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You are now a WingSpace 
Member!  
Orientation to Our  
Coworking Community 
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Dear New Member,  
 
It was November 2016. I was sitting in my home office dreaming of a way to collaborate with other work-
from-home people like me. Then this crazy idea came to me that I should open a coworking space for ALL 
the independent professionals in the Prescott area who were tired of working from home along - like me. 
 
Truth is the pain and frustration of working from home for more that 20 years while feeling lonely, isolated 
and distracted every day had become much bigger than my fear of public speaking. I never thought that 
would be possible. For the following 17 months I set out to find independent professionals in the area who 
were tired of working alone as well. WingSpace opened in a 3,000 sq. ft. space on April 2, 2018. 15 people 
signed up as founding members. And a year later we had expanded to 4,500 sq. ft. of space with 40 
members that make up our amazing community! And there’s plenty of room for more. 
 
WingSpace is a member based work place where you will be surrounded by a variety of different members 
for you to get to know and in return you’ll make lifelong friends and receive help when you need it.  
 
Here is a reminder of our community values. These values guide decisions and you’ll be an active part of 
shaping us as we move into the future.  
 
BE yearning for interaction 
BE willing to introduce yourself, make friends and help 
BE ready to participate in planned and impromptu events 
BE willing to forgive and ask for forgiveness when needed 
BE eager to help everyone feel proud of our space and the people in it 
BE prepared for abundance (work, laughter, goodwill, and more) 
 
Love, Melanie 

 



+
We believe 
coworking happens 
anytime two or more 
people gather with 
the intention to create 
shared value for one 
another.  

 

How Membership Works  

The space is NOT 
the point,  
the people ARE.  

Membership at WingSpace is a full contact 
sport. We’re here for EACH OTHER and the 
desks and building are merely a useful place 
for us to gather. The physical space itself is 
NOT the point, the PEOPLE ARE. To that end, we 
DO exist in the physical world with parameters 
and tools that help us manage ourselves. 
 
We’re about building a culture that is a bit 
unconventional, and filled with people who are 
thinkers, doers, and idea makers. 
 
We encourage a comfortable, relaxed, and 
supportive environment. We realize that 
WingSpace is not a good fit for everyone and 
we’re ok with that (not offended at all). There 
are an array of other business organizations 
and groups - all with differing missions, values 
and cultures. We’re happy to recommend other 
organizations, groups or office spaces that may 
be a better fit. 
 
 



+ HOW TO MANAGE YOUR MEMBERSHIP 

 

You can do the following things by logging into your 
WingSpace account:  
 

• Install your WingSpace Keys App on your phone  
• See your invoices 
• Change your membership plan  
  (upgrade or downgrade) 
• Edit your address or change your payment  
  method. 
• View the Reservable resources calendar 
 

We have four reservable spaces at WingSpace: The 
Zephyr, The Constellation, The Vortex, and The 
Cloud Cafe. Each member receives meeting room 
credits each month based on their membership 
level.  Credits do not accumulate nor do they 
transfer to the following month.  
 
Meeting room credits are valid during regular 
business hours M-F 9am-5pm. After your credits are 
used up the cost is $20/hr  (member price).  
Non-members and all other members pay $35/hr. 

n  • See the conference room calendar and book a 
conference room. You can also cancel your 
bookings before they occur. 
  
• Coworkers: see coworkers’ profiles, edit your 
own profile and upload a picture of your face! 
  
• The Proximity Network: You’re membership at 
WingSpace is part of the Proximity Network. If 
you travel you can work for FREE in any of the 
coworking spaces in the Proximity Network 
around the globe. Be sure to check the map for 
locations. 
 
Door Access Keys App 

n  SmartPhone Users: Download the key app from 
the AppStore. Search for and download: 
Proximity Mobile 

n  Android Users: You can find the instructions on 
how to install your Door Access Keys App at: 
www.wingspace.biz/app-setup 

 

Proximity  
Proximity is our membership management tool that you have already used when you signed up for 
WingSpace.  
 
Member Login 
You can find the Member Login link in the upper right corner of the WingSpace Website at  
www.wingspace.biz  - OR -  go to members.wingspace.biz 

 



+ MEMBERSHIPS 
 

 

Business Hours 
Monday-Friday: The front door will be unlocked from 9a-5p. Use your door access key app after hours. 
If you are meeting with a client after hours you will need to meet your client at the front door to let them in. 
Visitors are required to sign in as a guest at the front desk. 
 
