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Chapter, Chapter Officers & HSC

“The primary purpose of each chapter
Is to assure that each Oxford House
operates in a way that is consistent
with the Oxford House Traditions
and Systems of Operations.”



Principles

Three principles underlie the formation and operation ~ of
Oxford House Chapters and explain why individual Oxford
Houses group together to start Chapters:

Oxford Houses share their experience,
strength, and hope with each other.

he common welfare of Oxford House
requires that all Oxford Houses follow
the conditions of their charter.

Oxford House Chapters foster expansion

of the number of Oxford Houses in
order to provide safe, sober, supportive
living environments for a greater number of
individuals recovering from alcoholism and
drug addiction.
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Chapter, Chapter Officers & HSC

= Community of Oxford Houses
= Meetings

= By-Laws

= Correspondence

v PO Box
v Email

= Dues



OXFORD HOUSE CHAPTER MEETING FORMAT

1. Chapter Chairperson calls the meeting to order at a specified time
2. Roll Call by Chapter Secretary
¢ Call houses alphabetically and indicate name and office of voting representative for house (house
president or house approved alternate).
3. Chairperson has the 3 Chapter Principles read in brief (p. 4 Chapter Manual) and 1 Principle per meeting
read in full (p. 5-7 Chapter Manual)
4. Chairperson calls for introduction of all members: name, house, and office (if any)
5. Secretary reads minutes of last regular monthly chapter meeting
*  After secretary’s minutes are read in full, chairperson asks if there are any corrections.
¢ Ifthere are corrections suggested to the minutes, they must be motioned, seconded, and approved by vote
unless the chairperson establishes that there are no objections to the suggested corrections.
* Once corrections have been approved or if there are no corrections, the chairperson asks for a motion to
accept the minutes as corrected or as read, depending on which applies.
* The motion requires a second and then the chairperson calls for a vote (1 vote per house).
6. Chapter Treasurer’s Report
* Treasurer calls for chapter dues (and fines if applicable).
* Treasurer confirms electronic payment of revolving loan from all houses that have outstanding balances.
* Treasurer confirms electronic payment of $50 monthly Oxford House World Services dues from all
houses.
¢ All payments or missing payments should be announced and recorded by secretary.
* Past due chapter dues, fines, and/or revolving loans may be discussed at this time.
® Chapter checkbook should be available for members to review.
* Treasurer must have a copy of report for each house.
* Treasurer presents report according to financial report form.
¢ Ifa chapter audit was scheduled since last chapter meeting, treasurer presents the results.
*  After treasurer presents report, chairperson asks if there are any corrections.
® Once corrections have been approved or if there are no corrections, the chairperson asks for a motion to
accept the minutes as corrected or as read, depending on which applies.
7. Chairperson’s Report
8. Vice-Chairperson’s Report
9. Housing Service Committee Chairperson’s Report
10. House Reports
* Secretary calls for house reports in alphabetical order.
¢ Each house representative presents the following:
= A monthly financial report (to include the status of unpaid bills).
= A monthly activity report.
= A brief report on how the house is doing, if there are any problems, are members current or
behind on rent, names of evicted members, etc.
* Reports should be passed around for all members to review. Chapter treasurer keeps financial reports and
chapter secretary keeps activity reports.
¢ Ifanyone has questions for a house representative they may be addressed at this time.
10. Old Business
*  Any business that was discussed but unfinished from a previous meeting.
11. New Business
*  Any matters that have not been discussed previously.
* Any member may bring up new business.
* A motion must be made to take action.
12. Adjournment
*  When business has been concluded Chairperson calls for a motion to adjourn.
® Chairperson states the time and location of the next chapter meeting.




10.

OXFORD HOUSES OF VIRGINIA

CHAPTER 10 BY-LAWS

Oxford Houses of Virginia — Chapter 10 consists of 5 Oxford Houses providing 40 beds:
Diamond Hill (male, 8 beds), Forest Hills Park (male, 8 beds), Fry’s Spring (female, 8 beds),
Wakefield (male, 8 beds) and Washington Park (male, 8 beds).

