
Filling Vacancies:

Recruiting, Interviewing & 

Welcoming New Members 

in Oxford House



Filling Vacancies and Your Oxford 

House Charter

 Oxford House Charter requires:

 Operate at a specific capacity

 Financially self-supporting (all bills paid on time)

 Failing to fill vacancies = failing to save lives

 House required to make every effort to fill vacancies

 Must be financially self-supporting no matter what the current 

number of members

• Adjustable EES rate

• Satisfy all financial obligations each month with current 

membership

 Filling vacancies is the HOUSE”S responsibility – not outreach, 

not chapter, not the Housing Service Committee



Filling Vacancies

 Call/email referral agencies

 Inpatient and outpatient treatment centers, 

detoxes

 Community Services Boards (e.g. Richmond 

Behavioral Health Authority)

 Drug Courts

 Probation/parole offices

 Recovery centers

 Shelters

 Etc.



Filling Vacancies

 Chapter Housing Service Committee 

presentations

 Make sure your house’s HSC Rep is there!

 Make flyer to post at referral agencies and other 

appropriate locations in community

 Talk to your: counselor, probation officer, drug 

court coordinator, lawyer, judge

 12-step groups H&I or other volunteering in 

jails/treatment

 Post (appropriately) on social media









#1 Way to Fill Vacancies

 All house members frequently go to mutual 

self-help group meetings (AA, NA, SMART 

Recovery, Recovery Dharma, etc.), go 

early/stay late, and talk about Oxford House

 This alone will fill all your beds



Filling Vacancies –

oxfordvacancies.com & House Email

 Make sure House Secretary is set up to 

receive texts and is updating vacancy count 

in real time (minimum weekly)

 Secretary check website to confirm house info

 Must provide cellphone

 Change recipient immediately when new 

Secretary elected



Filling Vacancies –

oxfordvacancies.com & House Email

 Changing House Secretary text recipient:

 “House Login”

• Username = house name

• Password (save on Login Info Sheet)

 No password

• “Click to Reset Password”

• Enter house phone number, “Call Me”

• Answer phone, speak, 6-digit temp password

• Save to Login Info Sheet

 Secretary save text number as “Vacancy 

Contact”



Filling Vacancies –

oxfordvacancies.com & House Email

 Applications received through 

oxfordvacancies.com are emailed to multiple 

house emails

 Most chapters now require daily checking of 

house email by secretary

 Applications sent to all houses in specific 

geography – you snooze, you lose!

 Secretary check oxfordvacancies.com to confirm 

house’s info is correct



Filling Vacancies
 Phone Calls

 House president required to check house phone 

voicemail every day and return calls within 24-48 

hours

 Do NOT prescreen applicants

 Don’t refer to oxfordvacancies.com to complete 

application (goes to multiple houses)

 Schedule interviews ASAP, especially if >1 

vacancy

 80% attendance and yes vote required (round 

up/down to nearest whole number)

 <80% house members = Cancel Interview



Conducting Interviews

 1st impressions are important!

 Vacant rooms/beds should be move-in ready 

by time of interview (Coordinator)

 Do conduct remote interviews – phone, 

Zoom, Facetime

 Start with Application questions (if admitted make 

sure it’s signed)



Conducting Interviews

 Don’t leave interviewee waiting

 Have Application/pen ready

 Show “60 Minutes” story, watch with

 Introductions (brief)

 President read Application aloud, address 

missing info

 Secretary take minutes of interview

 Form

 Read minutes for approval at member’s first 

house meeting



Conducting Interviews

 Interview Questions

 Just ask the questions and let applicant respond

• Don’t lead answers

• Don’t tell your story or pontificate on recovery

 Ask additional questions if appropriate

 Give applicant your full attention (no 

phones, side talk, etc.)

 Go over significant house rules: EES/move-

in cost, new member contract, house 

meetings, chores, chapter meetings, 

expulsion



Conducting Interviews

 Explain voting/acceptance process

 Ask if has any additional questions

 Let them know when you’ll call with 

decision

 Do NOT have them wait at/around house 

for decision



Conducting Interviews

 Discuss immediately afterward or in house 
meeting new business (record vote in new 
business)
 Principles before personalities

 Discuss duration of new member contract

 Overwhelming majority of applicants deserve 
acceptance – need to give you a really good 
reason to vote no

 Call applicant
 If not accepted, only explain that did not 

receive 80% of vote – DO NOT offer any 
further explanation

 Refer to other houses



Welcome Home



Welcoming the New Member

 Room should be thoroughly cleaned

 Bed made up, linens provided, possibly 

toiletries

 Make sure someone is home to meet 

them

 Immediately give code/key

 Bed bug precautions

 President or assigned “buddy”



Oxford House

WELCOMING NOT WELCOMING



Welcoming the New Member

 Have new member packet ready with all 

necessary Oxford House literature and 

member documents

 Signed Application, signed house rules, 

Membership Contract, new member 

contract, emergency medical info, personal 

property list

 Read rules out loud and go over each one

 Show them where to store food in 

refrigerator/cupboards

 Go over chores



Welcoming the New Member

 Provide list of mutual support group 

meetings and community resources

 Provide them a lockbox for Rx

 Ask them what they need help with

 Show the love – they’re 

family now!