Business Phone: (928) 239-5656.   
 
WingSpace Hours 
Our building is accessible 24/7 full-time members and 24 hours M-F for part-time members. You can cowork anytime day or night 
based on the number of days allotted for your membership level.  
 
Do Not Share Your Door Access Key App with anyone.  
If you have guests after hours, meet them at the main door.  
 
Saturday/Sunday:  The front door is locked all day and night. Use your key app to get in. 
 

Where to Cowork in the evenings or on Saturdays and Sundays when there is an Event: 
Sometimes The Cloud Café is reserved for an event.When that happens the Zephyr and the Constellation Rooms will be reserved for 
coworking. 

Memberships at WingSpace are all month-to-month. You are invoiced automatically at the beginning of your  monthly sign up 
anniversary. Your Credit/Debit card is charged automatically on your invoice date. Please adjust your membership BEFORE you get 
your next invoice if you are changing it. 
 
You can cancel please give 10 Days notice so we can make sure you do not get charged for the coming month. Upgrade or downgrade 
your plan at any time.  Be aware that if we are nearing capacity and you cancel or downgrade, you may not be able to re-join or upgrade 
later if we are full. 
 
Membership is based on how many “days” you want to be at WingSpace per week. We do not manage your time or how often you come 
in.  If you are traveling, you can use up your extra days in the same invoice month but they do not carry over into the next month. 

 



+

How To Cowork 

 

You need just a few essential 
things to cowork effectively. 

n  Your laptop + your power cord and any other laptop 
accessories you like to use. 

n  Your cell phone. WingSpace doesn’t have an internal  
phone system since we all just use our own cell phones for 
our own businesses anyway.  

* See phone etiquette further down. 

n  Headphones.  

* See headphone etiquette further down. 

n  A happy, helpful attitude. 

n  A project to work on or your normal daily work routine/to-
do list. 



+

What to do when 
you get to 
WingSpace 
 

 

n  Introduce yourself to your fellow coworkers. Take a moment 
to learn what they’re working on and let them know what 
projects you’re tackling. Begin being wildly productive. 

n  Collaborate with others, ask them questions, offer advice or 
help your coworkers and start building your coworking 
community. 

n  Enjoy our free coffee and relaxed work atmosphere. Any 

questions or problems, ask your neighbor or a Community 
Cultivator. 

n  Get added to our private Facebook Group. 
WingSpace Members 

n  Never lunch alone. Inviting coworkers to join you for food or 
drink is a natural way to get to know everyone a little better. 



+

Work Sprints 

 

Some people are concerned that an open coworking space can 
be too social. And though we do encourage meaningful 
connections and the development of friendships, we do 
understand that you have work to do and we want to make sure 
you have a way to do both. 

n  Work Sprints are designed to give you and your cohorts the 
opportunity to strategically break up social hour and get 
back to work. 

n   All you have to do is suggest a 20 or 30 minute work 
sprint and the others will either join in or get back to what 
they were working on before.  

n  You can focus on cleaning out your email inbox, replying to 
emails, unsubscribing from junk mail, or a creating a social 
media post -- you get the picture.  Something that can be 
done in 20 to 30 minutes.   

n  Grab a ‘Work Sprint’ form from the work sprint box, fill it 
out. 

n  Wrap up with some accountability. 

n  BAM! Celebrate! 



+

Secure Network 
 
and 
 
Temporary Network 
& Password for 
Guests 
 

 

The WingSpace WiFi is a scure network that can only be 
accessed by members. We also use a system called the Cisco 
Meraki, which allows guests to use a temporary network and 
password while attending a meeting at WingSpace. 
 
Temporary Network & Passwords get issued and emailed to 
the member that reserved the meeting room -- 15 minutes 
before a scheduled meeting in any of the reservable meeting 
rooms. Your Guest(s) can log on to WiFi using the temporary 
network/password, which will end when the meeting ends. 
 
Guests/visitors who plan to do any work at WingSpace while 
visiting another member in the Cloud Café can get ONE-Free-
Day-Pass, after that they can get a day-pass for $25/Day or 
they can reserve a Desk-By-The-Hour for $5/hr.(2-hr. minimum 
requirement) 
 
Desk-By-The-Day reservations will issue a temporary 
network and password wich will be valid for the amount of time 
reserved. ADesk-By-The-Day can be reserved through the 
Reservable Resources Calendar just like reserving a meeting 
room at members.wingspace.biz 



+ Navigating The Space 

 

The Nest 

n  The main entrance door brings you into The 
Nest part of the building which includes suites 
A &B.  It’s also where you will meet your 
visitors or clients when they arrive to meet 
with you. 

n  The front desk area is where you’ll find the 
shared printer, mailboxes, and other shared 
resources. 
 
