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WHAT MAKES AN IDEAL

CONFERENCE ROOM
IN'A COWORKING SPACE

Designing the Ideal Conference Room in a
Coworking Space

Introduction:
thtps://blog.cobot.me/5—steps—to—the—perfect—office-conference—room/

Professionals collaborating in a well-equipped coworking conference room. Effective conference room
design in a coworking_environment requires a holistic approach that balances technology, comfort, and

flexibility. Unlike traditional offices, coworking spaces serve diverse users — from startups pitching clients
to remote teams on video calls — so the conference rooms must be exceptionally versatile. A modern

meeting room is more than a table and chairs; it's a high-tech, ergonomic, and inclusive environment that
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supports everything from private discussions to hybrid workshops. The following report delves into ten
key design areas — from AV infrastructure and acoustics to branding and sustainability — with expert
recommendations and research-backed best practices for creating the ideal coworking conference room.

1. Technological Infrastructure (AV, Connectivity & Smart
Controls)

High-quality audiovisual (AV) and connectivity infrastructure is the backbone of a modern conference
room. In an age where 29% of meetings are hybrid (with both virtual and in-person attendees) (Source:
blog.cobot.me), rooms must be equipped for seamless video conferencing. This means investing in
professional-grade audio and video equipment - high-fidelity conference speakers and microphones,
plus HD cameras — to ensure clear communication. In fact, over half of professionals report poor audio
quality as a persistent problem in meetings, often due to ad-hoc setups (Source: airtame.com). To avoid
this, use an integrated audio ecosystem where microphones, speakers, and soundbars are designed to
work together, eliminating glitches and dead zones (Source: airtame.com)(Source: airtame.com). Pair this
with a smart auto-tracking camera (e.g. from Huddly or similar), which can zoom and focus on active
speakers, to capture non-verbal cues and keep remote participants engaged (Source: airtame.com)
(Source: airtame.com).

Connectivity should be consistent and user-friendly. Coworking providers are advised to standardize
the tech setup across all rooms — no one should struggle with a tangle of cables or different
instructions in each space (Source: airtame.com)(Source: airtame.com). Solutions like one-click wireless
conferencing hubs can simplify hookups, allowing users to connect their device to the room's camera,
display, and audio in seconds (Source: airtame.com)(Source: airtame.com). It's also crucial to provide
robust internet: a wired Ethernet connection or a dedicated Wi-Fi access point for the conference room
ensures video calls won't drop (Source: blog.cobot.me). Smart room controls add further convenience -
consider voice-activated or touch-panel systems to adjust lighting, speaker volume, or to launch
meetings. These not only impress tech-savvy clients but also make the space more accessible (e.g.
hands-free control for users with disabilities).

Key technology essentials to include:

e Large Display or Projection — A bright, high-resolution screen visible to all participants (with HDMI
and wireless casting options). Some coworking spaces opt for interactive smartboards to enable on-
screen annotation and brainstorming (Source: shalindesigns.com).
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¢ Video Conferencing System — A high-quality camera placed at eye-level, plus a soundbar or ceiling
microphone array for 360° audio pickup. Ensure compatibility with common platforms (Zoom, Teams,

etc.).

¢ Integrated Controls & loT — Centralized control for AV, climate, and lighting. For instance, smart
occupancy sensors can turn on equipment when a meeting starts, and smart assistants can be
configured to book the room or record meeting notes.

e Power & Charging — Abundant outlets (or tabletop power modules) so everyone can plug in devices.
Include wireless charging pads embedded in the table for convenience (Source:
macronetservices.com)(Source: macronetservices.com). Also, provide cable management to keep

cords tidy and out of the way (Source: macronetservices.com).

By making technology “invisible yet omnipresent,” the room enhances collaboration without cumbersome
setups (Source: macronetservices.com). In summary, equip the room with reliable, user-centric tech that

supports both in-person and virtual collaboration — this will future-proof the space and meet the high
expectations of today's professionals (Source: airtame.com).

2. Ergonomic and Modular Furniture

Don't underestimate the impact of furniture on meeting_effectiveness. Ergonomic, comfortable seating

and flexible furniture layouts are essential for keeping participants focused and at ease. Attendees often
spend hours seated during important discussions, so invest in “incredibly cozy chairs” that support good
posture for extended periods (Source: shalindesigns.com)(Source: shalindesigns.com). Chairs should

have adjustable height, lumbar support, and armrests — proper armrests can prevent fatigue and
repetitive strain by supporting the elbows and wrists during laptop use (Source: shalindesigns.com). As

one design firm notes, ergonomic furniture helps prevent discomfort and keeps attendees engaged
rather than distracted by aches(Source: shalindesigns.com). Impressing clients is another bonus: a

well-cushioned chair or a polished conference table communicates professionalism and care for detail
(Source: blog.cobot.me)(Source: blog.cobot.me).

Equally important is flexibility in furniture configuration. Coworking conference rooms serve multiple
functions, so the furniture should accommodate various group sizes and meeting styles. Opt for modular
tables that can be rearranged or expanded — for example, individual sections that lock together to form a
boardroom table, or separate for workshop breakouts. These allow you to “easily assemble components
into smaller or larger tables” depending on needs (Source: shalindesigns.com)(Source:

shalindesigns.com). Lightweight tables on wheels (with locking casters) make reconfiguration quick and

safe (Source: macronetservices.com)(Source: macronetservices.com). The “days of fixed conference
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tables” are over; modern designs feature nesting tables, mobile chairs, even adjustable-height
surfaces so the space can transform from a sit-down meeting to a standing huddle or a classroom setup

(Source: macronetservices.com)(Source: macronetservices.com).

Key furniture considerations and trends:

e Ergonomic Chairs: Provide high-back chairs with breathable mesh or cushion, adjustable armrests,
and lumbar support. Ensure a few chairs without armrests as well, to accommodate different body
types or allow users to sit comfortably with guitars/bags, etc.

e Modular Tables: Use flip-top or folding training tables that can be stored if open floor space is
needed. Round tables encourage equal participation, whereas rectangle tables work for
presentations — having both options or convertible shapes is ideal.

o Standing Meeting Options: Include a bar-height table or counter with stools. Standing meetings
can boost energy for quick sync-ups; adjustable stools give people the choice to perch or stand
(Source: macronetservices.com). This variety also caters to ergonomic preferences (alternating

between sitting and standing).

