Oxford House
Secretary



Secretary

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



Secretary Duties

= The Secretary will accurately and
thoroughly record the minutes of each
weekly house meeting, interviews, and
emergency house meetings and will
maintain an organized Secretary binder.

= The Secretary will maintain a House Members
Record Binder for all current members,
keeping organized files on all member
applications, contracts, and other forms.

= The Secretary will keep pending applications
for new members and oversee the interview
scheduling process.



Secretary Duties

= The Secretary will maintain a supply of new
member packets for incoming members
and will be responsible for keeping an
appropriate supply of all house forms.

= The Secretary will complete a Monthly House
Report for the President to present at the
monthly chapter meeting.

= The Secretary will maintain accurate house
activity records and will update and post an
Annual House Activity Report. The Secretary will
submit a monthly House Activity Report by
responding to the emailed link no later than the
third day of each month.



Secretary Duties

= The Secretary will respond to text message
regarding vacancies from
oxfordvacancies.com and will ensure house
information on oxfordvacancies.com is
accurate and up to date.

= The Secretary will check the house emaill
account daily, communicate information to
the house during the weekly business
meeting or prior to if necessary, and respond
to emails as needed.



Secretary Duties

= The Secretary will be responsible for any
correspondence to and from the house,

iIncluding thank-you notes.

= The Secretary will maintain a record of all
house officers, start and end dates of
term, and inform the house at least one
week in advance when an election is to
be held at the weekly business meeting.



Meeting Minutes

= Detailed minutes are important!

v If it's not in the minutes, it didn’t happen —
often reviewed by HSC and/or Outreach
Services

v Can end up serving as official/legal
documents, particularly with expulsions

= Read entire minutes from start to finish

» Record motions verbatim, record votes
v Summarize discussions



Oxford House Meeting Minutes
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+
1. Name of Oxford House: 2. Date of Meeting:
3. Purpose of Meeting 4. Meeting # 5. Start Time 6. Tradition & 3 Rules
Regular Business O interview Read

O Expulsion and/or Emergency
7. Members

[ present LIAbsent [J Excused O present LI Absent [ Excused
1 7.

[ present [ Absent [] Excused [ present [ Absent [] Excused
2 8.

[ present [LIAbsent [ Excused [ present LJAbsent [J Excused
3 9.

[J present []Absent [] Excused [ present []Absent [] Excused
4 10.

[T present LIAbsent [J Excused LI present [JAbsent [T Excused
5 11.

[ present L] Absent[] Excused [ present [ Absent [] Excused
6. 12.
Guests:

8. Secretary Report: Minutes of last meeting read, and the following actions were taken and give verification that the
website data including vacancies has been updated during the week.

[] Approved as read - vote count: [J Approved as corrected — vote count:

Additions/corrections:

Did the Secretary respond to the text message and confirm house information for oxfordvacancies.com? - YES/NO
Did the Secretary check the house email account daily and respond accordingly? - YES/NO
Did the President check the house voicemail daily and respond accordingly? - YES/NO

9. Housing Service Committee Representative Report:

House Visit Scheduled for Oxford House (Name): Date: Time:
Next HSC Monthly Meeting scheduled for:

HSC Monthly Meeting - Any important Information to share with the house?

Motion to accept Housing Service Committee Representative Report - vote count:




Oxford House Meeting Minutes
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10. Treasurer Report: Bills approved to be paid at this meeting:
Beginning Balance $ Payee: Amt:
Total Received $ Payee: Amt:
Total Paid Out $ Payee: Amt:
Payee: Amt:
Ending Balance S
= = " — Payee: Amt:
Bills to be Paid (All bills due within the next month):
Payee: Amt:

Scheduled House Financial Audit (day/time):
Date of last Checkbook Reconciliation:

Motion to accept Treasurer Report - vote count:

11. Comptroller Report:

Name Previous Weekly EES Amount Receipts Fines Other
Balance Paid

Ending Balance

TOTALS

List motions made to take actions with respects to a member who is behind in EES:

Motion to accept Comptroller Report - Vote Count:




Oxford House Meeting Minutes
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12. Coordinator Report: Discuss chores done the previous week, give new chore assignments, discuss house supplies
needed, and discuss maintenance requiring house or landlord attention.
Did the Coordinator complete the House Safety Checklist for the month? (Yes/No)

Motion to accept Coordinator Report - Vote count:

13. Old Business: Discuss status of any existing disruptive behavior or new member contracts. Discuss any other unfinished
business from previous meetings.