Our community cultivators also work at the 
front desk during their shifts. This is where 
they do their work for WingSpace including 
planning, organizing and implementing 
events, meeting prospective members to give 
them tours of the space, assisting current 
members with questions or helping them with 
equipment in the space, and generally 
keeping WingSpace running smoothly for the 
members.  
 
 

n  The community cultivators are not to be 
mistaken as receptionists.  
They do not answer phones and they are not 
responsible for directing your visitors or 
guests to where you are located. You are 
responsible for telling your clients where you 
will be meeting them inside of WingSpace. 

n  The Nest’s main hallway is where you will find 
two bookable conference rooms, as well as a 
private office, two shared offices, and the 
Member Den.  

n  The Back Hallway 
You’ll find the community wall, lockers, 
bathrooms and shared kitchenette along the 
back hallway. 

You’ve arrived at WingSpace, laptop and phone in hand, ready to work. How do you navigate your new 
workspace? Can you fax a document? Where should you eat lunch? What do you do if, horror of horrors, 
the coffee runs out?! Keep reading and all your questions shall be answered.  
 
We refer to the areas of our building as follows: 

 



+ Navigating The Space 

 
The West Wing 

n  The West Wing is located in suite D, which is 
on the other end of the building just past Salon 
St.Martin.  All of the work spaces in the West 
Wing are for full-time members with offices or 
dedicated desks. The door to the West Wing 
can only be opened by those full-time 
members and staff members. 
 
If you are interested in an office or dedicated 
desk in The West Wing talk with Melanie 

 

 



+ Navigating The Space continued… 

 

The Cloud Cafe 

n  The Cloud Cafe is where the open bullpen 
style coworking area is located.  
 
The Cloud Cafe’ area has a variety of seating 
options - just grab any open seat and get to 
work.  
 
You’ll find the Vortex podcast room in the back 
corner of The Cloud Cafe. 
 
You’ll also find the Nap are by the Vortex in 
the back corner of The Cloud Cafe. You can 
take a quick cat nap whenever your eyelids 
fee l20 pounds. 

3) The Vortex (podcast/consultation room) 
This space can be used to meet with clients or 
with other members.  

If the Vortex is not being used you can pop in to 
use it for a long phone call. 

Of course you can use it to do podcasts, webinars, 
and videos using your own equipment. 



+ Where to Cowork 
 

 
If you need a change of scenery, try coworking at 
one of these locations inside of WingSpace or just 
outside of the space: 

n  The Cloud Cafe has a variety of seating 
options 

n  The front sidewalk has two outdoor tables 
with two chairs at each table. 

n  The picnic table is located on the south side 
of the building near Butte Creek 

WingSpace counts any number of areas as available workstations and depending on our capacity at any 
given time, you may not always get your first choice of seating. Habit is the enemy of change! If you CAN 
work some place that’s not a desk, DO! If you have extra items to store while coworking, use one of the 
‘Day-Use lockers’. You’ll need to check out a lock at the front desk. 
 

 



+
How to Book a Conference Room 

On Your Computer Login at:   

members.wingspace.biz 

 

On Your Smartphone:   

Click on your WingSpace App  

to open your account.  

Or use your web browser to log in  

at members.wingspace.biz 

1. 



+
How to Book a Conference Room 

On your computer: Click on the 

‘Reservations’ tab at the top of the 

page. 

 

On your smartphone: Click on 

the dropdown menu in the upper 

left corner of your phone to see 

the conference room tab. 

2. 



+
How to Book a Conference Room 

Click the ‘BOOK NOW’ button 3. 



+
How to Book a Conference Room 
Login at Members.wingspace.biz 

Click to choose your time on the timeline 
Click and hold the three dots (handles) on the 
blue box to adjust the time on the timeline

1
2

3

Log in to your account at:
members.wingspace.biz

4

5

4. 



+
How to Book a Conference Room 

5. 



+
How to CANCEL  
a Conference Room 
Click the dropdown menu 
in the upper right corner 
and choose ‘My Bookings’ 

1.  Find the booking you want to 
cancel and click cancel.  
 

2.  Click Cancel (again) when you 
see the final popup window. 



+ Phone Etiquette 

 Phone calls are a part of daily life, and a large part of work life. The key to phone calls is to be 
respectful of others around you. 
 