¢ Multi-functional Pieces: Consider furniture that doubles up — e.g. ottomans or benches that contain
storage, portable whiteboard dividers that also serve as space partitions, or chair-desks that can be
used as a writing surface in a pinch (Source: macronetservices.com).

e Quality and Durability: Coworking furniture sees heavy use by different people. Invest in
commercial-grade durable materials and easy-to-clean fabrics. Sustainable materials are a plus
(bamboo tables, recycled plastic chairs) aligning with modern design trends (Source:
shalindesigns.com)(Source: shalindesigns.com).

By making furniture both comfortable and reconfigurable, you ensure the room can support anything
from an informal brainstorming circle to a formal board meeting at a moment’s notice. The goal is a space
that members can “take seriously” — where the chairs, tables, and tools actively contribute to
productivity rather than being afterthoughts (Source: blog.cobot.me).

3. Acoustics and Soundproofing

A truly usable conference room must address acoustics. Poor acoustical design can lead to echoey audio
on calls, distracted neighbors, and breached confidentiality. Soundproofing and sound management are
thus critical for both privacy and productivity. In coworking environments — typically bustling and open-
plan — a conference room serves as a quiet haven. It should be constructed or retrofitted with materials
that prevent sound leakage and reduce internal reverberation. This often means using specialized wall
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assemblies, insulation, and seals; as one resource notes, “sound proof drywall... carries extra mass to
block outside noise” compared to normal walls (Source: avixa.org). Well-designed conference rooms in
shared offices feature acoustic insulation in walls and ceilings, plus solid-core or sound-rated doors to
contain conversations (Source: ezeep.com).

Inside the room, sound absorption measures create pleasant acoustics. Hard surfaces (glass, concrete)
tend to cause echoes, so introduce softer finishes: acoustic ceiling panels or baffles, fabric-covered wall
panels, carpeting or large rugs, and upholstered furniture all help dampen sound reflections (Source:
audimute.com)(Source: ezeep.com). For instance, installing suspended acoustic panels (“clouds”) can
noticeably cut down echo in high-ceiling rooms (Source: audimute.com). Creative solutions abound -
some coworking operators use acoustic art panels that double as decor (Source: ezeep.com). The result
should be a room where speech is clear within the room but muffled to the outside. This protects
confidential discussions and also keeps the rest of the coworking area quieter (Source: blog.cobot.me)
(Source: blog.cobot.me).

Privacy is a major driver for soundproofing. If sensitive meetings (HR talks, legal or financial
discussions) occur, participants must trust that no one outside can overhear(Source: blog.cobot.me).
Conversely, those working outside shouldn’t be disrupted by meeting noise. Achieving this may involve
retrofits like additional drywall layers, sound-dampening insulation, acoustic door sweeps, and even
white-noise generators in corridors. According to coworking experts, these investments in privacy are
“one-time” but highly worthwhile (Source: blog.cobot.me) — they not only improve acoustics but also
signal to clients that you take confidentiality seriously.

Consider the following best practices for acoustics:

e Dedicated Soundproofing Elements: Use soundproof glass or double glazing for any windows;
apply privacy vinyl or blinds that also absorb some sound (Source: wework.com). Ensure doors have
automatic drop seals or thresholds to block sound leakage under the door.

e Acoustic Rating Goals: Aim for a high STC (Sound Transmission Class) rating for walls (e.g. STC
50+ for excellent privacy). Use sound-rated doors (STC 40+) and consider vestibules if extremely
high security is needed (as seen in some law offices).

¢ Internal Sound Absorption: Cover 20-30% of wall area with acoustic panels if possible. Even simple
additions like thick curtains, bookshelves with books, or foam paneling can absorb noise. Carpets
and upholstered chairs also contribute significantly to reducing reverberation (Source: ezeep.com)
(Source: ezeep.com).

e Ceiling and Floor: If the room is above/below other spaces, add underlay or a dropped acoustic
ceiling. Ceiling baffles or tiles can be both decorative and functional, as highlighted in modern
designs focusing on “acoustic  intelligence”(Source: macronetservices.com)(Source:
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macronetservices.com).

e Behavioral and Tech Aids: Encourage closed-door policies and moderate voices for sensitive calls.
Provide headsets or noise-canceling headphones for participants on very confidential calls (or to
use in open areas) (Source: ezeep.com). Optionally, install a sound masking system in common areas
— a low ambient noise can mask speech coming from meeting rooms.

Regulatory benchmarks can guide design goals. The World Health Organization recommends
background noise levels of 35 dB or less in offices for concentration (Source: ezeep.com), and some
national guidelines suggest keeping general office noise under 50 dB (Source: ezeep.com). While those
levels might be hard to achieve, they underline the importance of noise control. In summary, a mix of
sound insulation (blocking noise) and sound absorption (taming echoes) will yield a conference
room that feels private and allows undisturbed, clear communication (Source: ezeep.com). Such an
environment helps people stay focused, improves remote meeting audio, and prevents the all-too-
common coworking complaint of “noise distraction”(Source: ezeep.com).

4. Lighting and Ambiance

Lighting sets the tone and functionality of a conference room. A well-lit space can enhance alertness
and comfort, while poor lighting causes eye strain, fatigue, or an unprofessional appearance on video
calls (Source: yealink.com)(Source: yealink.com). Aim for a balanced lighting design that is bright
enough for productivity (around 500-700 lux) yet avoids harsh glares or shadows (Source:
yealink.com)(Source: yealink.com). Overhead illumination should be soft and even — for example, use
diffused LED panel lights or recessed fixtures with diffusers to spread light uniformly (Source:
yealink.com)(Source: yealink.com). This prevents bright spots on the table and minimizes screen glare. A
neutral color temperature in the 4000K-5000K range is often recommended, as it simulates daylight
and helps keep people alert without the bluish harshness of higher Kelvin lighting (Source: yealink.com).