Chapter Meetings are held once per month, on the third Sunday of the month, at 2:00 p.m. The
location of the meeting is based on a rotation through the houses in the following order
(alphabetical): Diamond Hill, Forest Hills Park, Fry’s Spring, Wakefield & Washington Park.
The time or location of a Chapter Meeting can only be changed at a prior chapter meeting by a
majority vote of the chapter.

The Housing Service Committee meets on the first Thursday of each month, at 7:00 p.m., at the
same location as the Chapter Meeting for that month.

The house that hosts the Chapter Meeting shall provide food and beverages for the meeting, and
may submit receipts for expenses to be reimbursed by the Chapter up to $50.

The house that hosts the Housing Service Committee Meeting shall provide food and beverages
for the meeting, and may submit receipts for expenses to be reimbursed by the Chapter up to
$30.

The Chapter shall elect a chairperson, vice-chairperson, treasurer, secretary, and housing service
committee chairperson. Chapter officers serve terms not to exceed one year. The Chapter will
not allow any of these positions to remain vacant.

Each house has one vote in the Chapter: their house president, or in his/her absence, another
house member that has been approved by a majority vote of the house to represent them at the
chapter meeting.

Houses must send their house president or another approved representative to the Chapter
meeting. If there is no representative for the house present at the time the Chapter Treasurer
calls for dues, the house will be fined $50.

All residents of all houses will be required to attend three Chapter Meetings in their first four
months of residency in the house.

Houses will read and submit an accurate Monthly House Report (to the Chapter Housing
Service Committee Chairperson) and Monthly Financial Summary Report (to the Chapter
Treasurer) at the Chapter Meeting. If they fail to do so, the house will be fined $50. These
reports will be presented and passed around the meeting for review before being submitted.
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Dues are $10.00 per bed per month. Of the $10.00/bed per month, $8.00 is for Chapter dues and
$2.00 is for State Association dues.

If a house check for dues in full is not available when the Chapter Treasurer calls for dues, the
house will be fined $50.

Each house will elect a representative for the Housing Service Committee. Each house is
responsible for having a Housing Service Committee Representative, or a house-approved
alternate, attend the Housing Service Committee meeting, any Housing Service Committee
house visits, and other Housing Service Committee activity. If there is no representative for the
house present at the time of roll call, the house will be fined $50.

The Chapter Treasurer will provide a copy of the monthly Chapter Treasurer Report for each
house to keep for its own records.

. All house secretaries will provide their house’s activity report data for each month to the

Chapter Secretary no later than the 2" of the following month and the Chapter Secretary will
forward that information to the appropriate Virginia Qutreach Worker no later than the 3" of the
month.

. All houses are required to login to the national website (www.oxfordhouse.org/update) at least

once per week and all houses are required to check their house email account at least once per
week. Failure to do so will result in a $50.00 fine per incident; fines for website login and house
email are separate and cumulative.

Two signatures are required for all Chapter checks; signers will be the Chapter Chairperson and
the Chapter Vice-Chairperson, with the Chapter Housing Service Committee Chairperson
serving as an alternate signer. Two signatures are required for all Oxford House checks and the
Chapter will not accept checks without the appropriate authorized signatures.

The Chapter will conduct a bi-monthly audit of its checking account. This audit will be
conducted by the Chapter Treasurer, Chapter Chairperson, and Chapter Housing Service
Committee Chairperson. Audits will occur after even numbered months, once the bank
statement for that month has been received and will be reported at the following Chapter
meeting.

All houses will pay their Revolving Loan to Oxford House, Inc. ($170/month until loan
principle is paid in full) and their Oxford House World Services Dues ($50/month) by monthly
electronic debit. If a house fails to do so for any reason, they are required to inform the Chapter
at the monthly Chapter Meeting. Failure to do so will result in a $50 fine.

All houses must have a minimum of three residents fully attend and participate in the Oxford
Houses of Virginia annual State Convention. If only two residents from a house fully attend and
participate, the house will be fined $150; if only one resident does so, the house will be fined
$300; and if no residents do so, the house will be fined $450.

Any house that pays for hotel accommodations in order for its residents to attend the Oxford
Houses of Virginia annual State Convention will be exempt from chapter dues for the month in
which the convention is held.

