
Moseley Exchange Co-working Handbook

Welcome to the Moseley Exchange, 
here’s some useful information to help 

you get the most of our co-working 
space. 

Background information
Moseley  Communi ty  Development  Trust  is  a 
regis tered  char i ty  (no.1087949)  that  ex is ts  to  lead 
the  regenerat ion  of  Moseley.  We’re responsib le  for 
the  Moseley  Exchange.  You can f ind  out  more 
about  us at  www.MoseleyCDT.com   and 
www.MoseleyExchange.com.

Moseley  has  a long t radi t ion of  suppor t ing  Ar t is ts , 
f ree- th inkers and entrepreneurs.  The Moseley 
Exchange is  a venture  to help  creat ive  people and 
others  who want  to  set  new pro jects  in  mot ion.  Our 
a im is  to  suppor t  the  growth of  a new enterpr is ing 
communi ty  that  wi l l  br ing  soc ia l  benef i ts  to  the 
neighbourhood.

The Moseley Exchange co-working space:  
Co-work ing is  a  g lobal  movement  that  centres  on 
shared spaces  for  people  who work in  a  f lex ib le 
way.  

Our approach to Co-working

Community -  Our  a im is  to  grow a “communi ty ”  of 
workers  that  use the Exchange.  We want  members 
to  feel  that  they ’ re par t  o f  communi ty  and to 
benef i t  f rom mutual  suppor t .

Collaborate -  Through col laborat ion  you real ise  the 
benef i ts  of  co-work ing  and i t ’s  cruc ia l  i f  we’ re 
going  to generate  new ideas.  So,  i t ’s  impor tant  that 
we’ re  honest  wi th each other  and are wi l l ing  to 
share  our  knowledge  and exper ience.  

Think Green -  By work ing  in  a shared space you’ re 
a l ready  help ing  the p lanet .  In  addi t ion,  we want  to 
reduce our  envi ronmental  impact .  So help  us by 
being  considerate  about  pr in t ing,  recyc l ing  and 
energy  use.  

Inclusive -  We would l ike  to inc lude a d iverse 
group of  people  f rom our  neighbourhood.  So,  we 
have a range of  membership  rates and have t r ied 
to  make sure  the space has been designed for  a 
var ie ty  of  users.  

Respect -  This  is  something  we a l l  des i re  and i t ’s 
impor tant  i f  we’ re a l l  to  get  a long in  a shared 
space.   

What we offer 
Membership
We encourage a l l  users of  the Exchange to  become 
a Member.  There  are d i f ferent  types  of  Membership 
to su i t  d i f ferent  needs and budgets.  See the table 
of  Membership  types  and rates (at  the end of  th is 
document)  and p ick one that  su i ts  you.  When 
you’ re a  member  we’ l l  d isp lay  a photo  of  you,  so 
others know who you are.

Non-members
I f  you choose not  to  be  a member,  that ’s  a shame 
but  you’ re  s t i l l  welcome to come in and use the 
fac i l i t ies on a pay  as you go basis  but  you must 
agree to the terms and condi t ions  descr ibed in  th is 
document .  

The day  rates are  under  the membership  opt ions  at 
end of  th is  document .

Opening t imes
We aim to be open 50 weeks of  the year  and we 
wi l l  be c losed Publ ic  & Bank hol idays  and 
Chr is tmas.  

The Moseley  Exchange opening  t imes are as 
fo l lows:

Monday to Thursday  9am to  7pm
Fr iday 9am to  6pm
(These t imes are subject  to  rev iew)

Services

You can use the  Exchange in  a  var ie ty  of  ways 
depending  upon your  membership  s tatus.  However , 
when you’ re  in  the  co-work ing  space there wi l l  be 
access to the fo l lowing:

 A unique work space wi th a specia l  ident i ty . 
 The  Co-work ing space has  Wi-F i
 Storage space for  f i les and fo lders  or 

lockers for  va luable  i tems.  
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 Ki tchen– where you can make your  own 

dr inks  and snacks  or  share  them wi th 
others.  