Video conferencing adds special requirements. Natural light from windows can be pleasant, but
beware of backlighting (which turns people into silhouettes on camera) (Source: yealink.com). If the room
has windows, install adjustable blinds so presenters can control incoming sunlight and reduce glare on
screens (Source: yealink.com)(Source: yealink.com). Overhead fluorescent lights are discouraged -
beyond energy inefficiency, they can flicker on camera and cast unflattering shadows (Source:
yealink.com)(Source: yealink.com). Instead, incorporate front-facing lighting for speakers: e.g. an LED
light bar above the monitor or at the front wall to illuminate faces evenly for video calls (Source:
yealink.com)(Source: yealink.com). This helps remote attendees see expressions clearly, with proper
color rendering (so skin tones look natural) (Source: yealink.com)(Source: yealink.com). All lighting
should be flicker-free and quiet (use electronic ballasts or LEDs, not old fluorescents that buzz).

To create the right ambiance, use a layered lighting approach:
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¢ General Ambient Lighting: The main overhead lights providing baseline illumination. Use dimmable
LEDs so brightness can be tuned. Consider tunable white LEDs that shift warmer or cooler
throughout the day to support circadian rhythms (Source: macronetservices.com)(Source:

macronetservices.com).

e Task Lighting: Supplemental lights for specific tasks. For example, an adjustable spotlight over a
whiteboard or presenter area ensures content is visible without shadows (Source: yealink.com)
(Source: yealink.com). Tabletop lamps or wall sconces near seating can also add warmth and aid
reading documents.

e Accent Lighting: Lights that add character and depth — e.g. LED strip lights under shelves, cove
lighting in the ceiling, or wall-wash lights highlighting artwork. These provide a sophisticated touch
and can also serve branding (e.g. your coworking brand's colors) (Source: yealink.com)(Source:
yealink.com). Some spaces even use programmable RGB accent lighting to set different moods or
match company brand colors during client meetings.

e Smart Control: Implement presets or scenes (via a panel or app) for common scenarios: a bright
setting for workshops, a dimmed setting for presentations (to make projected content pop), and a
video call setting that activates front lights and dims background lights (Source:
macronetservices.com)(Source: macronetservices.com). Occupancy sensors can automate turning

lights off when the room is empty, saving energy.

The interplay of light and color also affects ambiance. Utilize some natural light if available — a window or
skylight can make the room feel open - but diffuse it with frosted films or blinds to avoid glare. If the
room lacks windows, mimic daylight with high-CRI (Color Rendering Index) LEDs and consider wall art or
digital windows for psychological boost. Good lighting design “reduces eye strain and creates the perfect
atmosphere for any type of meeting”(Source: macronetservices.com)(Source: macronetservices.com).

By layering light and providing flexible control, you ensure the room is equally ready for a Monday
morning video conference or a late-night brainstorming session. In essence, lighting should be
adaptable, comfortable, and flattering, enhancing both productivity and the space’s visual appeal.

5. Aesthetics and Branding Opportunities

Beyond functionality, the look and feel of a conference room contribute to the experience. In coworking
spaces, where various companies and professionals share facilities, a well-designed meeting room can
leave a strong impression on everyone who uses it. First impressions matter—period: a visually
appealing, professional space immediately builds confidence when clients or new members walk in
(Source: buildcowork.com)(Source: buildcowork.com). Every design choice — from color scheme to wall

art — is an opportunity to reinforce branding and convey a message.
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For coworking operators, the conference room should reflect the brand identity of the space. This might
mean incorporating the coworking hub's logo or signature colors in subtle ways (e.g. an accent wall or
custom frosted glass with the logo). According to design experts, “a cohesive design that aligns with the
values and mission” of a space fosters a sense of belonging and identity among users (Source:

buildcowork.com)(Source: buildcowork.com). Color palette is a powerful tool: choose colors that align
with the desired ambiance and any brand colors. Blues and greens can impart calm and focus, while
touches of vibrant colors can stimulate creativity. If a company frequently uses the room, consider a
neutral base with interchangeable branding elements (like digital signage or banners) to personalize the
space as needed.

Aesthetics should also be aligned with functionality and wellness. Biophilic design — adding natural
elements like plants, wooden textures, or nature-inspired artwork — can elevate aesthetics while
improving mood and air quality (Source: macronetservices.com)(Source: macronetservices.com). A living

plant wall or even a few potted plants and natural fiber rugs create a welcoming atmosphere that reduces
stress and appeals to a broad audience. Branded elements can blend with these: for example, a custom
mural that incorporates both local art and the coworking brand ethos, or framed posters of inspirational
quotes that double as acoustic panels (artistic and functional).

Here are some branding and aesthetic enhancements to consider:

e Wall Decor & Graphics: Use one wall as a feature wall — it could have the coworking space’s tagline
in stylish typography, or a graphic that reflects the community’s spirit. Ensure it's not too distracting,
but enough to be memorable (e.g. a wall graphic with the city’'s skyline if the brand ties to location).
This turns the room itself into an “immersive brand experience” without feeling like an advertisement

(Source: raccoon.co.uk)(Source: raccoon.co.uk).

o Digital Signage: When the display screen is idle, it can double as a digital canvas. Many coworking
spaces program screens to show a looping slideshow of community events, member achievements,
or branded visuals. This dynamic content “broadcasts on-brand messaging” and can even generate
revenue through partner ads (Source: airtame.com)(Source: airtame.com). It's an easy way to
reinforce branding or share news, and it can be turned off or muted when not appropriate.

e Furniture and Finish Choices: Select furniture style consistent with the desired image - sleek
minimalist furniture for a modern tech vibe, or reclaimed wood tables and vintage light fixtures for a
creative, sustainable vibe. You can even get custom-branded furniture, like chairs embossed with
the logo or a conference table with the brand color inlay. Small touches like branded coasters, pens,
or notebooks in the room also extend the brand subtly (Source: raccoon.co.uk)(Source:
raccoon.co.uk).