• Quick phones in the open coworking area and shared offices spaces are expected. Be mindful of 
how loud you are talking. 
 
• Step into a phone booth in the Cloud Cafe.  
 
• The Vortex (podcast rm.), Zephyr, and Constellation conference rooms are all good places for 
longer phone calls (if they are not reserved or already occupied). Please check the mini 
whiteboard or online conference room calendar for reservations. 
 

• The front sidewalk tables are another good place for longer phone calls. 

White Noise Machine 

There is a white noise machine in the open coworking area that can be adjusted based 
on the level of activity going on in the space.  The volume can be increased or 
decreased, and there are 10 different White Noise options and 10 different Fan Sounds.  
Feel free to adjust the volume or changes the sounds to help mask the sounds in the 
space.  



+
PUNCH CARD MEMBERS 

1.  Open the WingSpace App on 
your phone 

2.  Click the dropdown menu in 
upper right corner 

3.  Choose ‘Memberships’ 

4.  Click the Radio Button to  
‘Use 1 of ___ remaining punch 
cards. 

5.  Click on the ‘Main Door’ icon 
on your App to unlock the 
door 

n  Follow these steps on the days 
you plan to come in to work. 
 
This will activate your key App 
to be able to unlock the front 
door. 

n  You will have 24 hour access 
on those days.   

n  Each time you use one of your 
punches your membership 
will default back to a 
community member until you 
follow these steps again. 

Instructions for Punch Card Usage & Key App Access 



+ MEMBER AND VISITOR PARKING 

 n  The Back Parking Lot 
 
Behind the building (on the east side of the 
building), is the shared parking lot with 38 
parking spaces for all of the tenants in the 317 
Garden Street building (both upstairs and 
downstairs tenants). Parking is free on a first 
come, first serve basis.  This is where we want 
WingSpace members to park if they plan to 
work for more than a few hours in the space. 
There is also free street parking on Garden 
street with no time limits.  

n  Visitor Parking 
 
On the front side of the 371 building is an 
additional 11 parking spaced directly in front 
of the building that are allotted parking 
spaces for the tenants of the 371 Garden Street 
building. This is where you can tell your 
clients to park.   

n  The remainder of the parking spaces in front 
of the building are technically for the 
O’Reilly’s Auto Parts building.  We just want to 
make sure that visitors to WingSpace do not 
park in the parking spaces directly along the  
sidewalk in front of the O’Reilly’s building.  

n  The parking lot lights in the front parking lot 
are controlled by O’Reilly Auto Parts. They 
shut them off shortly after they close around 
9:15 pm 



+ Closing Procedures for Members 

If you are the last one to leave WingSpace at the end of the day, please do the following: 

n  Close all of the windows 

n  In the colder months of winter, please turn the thermostat down to 55 degrees. 
During the summer turn the thermostat down to 85 degrees, or turn it off completely. 

n  Turn off ALL the lights in the building. NOTE: There are security lights in the building that 
automatically stay on all the time. There is one in the Hive, One in the Back Hallway, and one 
by the main entranced door. 

n  Check the kitchen area to make sure that any small appliances are turned off. 

n  Check the Coffee/Tea/Water bar to make sure the coffee pot and hot water kettle are turned off. 

n  Check the door in the Cloud Cafe to make sure it’s locked. 

n  Shut the Main entrance door behind you (it will automatically lock after 5:00 pm on weekdays. 



+ Kitchen Orientation and Cohabitation Efforts 

n  The kitchen is stocked with dishes, cups, and utensils so you never have to worry 
about not having a spoon for your soup. There is also a ready supply of coffee, tea, and 
filtered water. We’ll do our best to keep a loaf of bread and peanut butter and honey 
for lunch emergencies.  

n  Use the refrigerator to stash your food and heat it up in the microwave or toaster oven.  
The goal is for everyone at WingSpace to be well-fed and caffeinated at all times, and 
the following list of kitchen tips helps us achieve our mission without murdering 
anyone along the way: 

n  Clean up after yourself. If you spill it, wipe it up. If you eat or drink from it, wash it. 
Occasionally, be a good neighbor and clean up someone else’s mess too. We’ll do our 
best to keep some parchment paper in the kitchen to line the crumb tray for easy 
clean up in the toaster oven. 