 Lounge –  for  a more  re laxed meet ing.
 Business  suppor t  serv ices:  copying, 

pr in t ing,  fax,  book-keeping,  meet ing  rooms 
( these are a l l  charged separate ly) .  

 We have lap  tops and other  equipment  to 
h i re;  avai lab i l i ty  of  equipment  could  be 
l imi ted  at  t imes.

 We can’ t  guarantee  that  you’ l l  be able  to s i t 
in  the same place on  every v is i t .  P lease be 
f lex ib le.

 Access  to the  Moseley  Creat ive  Forum 
members  and meet ings  and a range of  other 
events.  

Shared k i tchen
We wi l l  prov ide  tea and cof fee  for  members  but  i f 
you  would l ike  to br ing  a long something  e lse for 
yoursel f  or  to  share p lease do.  

Help in kind
We’re  prepared to t rade t ime in  the Exchange in 
exchange for  people  who of fer  help in  k ind;  may be 
as  a host  or  prov id ing  some technical  serv ice  to 
us.  We we’ re  wi l l ing to l is ten  to your  suggest ions 
for  exchanging  sk i l ls  but  reserve  the r ight  to  say 
no.  

Data protect ion
Your  personal  in format ion  wi l l  be  held and used in 
accordance  wi th the Data Protect ion  Act  1998. 
Moseley  Communi ty  Development  Trust  wi l l  not 
d isc lose  such in format ion  to any  unauthor ised 
person or  body  but  where appropr iate  wi l l  use such 
in format ion  in  carry ing out  i ts  var ious  funct ions 
and serv ices  in  re lat ion  to the Exchange.

Emai l  addresses:  We col lect  emai l  addresses  f rom 
those who voluntar i ly  s ign up for  membership  or 
Moseley  Creat ive  Forum.  We do not  se l l  or  pass on 
these addresses  to any other  organisat ion ,  or  use 
them for  any  other  purpose ourselves.  

P lease note  by becoming a member of  the Moseley 
Exchange you g ive your  consent  for  us  to make 
publ ic  the fact  you are  a Member  of  the  Moseley 
Exchange.  

Feedback from Members

Moseley  Communi ty  Development  Trust  welcomes 
and reacts  posi t ive ly  to  a l l  feedback  f rom Members 
whether  th is  is  in  the form of  ideas,  suggest ions, 
compla ints  or  comments  and wi l l  use  th is  feedback 
to cont inuously  improve our  serv ices.

Contact  us on 0121 449 8585 or  emai l : 
in fo@moseleyexchange.com 

Review of  this agreement  and our charges
We shal l  rev iew the  terms and condi t ions  descr ibed 
in  th is  agreement  a long wi th the membership  rates 
and serv ice  charges  annual ly .  We shal l  g ive pr ior 
not i f icat ion  of  any  changes to our  charges.  
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TERMS & CONDITIONS
Part ies  involved
Member  – th is  is  the person /  organisat ion  who’s 
name appears  on the  appl icat ion  form for 
Membership.

Moseley  Exchange –  th is  is  a business developed 
by  Moseley Communi ty  Development  Trust  (char i ty 
no.1087949) .  

Respect
Moseley  Exchange is  a co-work ing  space and for  i t 
to  operate  wel l  we a l l  need to  respect  that  we’ re a l l 
d i f ferent ,  we a l l  communicate  and work in  d i f ferent 
ways.  So enjoy  the space,  the  var iety  of  people  in 
i t .  

Remember,  some th ings  are  meant  to  be 
conf ident ia l  so keep i t  that  way and respect  other 
people ’s  ideas  (and be aware  of  In te l lectual 
Proper ty  r ights  and copyr ight ) .  A lso,  th ink  of  others 
f i rs t  when us ing  your  mobi le  phone.  I f  you  need to 
take  a cal l ,  you could  use the  lounge area,  ta lk  at 
a level  that  others can’ t  hear  or  leave the  room. 
You could a lso turn your  phone to s i lent  mode 
whist  in  the Exchange.