Page 8 of 20


https://buildcowork.com/blog-post/the-importance-of-design-in-coworking-spaces-how-aesthetics-affect-productivity/#:~:text=Branding%20and%20Identity
https://buildcowork.com/blog-post/the-importance-of-design-in-coworking-spaces-how-aesthetics-affect-productivity/#:~:text=The%20design%20of%20a%20coworking,sense%20of%20belonging%20among%20members
https://macronetservices.com/5-modern-conference-room-design-ideas-for-the-future-workplace/#:~:text=3
https://macronetservices.com/5-modern-conference-room-design-ideas-for-the-future-workplace/#:~:text=Incorporating%20nature%20into%20conference%20room,Consider
https://www.raccoon.co.uk/blog/brand-meeting-rooms#:~:text=Meeting%20rooms%20and%20conference%20spaces,client%20interactions%20within%20an%20organisation
https://www.raccoon.co.uk/blog/brand-meeting-rooms#:~:text=These%20spaces%20present%20a%20valuable,that%20leaves%20a%20lasting%20impression
https://airtame.com/blog/top-5-conferencing-tech-essentials-for-your-coworking-spaces/#:~:text=Image%3A%20airtame%20digital%20signage%20,64
https://airtame.com/blog/top-5-conferencing-tech-essentials-for-your-coworking-spaces/#:~:text=systems%20offer%20the%20flexibility%20to,working%20in%20your%20coworking%20space
https://www.raccoon.co.uk/blog/brand-meeting-rooms#:~:text=Branded%20Collateral
https://www.raccoon.co.uk/blog/brand-meeting-rooms#:~:text=Provide%20branded%20collateral%20such%20as,tools%20during%20meetings%20and%20conferences
https://2727coworking.com/?utm_source=pdf
https://2727coworking.com/articles/coworking-conference-room-design-principles

Principles of Conference Room Design in Coworking Spaces

e Showcasing Community: In coworking, consider dedicating some wall space to showcase member
companies (their logos or a bulletin of startups’ milestones). This reinforces that the space is a
thriving community. Similarly, a digital photo frame could cycle through photos from events held in
the space, underscoring a vibrant culture.

¢ Consistency with Overall Design: Make sure the conference room’s aesthetics harmonize with the
rest of the coworking space. If the overall space has an industrial chic look (exposed brick and steel,
for example), carry some of that into the meeting room design so it feels integrated. Consistency in
design quality also boosts the perception of professionalism.

Remember that branding should not overpower comfort or neutrality. The room will host many
different users, so avoid overly specific decor that might alienate some. Instead, opt for a design that's
universally professional and pleasant, with the brand presence woven in thoughtfully. A well-branded
meeting room ‘“conveys professionalism, credibility, and a strong identity” of the space (Source:
raccoon.co.uk)(Source: raccoon.co.uk), all while being a place people enjoy spending time in. The best
testament to great aesthetics is when users feel both impressed and at ease as soon as they step inside.

6. Accessibility and Inclusivity (ADA Compliance & More)

An ideal conference room is one that everyone can use comfortably — including people with disabilities or
different needs. Accessibility isn't just about meeting legal requirements (like ADA in the U.S.); it's about
designing for equal experience. Start with ADA compliance basics: ensure there is a barrier-free path
into and around the conference room. Doors should be wide enough (at least 36" or 91 cm clearance) to
accommodate wheelchairs, with adequate maneuvering clearance on both sides (Source: gensler.com)
(Source: gensler.com). Inside, provide a 60" (152 cm) turning radius for wheelchairs to rotate freely
(Source: gensler.com)(Source: gensler.com). At least part of the conference table should have space
underneath for a wheelchair to roll up — ADA guidelines specify table surfaces 28"-34" high and at least
27" of clearance under the table for knees (Source: gensler.com)(Source: gensler.com). Aim to have
several seating positions meet these specs so a wheelchair user isn't relegated to one spot. All controls
(light switches, teleconferencing touch panels, power outlets on table) should be within reachable range
(typically 48" or 122 cm high for wall controls, or placed near table edges for equipment).

Going beyond basic compliance, adopt inclusive design features that improve usability for a wide range
of people. One example is integrating perimeter power outlets on the tabletop edges, rather than only in
the center or floor — this makes it easier for someone with limited reach or in a wheelchair to plug in a
device (Source: gensler.com)(Source: gensler.com). Similarly, use tech enhancements like LED-
illuminated port indicators for connections; not only do these look cool, they assist users with low
vision in finding and using ports (Source: gensler.com)(Source: gensler.com). Offering wireless charging
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pads on the table surface can assist those with dexterity issues (no need to fiddle with cables) -
everyone benefits from this convenience, but it's especially helpful if plugging in cords is difficult for a

user (Source: gensler.com)(Source: gensler.com).
Other inclusivity considerations include:

e Assistive Listening & AV: If you have an in-room audio system or if the room capacity is large,
consider installing an assistive listening system (induction loop or IR system) that hearing aid users
can tap into. At minimum, ensure any teleconferencing platform used supports live captioning for
deaf or hard-of-hearing participants. Keep the room’s acoustics (discussed earlier) optimized so that
those with moderate hearing loss can still follow conversation without strain.

e Visual Accessibility: Use high-contrast, large font signage for room names and occupancy
indicators. Braille and tactile signage should label the room at an appropriate height (typically 48" off
the floor, on the latch side of the door) so visually impaired individuals can locate it. Inside, if you
have glass walls or doors, mark them with visible decals or patterns at eye level to prevent collisions
(this also ties into aesthetics/branding). Any presentation materials shown should have good color
contrast; consider a color-blind-friendly palette for default whiteboard markers or digital
templates.

e Furniture for All: Have a mix of chairs — armless chairs can accommodate larger individuals or those
who use transfer boards from wheelchairs. Adjustable-height chairs or a couple of height-adjustable
tables can help people of short stature or those who prefer/need a certain height to work
comfortably. Keep aisles clear at all times (at least 36" wide pathways) so those with mobility devices
can navigate (Source: archive.ada.gov). If you provide a podium or stage area for presentations, a
ramp or lift might be necessary for wheelchair access (depending on the setup).

