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CommunityWise Membership Guide and Expectations

Last Updated: January 2026

Welcome to CommunityWise

CommunityWise is a nonprofit hub providing inclusive and affordable space and community development
programs to support and strengthen diverse grassroots and nonprofit members. This guide outlines
everything you need to know about your membership.

Membership Types

Full Membership
Rent an office space in the building, book common rooms and equipment, and have access to a mailbox.

Individual/Grassroots Membership
Book common rooms and equipment, and rent a mailbox if needed.

All members have access to:

- Free wifi on site

- Printing (see fee schedule for details)

- Reception during business hours

- Common room booking at member rates
- Access to training and resources

Membership Fees

Item Fee

Annual Membership Fee (all members) $50

Security Deposit - Common Rooms (all members) | $200

Security Deposit - Office Space (full members only) | One month's
rent

Annual Mailbox Fee (optional) $50
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Space Rental Rates

Common Room Bookings

Room Daytime (4 hours) Evening (4 hours)
Main Common Room $30 $55
Common Rooms 2, 3 $30 $40
Board Room $20 $30
Dance Studio $20 $25

Office Space (Monthly)

$3.55 per square foot x monthly operations cost
Typical range: $222-$232 per office on a month-to-month contract

Member Responsibilities
To maintain membership in good standing, all members must:
Pay the annual membership fee and all other fees promptly
Sign and uphold the Member Rules and Expectations, including any updates

1

2

3. Sign and uphold the CommunityWise Code of Conduct

4. Full members must uphold the terms of their Office Rental Agreement

Building Access and Security

Access Hours

Front Door Access:
e Monday—Friday: 6:30 AM — 8:30 PM (unlocked)
e Saturday: 6:45 AM — 6:00 PM (unlocked)
e Sunday: Locked all day

Outside these hours, members must use their key fob to enter. All fobs must be labeled with the member's
name. Never give your fob to someone else.

Passwords and Access Codes
Print Room Code: 2937

WiFi Network: CommunityWise
2
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WiFi Password: internets

Keep these codes confidential and do not share with non-members.

Important Security Rules

e Never prop doors open. If you need to let in multiple guests, someone must remain at the door to
greet them

e Do not allow anyone you don't know or recognize to enter behind you

Washroom facilities are for CommunityWise guests and members only, not for general public use

e Members are responsible for all damage and theft costs resulting from propped doors or
unauthorized access

Guests may contact CommunityWise through the building directory to request access.

Common Room Bookings

How to Book
All bookings must be made through Communal, our online booking platform. You'll receive access
instructions when you become a member. If you're unable to use Communal, email us at
info@communitywise.net.
Access communal at: hitps://communitywise.getcommunal.com/login
Booking Guidelines

e Include setup and takedown time in your booking

e Bookings that exceed scheduled time will be charged for another 4 hours and may incur a penalty
if they affect another member's booking

Cancellation Policy
More than 3 days' notice: An administrative fee of $10-100% of booking cost may apply

Less than 3 days' notice or no-shows: Full booking fee applies (consideration given for extenuating
circumstances)

Tentative Bookings

Tentative bookings require at least 10 days' notice and will be held for a maximum of 3 days before the
space may be opened to other members.

Room Use Guidelines

Leave every room in as good or better condition than you found it. While we have building cleaners, we
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rely on members to clean up after each booking.

Basic Cleanup Checklist

[J Floor vacuumed/swept

[J Chairs stacked

[J Tables wiped down and put away

[ Garbage/recycling disposed of properly - Taken down to dumpster if needed
[J CommunityWise equipment packed up and returned to its original spot

[J Dishes washed and put away

[ Lights left untouched

If the booked common space is found to be unclean or damaged after booking, we will issue
warnings, then proceed to deduct cleaning fees from the member’s security deposit. We also have
the right to revoke membership if the situation is severe or repeated.

If you notice damage, missing items, or mess from a previous booking, please notify
CommunityWise Administration immediately.

Be mindful of noise levels and try to limit disruption to other users of the space.

Equipment Rental and Care

Requesting Equipment

Request equipment when booking through Communal or by emailing info@communitywise.net. To ensure
your equipment is limited availability, advance requests

Equipment is free to use on-site. Off-site rental fees apply (see Appendix A: Fee Schedule).

Handling Equipment

Keep equipment away from heat sources

Use only for its intended purpose

Place larger equipment on stable, solid surfaces
Do not lean or sit on equipment’

Keep liquids and food away from equipment

Returning Equipment
During Office Hours: Return directly to a CommunityWise Coordinator
After Office Hours: Return to the Print Room using the provided code and close the door behind you

Equipment must be returned in the same condition as received. Report any damage or missing items
immediately to coordinator@communitywise.net.
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Replacement Fees

Missing or damaged equipment will be charged at replacement cost 72 hours after initial notification.
Contact a coordinator immediately if you need to extend your rental or will be returning equipment late.

