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HOUSE RULES FOR THE NOOK 

A Dedicated Co-Working Space at Maxwell Chambers Suites 
 

The following House Rules apply to all members and authorized users of The Nook, including co-
working areas, meeting rooms, and shared facilities. These rules are intended to support and 
maintain a professional, secure, and premium environment for the legal community and to help 
all users enjoy the space respectfully and responsibly. By accessing or using The Nook, the 
member and authorized user agree to comply with these Terms and all policies referenced 
herein. 
 
1. Operating Hours 

− The Nook is open from 9:00am to 6:00pm, Monday to Friday (excluding public holidays). 
− Members and guests (if any) are kindly requested to vacate the premises by closing time. 

 
2. Access, Security & Permitted Use 

− Access is restricted to registered members and authorised guests. 
− Management may, where appropriate verify the identity of guests to ensure the safety and 

security of all users. 
− Members may not share their access cards, entry codes, or credentials. 
− The Nook may only be used for lawful, bona fide office or professional work. It must not be 

used as a residence, for retail or public-facing services, storage of goods unrelated to 
professional work, or any activity that is unsafe, disruptive, or unlawful. 

− Furniture and equipment must not be removed without prior approval from Management. 
− Management may access the premises for safety or operational reasons and will seek to 

minimize disruption where practicable. 
− Management may suspend access where necessary in case of safety, misconduct, or breach 

of these Terms. 

 
3. Visitors & Guest Policy 

− Door Tenants, Virtual Tenants and Maxwell Access members may bring up to 2 guests at 
each time. Any additional guests are subject to prior approval from Management. 

− All guests must be registered at reception, present a valid photo ID if required, and be 
accompanied by the host member at all times.  

− Guests are welcome for meetings or short visits but may not work independently in the co-
working areas and may only access meeting rooms or designated spaces when 
accompanied. 

− Members are fully responsible for their guests’ conduct. Any breach by a guest will be 
addressed with the host member and, where appropriate, may result in suspension or loss 
of access for the host member. 
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4. Professional Conduct 

− Users must maintain professionalism, courtesy, and ethical behaviour befitting a space 
serving the legal community. 

− Harassment, discrimination, abusive conduct, or disruption are inconsistent with the values 
of the space and will be addressed by Management.  Management may take appropriate 
steps, including restricting access, when necessary, to maintain a respectful and professional 
environment. 

− Respect the privacy and confidentiality of others at all times. 
− Unapproved filming, photography, interviews, public events, or commercial activities are 

not permitted without prior written approval from the management. 
 

5. Meeting Rooms 

− Meeting rooms must be booked through reception or via email. 
(thenook@maxwellchambers.com). Meeting rooms may be booked for a 2-hour block per 
booking. 

− Back-to-back bookings are generally discouraged and may be released by management 
where appropriate to ensure fair usage. 

− Extensions will be considered on a case-by-case basis and if the room remains unused 
afterward. 

− At the end of the booking, please clear the room, return chairs and tables to their default 
layout, and dispose of waste properly for the comfort of subsequent users. 

 
6. Noise & Workspace Etiquette 

− Keep noise levels low in open areas to maintain a calm and focused atmosphere. 
− Use headphones for calls, videos, or online meetings. 
− Phone and virtual meetings should be held in call booths (if any) or meeting rooms. 
− Do not reserve desks by leaving personal items unattended for extended periods. If you are 

stepping away for more than a short break, please clear the space for others to use. 
− Unattended belongings may, when necessary, be relocated to a temporary locker by 

Management. 
− Shared desks should be left in a clean and usable condition after use. 

 
7. Food & Beverage Policy 

− External food is generally not permitted inside The Nook. 
− Food must be consumed at the courtyard. 
− Drinks and light snacks from The Nook may be consumed inside. 

 
8. Cleanliness & Shared Facilities 

− Keep all work areas tidy. Dispose of waste in designated bins. 
− Pantry facilities are shared; clean up after use and return items to their proper place. 
− Please maintain good personal hygiene when using shared spaces and equipment. 

mailto:thenook@maxwellchambers.com
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9. Lockers & Storage 

Exclusive Lockers: 

− Provided to Door Tenants only. 

 

Day-Use Lockers:  

− Available to IACA Global Passport Holders, Virtual Tenants, Maxwell Lite and Maxwell Access 
Members. 