¢ Inclusivity in Design Details: For neurodiverse users or those with anxiety, consider features like
dimmable lighting and options to reduce sensory overload (e.g. the ability to turn off any buzzing
equipment or flickering lights). Provide a variety of seating choices — some may prefer a stool with
movement (for ADHD, e.g., to allow subtle fidgeting) while others might need a very stable chair. If
possible, training staff on welcoming service (like being ready to assist someone with tech if they
have a disability) goes hand-in-hand with physical design.

Inclusivity extends to language and culture as well. In an international coworking space, multilingual
signage can be a thoughtful touch. Simple icons plus text in the common languages of your members for
things like “Reserve” (on the scheduling panel) or “Push/Pull” on doors can make non-native speakers
feel more comfortable. Using universally recognized symbols (for Wi-Fi, power, restrooms, etc.) alongside
text ensures clarity. “By displaying multiple languages, clear symbols, and elements such as braille, you
make your space safer and more inclusive for everyone,” as one signage guide notes (Source:
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huntsvillesignsandgraphics.com). Additionally, if your space hosts diverse groups, consider having key
documents (like how to use the AV system) available in a second language or in an easy-to-understand

infographic format.

In summary, designing for accessibility means planning from the outset to remove barriers. The payoff is
huge: you not only comply with legal standards but also signal that everyone is welcome and valued.
This approach can attract a wider clientele and simply makes the conference room more comfortable and
convenient for all users, regardless of ability.

7. Booking Systems and Digital Integration

In a coworking setting, conference rooms are shared resources that need efficient management.
Implementing a smart booking system and digital integration is key to avoid scheduling conflicts and to
maximize utilization. Gone are the days of paper sign-up sheets — modern coworking spaces leverage
real-time digital calendars accessible via web or mobile apps to let members reserve rooms on the fly
(Source: blog.cobot.me). For example, a platform like Cobot (a popular coworking management software)
provides a booking calendar where users can see availability and book in a few clicks (Source:
blog.cobot.me). Having such a system not only prevents double-booking but also increases
transparency: everyone can see when the room is free or in use.

To further streamline the experience, integrate the booking system with access control. In practice, this
means once someone’s booking is confirmed, their keycard or mobile phone can unlock the conference
room during that time slot. Solutions like Tapkey and other smart lock integrations allow for automated
access for permitted persons, reducing the need for staff intervention (Source: blog.cobot.me)(Source:
blog.cobot.me). A member could book a room online and receive a temporary PIN or digital key to enter
the room. This is especially useful after hours or in 24/7 coworking facilities.

Key aspects of effective room management include:

e Room Display Panels: Mount a tablet or e-ink display outside the conference room door showing
the room schedule at a glance. This panel can glow red/green for occupied/free and list upcoming
bookings. It encourages ad-hoc bookings as well — if someone finds an empty room, they can
reserve it right there on the panel. Many systems (e.g., Joan, Logitech Tap Scheduler, OfficeRnD
Displays) offer wireless, easy-to-install options for this.

e Calendar Integration: Integrate room booking with popular calendar tools (Google Calendar,
Outlook). Members can then invite the “Conference Room" as an attendee to a meeting to book it, or
see coworking room availability alongside their personal calendars. This two-way sync reduces
friction.
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e Policies & Payment Integration: If your coworking charges for meeting room use (common if
certain membership tiers have limited free hours), the booking system should handle that. It can
track usage and either deduct credits or prompt payment. One example is integrating payment into
the platform so the whole booking process is “autonomous and seamless,” from reservation to billing
(Source: blog.cobot.me)(Source: blog.cobot.me). This encourages usage while ensuring fair
charging.

¢ No-Show Handling: Utilize occupancy sensors or require check-in (via the door panel or mobile
app) so that if a meeting is a “no-show", the system can free up the room after, say, 15 minutes. This
maximizes availability. Some systems automatically cancel and open the slot if nobody actually
enters the room, as detected by motion sensors.

e Analytics: The digital system can log usage data — how often the room is booked, peak times,
average meeting duration, etc. These metrics help management optimize the space (e.g., if one room
is over-booked and another underused, or if expansion is needed). Analytics can also show what
equipment is most used (if integrated, e.g., how often video conferencing is turned on).

¢ Integration with Member Apps: Many coworking spaces have a member portal or app. Including
room booking there makes it convenient. Also consider push notifications or digital signage in the
space (like a dashboard screen in common area) that shows “Conference Room 1: Free until 2 pm" -
subtly reminding members of availability.

Finally, ensure there's adequate IT support and backup for these systems. If the digital lock fails or the
Wi-Fi is down, staff should be able to manually assist. Always have a manual override for locks and
perhaps a paper backup of reservations in case of tech glitches. However, when implemented well, these
tech solutions vastly “improve the smoothness with which meeting rooms can be used”(Source:
blog.cobot.me) and reduce administrative overhead. In a competitive coworking market, a frictionless
booking and access experience can be a significant value-add that attracts and retains members who
rely on meeting spaces.

8. Air Quality, Ventilation, and Sustainability Considerations

Air quality and overall environmental comfort are often overlooked in meeting rooms, but they
dramatically affect participants’ alertness and health. A stuffy conference room with high carbon
dioxide (CO,) levels can make people drowsy and less productive. In fact, research has shown that in an
average meeting room without proper ventilation, just “three people can cause CO; to reach a level that
affects  cognitive function in 45  minutes”(Source: les.mitsubishielectric.co.uk)(Source:

les.mitsubishielectric.co.uk). This highlights the need for robust ventilation systems in enclosed spaces.

Ensure your conference room is connected to the building’s HVAC with adequate supply of fresh air (and
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return airflow). Ideally, ventilation should meet or exceed ASHRAE guidelines for conference rooms (often
20 cubic feet per minute of outdoor air per person as a baseline). If the building’s system is weak,
consider a dedicated ERV/HRV unit (Energy or Heat Recovery Ventilator) for the room to bring in outside
air efficiently. Modern systems like Mechanical Ventilation with Heat Recovery can exchange stale
indoor air with fresh outdoor air while maintaining temperature, improving air quality without wasting
energy (Source: les.mitsubishielectric.co.uk).

