OXFORD HOUSES OF VIRGINIA

cOordinator

Oxford House, Inc.

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’s 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.

•

The Coordinator will be responsible for the general safety of the house, including
regularly testing smoke-detectors, conducting fire safety checks, and 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.

•

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.

2018

OXFORD HOUSE
COORDINATOR’S REPORT

4.

3.

2.

1.

Bathroom No. 1

Hall/Stairs

Laundry Room

Kitchen

Living Room

Yard - Front of House

Week No. 1
NAME

Week No. 2
NAME

Week No. 3
NAME

NAME OF HOUSE

Week No. 4
NAME

Week No. 5
NAME

Assign Work Details To Keep Common Areas Clean. [List member’s assignments and rotate jobs so that everyone equally shares work to be done.]

5.

Bathroom No. 2

ACTIVITY

6.
7.
8.

10.

Yard - Rear of House

9.

11.
12. SAFETY (Working smoke alarms,
extinquishers & exit doors)

Chores should be done on a daily basis. Before each regular house meeting Coordinator should score each chore in the box next to the assigned
member’s name as follows: √ to indicate: “completed in a satisfactory manner;” X to indicate: “not completed in a satisfactory manner.”

Date

If a chore is not completed in a satisfactory manner, the Coordinator should report to the full membership at the house meeting and the group may decide to
assess a fine or penalty. All fines or penalties must be approved by a vote of the group.

Coordinator’s Signature

Telephone 1-800-689-6411

© 2008 Oxford House World Services, 1010 Wayne Avenue, Suite 300, Silver Spring, MD 20910
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KITCHEN

I. Wipe cabinets.
2. Clean stove top. range and inside burners, clean hood.

3. Clean oven.
4 . Clean refrigerator. wipe out drawers, and bonom and wipe down shelves.

5. Clean coffee pot, can opener and toasler.
6. Vacuum carpet and spot clean with Resolve.

i. Clean sinks and fixtures .
8. Clean window - replace light bulbs. - Vacuum floor.

DrNING ROOM
Weekly
I. Clean microwave and toaster oven thoroughly.
2. Clean refrigerator - defrost when needed.

3. Dust divider and wipe dO\l,ll knick-knacks.
4. Vacuum and spot clean carpet.

5. Wipe dO....ll telephone \l,;th Lysol (disinfect).
6. Wipe off telephone cabinet - replace light bulbs.
Daily - Keep

<!..'"e3

neat including micov,ave and toaster oven.

LAUNDRY

! . Wipe down washer and d.ryer. sbelve-s.

2. Clean shOI.... er stall and door with bathroom cleaner.

3. Clean sink. counter. cabinet. toilet inside and outside.
4.

1100r.

5. Dust walls; wipe towel bars, toilet bolder. clean window.
6. Check lint filter.

DaiJy . Check sink. counters. toilet - keep clean.
BATHROOM =/
Weeklv.

I. Clean inside toilet and base with comet.
2. Clean rub and tile with bathroom cleanser.
3. Clean sin.k. counters. fixtures and containers.
4. Clean mirror.
5. Wipe down cabinets, wipe ..... alIs.
6. Toilet paper bolder. wipe out.
7. Mop floors.
8. Replace light bulbs if needed.
9. Dust down cobv.ebs.
i O. Clean ·.... indow and sill.

Daily· Check sink. counters. toilet - keep dean.

#2

LIVING ROOM
1. Dust Furniture.
2. Sweep floor/vacuum/ mop entry and hardwood.

3. Clean tables (glass) WindexJwood-polish.
4. Dust lamps, wipe knick-knacks.
5. Vacuum couches.

6. Clean fireplace - dust manre!.
7. Dust picture frames, windowsill.
8. Clean TV screen with \Vindex.
9. \Vipe down cobwebs.
10. Replace light bulbs when need.
J 1. Spot clean carpet with Resolve.

Daily - Duslimop floors. dust and vacuum at least mid-week.

Outside of House
Weekly:

1. Mow Grass (as needed seasonally)
2. Rake Leaves (as needed seasonally)
3. Sweep Decks, Front Stoops, Porches, Walkways and Driveways
4. Use Weed Eater when necessary
5. Trim Hedges
6. Make sure indoor furniture is not being used outdoors
7. Outdoor lights are in good working order.
8. All debris picked up from yard.