− Usage is on a same-day basis, no extension is allowed. 
− Lockers must be cleared before the Member leaves for the day. 
− Items left overnight may be removed and stored by Management. 

 
10. Mail Handling & Storage 

Door Tenants and Virtual Tenants: 

− Mail and courier receipt services are included. 
− Management will notify Tenants upon receiving mail or parcels. 
− Tenants may request for their letters and/or parcels to be opened by Management. In doing 

so, the Tenant agrees to release Management from any and all liability for any damage, loss, 
or incorrect contents resulting from Management’s opening of said letters and/or parcel. 
The Tenant assumes all risks and waives any claims for negligence or otherwise related to 
this action. 

− Mail forwarding to external addresses is available upon request; prevailing DHL charges 
apply. 

Other Members:  

− Mail handling is NOT included. 
− Any mail or parcels delivered to non-eligible Members will incur a storage fee of $10 (excl. 

GST) per item per day. 
− Management may refuse deliveries that fall outside the scope of available services. 
− Parcels will not be held beyond a reasonable period; unclaimed items may be returned or 

otherwise disposed of. 

 
11. Confidentiality, Data Protection, Technology & Equipment Use 

− While Management takes reasonable measures to maintain a secure environment, 
members remain responsible for safeguarding their own confidential document and 
information.  

− Handle all sensitive documents, case files, laptops and devices responsibly. 
− Do not leave confidential materials unattended in shared areas. Management shall not be 

responsible for any loss or disclosure arising from a member’s failure to take reasonable 
precautions. 

− Confidential discussions should be held away from the co-working areas. 
− Members must comply with PDPA obligations and all professional confidentiality duties. 
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− Shared printers, screens, and equipment (if any) must be handled with care. 
− Report any equipment issues so they may be addressed promptly. 
− Do not attempt to modify, interfere with, or tamper with network or IT infrastructure. 
− Internet access is provided on a best-effort basis; uptime, speed, and privacy are not 

guaranteed. 
− Monitoring, filtering, or security scanning may occur at the discretion of management 

and/or the internet provider. 
− Prohibited activities include: 

− illegal downloading 
− network tampering or hacking 
− installing unauthorised software 
− cryptocurrency mining 
− hosting servers or high-bandwidth operations 

 
12. Health & Safety 

− Follow building safety protocols, including emergency evacuation procedures. 
− Keep fire exits and walkways clear at all times. 
− Management may respectfully request individuals who are visibly unwell to limit their use of 

the space where necessary for community wellbeing. 
− Items left in aisles, corridors, or restricted areas may be removed for safety reasons. 

 
13. Respect for Property 
− Treat furniture, fittings, artwork, and equipment with care. 
− Damage caused by misuse, negligence, or wilful acts may result in repair or replacement 

charges billed to the member. 
− Personal property must not be affixed to walls or stored in common areas unless approved 

in writing by management. 
 
14. Liability & Indemnity 
− Members are responsible for any damage caused by themselves or guests. 
− Management is not liable for: 

− Personal injury 
− Loss or theft of items 
− Data loss or business interruption 
− Delays or suspension of services 
− Damage to personal or business property 

− Members indemnify management against claims arising from misuse or non-compliance. 
 
15. Legal Compliance & Prohibited Activities 
− Members must comply with the list below:  

− All Singapore laws and regulations 
− AML, KYC, and sanctions laws 
− Health and safety requirements 
− Prohibitions on storing hazardous or controlled items 
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− Restrictions on unlawful or offensive activities 
− Please refrain from the list of activities below: 

− Smoking or vaping 
− Illegal substances 
− Hazardous materials 
− Commercial events or public-facing activities without prior approval 
− Sleeping overnight or using the space as accommodation 
− Activities that create excessive noise, smell, or disruption 

− Management may report suspicious activities to relevant authorities. 
− Management reserves the right to restrict access to members found in breach. 
 
16. Compliance & Enforcement 
− Management reserves the right to amend these House Rules from time to time. Members 

will be notified of updates. 
− Violations may result in warnings, suspension, or termination of access or membership. 
− Members are responsible for ensuring their guests comply with these rules. 
− Continuing to use the space constitutes acceptance of these House Rules. 
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