+ Kitchen Rules 

n  If it’s unmarked, anyone can eat/drink it. 

n  Cover food when you microwave and use the parchment sheets with the toaster oven 
tray—grilled cheese is yummy, but burnt cheese just sets off the smoke alarm. 

n  If you use the Keurig, remember to remove your used k-cup and toss it in the trash can.  

n  If the trash can is full be a peach and take it out to the trash bin on the South/East side 
of the building. There are more trash bags under the kitchen sink. 

n  Label your refrigerated food or it becomes community property. Seriously!  

n  FRIDAY IS CLEAN OUT DAY. Take all of your personal food containers home on Friday. 
Any restaurant  
take-out containers left behind at the end of the day on Friday will be tossed out - even 
if your name is on it, so if you want it take it home with you. We do not want moldy, 
smelly, yucky food stuffs lurking in the fridge! 

n  Share with your friends. Add to the tea and hot chocolate stash. Bring snacks to share. 
Be the doughnut fairy. 

n  Reusable towels/wash rags are stashed in the kitchen drawer. The dirty laundry bin is 
in the cabinet below the sink. 



+ Podcast Equipment Rental 

n  The Vortex conference room is used 
as a small conference room with a 
table and four chairs, and it’s also 
used as a podcast room. 

n  We have monthly podcast workshops 
to teach you how to start your own 
podcast and how to use the podcast 
equipment that is available for rent at 
WingSpace. 

n  You can reserve the podcast 
equipment through the WingSpace 
Proximity App via your cell phone or 
computer. 

n  Reservations > Book Now > Choose 
Date/Time > Confirm 

 

n  Bring your own exterior thumb 
drive.  When you finish 
recording and editing your 
podcast save it to your thumb 
drive so you can take it with you 
and upload it to all of your 
online channels. 

n  Justin Ames from Sky City Audio 
teaches the monthly workshops 
at WingSpace. He can create a 
custom jingle (intro and outro 
music) for your show. And he’s 
available for private lessons as 
well. 

Podcast Equipment Rental: $5.00/hr.  
 
WingSpace members can pre-purchase Podcast Equipment Credits: 
$25 for 8 hours of credits (good for up to 2 months). Ask Melanie for details. 



+ Printer/Scanner/Copier 

n  The Printer is provided by Tekamba Computers/Cartridge World. Greg Hicks, the owner, will be 
managing and maintaining the printer for WingSpace. The printer is located in the front desk are. It is 
a B&W/Color printer. If there are any problems with the printer - Greg Hicks is the person to contact. 
His contact info is located on the wall above the printer. 
 
EZEEP.COM   
We are using a cloud based system, ezeep.com,  for our printer, which allows members to  
pre-purchase printing credits: 
6¢ = B&W 
33¢ = Color 

Note: The cost per printing is about 50% lower than Staples and Office Max. 
 
To set up your account: 

n  1) email wingspace@tekcw.com 

n  2) Greg Hicks will send you a link to the ezeep account. 

n  3) Whenever you need to print simply login to your ezeep account, choose the WingSpace printer, 
and print  away! Super easy!  

n  4) Greg Hicks will send you an invoice once a month 

If the printer runs out of paper there is more paper located in the drawers below the printer.  
Full-Service Printing at Cartridge World (aka, Tekamba Computers) is also available at the same 
price: 6¢ = B&W and 33¢ = color. Just mention you are a member of WingSpace. 
 



+ Other Useful Things 

n  Can you bring in your own printer? 
 
Yes. If you would rather use your own portable printer feel free to do so.  If you have your own office or 
dedicated desk you are welcome to bring in your own printer. You can also purchase a printer from 
Tekamba Computers at a discount price for WingSpace members. 

n  Fax Machine?? 
 
WingSpace does not have a fax machine. If you absolutely must fax something we recommend using 
an online system such as FaxZero or MyFax 

n  Paper Shredder 
 
Members may use the paper shredder.  If the basket is full with shredded paper please empty the 
basket into the dumpster outside on the south/east side of the building next to O’Reilly Auto Parts. 

n  USB Device Charging Station 
 
There is a USB charging station located in the open coworking space available to charge up your 
devices. There is one cord for androids and one for iphones. 

n  Member’s Shared Workspace 
 
The long countertop and drawers located along the wall across from the front desk is for the members 
to use for organizing paperwork wrapping packages, etc. You will also find handy office supplies such 
as a paper cutter, hole punch, stapler, whiteboard markers, first-aid kit, etc. 