Printing and Supplies

CommunityWise offers printing and laminating services for members. We supply printer paper (white,
8.5x11 (letter) and 8.5x14 (legal) sizes). See Appendix A: Fee Schedule for current rates. A printer setup
guide is available, staff members are able to help you get set up with printing and photocopying upon
request. We also have a supplies shelf with various office supplies available to members. Please use
discretion when utilizing the common shelf.

Payment and Invoicing

Invoice Schedule

Invoices are issued during the first week of each month for rent, common room bookings, equipment
rentals, printing, and other services. Payment is due upon receipt.

Payment Methods

o Preferred: Pre-authorized payments
e Also accepted: Cash (in person with receipt), cheque (including post-dated), or e-transfer to

finance@communitywise.net.

e Members may pay in advance, with payment held as a credit

Overdue Payments
e End of 3rd week: Financial statement issued outlining overdue invoices
e 2 months overdue: CommunityWise contacts member to request payment
e 90 days overdue: Member referred to Board of Directors for membership review; access
suspended until decision is made

Annual membership invoices are sent each January with renewal options. Failure to pay by the renewal
deadline may result in membership termination.

Office Rental Agreements (Full Members)

Agreement Terms

All rental agreements are month-to-month subleases of CommunityWise's head lease with DEERFOOT
GP INC. Members are responsible for payment and insurance for their activities.

Locks and Keys
5
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Tenants may not change, modify, or add locks to any doors. Lost keys are the tenant's responsibility,
including replacement and lock change costs (see Appendix A: Fee Schedule). Lock changes require prior
notification to CommunityWise staff and must be performed by a landlord-approved locksmith.

Access for Maintenance
CommunityWise Administration may access your office at any time in an emergency. Building
maintenance (property management) may access the space/offices at any time. For non-urgent

maintenance, repairs, construction, or inspections, advance notice will be provided if possible. Keep your
contact information current with us.

Shared Use Agreements

Members may share space under a Shared Use Agreement, which must be signed off by CommunityWise
annually. One member must take primary responsibility and sign the rental agreement.

Security Deposits

Common Rooms Deposit

All members pay a one-time $200 security deposit applicable to all common room bookings during their
membership.

Office Security Deposit

Full members pay an additional security deposit equal to one month's rent.

Refund Policy

You are responsible for any damage beyond normal wear and tear during move-in, tenancy, and
move-out. Security deposits may be applied to:

e Repair costs for damage you caused

e Damage to heating, air-conditioning, plumbing, electrical systems, roof, or exterior walls due to
negligence or misuse (plus 10% for landlord overhead)

e Qutstanding balances owed to CommunityWise

If repairs exceed your security deposit, you will not receive a refund and may be billed for additional costs.
If any portion of your deposit is used, you must repay it before using common rooms again.

Active Use Policy (Full Members)

Office space is a valuable resource. We provide below-market rental rates so more resources can go
toward active programming rather than storage.

If your office is not occupied by staff or volunteers for at least 8 hours per week for 2 months or longer,
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CommunityWise may seek shared use arrangements or ask you to vacate. Contact us if you anticipate not
meeting this requirement or if your office will be empty for more than 3 weeks.

This policy may be waived under certain circumstances, and you will remain a member in good standing
with eligibility to rent other rooms if available.

Building Policies

Parking

CommunityWise provides 25 dedicated parking spaces at Deerfoot 17. Full members receive one free
parking spot per office during their first year. Parking permits must be displayed visibly at all times.
CommunityWise is not responsible for fines or towing due to missing or improperly displayed permits.

Visitors must provide their license plate number to reception. Members and staff may not park in visitor
spaces. There is nearby street parking available on weekends. Please follow street signs and obey laws.

Bicycles
For safety and cleanliness, bicycles are not permitted inside the building at any time. Outdoor bike racks

are provided. CommunityWise and the property are not responsible for lost or stolen bicycles—please use
a sturdy lock.

Elevator Access

The landlord reserves the right to restrict elevator use outside normal office hours for security purposes. If
the elevator is not working, use the staircase—your fob will provide access to the second floor.

Heating and Cooling

Air conditioning runs during summer months, 8:00 AM-5:00 PM, Monday—Friday (excluding statutory
holidays). Heating is provided during winter and other seasons as necessary. Portable heaters are
permitted but must never be left unattended.