Oxford House Meeting Minutes
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14. New Business:

14. Time Meeting Adjourned: 15. Date:

16. Signature of Secretary:

Remember when you have a vacancy hold a special meeting as soon as possible to consider anyone applying for membership to the house. Recovery
requires a quick response, and a vacant bed generates no revenue. Remember to obtain contact information for members departing voluntarily and
encourage participation in the Virginia Alumni Association. Tradition 9 encourages us to continue to stay involved with our Oxford House Community




House Emaill

= Maintain updated house login info sheet
for all passwords, print and post in
multiple locations

= House Emall
v housename@oxfordhouse.us

v Check a MINIMUM of once per day
v New applications
%

Make house aware of all email correspondence,
print important emails for weekly business
meeting

ONLY OXFORD HOUSE BUSINESS

Other house members can check email but
must be saved as unread

S S



Oxford House™ ~ Established 1975

House Computer Login:

Password: OxfordHouse

House Wireless Network:

WiFi Network Name (Comcast): OH-Aayla
Password: Recovery3310

House Email /Google Drive account:

House Email: aayla@oxfordhouse.us
Username: OH - Aayla
Password: 33Aayla!10

www.oxfordvacancies.com:

Username: aayla

Password: ch12aayla

(Establish/reset password by calling 561.0XFORD1 [561.693.6731] from the house phone
[804.912.1619])

Landlord Info:
Landlord Name: TPA Portfolio LLC
Landlord Address: PO Box 9999, Lynchburg VA 24501
Rent Amount: $1850.00

HP Smart Info:

Username: aayla@oxfordhouse.us
Password: aaylasprinter




www.oxfordvacancies.com

= The house secretary is required to be listed
as the contact person on this website. Must
be first name and cell phone number.

= Respond to text message with the number of
vacancies only.

= Save text thread in your phone as Vacancy
Website that way it can be updated at any
point in time by sending a new number of
vacancies.

= Secretary must login to vacancy website and
update house contact name/cellphone when
necessary.



Updating oxfordvacancies.com

= |f password is lost or forgotten go to www.oxfordvacancies.com

= Click on, “House Login” then click “Reset Password” enter the HOUSE
PHONE NUMBER (not a cell phone!) , and click on, “Call Me”. The
automated system will call the house phone number and provide a new
password.

= Must update house login sheet with new password.

oxfordVacancies

Signin

Username

Password

***If you have forgotten your password click the
reset password button below and follow the instructions

m
Click to Reset Password

Don't know your username?

How to sign in


http://www.oxfordvacancies.com/

House Activity Report (HAR)

= Data collected is important, helps Oxford House
improve the state network, and is required by Oxford
House, Inc. and the Department of Behavioral Health
and Developmental Services (DBHDS).

= Google Form emailed to houses at the end of month.

= ALWAYS DUE BY THE THIRD DAY OF EVERY
MONTH!

= Mark departures and move-ins on house calendar.

= Keep a running tally on the hard copy of the Annual
House Activity Report, which should be posted next
to house calendar.

= These House Activity numbers are not the same
information as requested on the Monthly House
Report for your chapter meeting.



Annual House Activity Report

OXFORD HOUSES OF VIRGINIA
ANNUAL HOUSE ACTIVITY REPORT
HOUSE NAME: OXFORD HOUSE - YEAR: 2023
Number of ::ml::;_:;
Number of Number of Number of Number of Number of Departues 98 Total Number
Total Number S 5 : Due to Number of Number of
g Applications | Interviews |Interviewees| Members Voluntary Due to ) of i
MONTH of Beds in < 2 4 Expulsion for Vacancies at| Members at
Houss Received Conducted Accepted Admitted Departures |Expulsion for Disritive Departures End of Month | End of Month
During Month | During Month |During Month | During Month | During Month Relapse BehaF\)/ior During Month
During Month During Month
JANUARY
8 M-S | -5 | -4 | /-3 /-1 /-2 /-1 4 1 74
resrUARY | 8 |///-3 | //-3 | /-2 |/-1 0 0 0 0 1 8
MARCH
APRIL
MAY
JUNE
JULY
AUGUST
SEPTEMBER
OCTOBER
NOVEMBER
DECEMBER

The Secretary of each Oxford House shall submit the House Activity Report online each month, in response to the monthly email, no later than the 3rd day of the
month, for the previous month's activity. This report provides vital information on the success of the Oxford House program and the need for more houses.




Virginia Member Departures Form

* (o to vaoxfordhouse.org

* Must be logged into house emaill
account to access the Departures
Form.

* Click on Departures Tab then click on
Departures Form.

 Complete all required information and
click submit.



Virginia Member Departures Form

Departure Form Responses Departing Member's First Name *

Your answer

Virginia Member Departures Form

Please fill out all information for any member who has left your house
voluntarily or for expulsion.