Hall & stairs
\Veekly:

1. Vacuum halls & stairs
2. l\tfop entry
3. Dust railings & divider
dov.ll door, walls, switch plates
5. Vacuum ceiling & wall vents
6. Remove cobv,'ebs & replace light bulbs

Laundry
WeeklY:
1. Pick up bath mats, rugs. and house towels, \vash, 3..1'1d return
.;

2. Wipe down washer, dryer, hot water heater, including pipes & IL.'1es
3. Straighten & v"ipe off shelves
4. Clean \Vindow, dust blinds & window sills
5. Swee & mop floors, and vacuum rug
6. Remove cobwebs & replace light bulbs
2VIid-week:

1. Do accumulated house raunG:

\Veekh:
1 Windows (liv ing room and dining rOJmi dean windows .1nd slits.
2. Ho use iau.ndrv - kitc hen to·.... els. oath n.lgs. towels .

\Veekh:

- \\"ednesday ntgbt
1 Empty all trash contameiS tn house.
2, Take out recycle to curb-side - out
3, Take large cans

[0

a\liaV

after p'ickup

curb-side - gut away after pickup

OXFORD HOUSE SHOPPING UST
'NEEK OF: _ _ _ _ _ __

ITEM

QTY

SIZE

ITEM

QTY

SIZE

LAUNDRY SUPPLIES

COFFEE
ELECTRIC PERK
INSTANT REGULAR

'i

lbS

!XIZ

OE'TERGENT
BLEACH (DRY)

Box
Box

INSTANT DECAF

80z

TEA (INSTAm)

30z

BLEACH (WOUlD)
SPRAY & WASH

TEA (BAGS)

100

BOUNCE

Box

CREAMER

Jar
5b
100

SPRAY STARCH

Can

SUGAR
SVF-ET & LOW
COFFEE FILTERS

BonIe
Bott!e

CLEANING SUPPLIES

Bottle

SPRAY CLEANER
SPRAY REFILL

BonIe

?kg

WINDOW CLEANER
WINDOW REFILL

Bo!1Ie
BotIIe

NAPKINS

?kg

SPlC'N SPAN

Box

TO'M3..S
TOILET PAPER

Rob

AJAX/COMET

Box
BotIIe
BotIIe
Box

PAPER PRODUCTS
PAPER ptATES

Rob

BAGS & WRAP
Pt.ASTlC WRAP
SANDWICH BAGS
FOOO STORAGE BAGS
FREEZER BAGS
AlUMINUM FOIL
TRASH BAGS

Box
Box

STEEl SOAP PADS

Box
Box
Box

VACUUM BAGS
CARPET FRESHENER

Box

MISCELLANEOUS
BAND-AIDS
ASPIRIN
SALT

PEPPER

Box
Box

Box
Box

MUSTARD
KETCHUP
MAYONNAISE
RElISH
MARGARINE

BoUIe

OIL
LIGHT BULBS 601751100

Bottle

BolIIe
Jar
Jar
Can
Ptg

SOAP
HAND SOAP
DISH SOAP
DISHWASHER (DRy)
DISHWASHER (UOUID)

DRANO
TOILET CLEANER
POT SCRUBBER

Pltg

Box
Bottle

Box

SPONGES

OTHER (USn

PI<;
PI<;

v

VA Oxford Houses
Safety Checklist
House Name: Oxford House -

Date:

Not started
In progress

Person Completing Inspection:

Complete

Safety Checklist
Area

Outside
Gutters In good working order.
Driveway in good order. Clear of
debris.
Front of House clear of debris. Any
furniture is appropriate outside
Trash can area-clean and well
maintained.
Inside
House is generally clean-including walls
and rugs.
Baseboards, blinds and ceiling fans
free of dust and dirt.
Bedrooms free of clutter, trash and
generally well-maintained.
No water leaks in or around bathrooms
or under cabinets.
No mold on walls or ceilings.
Stairwells in good order, railings
secure.
Fire Safety
Fire escape plan posted.
Outlets not overloaded.
A smoke detector in each room of the
home.
A fire extinguisher in or near the
kitchen, halls and stairwells
Second story houses must have fire
escape ladders.
Absolutely no candles or incense,
other than emergency candles.
Carbon Monoxide Detectors if
necessary.
Light fixtures in good repair.
House Operations
All notebooks and records in good
order.
File cabinet in good working order locked box for checkbook.
Central cork board for house business.
Finances
Bank Statements available for review.
Financial records in order-notebooks
and audits