Chapter officers and Housing Service Committee members may submit for reimbursement
receipts for gasoline or other necessary expenses associated with Chapter and Housing Service
Committee activity other than regular monthly Chapter and HSC Meetings.

All Oxford House Traditions and Principles and all policies and guidelines in the House
Manual, Chapter Manual, and World Council Manual, as well as other supplemental Oxford
House literature, apply to this chapter, and all houses are expected to abide by them.




Oxford House Chapter
Promissory Note

| ‘wt‘””‘”‘”ﬁ‘hr I

Tradition Six of Oxford House

Each Oxford House should be financially self-supporting although financially secure houses
may, with approval or encouragement of Oxford House, Inc., provide new or financially needy

houses a loan not to exceed one vear.

Tradition Six has three important principles: (1) It emphasizes that each house should be self-supporting and not need a
loan; (2) It recognizes that sometimes new houses or existing houses may need a loan to get on track or back on track
with respect to self-support, and (3) It recognizes that a loan should be for a limited duration {(no longer than one year)
in order to make sure that some houses do not become dependent upon other houses and not function the way Oxford
Houses are supposed to function.

To make certain that both the Chapter and the individual house asking for a loan understand the principles of Oxford

House and the terms of the loan repayment, the Promissory Note becomes an important way to keep things clear.

In the rare situation where a loan is needed to keep or get a house going and is needed in order to protect the
reputation of Oxford House, as a whole, this form should be completed in triplicate—one copy to the house getting the
loan, one copy to the Chapter, and one copy to the Outreach Services Representative.

Promissory Note

Chapter on this day of in the year does
hereby loan Oxford House the sum of $

Loan Repayments are $ each month and begin the day of the
month of and are due for number of months.

Signed Chapter Chairperson
Signed Chapter Treasurer
Signed House President

Signed House Treasurer




CHAPTER LOAN POLICY

One of the reasons for belonging to a Chapter is for a house to be able to get financial assistance if it gets into
trouble. All the houses in a chapter are eligible for financial assistance, when needed, if they meet the
following requirements:

1. The house must request a loan at a Chapter Meeting and set up an appointment with the Housing Service
Committee to review their financial books.

2. At the agreed upon time, the Housing Service Committee will visit the house and take the following actions:

A. Complete an audit on the books for improprieties (embezzlement).

B. Check the rent receipt book for residents who are behind in rent.

C. Check the bills for unnecessary expenditures (excessive cable, phone, etc.)

D. See that the house income (individuals weekly rent from the residents) is in proportion to the
house expenses and request the house to raise the rent if needed.

E. Have the house set up an emergency fund separate from house funds; the Housing Service

Committee will work with the house on the amount that should be set up.
F. Review house lease to check on landlord and tenant liability for repairs.

3. If the house meets the loan requirements for the chapter, the Housing Service Committee will work with
the house on setting the amount of the loan and the repayment plan. The house may request that chapter

dues be waived during this repayment period.

Houses Inheriting Loans from Previous Tenants:

* Ahouse may find itself liable for a loan incurred by previous residents. This is particularly true in
the case of a start-up loan from Oxford House Inc. It is important to remember that it is the
house that owes the money and that all past, present, and future residents of that house are
responsible for repayment of these loans.

All houses must be operating under the guidelines established in the Oxford House Manual.

* This is not only necessary for a house to be eligible for financial assistance from a chapter, but

also to maintain its charter as an Oxford House.
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Chapters do not exist solely to provide financial assistance. Chapters are the glue that hold houses in an area
together and give each house an opportunity to share its experiences (successful & unsuccessful) with others.
Chapters provide a sense of security to individual houses that they are not alone when faced with serious
problems that sometimes arise in an Oxford House.

Chapters provide quality control in making sure that their Oxford Houses are following the conditions of their
charter so that the Oxford House name in the area can maintain its good reputation in the recovery
community.

Chapters also exist to foster the expansion of houses when the number of recovering individuals looking for
sober housing exceeds the number of beds available in an area.