Keys and Fobs

Fobs must be labeled with your name. You are responsible for all costs associated with lost keys or fobs,
including replacement and lock changes if necessary. See Appendix A: Fee Schedule for key and fob
replacement costs.

Alcohol

If serving alcohol at an event, you must obtain a liquor license from the AGLC and submit a copy to
CommunityWise Administration before the event. Notify us at the time of booking.

Alcohol consumption is restricted to the licensed room only—not in hallways, stairwells, or other shared
spaces. Be mindful that this building is home to organizations where alcohol presence may be
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Smudging

Smudging is a sacred traditional spiritual practice of many Indigenous peoples involving burning sacred
plants such as sage or sweetgrass.

Guidelines:

e Smudging is only allowed in the Board Room (our dedicated space)

e Sacred medicines cannot be left unattended inside the building

e They may be left outside (at least 3 meters from entrances/air intakes) with notification to
Administration

e Fully extinguished ashes may be placed outside in grass or dirt (not on cement)

Any concerns about smudging should be directed to CommunityWise staff. If you have health concerns,
please contact us to work together on a solution.

Smoking, Vaping, and Cannabis
Smoking (including tobacco and cannabis) is not permitted inside the building or out of windows. Vaping

and cannabis use are also prohibited on the premises. Please comply with City of Calgary bylaws and
Alberta regulations.

Food Preparation
Our kitchenette (no stove, no food permits) may be used for light food preparation by member

organizations for their members. Food cannot be served to the public unless prepackaged. Check with
staff before planning food preparation events.

Pets

Animals are not allowed inside CommunityWise except service dogs permitted under The Service Dogs
Act, The Blind Persons' Rights Act, or similar laws.

Staff may only ask: "What work or task has the dog been trained to perform?"
We will not request documentation, proof of disability, or demonstration of the dog's task. If a service dog

is disruptive, out of control, or not housebroken, we reserve the right to ask that it be removed while
continuing to accommodate the person in other ways.

Insurance

Each member is responsible for maintaining insurance for their activities. Full members must provide
valid office insurance and submit updated proof promptly upon each policy's expiry. Event
insurance is recommended for large-scale or public events.

Deliveries and Mail
8
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While you're ultimately responsible for managing your mail, CommunityWise Administration can sign for
larger deliveries or couriered packages when you're unavailable. Packages will be placed in the
Administration area, your mailbox, or your office.

Data Sharing

CommunityWise collects data from members to measure our collective impact, including the number of
people served on-site and in the community, along with demographic and qualitative information.

Unless you specifically consent otherwise, all data, feedback, and interview inputs will be disaggregated,
not attributed to any specific member, and kept anonymous.

Communications

Keep your contact information current with CommunityWise. Share this document and all relevant
communications with your organization's staff, directors, volunteers, and visitors.

Contact Us:

Phone: (403) 261-9660
Email: info@communitywise.net

Emergencies
Review the CommunityWise Fire Safety Plan and emergency contact information.
Critical Emergencies: Dial 911

Building Emergency/After Hours Operator: 403-770-2300
(Use only for immediate threats to life, safety, or property)

Member Expectations and Offence Policy

Progressive Discipline

While rarely used, this policy ensures accountability when member rules are violated. The Board of
Directors reserves the right to terminate membership immediately without prior notice in situations of
egregious rule violations.

First Offence:
Warning issued. CommunityWise will contact you to understand what happened and prevent future
violations. Fines may be applied for cleaning and repair costs.

Second Offence:

$100 fine plus any cleaning/repair costs. Loss of access to common spaces for 30 days. Member may be
placed on probation; after 6 months without offences, member is returned to good standing.
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Third Offence:
Member referred to Board of Directors for membership review, which may result in eviction or
membership termination.

About CommunityWise

Inclusion — We respect and elevate diverse
Our Mission voices, practices, and cultures, individual
uniqueness, and collective wisdom.
To be a nonprofit hub providing inclusive and

affordable space and community development Accountability — We are responsible to our

programs to support and strengthen diverse shared space, to each other, to the larger

grassroots and nonprofit members. community, and to the planet.

Our Vision Trust — We have confidence in the knowledge,
experience, and ability of our members and

A community cultivated by and for everyone. partners, and actively work to keep their trust in
us.

Our Values

Equity — We recognize and redress historical
and current-day inequities experienced by certain
equity-seeking groups and strive for their
barrier-free participation.

Mutuality — We cultivate relationships,
connection, and collaboration because together
we can withstand individual and shared
challenges.

Our History

When the YWCA moved out of the original building in the early 1970s, the City of Calgary took possession
and began renting offices to grassroots organizations. By 1979, the City scheduled it for demolition. The
tenant groups formed an association to rescue it, negotiating the right to continue using the space in
exchange for fundraising to maintain the building. This history reflects collective achievement, community
resilience, and hope for the future.

