Oxford House
Coordinator



Coordinator

= Each House shall have its own duly elected
Coordinator. The Coordinator must be a
member of the particular house and shall
serve a term not to exceed six months. A
member may not serve as Coordinator for
two consecutive terms but may be elected to
Coordinator again six months after the
completion of one term.



Coordinator Duties

= The Coordinator will assign chores in order to keep
the house clean and orderly. Chores will be
assigned to house members in a fair manner on a
weekly basis prior to each weekly business
meeting.

= The Coordinator will report to the house at the

weekly business meeting the status of chores
completed or not adequately completed.

= The Coordinator is authorized to bring to any
member’s attention their failure to appropriately
clean up after themselves.



Coordinator Duties

= The Coordinator will be responsible for the general safety of
the house, including regularly testing smoke-detectors,
conducting fire safety checks, fire drills, and discussing house
safety issues with the house members at the weekly business
meeting.

= The Coordinator will be responsible for the general upkeep of
the house, bringing to the attention of the house any
maintenance issues and enlisting the support of all house
members in completing any projects undertaken by the house
as the result of a house decision.



Coordinator Duties

= The Coordinator will be responsible for
keeping the house properly stocked with
house supplies that the house provides (e.g.
cleaning supplies, toilet paper, coffee, etc.).

= The Coordinator will conduct periodic cursory
visual checks of all members’ rooms in order
to make sure they are keeping their rooms
clean.

= The Coordinator will maintain an accurate
and up-to-date house property list.



Chores

= Coordinator Report chore categories
customized to house (chore categories = bed
count)

= House needs chore description/requirements
for each chore category (examples in packet)

= Chore assignments change every week and
all members rotate through all chores

= Current report remains posted

= |nspect chores soon after completion (check
report for dating)



Chores

Oxford Houses are held to a high standard of cleanliness!
House becomes dirty and rundown quickly if not

Must inform members when not cleaning adequately —
members need to accept constructive criticism and follow
directions

Flexibility in chore system - as long as result is a very clean house

v Deep clean once per week do be done over weekend (or other two or
three-day period), maintain throughout week

v Clean twice per week on specific days

Room inspections done from threshold, do not enter other
members’ rooms

v Inspect for trash, food, dishes or extreme messiness not clutter
(unless in double and imposing on roommate)



House Maintenance & Special Projects

= Special chores to be initiated/organized by
Coordinator:
v Refrigerator cleaning
v Gutters
v Storage cleanout
v Small repairs

= Report maintenance concerns at house meeting

= Communicate maintenance issues that are
landlord responsibility promptly — hold landlord
accountable for their part



House Safety

= Fire safety is critical!
v Review literature in pac

- No smoking, candles

v Smoke detectors & fire }Qg
v Have escape plan & hol

= Have other emergency
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maintain emergency Kit



House Supplies

= Keep shopping list posted

= Coordinator responsible for monitoring when
supplies are running low (fined if house runs out)

Cleaning supplies

Coffee/tea

Office supplies (ink, paper, stamps)

Laundry

Condiments

= Standard house supplies do not require prior house
approval (only Coordinator)

= Purchase out of pocket before purchasing money order for
weekly EES and submit receipt toward EES

v Large house purchases pre-price and write check
= Other member needs to check in supplies (check receipt)
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House & Personal Property Lists

= Coordinator responsible for maintaining
thorough house property list

= Make sure personal property in bedrooms
that could be mistaken for house property are
on personal property lists

= Fully furnish house — bedrooms and common
areas - with house property not members’
personal property



Cleanliness of a House