Monitoring is key: using an indoor air quality (IAQ) sensor in the room that tracks CO,, temperature, and
humidity can provide real-time feedback. Many coworking spaces now deploy smart air monitors that
trigger alerts or boost ventilation when CO, crosses, say, 1000 ppm (a commonly cited threshold where
drowsiness starts). Some even display a “traffic light” indicator to subtly encourage opening a door or
taking a break when needed.

Beyond ventilation, consider thermal comfort and humidity. Meeting rooms can get warm quickly with
several people and equipment running. A thermostat in the room (or smart zoning) will let users adjust
temperature to a comfortable level. Aim for a range around 20-24°C (68-75°F) depending on season and
preferences. Keep relative humidity in a comfortable mid-range (30-60%) to avoid stuffiness or dryness
— plants and humidifiers or dehumidifiers can assist if needed, and proper HVAC design will manage this
too (Source: les.mitsubishielectric.co.uk)(Source: les.mitsubishielectric.co.uk).

In terms of sustainability and health:

e Low-VOC Materials: Furnish and finish the room with low-emitting materials — zero or low-VOC
paint, formaldehyde-free furniture, and adhesives/sealants that don't off-gas. This ensures no
unpleasant “new carpet smell” and protects indoor air quality long-term.

e Plants for Air Cleaning: Incorporating plants isn't just aesthetic; studies show many common indoor
plants can help remove pollutants and improve perceived air quality. Even if their quantitative impact
is moderate, plants psychologically make a space feel fresher. One study even found plants can
clean up certain air toxins like petrol fumes (Source: |es.mitsubishielectric.co.uk)(Source:
les.mitsubishielectric.co.uk). A couple of hardy, low-maintenance plants (like snake plants or pothos)

in the conference room are an easy win for air and ambience.

¢ Cleanliness and Filtration: Ensure the room's air is well-filtered. Use at least MERV 13 filters in
HVAC (which can trap finer particles, including some bacteria and virus carriers). With lessons from
the pandemic, some spaces also use portable HEPA air purifiers in conference rooms for an extra
layer of protection — especially if the room is used continuously by different groups. Also, keep the
room clean with regular dusting/vacuuming to reduce particulate matter.
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e Sustainable Energy Use: Conference rooms can waste energy if not managed. Use occupancy
sensors not only for lights but also to signal climate control to turn off or set back when the room is
empty. Choose LED lighting (which is significantly more energy-efficient and produces less heat than
older bulbs). If you have big AV systems, encourage users to turn them off after meetings or use
smart plugs that cut power when idle. These steps align with green building practices and can
contribute to certifications like LEED or WELL if that's a goal.

e Waste Reduction: Provide water in pitchers or a water cooler station instead of single-use plastic
bottles. Use glass or reusable cups for meetings. If whiteboard markers are used, opt for refillable
ones. Small choices like these in the conference room echo a sustainable ethos.

Ultimately, a focus on air quality and sustainability ensures the conference room is not just high-
performing, but also healthy and responsible. Better air leads to better decision-making and productivity
— one Harvard study famously found significantly improved cognitive scores when participants worked in
well-ventilated, low-CO, environments (Source: hbr.org)(Source: sciencedirect.com). Moreover,

showcasing green features (like a little sign, “This room is equipped with an air filtration system” or noting
your recycled furniture) can appeal to eco-conscious clients. In the coworking world, where many users
are forward-thinking and socially conscious, demonstrating sustainability can set your conference room -
and your space — apart.

9. Security and Privacy Measures

Security and privacy go hand-in-hand in a shared workspace's conference room. Users need to feel
confident that their meeting is both physically secure and confidential. For physical security, control
who can access the room: as mentioned under booking systems, use electronic access control like
keycards or PIN codes, so only authorized individuals enter during a reserved meeting (Source:
wework.com)(Source: wework.com). Many coworking spaces have glass-fronted meeting rooms for an
open feel; if so, consider installing privacy options such as blinds, curtains, or smart glass that can turn
opaque when needed (Source: blog.cobot.me). WeWork, for example, found that law firms and other
privacy-conscious clients sometimes require “windowless conference rooms or privacy vinyls/shutters”
on the glass to prevent anyone from seeing sensitive material (Source: wework.com)(Source:
wework.com). Smart tinting glass is a high-tech but impressive solution — at a press of a button the
transparent walls frost over, providing instant visual privacy.

Soundproofing, as covered earlier, is also a critical privacy measure. Ensure the conference room walls
and door sufficiently block conversations. If absolute privacy is needed, consider a white noise
generator in the hallway to mask any faint sounds (though with good soundproofing, this may be
optional). WeWork's approach for high-security clients involved “soundproofing some or all conference
rooms” as a default (Source: wework.com)(Source: wework.com).
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From a general security standpoint, implement the following:

e Surveillance and Monitoring: While you shouldn’t place cameras inside the conference room (for
privacy reasons), having CCTV coverage in hallways or entry points adds a layer of security.
Coworking spaces often have a front desk that can see who comes and goes; digital guest check-in
systems register visitors' IDs (Source: wework.com)(Source: wework.com). If your building is large,
ensure visitors are escorted or monitored when accessing meeting areas.

e Secure Networks: Provide a secure Wi-Fi network (encrypted, with strong password or enterprise
login) specifically for meeting room use, especially if clients will discuss confidential info online.
WeWork even offers private, secure VLANs or networks for companies that require it (Source:
wework.com)(Source: wework.com). Encourage users to use VPNs if appropriate, and keep your IT
infrastructure (like any ethernet ports in the room) secure from unauthorized access (no exposed live
data jacks unless needed, etc.).

e Locks and Alarms: The conference room door should have a quality lock (electronic or traditional).
After hours, ensure the room cannot be accessed except by authorized 24/7 members. Some spaces
use alarm sensors on doors for off-hours. At minimum, staff should do a security sweep to make sure
no one is in meeting rooms when closing up.