+Other Useful Things continued… 

n  The Lending Library 
 
WingSpace has its own little lending library of books, games, and movies available. If you have 
items you’d like to donate to the collection, just bring them in. Thank you! 

n  The Bike Policy 
 
There is a bike rack outside next to the garbage dumpster.  

n  Pets – Many members come to WingSpace to escape their pets, and some members have 

allergies, so we are a no-pet zone. Members with private offices with a closing door may bring 
their pets into their office. There is a $50 pet cleaning deposit if you plan to have your pet in 
your office regularly.  

n  The Music 
 
Since we are all new to this space, and we are still in early stages of development, we, as a 
community, will decide how music will be handled over time. 

n  Free Lunch at the Crossroads Cafe’ (At Prescott College) 
The Crossroads Cafe’ is open to the public and their regular lunch prices are very affordable. 
Prescott College Catering provides a free lunch for all of Prescott in their community room! 
They start every Wednesday during the regular semester at 12:30pm. and it only takes 5 minute 
to walk there! (Note: Free Lunch does not occur while campus is on Holiday/Summer/Block). 



+ Other Useful Things continued… 

n  The Lending Library 
 
WingSpace has its own little lending library of books, games, and movies available. If you have 
items you’d like to donate to the collection, just bring them in. Thank you!   

n  Red & Green Sings 
 

Need to focus? Grab a red sign and place it on your workspace. This lets others know you really 
need to focus – please do not disturb right now. 
 
Wearing headphones but still open to conversation?  Grab a green sign and place it on your 
workspace to let others know you’re okay if someone asks you a question.  

 

 

 



+ Coffee/Tea/Water Bar 

n  Bring Your Own Mug w/ Lid 
To help minimize spills and stains on our floors at WingSpace we ask everyone to bring their 
own mug with a lid. You’re welcome to store your mug in the Kitchen. Be sure to put your name 
on your mug somehow. 

n  The Coffee and Tea are for Members.  
We provide filtered water for guests, but not coffee or tea.  If you would like to provide coffee for 
your guests/clients you are welcome to bring in a box of k-cups coffee on your own or 
contribute $1.00 per cup for your clients into the jar next to the Keurig Machine. 

n  Filtered Water 
We have two Britta water filter dispensers. 

One is in the refrigerator for those who prefer cold water. One is a portable pitcher that we 
keep by the coffee/tea/water bar. 
 
If the water dispensers are empty, they can be refilled in the kitchen.  
 



+ How A Community Happens 

n  The first step in belonging to a community is pretty old-fashioned. You just have to look up from your 
computer when someone enters the room. A nod, a smile or a quick hello is everyone’s job at 
WingSpace. 

n  Next, you’ll have to talk to one another. That can be in person, online or at events.  
 
Here are some tried and true one-liners: 
•  Hi, I’m Carrie! What are you working on today? 
•  Hi, I’m new here. How long have you been a member of WingSpace? What’s your favorite part? 
•  Hi, I don’t think I’ve met you before, I’m Carrie.  
•  Good morning, How was your weekend? Did you do anything fun? 

The Member Community Wall 

n  Member Photos 
 
On your way to the kitchen, you’ll see pictures of all of our members posted there. Take a minute to 
familiarize yourself with faces and use it as a cheat sheet later to remember names. 

n  Wheel of Fortune 
 
Offer the other members the opportunity to try out your products or services at a discount price or 
even for free if you can. Some call it Karma, others say, “What Goes Around Comes Around!” Post 

your offer on our Wheel of Fortune. 



+ The Bright Ideas Board 

 

Will that bright idea require some planning, permits, 
a group effort, and or will it cost money to make it 
happen? If so, then the protocol is as follows:  

n  1. Fill out a Member Meeting Topic slip, which is 
a yellow slip at the front desk. Place the yellow 
slip in the Member Meeting topics box at the 
front desk. Your topic will be added to the 
monthly member meeting agenda for discussion 
at the following monthly Member Meeting. 

n  2. Attend the monthly member meeting to 
discuss your topic with all the other attendees. If 
you cannot attend the meeting then your topic 
will not be discussed.  

n  3. Fill out a Bright Ideas proposal form with all 
the details and place it on the bright ideas 
board. The Bright Ideas proposal forms are 
located next to the Bright Ideas Board in the back 
hallway. 

n  4. Twelve other current members must support 
your bright idea by printing and signing their 
name on your proposal before the next Monthly 
Member meeting. You’re welcome to ask or 
encourage others to support your proposal, but 
please be respectful and do not pressure or try 
to bribe people.   

n  5. Once 12 other members support the proposal 
it will be reviewed by the WingSpace team. 

n  6. A detailed response to the proposal will be 
posted on the Bright Ideas Board the following 
month. 

n  7. If your proposal is accepted it will be put into 
motion based on the listed timeline in the 
response. 

n  8. If your proposal lands in the ‘Cold File’ you are 
welcome to make any necessary adjustments to 
your proposal and re-submit to give it another 
go.  