Membership
We have d i f ferent  types  of  Membership,  choose 
one that  su i ts  you.  Remember,  your  membership  is 
not  t ransferable.  F ind  memberships  at  the  back of 
th is  document

Moseley  Communi ty  Development  Trust  reserves 
the  r ight  to  refuse membership  or  dec l ine  access to 
anybody.

Members  are  not  a l lowed access  to a l l  par ts  of  the 
bui ld ing.  They  should  remain on  the ground f loor 
unless  they  are at tending  a meet ing on the f i rs t 
f loor  or  have been inv i ted  e lsewhere  in  the bui ld ing 
by  a Host  or  member of  Moseley  CDT. 

Guests
Each member  is  a l lowed to br ing  in  up to  2 guests 
for  a meet ing.  You should make them aware of 
ground ru les  and ask  them to  s ign in  at  recept ion.

Non-members
I f  you choose not  to  be a member,  you’ re  s t i l l 
welcome but  you must  pay the  dai ly  charges  for  the 

use of  the fac i l i t ies  and fo l low the ru les. 
Remember  to s ign  in  at  recept ion  f i rs t .

Payment
 I f  you become a member  we ask that  you 

set  up  a Standing  Order  wi th your 
Bank/Bui ld ing  Society  to  The Co-operat ive 
Bank,  Sort  Code 089299,  Account Number 
65073250.

 You need to  ensure  your  f i rs t  payment  is 
made in advance of  your  membership 
s tar t ing.  Subsequent  payments  should 
reach us  by the  25 t h  o f  each month.  

 You can a lso pay  by cheque ,  these should 
be made payable  to Moseley Community 
Development  Trust .

 I f  you pay for  a  whole year s ’  membership  in 
advance we wi l l  g ive  you 10% discount .  

 You need to ensure  that  you pay  any money 
you owe us in  advance of  any deadl ine  we 
set .  

 I f  you’ re  having problems making payments 
or  making  them on t ime you must  get  in 
touch wi th us and te l l  us about  the  problem 
wi th payment .  

 Late payments  or  non payment  wi l l  be 
considered to be  a breach of  th is  agreement 
and wi l l  lead to the  terminat ion  of 
membership.  

Terminat ion of  membership
I f  you act  in  breach of  these terms and condi t ions 
your  membership  may be terminated.  Moseley 
Communi ty  Development  Trust  a lso reta ins  the 
r ight  to  terminate  membership  at  any  t ime at  our 
d iscret ion.  

I f  you wish to terminate  your  membership  then you 
must  not i fy  us in  wr i t ing,  one month  in  advance of 
the date  you wish  to end your  membership.  You 
must  mainta in  membership  payments  up to  the date 
of  terminat ion  and pay for  any addi t ional  serv ices 
used besides  membership.

Any remain ing  balance of  membership  fee wi l l  be 
returned less an  adminis t rat ion  fee  of  5%. 

Health and safety
I t  is  impor tant  that  whi ls t  you’ re  in  the  Moseley 
Exchange you don’ t  do  anyth ing  that  compromises 
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our  heal th and safety  pract ices  or  put  yoursel f  or 
others  at  r isk  of  harm.  

The Kitchen
We ask that  you keep food and dr ink  in  the lounge 
area and do not  leave dr inks  around the 
computers;  we want  to  avoid acc idents.  

A lso,  s ince the  k i tchen is  a shared space,  p lease 
th ink  of  others  and keep i t  c lean and t idy.  

Backing up.
Please ensure  you save your  work regular ly  whi ls t 
work ing  in  the  Exchange.  Moseley  Communi ty 
Development  Trust  has  no l iab i l i ty  for  the  actual 
and consequent ia l  loss ar is ing  f rom the  fa i lure of 
ICT equipment .  