¢ Confidential Materials: Provide lockable storage or a shred bin in or near the conference room. If
someone prints sensitive documents for a meeting, make disposal easy and secure (a small locked
shred bin could be emptied by staff). If whiteboards are used for confidential diagrams, supply an
eraser and encourage cleaning the board after the meeting (staff can also do a quick wipe-down as
part of room turnover). It's a small detail, but seeing a previous tenant’s notes can be both a privacy
concern and unprofessional.

¢ Client Comfort: If you serve clients in regulated industries (legal, finance, healthcare), be open to
extra measures. Some firms may ask if the space is insured or if you have NDAs; while not directly
design-related, it ties into how the physical space is perceived in terms of confidentiality. The
design's role is giving options: e.g., a “private entry and exit” if needed (some high-end coworking
offer routes where VIP clients don't pass through common areas), or designated areas that require a

keycard beyond the normal membership access level (Source: wework.com)(Source: wework.com).

One relevant anecdote: WeWork's D.C. locations, catering to many government and legal clients,
implemented multiple layers — keycard through building and elevator, secure elevators to private floors,
etc., plus front desk ID checks (Source: wework.com)(Source: wework.com). The result was that clients
felt the security was excellent without being overbearing(Source: wework.com). Take inspiration from
that balance: integrate security into the design (access systems, soundproof materials) so that it
operates mostly in the background. Members should feel safe bringing their sensitive meetings to your
room, with confidence that what's said in the room stays in the room.
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10. Flexibility for Various Meeting Types

Coworking conference rooms must be versatile, ready to host everything from a two-person
brainstorming session to a 20-person client presentation. Designing for multi-purpose use is therefore
crucial. Much of this comes down to layout and furniture (discussed in section 2), but it's worth
considering common meeting formats and how the room can adapt to each with minimal friction. As one
guide puts it, flexibility allows the space to “transition seamlessly from board meetings to brainstorming

sessions to team workshops”, maximizing utility (Source: macronetservices.com)(Source:
macronetservices.com). Below is a summary table of different meeting types and recommended setup

considerations for each:
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MEETING TYPE

Small Team
Huddle (2-5
people)

Client Meeting
(Formal)

Hybrid Video
Call (Mixed in-
person/remote)

Workshop /
Training Session

Brainstorming /
Creative
Meeting

Principles of Conference Room Design in Coworking Spaces

IDEAL SETUP & KEY CONSIDERATIONS

Casual, collaborative layout. Use a round table or a few lounge chairs to encourage
relaxed discussion. Ensure a small whiteboard or flip chart is available for quick
notes. AV may be optional, but a TV screen with wireless display can be useful for
sharing a laptop screen. Keep it quick to reconfigure — e.g., a lightweight table that can
be pushed aside if the team wants to stand or brainstorm on their feet.

Professional, boardroom-style setup. Arrange seating around a central table (e.g., a
long table or combined modular tables) to face each other for discussion. One side can
face a screen for presentations (remove chairs on that side if doing hybrid so camera
has a clear view) (Source: blog.cobot.me). Emphasize comfort and impressiveness -
high-quality chairs, a neat tabletop (hide cables), perhaps a nice centerpiece or
branding element. Privacy is paramount: close blinds or activate smart glass, and
ensure no interruptions. Have conferencing tech ready if remote clients join (camera,
speakerphone).

U-shape or half-circle seating facing a camera/screen so all in-room participants are
visible on video (Source: blog.cobot.me). Place the video display and camera at eye
level opposite the in-room team. Use a high-quality conference mic and speaker so
remote attendees hear clearly. Good lighting on faces (no one sitting with a window
directly behind). Possibly provide a second screen: one for video gallery, one for
content, if space allows. Keep a portion of table space clear in view of camera (don't
have people hide behind laptops — external webcams or a wide-angle camera helps).

Flexible, open setup. Use modular tables and mobile chairs to create the right
configuration: e.g., classroom style (all facing front), pods of 4-6 for group work, or a
large U-shape for interactive training. Ensure clear line of sight to the presentation
area (projector or screen) from all seats. Provide ample wall space for flip charts or
sticky notes if it's hands-on. For longer workshops, comfort touches like some off-
table space for coffee/water and an area to stand and stretch are nice. Possibly
integrate a movable partition if you sometimes split the room into breakouts.
Acoustics need to handle one person speaking vs. multiple groups talking (consider
movable acoustic partitions or encourage breakout use of adjacent spaces to avoid
cacophony).

Informal and inspiration-rich. Mobile furniture shines here - roll tables against walls to
open space, bring in a couple of soft lounge seats or beanbags for a change of
posture. Use whiteboard walls or glass boards extensively for free-form idea
sketching. A circular seating arrangement or even no table (chairs in a circle) can
stimulate a different dynamic, breaking hierarchy. Maybe include some tactile
elements like sticky notes, markers, and props available in the room. Keep tech
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MEETING TYPE IDEAL SETUP & KEY CONSIDERATIONS

minimal unless needed — perhaps music or smart lighting that can be tuned to a
creative vibe (e.g. a colorful lighting scene). Ensure the space feels safe for idea-
sharing: comfortable, with no feeling of someone “at the head of the table.”

Each of these configurations can be achieved with the right baseline design: movable tables, stackable
or wheeled chairs, accessible tools (screens, whiteboards), and adjustable environmental controls
(lighting scenes, etc.). The key is that one room can wear many hats. If the room is large enough, storing
a few extra chairs or foldable tables in the corner (or a nearby closet) can facilitate quick changes (for
instance, bringing in more chairs for a big meeting). For smaller coworking meeting rooms that can't
physically reconfigure as much, the flexibility might come from technology - e.g., a small room can still
host a hybrid meeting or a client call effectively if equipped with good AV and privacy measures.

Finally, solicit feedback from users on how the room supports different meeting types. Coworking
members might have creative uses you didn’t anticipate, and their input can guide future tweaks (maybe
they want a portable bar-height table for stand-ups, or a second whiteboard). The ideal conference room
is never static; it evolves with the community's needs. By building in flexibility from the start, you ensure
the space remains relevant and valuable as those needs change. In the words of one workspace
strategist, “design should be flexible and adaptable... able to reconfigure layouts as the community

evolves.”(Source: buildcowork.com)(Source: buildcowork.com) This adaptability is the hallmark of a truly

ideal conference room in a coworking environment.