Do you have a bright idea for WingSpace?  
 



+ Attending Meetings & Events 
  

 
Our social events are where the magic happens. Whether we’re 
sharing donuts and failure stories or going out for happy hour, 
this is where we really get to know one another. It is our 
expectation that you make an effort to connect with your 
coworkers occasionally at events. The better you know one 
another, the fewer issues that arise. It’s like magic!  
 
As Brene Brown states, “People are hard to hate close-up.” 
 
WANT TO PLAN AN EVENT? 
Any member can plan social events. In fact, we prefer it that 
way. Melanie can get stuck in an event rut, so having members 
suggest and plan events creates variety and newness. If you 
want to plan an event just ask Melanie to add you as an admin 
to our Meetup group and Facebook group. 
 



+ Midweek Mindtweak 
 

 
We will do our best to keep the Wednesday Midweek Mindtweak schedule 

filled with educational presentations, workshops, and opportunities for 
learning and growth. 
 
We’re looking for people who can teach our members practical skills that 
can help them improve their business and their quality of life. If  YOU can 
teach something of value that can help our members, or if you know someone 
who can teach something of value…We have an online application for 
presenters at:  
 
http://wingspace.biz/mwmt-presenter-application 
 
Why teach? Because you wish someone had taught you something 
helpful when you were just starting out on a new venture. We want 
everyone in our community to succeed, so let’s work together to 
make that happen.  Even if its something as basic as a time 
management skill, tips on how to best protect your identity through 
cyber security best practices, or tips on how to set boundaries 
around your work life and personal life.   It all matters. 



+ EVENTS & PROGRAMMING 

n  Lunch & Learns 
(aka, Midweek Mind Tweak) 
 

n  Work Alongs 

n  Coffee with Creatives 

n  Friday Happy Hours 

n  CoBoss Mastermind Groups 

These are for members and non-members who 
want to be part of a small group for 

brainstorming, idea sharing and accountibility to 
accomplish their business goals. The CoBoss 
sessions are 6 weeks long. If you would like to be 
part of a CoBoss group talk with Melanie. 

Join our WingSpace Coworking Meetup Page for Our Event Calendar 
 
https://www.meetup.com/wingspace-coworking/ 

 



+ Digital Ways to Connect 

n  WINGSPACE IS NOT ABOUT THE DESKS.  
 
Desks are useful and help us work but the real 
value at WingSpace comes from getting to 
know one another. Even if you aren’t at a desk 
at WingSpace you can still be an active part of 
the community by connecting on our digital 
platforms no matter where you are in the 
world. The value of weekly connection with 
each other can’t be overstated. It’s truly where 
all the magic is. 

n  FACEBOOK:  WingSpace Members 
 
The private Facebook group ‘WingSpace 
Members’ is a great place to plan an event, 
post links, and share photos. The FB group is 
best for communication over an extended 
period of time (one day to a week) or outside 
of work hours. 

n  SLACK:  wingspaceprescott.slack.com 
 
Slack is a group or team communication 
system, and works best for quick 
communication during the work day. Once 
invited to the Wingspace Prescott workspace 
you just need to accept the invitation and 
create your account. You can then access Slack 
in your browser or via the desktop, tablet, or 
phone apps. At first glance, Slack looks like a 
simple group and direct messaging system, 
but it is also a lot more. You can use it to share 
documents, links, photos, plan lunch outings—
if you like to nerd around with commands, 
there is no end to how you can communicate 
with your fellow WingSpace members.   

n  SLACK TRAINING 
 
Josh Bowen, our resident techie, will be 
training members how to use Slack once a 
month. 