ICT Unacceptable  use 
Moseley  Communi ty  Development  Trust  wi l l  not 
permi t  the use of  the  IT system for  any  of  the 
fo l lowing:

 Any e-mai l  or  web post ing  that  could 
const i tu te  bul ly ing  or  harassment  on the 
grounds of  gender ,  race,  re l ig ion,  d isabi l i ty , 
sexual i ty  or  age,  any  defamatory  or 
f raudulent  s tatement ,  or  any  act iv i ty  that  is 
i l legal .  

 Access  to any  pornographic ,  paedophi l ic , 
rac is t  or  otherwise  of fens ive  mater ia l ,  or  to 
web s i tes which  c lear ly  of fer  such mater ia l . 
Any  member  receiv ing  or  accessing  such 
mater ia l  inadver tent ly  must  immediate ly 
in form the IT  manager ,  and must  co-operate 
fu l ly  in  any measures  necessary  to expunge 
the  mater ia l .

 Part ic ipat ion  in  onl ine  “chat  rooms”  that 
would  damage the reputat ion  of  Moseley 
Communi ty  Development  Trust .  

 Play ing  onl ine  gambl ing.  
 Downloading  or  d is t r ibut ing  in format ion  in 

breach of  copyr ight  wi thout  author isat ion 
f rom the copyr ight  holder .

 Del iberate ly  damaging  our  operat ing 
sof tware  or  subver t ing  the v i rus checker  or 
any  other  secur i ty  measures  we have in 
p lace,  whether  on the  organisat ion ’s 
equipment  or  anyone e lse ’s ,  or  delet ing  any 

act iv i ty  h is tory  recorded automat ica l ly  by 
the computer .  

 Sending  unsol ic i ted  e-mai l ,  s ince spam 
might  be  at t racted.

 IT  equipment  must  not  be  used to suppor t 
any cr iminal  or  any  i l legal  act iv i ty .  

 Sending  e-mai ls  or  other  messages  in 
another  person’s  name or  accessing 
another  person’s  e-mai l  w i thout  thei r 
expl ic i t  consent .

 Representat ion  of  personal  v iews or 
in terests  expressed as being  those of 
Moseley  Communi ty  Development  Trust .

No smoking
The Moseley  Exchange is  a non-smoking  area.  I f 
you want  to  smoke you can use the  cour tyard.  

Things you must not  do whi lst  in the Exchange:

 Break our  ground ru les.
 Fai l  to  make payments  on t ime.
 Compromise  our  heal th  safety  pract ices.
 Fai l  to  comply  wi th our  ICT unacceptable 

uses  pol icy.
 Fai l  to  fo l low reasonable  requests  f rom us.
 Al low or  cause any change to  our 

te lecommunicat ions  equipment
 Corrupt  /  damage our  Wi-F i ,  sof tware  or 

hardware
 Stop us f rom operat ing  our  premises
 Do anyth ing  that  could  breach our  publ ic 

l iab i l i ty  cover .
 Block  any par t  o f  the  Exchange or  leave i t 

unt idy
 Br ing  animals  in  to  the  Exchange (except 

Guide  or  hear ing  Dogs) .
 Put  up s igns  and not ices  wi thout  our 

agreement .
 Play  music  at  a level  so  i t  becomes a 

nuisance to  others us ing  the  Exchange.  
 Del iberate  damage to  furn i ture,  equipment 

or  the fabr ic  of  the bui ld ing  wi l l  lead to 
Moseley  CDT recover ing  the cost  f rom the 
member  responsib le.

 Part ic ipate  in  any i l legal  act iv i ty  or  commit 
any  cr iminal  act  on the  premises.

 Act  in  a way that  Moseley  Communi ty 
Development  Trust  considers  to  be harmful 
or  det r imenta l  to  the  in terests  or  reputat ion 
or  operat ion  of  the Trust .  
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