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Welcome to DeskLodge, our community and – a better way of working!
We strive to ensure our spaces are productive, safe, and fun.

We have guidelines to helps us make sure you’re geared up for your most productive working day, 
and so the space can operate smoothly.

Being a user of DeskLodge, you are consenting to comply with all the below and 
also can view our Privacy Policy.

We see this as a 2-way relationship and always value any and all feedback.

#stayproductive 

Being a DeskLodger

Please be a great DeskLodger so everyone can enjoy and get the most from the space.

 - You agree not to conduct any activity which we perceive as hateful or that may make others uncomfortable. Conversations you would 
hear in a pub may not be considered ok by us in a close-knit community.

 - Racism and sexism is not acceptable

 - We hold weekly onboarding sessions at every location which we want every new DeskLodger to attend. This is the best way to learn 
the ropes, meet the team and ask any questions. Check with your location to see when the sessions are held.

 - Don’t move furniture without agreeing with the DeskLodge team - including swapping chairs.  This is for a number of reasons 
including health & safety.

 - You are responsible for the language and conduct of your team and guests.

 - Please help keep the space tidy, don’t leave mugs etc. on your workstation when you leave. Please take them to the kitchen area and 
pop them in a dishwasher and recycle where possible, recycling bins are on each floor.

 - No hot or smelly food in shared places outside of the kitchen areas. This includes meeting rooms where other people would inherit 
your smells! Please eat in the kitchen or over flow areas as directed by the DeskLodge Team.

 - Please take care using the kitchen equipment and cutlery. 

 - Coffee machines/kettles can be a hazard if not used with care.

 - No cooking equipment on the premises of any type without prior agreement. In particular, no toasters as these cause many 
fire alarms to go off!

 - The kitchens are for today’s food not storage. We will bin anything out of date, uncovered or apparently abandoned. Fridges are 
checked and cleared Friday afternoons. 

 - Drop in booths are for 2+ people and are for 60-90 minute sessions. 

 - You may not leave belongings on any workstation to reserve or leave unattended for longer than 15 minutes. We may remove and 
securely store items if found in breach of this to not cause inconvenience to someone who needs/want to work.

 - Meeting rooms or phone booths must be booked for speakerphone, group video / conference calls, louder meetings and similar 
activities which are likely to disrupt people working nearby. You will be asked to stop if having a loud shared call in anywhere that’s 
outside of your office or a meeting room.

 - We have communal printers and shredders at each location. Please use them fairly. For larger print quantities we charge 5p for black 
and white, 10p for colour. 
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 - Phone booths are provided for phone calls, but please don’t sit in one all day.

 - Sales calls are disruptive and must not be made from shared areas and must be done from phone booths.

 - Headsets do not make you invincible nor quieter, but we do recommend you use them while in the shared spaces.

 - We reserve the right to bar guests or members of your team if they do not abide by our expectations of conduct at our absolute 
discretion. This does not affect any bills due to you and no refund will be made.

 - All of this applies to you, your team members and your guests

 - We have lockers at our locations. They may be included with your membership and if not, they are £10 plus VAT a month. Ask the 
DeskLodge team at your chosen location to set up using a locker, please don’t just take one over as it could be someone’s

DeskLodge account

Setting you up correctly.

 - All DeskLodge users, unless you are a guest or visitor will have access to the DeskLodge system and a user profile, which you must 
validate on joining DeskLodge.

 - Valid payment details must be added on signing up to DeskLodge before receiving a card and using us.

 - From your account you can upload a picture, great for helping us know who you are, add your social feeds (your choice), and add 
other info to show who you are to our community.

 - You can also book meeting rooms, log guests and view your charges and invoices from your account.

Access cards

So you can come and go to your chosen DeskLodge.

 - Access cards are provided for all DeskLodgers. Resident DeskLodgers may receive a second access card for of out of hours use. 

 - You must use the door readers to tap in and out on every visit to DeskLodge and use.

 - You are responsible for your cards. You must report lost or stolen cards as soon as possible to the DeskLodge team. You are 
responsible for any usage of your card until this is reported. This includes when members of your team leave you. 

 - Cards are named to a user and are not transferable.

 - All cards must be returned when a membership ceases.

 - DeskLodge will bill for any lost, out of hours building cards. This charge will depend on the DeskLodge you are based in. Ask the 
DeskLodge team at your chosen location for the Building Management’s fee for loss of a building card. DeskLodge also reserve the 
right to charge £5 for a replacement DeskLodge card. 

