiful planet;

- On Saturdays we clear the fridge to keep everything fresh and clean so make sure you don't forget
to take your food with you;

- If you use any shared resources or equipment, please return them to their designated spots after
use;

- In case you are the last person to leave the space, please check if the lights and air conditioning
are off, and that doors are securely closed behind you (specially the main entrance door).

3. Collaboration and Networking:

- Embrace the spirit of collaboration by fostering a supportive and inclusive atmosphere. Engage
with fellow coworkers, share ideas, and offer assistance when possible;

- Respect others' privacy and avoid excessive interruptions, but don't hesitate to strike up a friendly
conversation during appropriate times.

4. Check-In Procedure:

- It's important to check in upon arrival at our workspace. Please sign in at the reception or use our
designated check-in system to notify our staff of your presence;

- Checking in helps us maintain accurate records, ensure security, and keep you informed about
any important updates or announcements;

- Member's Guest Policy: Members are welcome to bring guests, but please make sure to inform
the community manager prior to their arrival and register your guest at the front desk when they
arrive. Guests are subject to the same house rules as members and must respect the space and other
coworkers;

- Please make sure the entrance door is closed at all times.

5. Personal Belongings:

- While we provide lockers and secure storage options, please keep an eye on your personal
belongings. We cannot be held responsible for any lost or stolen items;

- Remember to label your belongings to avoid any confusion or accidental borrowing.
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6. Meeting Rooms and Conference Spaces:

- We offer meeting rooms and conference spaces for collaborative work and client meetings.
Please book these spaces in advance at the reception and be mindful of others' scheduled bookings;

- Clean up the meeting rooms after use, ensuring they are ready for the next occupants.

7. Food and Beverages:

- Enjoy your favourite snacks and beverages in designated areas. Let's keep our workstations clean
and free from any food-related messes;

- Be considerate of others and avoid strong-smelling foods that may disturb fellow coworkers;

- As for food delivery couriers, services like Glovo, Uber Eats, and similar platforms, we kindly
request that they are all received outside the office premises.

8. Connectivity and Technology:

- Make the most of our reliable internet connection and other tech amenities. Feel free to reach out
to our support team if you encounter any technical issues;

- Be mindful of bandwidth usage during peak hours, as it ensures a smooth online experience for
everyone.

9. Events and Community Activities:

- We host various community events and activities to encourage networking and knowledge
sharing. Join in the fun and contribute to our vibrant coworking community;

- If you're interested in organising an event or have an exciting idea, feel free to reach out to your
community manager.

10. Feedback and Suggestions:

- We value your input! If you have any feedback, suggestions, or concerns, please don't hesitate to
share them with your community managers. We're always striving to enhance your coworking
experience;

- You can also join us on slack “Heden Lisboa” to keep up to date with all announcements and
events agenda regarding Heden workspace.

By implementing these rules, we can ensure the safety, security, and smooth functioning of our
coworking space. Thank you for your cooperation and understanding in adhering to these guidelines.
Your community manager is always ready to assist you, so don't hesitate to ask for help.

Thank you,
The Heden Team