Satisfactory

Unsatisfactory

Status When
Completed

Notes

Fire Safety in an Oxford House
These tips have been compiled from several resources and edited to specifically address issues
common to Oxford Houses. For more fire safety information, contact your local fire department.
Recently yet another Oxford House was damaged by fire. Fortunately this time no one was
injured. We can’t ever afford to relax our vigilance toward fire safety in our houses.
Some of the most common causes of structure fires are electricity, heating, and smoking.
Oxford Houses are especially vulnerable to fires caused by these sources. We usually have a
larger number of people living in a residence than the building was designed for and a higher
percentage of smokers than in the general population.
In addition to televisions and electronics in common areas, many bedrooms will have personal
computers, etc., creating a heavy electrical load. Space heaters in rooms are especially
problematic. More people also means more cooking and extra dryer use, two more common
causes of house fires. And then there’s the smoking issue! 
Here are some ideas that may help to prevent a fire from beginning in your house:
Electrical
•

•
•
•

Discourage the use of space heaters in bedrooms. They’re a fire danger no matter how
carefully used, and will also cause your electricity bill to skyrocket. Try to compromise on
a temperature for your house that most members are comfortable with. If you use space
heaters,
o Never plug them into extension cords; plug them directly into the wall.
o Never leave them on unattended, and discourage the use of leaving them on while
sleeping.
o Make sure any flammable material such as curtains or bedding is at least three
feet away from the heater.
Avoid using household extension cords. If there aren’t enough outlets, invest in heavyduty surge protectors both in common areas and bedrooms.
If circuit breakers start tripping or fuses blowing, your electrical system is overloaded.
Reduce the number of appliances on the circuit and contact your landlord or a licensed
electrician.
Never allow anyone other than a licensed electrician to work on wiring. Do-it-yourself
projects are great for most things, but electricity should be left to the pros!

Cooking
•
•

Careless cooking is the number one cause of residential fires. Never leave items on the
stovetop unattended. Turn ovens and burners off immediately when finished using them.
Wipe up spattered grease as soon as the burner or oven is cool enough. If many of your
members fry food, consider investing in a deep fryer to avoid grease spatter on the stove.

•
•
•

Thorough cleaning of your oven, stove burners, and stove exhaust hood should be part of
your house’s weekly kitchen chore.
Don’t store anything on top of the stove.
If a grease fire occurs, don’t try to put it out with water. If the burning grease is in a pan,
put a lid on it. If it’s in the oven, close the over door and turn it off. It may burn itself out. If
not, use a fire extinguisher or call 911.

Smoking
Oxford Houses are nonsmoking and nonvaping indoor environments!
In outside smoking areas
•
•
•



Use butt cans with sand to completely extinguish cigarettes.
Keep ashtrays and butt cans on non-flammable surfaces like concrete. The heat from a
smoldering butt can and may set a porch or other wood surface afire.
Keep anything flammable well away from areas where people congregate to smoke.
Don’t empty ashtrays directly into the trash.
Never leave burning cigarettes unattended, even for a moment. Make sure butts are
completely extinguished before walking away.

Other dangers
Clothes dryers can be a fire hazard. Avoid putting rubber and some synthetic fabrics in the
dryer. Keep the lint trap clean.
Gasoline for lawn mowers should be stored in approved containers and if possible, stored in
outside sheds. Gas up your mower at least two feet away from the building.
Children and grandchildren who visit should be considered in fire safety plans. Don’t leave kids
unattended with lighters, etc., or space heaters. Include them in your fire escape plans.
Are you prepared?
Despite your best efforts to prevent one, a fire may still break out in your house. Planning and
preparation are the keys to minimizing damage and preventing loss of life or injury. Your house
should contain:
•
•
•

A smoke detector on each level of the home. Test your smoke detectors periodically, at
least every six months. Change the batteries annually.
A fire extinguisher in or near the kitchen. Purchase an ABC-type fire extinguisher capable
of putting out all kinds of fires. Another fire extinguisher in or near the garage or other
work area is recommended.
If you have members sleeping on upper stories of the house with no exit other than the
stairs, you must have fire escape ladders. Home improvement and hardware stores carry
them. Your local fire department can give you more information on the type best suited to
your particular structure.