Bills, memberships & ad-hoc items

We try to keep everything easy and hassle free.

 - We send notification of all billing items via email. It is your responsibility to ensure you receive and read these emails. You can also 
view all billing and usage activity by logging into your DeskLodge account under the bills header.

 - Each company has a designated bill payer. The bill payer is responsible for all charges incurred by your named staff under your 
company. Also all guests and visitors under your name/company will be charged to your account. The bill payer has full admin access 
to view all company invoices/charges via there DeskLodge login.
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 - To add/remove a new staff member to your company/team and to ensure the correct/selected package/membership is set up, we 
require an email from the bill payer/office manager from an email address registered on our system. We will then process the request 
and you will receive a confirmation email when complete.

 - Hot desking packages can be cancelled at any time. If you wish to cancel before your next renewal date and not be charged, ensure 
you cancel the membership from your DeskLodge account with 48 or more hours notice to ensure the payment is cancelled.

 - Memberships are for named people and are not transferable.

 - Payment to DeskLodge constitutes acceptance of these terms.

Payments

So we can pay the bills.

 - You must add payment details to your account prior to entry and using DeskLodge - even if you have been given a free period 
or offer.

 - We use GoCardless for Direct Debits and Stripe for debit and credit cards. They store all bank and card details, not us. None of 
our staff have access to your details via these platforms (Which we may change from time to time). View our suppliers terms and 
conditions on their website. 

 - We reserve the right to charge £20 per failed payment or per day for any sum of money that accrues and is owed to DeskLodge. 
Repeat offenders may have their membership terminated. 

 - We reserve the right to refuse access to anyone or any company with an outstanding debt.

Opening times

So you know when you can work.

 - The standard opening hours for the business are Monday – Friday 8.30am - 6pm. DeskLodge always staff the space within these core 
office hours. We are closed for all Public Holidays. For seasonal hours, please speak to the team on the ground at your chosen location.

 - Residents with DeskLodge - being a fixed desk, personal pod or private office user only, receive extended hours of access. This 
may vary per location so please check with the locations Centre Manager for the access hours at your chosen DeskLodge. For this 
additional access, procedures may need to be followed and these users will be briefed as part of the onboarding process. Anyone 
not on our system as a resident cannot for any reason be in the space outside of these hours.

 - We reserve the right to refuse anyone access if we feel any rules have been breached or are in danger of being breached

Guests & Visitors

We love that you bring your coworkers here.

 - Guests and visitors are charged at £3 an hour + VAT. All guests and visitors must be signed in on arrival and signed out when leaving. 
You can use the DeskLodge system to log expected guests. To sign out and ensure correct billing please escort or ask your guest/
visitor to inform the reception team when leaving so they can be signed out correctly.

 - Guests, visitors, meeting room users are treated as a hot deskers and are only permitted access within our standard core 
business hours.

 - To clarify people who work with you or work at another office but are not registered with DeskLodge and do not have the named/
relevant access cards are classed as guests.

 - You must accompany and be responsible for your guests at all times while in the space. This includes all aspects of safety, conduct 
and responsibility for any damages caused.
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 - On arrival they must go to the designated reception and not direct to your office or any other part of the building even if they are a 
repeat visitor. This is for health and safety and to ensure correct billing. 

 - If you want a frequent visitor to have their own access card, they can sign up themselves as part of your team and we will happily 
provide an access card.

 - People attending an event/workshop you have booked or arranged, are treated as your guests.

Meeting rooms

Meetings are really important and we want you to have your very best ones here.

 - Cancelling a meeting room may mean another DeskLodger has missed out (and we lose that income). All meeting room bookings are 
subject to our cancellation policy - see www.help.desklodge.com External-link-alt

 - Cancellation policy – we have different types of memberships which means we have 2 versions of the cancellation policy. Via your 
members portal and when booking a room, you will be able to view the cancellation terms. But for a quick guide if you’re a resident 
with us and cancel your booking with 48+hrs notice, you will receive the full sum back as credit. On less than 48hrs notice you will 
receive 50% back as credit. Hotdeskers and PAYG users if you cancel your booking with 48+hrs notice you will receive 50% back as 
credit, any less than 48hrs notice no credit is returned.

 - To cancel a meeting room booking you must do so via your login and DeskLodge account.

 - We must ensure a smooth handover between bookings. Meeting room bookings are to finish 5 minutes before the end of the booked 
time. We want everyone to have a timely start. So an hour booking is 55 minutes of meeting time. If you require the room for a full 
hour, please when making the booking add an additional 30 minutes. 