Chapter, Chapter Officers & HSC

= Social Events

= Chapter Workshops



CHAPTER CHAIRPERSON DUTIES

The Chairperson is the executive officer of the Chapter. He or she should ensure that all
Chapter officers are elected for a term of one year. There is a limit of one continuous year
in any single office. To be eligible, the officer must be living in a house at the time of
election. If an officer is put out of the house involuntarily, he or she is automatically out of
office. All officers, except the Treasurer, may complete their term of office if they move out
on good terms; however this should be determined by a vote of the Chapter.

1. Shall preside over Chapter meetings

a. Makes certain the Chapter meets once per month

b. Uses parliamentary procedure in conducting the meetings

¢. Makes certain Chapter bylaws and Oxford House system of operations are
adhered to

d. Shall prepare an agenda in advance of the monthly meeting and distribute to
members of the meeting

e. Shall give a report at each meeting regarding the state of the Chapter or other
activities and concerns

f.  Shall ensure that the democratic process is followed

2. Chairperson shall work closely with all other officers.

a. Shall audit Chapter financial records with Treasurer and Housing Service
Committee Chairperson
Shall keep Vice-Chairperson advised of all business and activities

¢. Shall act as mediator, along with Housing Service Committee Chairperson,
Vice-Chairperson, and Housing Service Committee in any house dispute, if
called upon.

d. Shall work with Secretary by informing him/her of any correspondence

3. Shall attend the regular bimonthly State Association meeting as the Chapter
representative on the State Association Board of Directors.
a. Shall report to State Association on Chapter activity, financial status, etc.
b. Shall deliver State Association dues and financial reports on behalf of
Chapter
c. Shall report back to Chapter concerning State Association business and
activity

4. Chairperson shall act as an ex-officio representative (as needed) with local, state, or
national agencies and landlords unless otherwise designated

5. Shall submit an accurate accounting with receipts of any approved expenses for member
approval




CHAPTER VICE-CHAIRPERSON DUTIES

The Vice-Chairperson shall serve in full capacity as Chairperson in the absence of the
elected Chairperson.

1. The Vice-Chairperson will serve on the Housing Service Committee.
a. Shall assist in the scheduling of presentations, opening new houses, assisting
houses in trouble, and regular house visits
b. Shall serve in full capacity as Housing Service Committee Chairperson in the
absence of the elected Housing Service Committee Chairperson

2. The Vice-Chairperson may act as Chairperson for any social activities

3. The Vice-Chairperson may work with the Treasurer in organizing, implementing, and/or
coordinating any fund raising activity

4. The Vice-Chairperson shall submit a report on all activities at the monthly Chapter
meeting.

5. The Vice-Chairperson shall submit an accurate accounting with receipts of any approved
expenses for member approval



CHAPTER SECRETARY DUTIES

. The Chapter Secretary shall be responsible for accurately recording all minutes at the
monthly chapter meeting or special meeting
a. Shall mail copies of the minutes to all houses in the Chapter, all Chapter
officers, and the State Association Chairperson

. The Secretary shall be responsible for any correspondence to and from the Chapter.
. The Secretary will maintain a record of all Chapter officers, start and end dates of term,
and inform Chapter at least one month in advance when an election 1s to be held at the

monthly chapter meeting.

. The Secretary shall submit an accurate accounting with receipts of any approved
expenses for member approval

. The Secretary shall submit the resident activity report for each house in the chapter to
their respective Outreach Services Representative by the 3" of each month.

Kelly Crowder kelly.crowder@oxfordhouse.org
Kevin Jackson kevin.jackson@oxfordhouse.org
Andy Kutsch andy .kutsch@oxfordhouse.org

Paul Stevens paul.stevens(@oxfordhouse.org



CHAPTER TREASURER DUTIES

The Chapter Treasurer shall be responsible for maintaining the Chapter financial
accounts and implementing good bookkeeping procedures.
a. The Chapter shall maintain a checking account that requires two signatures
on ALL checks, no deposits “less cash” and no ATM cards.
b. The Chapter Treasurer shall maintain and accurately record all house dues
and fines, collect in a timely manner, and make deposits upon receipt.

