
The Pears Hub
User Handbook



Welcome to the Pears Hub
Welcome to the Pears Hub! We're so pleased you have 
chosen to make use of our space. We love to see our grantees 
here and hope you enjoy using it.

The Hub has been designed to be user-friendly and a 
comfortable place to work. This guide will tell you everything 
you need to know to use the space easily and independently. 
We know there is a lot of information here but please do read it 
as it will help you to make the best use of the space.

If you need help whilst you're here, please inform Reception 
who will pass on your request to the Foundation team and we 
will try our best to assist. If no-one from the Foundation is on 
site, you can contact Ellie Pun on 020 7433 6370.

We want to provide a workspace which meets the needs 
of our grantees, which we are aware are constantly 
evolving. To help us review and adapt, please give us 
your feedback on the Hub by emailing Ellie at 
epun@pearsfoundation.org.uk.
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How to find us

Underground: West Hampstead station, Jubilee Line

Turn right out of the station onto West End Lane, Walk for approximately two minutes. At Rosa’s Thai Café, turn   

right down the private road. The entrance is on your right.

Overground: West Hampstead Station, North London Line

Turn left out of the station and cross over West End Lane. At the lights, by Rosa’s Thai Café, turn right 

down the private road. The entrance is on your right.

Thameslink: West Hampstead Thameslink Rail Station

Cross over West End Lane. At Rosa’s Thai Café, turn right down the private road. The entrance is on your 

right.

The Pears Hub is in West Hampstead, on the ground floor of Haskell House, 152 West End Lane, 

London NW6 1SD. It is served by many bus routes and the London Underground, London 

Overground and Thameslink stations are all a few minutes’ walk away.

Directions

https://goo.gl/maps/UFDjAkjJw5MwWELn8
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1. Please read this user guide!

2. If you no longer need the desk or meeting room you have booked, please remember 

to cancel your booking on Skedda so that others can book the space.

3. Please note that the Pears Hub is only available for use by organisations currently in 

receipt of Pears Foundation funding. The Hub cannot be used for fundraising events or 

events for which you are charging a booking fee.

Before your visit
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1. Arrive

• The Hub is open from 9am to 5pm.

2. Sign in at reception

• Collect your fob to use for the day. This will give you access to the front door and the Hub door, 

which locks automatically behind you, so please try not to forget it when you use the toilets!

3. Settle in

• Locate your pre-booked desk or meeting room and settle in. Find the kitchen and help yourself 

to tea, coffee and a cold drink or snack.

4. Check in online

• Finally, don’t forget to respond to your Skedda email and check in online so we know you are 

here.

Checking in
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1. Please clear your things away

• Put any used crockery in the dishwasher

• Clear your desk/meeting room and take home any leftover food (please do not store leftovers in 

the fridge)

• If you've used a meeting room, return the furniture to how it looked when you arrived

2. Return your fob to Reception

• Return fob and lanyard to Reception, leaving it on the desk if there is no-one there

• The Hub closes at 5pm. Please leave the building by 5.30pm at the latest

If the gates are locked you'll need these codes:

• Pedestrian gate: C1958X then turn anti-clockwise

• Large gate: 1610

Checking out



Connecting to the Wi-Fi
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£8,648,238

£12,751,338

Pears Hub has its own Wi-Fi network 
called… 'Pears Hub'.

The password is displayed

around the Hub

We change the password every few months so if you have been to the Hub 

before and can no longer connect please check you are using the most recent 

version.



Floorplan
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Hot desks Breakout/eating 

area



Hot desks

We want the Hub to be a space for 
our partners to meet each other so 
please do say hello to other users 
and make use of the sofas and 
eating areas.

We operate a clear desk policy so 
please do not leave anything 
behind. (If you're back in the next 
day please speak to Ellie about 
temporary storage.)
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Co-working space

We have a co-working space that 
can be used for both team and 
project working or as additional hot 
desks.