After decades of serving as a vibrant hub, rising building costs led us to find a new home. CommunityWise
now operates out of Deerfoot 17 (2710 - 17 Avenue SE, Calgary), where we remain dedicated to
supporting Calgary's nonprofit sector and fostering a collaborative, inclusive environment.

Land Acknowledgement

CommunityWise is located in the Treaty 7 region of Southern Alberta, which includes the traditional
territories of the Blackfoot Confederacy (comprising the Siksika, Piikani, and Kainai First Nations), the
Tsuut'ina First Nation, and the Stoney Nakoda (including Chiniki, Bearspaw, and Wesley First Nations).
Calgary is also home to the Métis Nation of Alberta, Region lIl.

We recognize that without the profoundly harmful effects of colonization and its many manifestations, our
organization and building would not exist. CommunityWise honours the Indigenous nations whose
stewardship and relationship with this land, from time immemorial, is a testament to the enduring nature of
resilience, strength, and community. We hold ourselves responsible for building relationships of respect
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and reconciliation rooted in action.
Policy Acceptance
I/We, ('The Member'), agree to abide by the bylaws, policies,

procedures, and building rules provided by CommunityWise Resource Centre at the time of membership

approval, annual renewal, and which are publicly available online or by request.

I/'We understand that CommunityWise reserves the right to make further reasonable rules and regulations

as required for the safety, care, and cleanliness of any space and for the preservation of good order.

Through our representative and agent , we agree as follows:

e |/We have read and understand the Member Rules and acknowledge them as binding

e |/We take responsibility to inform the board, staff, volunteers, and those responsible for our
organization's membership of its contents

e |/We understand it is our responsibility to stay informed of updates and changes to all CWRC
bylaws, policies, and procedures

e |/We understand that violations may result in temporary or permanent membership revocation

e |/We have full authority to accept these terms on behalf of our organization

Member Signature:

Print Name:

Date:

Contact Information

Primary Contact Person

Name:

11
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Email:
Phone:

Mailing Address:

Preferred Contact Method:

Email Communications Consent:

L1 Yes, | give permission for CommunityWise to send me member communications through email

I No (I understand that opportunities such as events, funding information, and building updates may be
delayed or missing without an alternate communication method)

Primary Finance Contact
[ ] Same as above

Name:

Email:

Phone:

Mailing Address:

Preferred Contact Method:
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APPENDIX A: Fee Schedule

All fees current as of Jan 2026. All supplies, space, and equipment rentals are subject to availability.

Membership Fees and Deposits
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Item

Fee

Annual Membership Fee (all members) $50

Security Deposit - Common Rooms (all members) | $200

Security Deposit - Office Space (full members only) | One month's

rent

Annual Mailbox Fee (optional) $50

Space Rental Rates

Common Room Bookings

Room Daytime - Before 5pm (4 hours) Evening - After 5pm (4 hours)
Main Common Room 1-3 | $30 $55
Board Room $20 $30
Dance Studio $20 $25

Equipment Rental (Off-Site Use)

All equipment is free to use on-site. Off-site rental fees listed below:

Item Daily Fee
Folding Chair $2 each
Folding Table $5 each
Digital Projector $25

13




Medium Sound System (Mic & Speaker) | $40
Standard Projector $15
Projector Screen $10
Flip Chart Stand $5 each
Printing and Supplies
Service Cost
Black & White Printing | $0.05 per sheet
Colour Printing $0.40 per sheet
Laminating $1.00 per sheet (CW provides sheets)
Internet Access Included in membership fee

Additional Keys and Fobs

Item

Cost

Additional Office or Mailbox Key | $5 each

Additional Front Door Key Fob $15 each (subject to change)

Administrative and Penalty Fees
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Item

Fee

Booking Cancellation (less than 7 days' notice) $10 to 100% of booking cost

No-Show or Day-of Cancellation

Full booking fee

Excessive Cancellations (6+ in 6 months)

$10 administrative fee

Second Offence Violation Fine

$100 plus repair/cleaning costs
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Booking Overage Additional 4-hour booking charge plus
potential penalty

Notes

e Equipment replacement fees for missing or damaged items will be charged at replacement cost as

determined by CommunityWise
e Late equipment returns may incur additional fees
Damage exceeding security deposit amounts will be billed to the member

o All fees are due upon receipt of invoice
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APPENDIX B: Codes and Passwords

All codes are current as of January 2026.

Digital Access

Password

Member Wifi - CommunityWise

internets

Guest Wifi - CommunityWise - Guest

Physical Access

Room

Door Code

Photocopy Room

2973
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