Every house should have a fire escape plan, preferably with at least two ways out of every room
in the house. Basements can be especially problematic. Current code requires that all basement
windows be large enough that they can be used to escape a fire. However, many Oxford
Houses are older houses with basement windows not up to current codes.
This is something to consider when deciding whether a particular structure is suitable as an
Oxford House. It may not be necessary for all windows to be up to code, but it’s essential that
there be some way out of a basement other than one set of stairs. Stairwells act as chimneys
during a fire and can become impassable within a few minutes. If the fire exit is a garage or
basement window, make sure it can be opened quickly and easily from the inside. Keep the
area free from obstructions so it can be reached in a hurry.
Familiarize new members with your fire escape plan. Include children and any other regular
overnight guests. Some houses hold fire drills. If you don’t, at least make sure every member
knows how to get out of their room and at least two ways off their floor. Arrange a place outside
to meet so that a head count can be conducted. Firefighters will need to know if anyone may be
trapped inside the building.
In an Oxford House, the house officer usually responsible for most aspects of safety and
disaster preparedness is the coordinator. He or she will be the one most likely to notice
situations that may be fire hazards like lint in a dryer or spattered grease on a stove. During
checks to see that chores have been done, keep an eye out for other potential fire hazards as
well.
The coordinator should also be the member responsible for creating the escape plan and
familiarizing new members with it. He or she should be responsible for testing the fire
extinguishers and smoke alarms. Either the coordinator or someone else specifically
delegated needs to be responsible for calling the fire department from a safe location in the
event of a fire.
If a fire occurs, only try to put it out with an extinguisher if you’re absolutely sure you can
do so safely. If you see or smell smoke or flames, or if a smoke detector goes off, get out
of the house immediately and call the fire department. Once out, don’t re-enter the
building until you know it’s safe. Fire spreads quickly and can engulf a house within
minutes. Possessions can be replaced, but people can’t!

House Check Up
Adhering to the Oxford House System of Operations is the responsibility of all
Oxford House members. All houses need to check the status of their house regularly.
Each member and the house as a whole should read this and take positive action.
1. How is the outside of your house? is it the best in the neighborhood or at
least one of the best? Are the lawn and shrubs trimmed, leaves raked, weeds
gone, and all unnecessary junk removed? You have several adults in your
home, probably more than your neighbors and this is the first impression
people have of Oxford House and its members.
2. Is it time to repaint, wash the walls and really deep clean everything inside? A
thoroughly clean house makes for a healthy environment physically and
mentally. Does your house need maintenance, caulking in the bathrooms,
replacing broken hardware, shampooing carpet, etc.? Take care of your home.
3. Are your house finances in good order and following the Oxford House
guidelines? Is your loan current? This repayment makes it possible for other
houses to open. Does the house insure the safety of its funds by signing
authorized checks (approved by majority vote) at the house meeting only; by
giving receipts for all income; by conducting a regularly scheduled monthly
audit and reconciling house records when your bank statement arrives; and
by sharing all bills and receipt expenditures at your meeting? Do you use a
two-key lock box for your checkbook? We trust everyone but not their
addiction. Good accounting practices keep your house and its members
healthy.
4. Does everyone participate in house and chapter activities or do they just use
your house for cheap living? Do you participate in regular presentations to
treatment centers and referral agencies?
5. Are you adhering to the three basic Oxford House charter rules? Does your
house pay all bills and other financial obligations in full, on time, and is

everyone paying his or her equal expense share (EES) on time? Does your
house enforce zero tolerance for relapse? Does everyone participate in the
decision-making process in your house? Remember we have no bosses and
each member’s vote is equally important.
6. Are your house files and notebooks in good order? Are all your forms in
order?
7. Do you make new members feel welcome by walking them through all the
house guidelines and physical aspects of cupboard, refrigerator, etc.? Have
you tried the "buddy system"?
8. Is everyone attending your weekly house meetings? Are you rushing through
the meeting or do you allow time for the democratic process to work? Do you
allow ample time to hold a "How Goes It"? This has proven to be one of the
critical aspects of a stress-free home.
9. Do your house members make recovery, attitude and behavior change a
priority by practicing principles in all their affairs? Oxford House is a privilege
for individuals in recovery not cheap digs for dysfunctional people.
If you are experiencing difficulties in any of these areas contact your Housing Service
Committee Chairperson or outreach services for suggestions on improvement. We
call ALL make the time to clean up and sharpen up our homes and our lives for a
better chance at long term recovery.

Oxford House is
RECOVERY,
RESPONSIBILITY,
AND
REPLICATION
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