 - You are expected to leave meeting rooms as you find them and remove any dirty mugs etc. that you have used.

 - Meetings must not exceed the stated capacity on booking. Capacities have been set for health and safety reasons and to ensure you 
and your guests are comfortable. If you are over the advertised room capacity you will be asked to leave the room.

 - You/your company, may be billed retrospectively for ad-hoc use of meeting rooms – Please don’t jump into a room if it seems 
available without speaking to a member of the DeskLodge Team.

Stay connected

We want to be one big happy family.

 - We have a monthly newsletter for each DeskLodge location. Great for keeping up with news and events. To be added to the 
subscriber list please ask the DeskLodge team at your location.

 - We have a members slack group so members can easily stay in touch. To be added to the chat please ask the DeskLodge team at 
your location.

 - We have blackboards full of information about your chosen DeskLodge, usually found in the kitchen spaces.

IT

Keeping it quick and friendly.

 - No independent networks: You should not need your own connections. If you do, you must get our agreement first.

 - No independent wi-fi: To avoid slowing the wi-fi down for everyone with competing signals, you must not have your own wi-fi 
network without prior agreement from the operator. This includes using your phone as a hot-spot and printers (Which may be turned 
on by default). We may block non-approved wi-fi automatically.
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 - Large files: Please try and be a good neighbour. Please use wired connections and out of hours if you need to transfer large files.

 - No spam: You must not send spam emails or messages from our network as this will damage the reputation of our IP address

 - No hacking: You must not interfere with or attempt to interfere with the network or any other user’s equipment

 - No offensive content: You must only use our IT for purposes legal in the UK. You must not transmit any form of offensive content 
including pornography, hate speech of any kind and unlicensed file sharing

 - Viruses and malware: You must try not to distribute any. We cannot be responsible if you catch anything here.

 - Disrepute: You must not do anything to unfairly damage our brand

DeskLodge address use

Put your business on the map.

 - We offer Virtual Office packages for anyone/company to use us as either a – Business address, registered address, forwarding 
address or a combination of the 3. The packages are all viewable online at www.desklodge.com/virtual-office External-link-alt

 - To use DeskLodge as an address a VO package must be purchased and set up. This includes the signing of a separate licence 
agreement and Anti Money Laundry checks being completed before use.

 - Examples of why you’d use us and need a Virtual Office package are for using us as a registered office address, on your website, 
email signatory, business cards, Google maps and so on.

 - Any post/mail received to someone or a company without a Virtual Office licence may be returned to sender and we take no 
responsibility for missed/uncollected items and use of our address anywhere without our consent and an active Virtual Office 
agreement in place will be reported to the relevant authorities. 

 - Please note registered offices are a complex job with legal requirements and responsibilities to reduce fraud.

Under 18’s/children

We want to be welcoming but have to remain a productive workspace.

 - We love work experience and realise that 16 & 17 year olds work and we’d like to help. Unfortunately, as a shared environment, this 
is only allowed for residents within private offices only. Under 18s may not be signed up as hot deskers or fixed desk users nor be a 
guest/visitor of a hot desker or fixed desk user.

 - As a private office resident, If you employ anyone under 18, you are fully responsible for them and we must be notified in advance in 
writing. Examples of where they need to be guided/accompanied include the coffee machine (the law treats under 18s differently), 
and visits to the bathroom. They also cannot be in the building out of our standard core office hours 8.30am – 6pm.

 - Children & minors are not permitted nor insured to be in DeskLodge. Brief visits may occasionally be allowed but you must speak to 
the DeskLodge team in advance and this will then only be at the DeskLodge team’s absolute discretion - but you are responsible for 
every aspect of their safety and they must not interrupt people working. We love the fact you feel comfortable to bring children in, but 
we must remain a super productive space for all.

 - Anyone who looks under 25 may be asked for ID at any time - especially when collecting a card and refused entry suitable proof 
cannot be provided.
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Pets/animals

 - You come here so the cat isn’t crawling over the keyboard.

 - Under no circumstances are any pets/animals allowed into any areas of the space or building. We have many different and wonderful 
DeskLodgers and some may have allergies, fears and even though we’re quirky, we are for humans only. There is no DeskLodge for 
pets yet…

Substances

Let’s keep it respectful.

 - We sometimes allow alcohol on-site. You must not be Intoxicated.