This is based within the open plan
hot desk area so if your work is 
likely to involve a lively discussion,
interactivity or confidential 
discussions, please book a meeting 
room instead.
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Meeting room 1 – multifunctional room
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A large, flexible space suitable for:

• Team meetings

• Board meetings

• Away days

• Training days

Video conferencing facilities are available*

* Please let us know in advance if you want to use the video 
conferencing facilities so we can check compatibility with our system



Meeting rooms 2 and 3

12

These are perfect for shorter 
meetings for up to 3 people or for a 
private phone call or Zoom 
meeting.

These two rooms are on the smaller 
side, so you may not want to 
spend an entire day in them but 
there are breakout spaces for when 
you want a change of scenery.



Hosting a large meeting or event in room 1

• Please make sure we have a named contact who will be responsible for running the meeting on the 

day.

• You'll need to provide us in advance with a list of all guests attending your meeting. On the 

day you will be responsible for collecting your guests from Reception.

• Our operating hours are 9am-5pm. Please remember to factor set up and clear up timings into this 

timeframe.

• Feel free to rearrange the furniture but please ensure the room is put back as you found it before 

you leave.

• For larger meetings and events (more than 10 people) you will need to provide your own cold drinks 

and snacks. We have an urn and tea and coffee supplies for serving hot drinks.

• If you want to order catering, please have a look at our catering advice sheet for 

our recommendations and guidelines. You'll need to be responsible for taking delivery of your food 

and clearing it away. Please do not leave leftovers in the fridge.
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https://pearsfoundation.org.uk/wp-content/uploads/Lunch-at-the-Hub.pdf
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Possible layouts for meeting room 1

Theatre style: 
seats 36 

excluding 
presenters

Extended 

boardroom 

style: seats 20

Small group 

style: seats 25 

excluding presenters



Pears Hub facilities
If you're already in the Hub and want to use a meeting room, you can make an on-the-
spot booking at https://pearsfoundation.skedda.com/

The stationery cupboard by the entrance to the Hub contains recycling bins, stationery 
supplies and the printer.

Instructions for the printer/copier/scanner are located beside it. Please note that printing 
and copying facilities are not intended for large printing jobs, marketing materials etc.

Meeting room 1 has video conferencing and presentation facilities, operating 
instructions can be found in the room. You'll need a USB or HDMI connection. If your 
laptop needs an adaptor, please bring it with you.

The toilets are located behind Reception on your right. Remember to take your fob so 
you can get back in!
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https://pearsfoundation.skedda.com/


Kitchen area

❑ A selection of hot and cold drinks 
plus chocolate and biscuits in the 
large drawer.

❑ Crockery, glassware, cutlery and 
disposables for large groups.

❑ A dishwasher - please put dirty items 
in when you're finished.

❑ Hot drink urns for large meetings 
can be found in the tall kitchen 
cupboard along with a kettle to fill 
them up.

❑ A kitchen guide for further 
information.
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We have provided a range of snacks, drinks and equipment, all 
labelled to make it easier to find. All we ask is that you leave the area 
as you find it. In the kitchen you'll find:

You're welcome to use the breakout areas to eat your lunch or have a 

coffee break.



Emergency evacuation procedure

In the event of an emergency alarm, 

please exit via the front door as 

quickly as possible and follow any 

fire marshals in high-viz vests to the 

evacuation point shown on the 

right.

This is along West End Lane to the 

right, past the railway tracks and 

wait by the boarding to the building 

works by Travis Perkins.
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Frequently asked questions

Can I park at the Hub?

Parking is not available for Hub users. We do not own the on-site car park and therefore it 
is not in our gift to allocate spaces.

We do, however, have a couple of spaces reserved for those with additional accessibility 
requirements. Please contact us in advance if you would like us to book one for you.

Is the Pears Hub accessible for all users?

The Pears Hub is on the ground floor. There is a disabled toilet and step-free access to 
the meeting rooms and workspaces. However, the kitchen and printer area are not 
designed for wheelchair users. If you or one of your attendees have accessibility 
requirements, please contact us in advance so that we can make sure your time in the 
Hub goes smoothly.
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