The Chapter Treasurer shall be responsible for paying all bills for approved
operating costs and reimbursing any officer or member for approved expenses.

a. All expenses and receipts must be submitted to the Treasurer prior to the
meeting or no later than the Treasurer’s report during the meeting. All
expenses must be approved by a majority vote of the members.

b. All checks for bills should be written at the chapter meeting and if needed, be
mailed immediately.

c. The Chapter treasurer shall keep accurate records of any fund raising
activities.

The Chapter Treasurer shall be responsible for collecting any funds for loans and
keeping accurate records.

The Chapter Treasurer shall send the appropriate State Association dues to the State
Association Treasurer, bi-monthly, or deliver payment to the Chapter officer that will
attend the bi-monthly State Association meeting.

The Chapter Treasurer shall make a complete report at the monthly meeting of all
expenses, income from dues, loans and fundraisers and present expenses for a vote of
approval by the members, and a copy of the monthly finance report should be
submitted to the Secretary and each house in the Chapter.

The Chapter Treasurer shall submit an accurate accounting and receipts for any
reimbursable expenses to be voted upon for approval by the members.

LAST BUT NOT LEAST...the Chapter Treasurer must always be a current Oxford
House member.




HOUSING SERVICE COMMITTEE CHAIRPERSON DUTIES

Housing Service Committee Chairperson shall serve a term of one year and abide by the
majority vote of the membership.

1.

The Housing Service Committee Chairperson shall serve as the chairperson of a
committee selected from members of the individual houses within their Chapter. They
shall also conduct and record all committee meetings. (A member of the committee itself
may be voted in to assume the role of Housing Service Committee Secretary to take
minutes of the meeting.) In the event of the Housing Service Committee Chairperson’s
absence, the Chapter Vice-Chairperson shall assume his/her responsibilities.

Hold regular meetings once per month to implement Housing Service business.

The Housing Service Committee Chairperson and the committee shall be responsible
for:

A. Approving any new facility, reviewing the lease and assisting in processing of the
loan application, (except, when an Outreach Services Representative is responsible).

B. Assisting a new house by attending their weekly meetings, teaching the concepts,
training the new house officers, and helping in finding new prospective members.

C. Assist, however necessary, any house experiencing problems. (Remember, each
house is autonomous — the committee is there to help, not control.)

D. Promote Oxford House by scheduling presentations with treatment centers, recovery
houses, community drug and alcohol centers, corrections, churches, outpatient
treatment centers, etc.

The Housing Service Committee Chairperson shall report at the monthly Chapter
meeting, any activities the committee conducted and what the results were.

Shall submit an accurate account of approved expenses and receipts to the Chapter
Treasurer monthly.




Chapter, Chapter Officers & HSC

= The Housing Service Committee
Backbone of the Chapter!

= HSC is a COMMITTEE!



Chapter, Chapter Officers & HSC

= 3 Main Functions of the Housing
Service Committee

v Troubleshooting/Training/Support
v Promotion/Outreach
v Opening New Houses!



Chapter, Chapter Officers & HSC

= Troubleshooting/Training/Support

v “The HSC always offers suggestions
— not orders. ‘Bossism’ works no
better among houses than it does
within an Oxford House.”



HSC: Troubleshooting/Training/Support

v “By skillfully carrying the message,
the Chapter Housing Service
Committee can prevent problems
from arising and for those problems
that do arise the Committee can
quickly provide suggestions for
solving them.”



HSC: Troubleshooting/Training/Support

= Always show respect, announce
visit

= Charter violations/Reputation of
Oxford House vs. other problems

v Taking necessary corrective action
vs. making suggestions



HSC: Troubleshooting/Training/Support

= Monthly Meeting

= House Visits

= Always schedule follow-up!
= Training Workshops

= Avoid micro-managing house
(don’t deprive house of autonomy)



HSC: Promotion/Outreach

= We can do better

= 90% of problems solved by filling
vacancies

= HSC plays central role in
recruitment (along w/ individual
houses)



HSC: Promotion/Outreach

= Schedule regular presentations

= Develop referral agency contact list
for your area

= Communicate with referral sources
on a regular basis (e.g. email)

= National website

= Schedule events: open houses &
other social events



HSC: Opening New Houses

= Responsibility to always be
expanding to meet the need

= Most neglected part of the HSC
mission

= HSC critical in recruiting for and
training new houses