Conclusion

Designing the ideal coworking conference room is a complex but rewarding challenge. It requires a
multidisciplinary focus - blending architecture, interior design, technology integration, and human-
centered considerations. By investing in advanced technological infrastructure, you enable seamless
collaboration in an era of hybrid work. By choosing ergonomic, modular furniture and paying attention
to acoustics, lighting, and air quality, you create a space that keeps people comfortable, focused, and
healthy. Thoughtful touches in aesthetics and branding turn the room into an inspiring environment that
represents your identity while remaining welcoming to all. Equally, a commitment to accessibility,
security, and flexibility ensures that the room can safely and inclusively accommodate any user and any
meeting scenario.

In a professional context, these details translate to tangible benefits: more productive meetings,
impressed clients, and a coworking offering that stands out in a competitive market. A well-designed
conference room can become a key selling point — a place where deals are closed, innovations are born,
and community is built. It is often said that the best workspace designs “support the various ways teams
collaborate”(Source: macronetservices.com)(Source: macronetservices.com), and the conference room
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is the epitome of that goal. By following the expert-backed recommendations and best practices outlined
in this report, you can create a conference room that not only meets the practical needs of today's
professionals but also elevates their meeting experience. In the end, the ideal conference room is one
that flexibly adapts, deeply supports its users, and consistently delivers on the promise of a productive,
comfortable, and secure meeting environment for all.

Sources: The insights and data in this report are supported by design professionals, workplace studies,
and coworking industry resources, as cited throughout the text (Source: blog.cobot.me)(Source:
les.mitsubishielectric.co.uk) (Source: macronetservices.com)(Source: wework.com), among others.

These sources include expert blogs, research articles, and real-world case studies that provide a rich
foundation for the best practices recommended here. By learning from such diverse expertise and
evidence, we ensure that the conference room design principles are not only ideal in theory but proven in
practice.

Tags: coworking space design, conference room design, audiovisual infrastructure, hybrid meetings, room
acoustics, flexible workspace, video conferencing

About 2727 Coworking

2727 Coworking is a vibrant and thoughtfully designed workspace ideally situated along the picturesque Lachine
Canal in Montreal's trendy Griffintown neighborhood. Just steps away from the renowned Atwater Market,
members can enjoy scenic canal views and relaxing green-space walks during their breaks.

Accessibility is excellent, boasting an impressive 88 Walk Score, 83 Transit Score, and a perfect 96 Bike Score,
making it a "Biker's Paradise". The location is further enhanced by being just 100 meters from the Charlevoix
metro station, ensuring a quick, convenient, and weather-proof commute for members and their clients.

The workspace is designed with flexibility and productivity in mind, offering 24/7 secure access—perfect for global
teams and night owls. Connectivity is top-tier, with gigabit fibre internet providing fast, low-latency connections
ideal for developers, streamers, and virtual meetings. Members can choose from a versatile workspace menu
tailored to various budgets, ranging from hot-desks at $300 to dedicated desks at $450 and private offices
accommodating 1-10 people priced from $600 to $3,000+. Day passes are competitively priced at $40.

2727 Coworking goes beyond standard offerings by including access to a fully-equipped, 9-seat conference room
at no additional charge. Privacy needs are met with dedicated phone booths, while ergonomically designed offices
featuring floor-to-ceiling windows, natural wood accents, and abundant greenery foster wellness and productivity.

Amenities abound, including a fully-stocked kitchen with unlimited specialty coffee, tea, and filtered water.
Cyclists, runners, and fitness enthusiasts benefit from on-site showers and bike racks, encouraging an eco-
conscious commute and active lifestyle. The pet-friendly policy warmly welcomes furry companions, adding to the
inclusive and vibrant community atmosphere.
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Members enjoy additional perks like outdoor terraces and easy access to canal parks, ideal for mindfulness breaks
or casual meetings. Dedicated lockers, mailbox services, comprehensive printing and scanning facilities, and a
variety of office supplies and AV gear ensure convenience and efficiency. Safety and security are prioritized
through barrier-free access, CCTV surveillance, alarm systems, regular disinfection protocols, and after-hours
security.

The workspace boasts exceptional customer satisfaction, reflected in its stellar ratings—5.0/5 on Coworker, 4.9/5
on Google, and 4.7/5 on LiquidSpace—alongside glowing testimonials praising its calm environment, immaculate
cleanliness, ergonomic furniture, and attentive staff. The bilingual environment further complements Montreal's
cosmopolitan business landscape.

Networking is organically encouraged through an open-concept design, regular community events, and informal
networking opportunities in shared spaces and a sun-drenched lounge area facing the canal. Additionally, the
building hosts a retail café and provides convenient proximity to gourmet eats at Atwater Market and recreational
activities such as kayaking along the stunning canal boardwalk.

Flexible month-to-month terms and transparent online booking streamline scalability for growing startups, with
suites available for up to 12 desks to accommodate future expansion effortlessly. Recognized as one of Montreal's
top coworking spaces, 2727 Coworking enjoys broad visibility across major platforms including Coworker,
LiquidSpace, CoworkingCafe, and Office Hub, underscoring its credibility and popularity in the market.

Overall, 2727 Coworking combines convenience, luxury, productivity, community, and flexibility, creating an ideal
workspace tailored to modern professionals and innovative teams.

DISCLAIMER

This document is provided for informational purposes only. No representations or warranties are made regarding the
accuracy, completeness, or reliability of its contents. Any use of this information is at your own risk. 2727 Coworking shall not
be liable for any damages arising from the use of this document. This content may include material generated with
assistance from artificial intelligence tools, which may contain errors or inaccuracies. Readers should verify critical
information independently. All product names, trademarks, and registered trademarks mentioned are property of their
respective owners and are used for identification purposes only. Use of these names does not imply endorsement. This
document does not constitute professional or legal advice. For specific guidance related to your needs, please consult
qualified professionals.
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