 - Drugs are not allowed on-site and any incidences may be reported to the police without warning

 - Smoking and vaping are strictly forbidden indoors including in the toilets

Health and safety

Keeping you and the space safe.

 - Please adhere to all the safety procedures implemented by the DeskLodge team and building management at your chosen 
DeskLodge location.

 - Fire and evacuation procedures can be found online on your DeskLodge locations page.

 - Anyone not following this procedures may be asked to leave.

Privacy policy

Who we are.

 - This privacy policy governs how Desklodge Ltd handles personal data. Desklodge Ltd is a company registered in England and Wales 
(company number 06390957) with a registered office at DeskLodge House, Redcliffe Way, Bristol, BS1 6NL. 

 - When you use our services, you’ll share some information with us. We want to be upfront about the information we collect, how we 
use it, who we share it with and the choices we give you to control, access and update your information. 

 - For the purposes of data protection legislation, we are the data controller of your personal data. We are registered with the 
Information Commissioners Office in the UK with reference number ZA077874. 

 - Please read this privacy policy carefully in conjunction with our Cookie Policy. 

 - Questions, comments and requests regarding this privacy policy are welcomed and should be sent to privacy@desklodge.com External-link-alt



DeskLodge User Policy · Last Updated November 2019 Page 7

Summary

 - We keep to a minimum the information we hold about you

 - We use your data to provide our services to you, respond to your enquiries, manage our relationship with you, meet our legal 
obligations, and improve our website

 - We delete your data when it is no longer needed for these things

 - Generally, we do not give your information to third parties, but there are some exceptions

 - You have lots of privacy rights

 - We take security seriously

 - We are happy to answer your questions about any of this

The personal information we collect and use

Information collected by us

We ensure that your privacy is respected at all times and our primary goal is to improve upon and make sure our services are relevant for 
all our users, while also ensuring that personal information of all users is respected and protected.

Billing Contacts and Members

We process data relating to those individuals or organisations who pay for Desklodge services (“Billing Contacts”) and those individuals 
who are employed by, work for or who contract with Billing Contacts (“Members”). Sometimes we obtain the contact details of members 
through their employer under the lawful basis of legitimate interests. In the course of providing you with a workspace we will have your 
personal information. For example: 

Contact Information: when you register for an account we collect your first and last name, username, password and email address.

Usage information: we collect usage information about you whenever you access Desklodge with your access card. We also collect 
information about how you use our wi-fi. 

Device and browser data: we collect information from the device and application you use to access your account. Device data mainly 
means your IP address, operating system version, device type, system and performance information, and browser type. If you are on a 
mobile device we also collect the UUID for that device

Log data: our web servers keep log files that record data each time a device accesses those servers. The log files contain data about 
the nature of each access, including originating IP addresses, internet service providers, the files viewed on our site (e.g., HTML pages, 
graphics, etc.), operating system versions, device type and timestamps.

Billing information: we require Billing Contacts to provide billing details, a name, address, email address and financial information 
corresponding to your selected method of payment (e.g. a credit card number and expiration date or a bank account number). We use a 
third party payment gateway to collect, store and process billing information. We do not store this information and all payment pages use 
TLS technology.

Guests

As part of our service, we would expect our Members to utilise our meeting space and there may be occasions where guests are invited 
into the office space. Guests are required to sign in to the building by providing their first name and surname. 
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How we use your personal information

We process personal data about you:

 - with your consent; and/or

 - to fulfil our contractual responsibility to deliver the services to you; and/or

 - to pursue our legitimate interests of improving the services we offer and developing new service features; and/or

 - to comply with a legal obligation

Category of personal data Purpose for processing Legal basis for processing

Contact information and ID We use your contact information to:

 - provide you with office facilities

 - bill you for your use of the office facilities

 - to send you service related emails relating to your 
membership

 - provide you with support 

 - send you information relating to news and events

 - perform anti money laundering checks

 - to ask you to carry out surveys so you can let us know 
how we’re doing

Fulfilment of a contract

Legitimate interests 

Legal requirement

Usage information We collect information about your wi-fi usage so that we can 
monitor its speed and any abuse. We also log information 
relating to access cards to monitor activity. 

Performance of a contract

Legitimate interests

Device and browser data We use device and browser data to troubleshoot problems 
with our service and to make improvements to it, or to 
customise the interface for that device. We also infer your 
geographic location based on your IP address for abuse 
purposes. 

Legitimate interests

Legal requirement

Log data We use log data for many different business purposes which 
include:

 - monitoring abuse and troubleshooting.