+ When Issues Arise 
 
n  We’re people with emotions and lives and 

kids and careers and clients/bosses and 
sometimes life feels hard. You can have 
emotions at WingSpace and we can handle it. 
You can vent to the group, seek advice or just 
cry. It happens. You can also tell us jokes, 
entertain us or be a listening ear. 

n  Every so often, a coworker’s behavior can 
become an irritant. This is normal and a 
natural part of working in an open office. We 
always want coworkers to talk directly with the 
person and calmly state your preferences in a 
straightforward way. Our Cultivators are 
always available to help you find the right 
words if you need help.  

n  Here are some examples of how we phrase 
things: 
 
•  Can you go to a phone booth for your calls? I’m 
writing this huge proposal and can’t concentrate. 
 
• Are you tapping your foot? It’s jiggling my 
monitor. Ahhh, so dizzy!  
  
• I can hear your music through your 
headphones. Want to try these over-ear ones I 
have to see if they work better? 

n  On the flip side, you may KNOW that you’re about 

to do something that could be annoying . Feel 
free to ask the room before you do it! More 
examples: 
 
•  I need to be on a conference call but only have 
to talk twice. Okay for me to do that here? 
 
•  I’m on a deadline so I will be dead to you for 
the next 2 hours. Please don’t ping me or say my 
name. 
 
•  My coworker is coming today and we need to 
talk a lot, want us to go to a conference room? 



+ Other . . . 
 
Phone Etiquette 

n  In the Open Coworking Area – Please use the 
phone booths or find a place away from the 
main open coworking area - the front porch 
tables, the picnic bench, and the kitchen area 

are all great choices. The small conference 
room, large conference room and Podcast 
room are also great choices (if not occupied). 
If it’s a prescheduled phone meeting you can 
always use your monthly meeting room credits 
to reserve a room. 

Smoking Area 

n  Our designated smoking area is the picnic 
table area on the south side of the building.  
 
The tables on the sidewalk in front of the 

building are NOT FOR SMOKING. They are 
designed as smoke-free outdoor work spaces. 

Hygiene, Body Odor, and Strong Scents 
(perfume, cologne, etc.) 

n  We work in close proximity to here at 
WingSpace, so this means it’s important to 
consider the people around you when it 
comes to strong smells.  If there are any 
complaints about your hygiene, unpleasant 
smelling body odors, strong smelling scents 
such as perfume/cologne, we will inform you 
(in private) so you will have the opportunity to 
address the issue. I know it’s an uncomfortable 
topic, but it can be problematic and we want 
ALL of our members to feel comfortable 
coming to work.  

n  There are known cases where some people 
have been dealing with difficult issues such as 
coming out of homelessness and or a period 
of depression and getting back into the 
workforce. Even cultural differences may be 
part of the matter. We are happy to work with 
members who are in need of some assistance 
such as a change of clothes or a place to wash 
up. 



+ Other continued . . . 
 Headphone Etiquette 

n  At WingSpace we use our headphones to signal our social 
availability: 
 
•  If a coworker has both left and right sides of their 
headphones on, they are concentrating and don’t want to be 
interrupted. 
 
•  If they have only one side on and one off it means “I’m 
listening and you can say my name and I’ll hear you.” 
 
•  No headphones means “Feel free to chat with me unless I 
have communicated verbally that I am not available.” 

Conference Room Etiquette 

n  There will be times when the conference rooms are booked 
back to back. It is your responsibility to self-monitor your 
time and respect those who have the room booked after 
you. 

n  If you are meeting with a client for a coaching session then 
please inform your clients that if they are late for their 
session then their session will be that much shorter. This is 
especially important with clients who are notorious for 
being late. It’a great way to motivate them to respect your 
time and manage their time better.  
 
We recommend coaching sessions be promoted as 50 
minute sessions, that way you can spend the last 10 minutes 
of your hour closing up the session and moving out of the 
room. 

n  If you need more time with your clients then we recommend 
booking the room for a longer period of time.  

Our Neighborhood Eating & Drinking 
Establishments 
 
We are within walking distance, or short 
driving distance, of some wonderful locally 
owned places to eat and drink.  
 
 
Within 2 blocks: 

n  The Local 

n  Crossroads Cafe 

n  Dee Thai 

Downtown: 

n  There are many restaurants, cafe’s, and 
bars just a short 5 minute drive away in the 
downtown area. 

 

 



+
WELCOME ABOARD! 

n  We’re so glad to have you as part of the WingSpace Community!  

n  It’s about getting to know each other by name, sharing the ups and 
downs of doing business, supporting one another when work and life 
get hard, and making WingSpace a place you can be proud of – 
we’re in this together. 

 