 - Creating new services, features, content or make 
recommendations 

 - Tracking behaviour at the aggregate/anonymous level to 
identify and understand trends in the various interactions 
with our services

 - Fixing bugs and troubleshooting product functionality.

Legitimate interests

CCTV images To prevent and record any criminal activity to promote a safe 
working environment for everyone.

Legitimate interests
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Sharing and transferring your personal information

We may share your information or data with trusted third parties who help provide certain aspects of our 
services. In particular, we engage third parties to:

 - facilitate customers in making credit/debit card payments

 - help us track website conversion success metrics

 - log any errors and issues with our website

 - provide accountancy services to us

 - keep you connected with us 

We enter into confidentiality and data processing terms with our partners to ensure they comply with high levels of confidentiality and 
best practice in privacy and security standards and we regularly review these standards and practices. 

We also share information or data in order to:

 - meet any applicable law, regulation, legal process or enforceable governmental request

 - enforce applicable policies, including investigation of potential violations

 - defect, prevent, or otherwise address fraud, security and technical issues

 - protect against harm to the rights, property or safety of our users, the public or to us and/or as required or permitted by law

We may transfer your personal information to third parties which are located outside the European Economic Area (EEA). Any transfer 
of your personal information outside of the EEA will be subject to a European Commission approved contract as permitted under Article 
46(5) of the General Data Protection Regulation that are designed to help safeguard your privacy rights. 

We will not otherwise transfer your personal data outside of EEA or to any organisation (or subordinate bodies) governed by public 
international law or which is set up under any agreement between two or more counties. 

If you would like more information about who we share your personal information with, please contact us. 

Retaining your personal information

We will hold on to your information for as long as is needed to be able to provide the services to you.

If you hold an account with us we do not delete the data in your account unless you haven’t used your account for 2 years or more, 
unless retaining the data is required for tax purposes. Otherwise, you are responsible for and control the time periods for which we retain 
your data. There are controls in your account where you can delete data. 

If reasonably necessary or required to meet legal or regulatory requirements, resolve disputes, prevent fraud and abuse, or enforce our 
terms and conditions, we may also keep hold of some of your information as required, or it is no longer needed to provide the services to 
you. 

Keeping your personal information secure

We have appropriate security measures in place to prevent personal information from being accidentally lost or used or accessed in an 
unauthorised way. 

We limit access to your personal information to those who have a genuine business need to know it. Those processing your information 
will do so only in an authorised manner and are subject to a duty of confidentiality.
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We also have procedures in place to deal with any suspected data security breach. We will notify you and any applicable regulator of a 
suspected data security breach where we are legally required to do so.

If you want detailed information from Get Safe Online on how to protect your information and your computers and devices against fraud, identity theft, 
viruses and many other online problems, please visit www.getsafeonline.org External-link-alt. Get Safe Online is supported by HM Government and leading 
businesses.

Control over your personal information

Under the General Data Protection Regulation, you have a number of important rights available to you for free. In summary, those include 
rights to:

 - be informed about how your personal information is being used (hopefully this privacy policy explains it all)

 - Access the personal information we hold about you

 - Request that we port elements of your data to another service provider

 - Request us to correct any mistakes in your information which we hold

 - Request the erasure of personal information concerning you in certain situations

 - Receive the personal information concerning you which you have provided to us, in a structured format 

For further information on each of these rights, including the circumstances in which they apply, see the Guidance from the UK 
Information Commissioner’s Office (ICO) on individuals rights under the General Data Protection Regulation External-link-alt.

If you would like to exercise any of these rights, please:

 - email us at privacy@desklodge.com External-link-alt;

 - let us have enough information to identify you; 

 - let us have proof of your identity and address (a copy of your driving licence or passport and a recent utility or credit card bill); and

 - let us know the information to which your request relates.

How to complain

We hope that we can resolve any query or concern you raise about our use of your information. If you are not happy with how we 
manage your personal data, you have the right to lodge a complaint with a supervisory authority. The supervisory authority in the UK is 
the Information Commissioner who may be contacted at www.ico.org.uk/concerns External-link-alt

Changes to this privacy notice

This privacy notice was published on May 2018 and last updated in August 2018.

Any changes we make to this notice will be posted on this page. 

How to contact us

Please contact us if you have any questions about this privacy notice or the information we hold about you.

If you wish to contact us please send an email to privacy@desklodge.com External-link-alt.
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