Departing Member's Last Name *

Your answer

Sign in to Google to save your progress. Learn more

* Required
Reason For Departure *

House Email Address *

Your answer

Amount owed to House ($) *

House Name * Your answer

Choose

If the member was expelled for Disruptive Behavior, then provide a brief
explanation,

Member's Departure Date (MM/DD/YY) * Your answer

Your answer




Viewing All Departures

Members Balances.

Go to vaoxfordhouse.org
Must be logged into house email to view!
Click on Departures Tab and then click See

In order to update amount owed, you must submit

a new departure form to update amount owed.

Departing Amount
Member's Member's |Reason For owed to

First Name Last Name |Departure House ($)

If the member was
expelled for
Disruptive
Behavior, then
provide a brief
explanation

Member's
Departure Date
House Email Address (MM/DD/YY)

Diamond Hil |diamondhill@oxfordhouse.us 10/30/22
Kenyon Park|kenyonpark@ oxfordhouse.us 11/2/22

11/22/22 14:27 Phelps [B):::;F\)/ti:f $150.00 |Non Payment of EES renaissance@ oxfordhouse.us 10/30/22




Monthly House Report

Information reported on this form is from
Chapter meeting to Chapter meeting.
Secretary is required to complete the Monthly
House Report for President to present at
Chapter meeting.

This must be completed one hour before the
chapter meeting.

Financial obligations should include rent,
revolving loan and Chapter loan, Chapter
dues/fines, and past due utilities.

The Monthly House Report must be
completed in its entirety!



Monthly House Report

Oxford Houses of Virginia - Monthly House Report
(Chapter Meeting to Chapter Meeting)

Name of House: Address:

i ——
Phone Number: Email Address:

House Member Inform
Amount ember New
Owed to (First 90 Day:

2 S S E E
e O S S S B

Member

s [
i Y A R

Current number of members: Current number of vacancies:
Monthly house rent: Amount of rent paid to landlord for CURRENT month:
Are all financial obligations paid in full [YES/NO]? Ifnot, list how much is owed and to whom (Include revolving loan, any chapter debts,

rent and utilities):

Total outstanding financial obligations: §
Did House Secretary update vacancies for oxfordvacancies.com by text message at least once per week. [YE
Did House Secretary check the house email account daily [YES/NO]

Did House President check the house voicemail daily [YES/NO

December 2022 Page 1 of 2




Monthly House Report

Oxford Houses of Virginia Monthly House Report
(Chapter Meeting to Chapter Meeting)

List any repairs needed to your house. Discuss any contact with landlord regarding these issues.

st Information for Members Expelled
Money Owed Reason for Involuntary Departul

List Information for Members Leaving Voluntarily

Is Memb: .
Member Name Move-In Date Move-Out Date | Registered with .A!:dre:s, GG RUmEERE
Alumni Assoc. e

House Status [How is your House doing?]

December 2022 Page 2 of 2




House Files

= Create New Member Packets
= Maintain and update House Members
Record Binder on all current members

= Maintain overall organization of house
binders/files/etc.

= Keep record of house officers and
expiration of terms (Tradition 2)



New Member Forms & Literature

-
Oxford Housa™ - Established 1975

-
Oxford House ™ - Established 1975

Oxford House New Member Forms & Literature

New Member Forms

Application for Membership
House Rules

Membership Contract

New Member Contract
Emergency Medical Information
My Plan For Recovery

Relapse Contingency Plan
Personal Property List

12-Step Meeting Verification forms (one per week of New Member Contract)

Volunteer house verification form (if applicable)

New Member Packet Content

Left Side (front to back)

Self-Help Recovery Pamphlet
10 Insights for the New Member

New Member Privileges and Responsibilities

The 3 “R’s” of Oxford House Living
Oxford House Boundaries

‘What Makes Oxford House Work

House Officer Descriptions

Guidelines, Policies, Disruptive Behavior &
Conflict Resolution Packet

Frequently Asked Questions

Zoning Issues

Oxford House & The Law

House Meeting Agenda

Signs of a Sick House

How Safe is Your House

How to Protect Your Bank Account
Suggestions for Filling Vacancies
Interview Etiquette

Why Contribute to Oxford House, Inc.
Memo Regarding Prescription Medication

Right Side (front to back)

Oxford House Manual

House Rules

Oxford House Chapter Manual
Chapter By-Laws

Chapter Officer Contact List
State Association Contact List



House Officer Terms Form

Oxford House — Carver

House Officers Terms
(As of October 11, 2022)

House Office Position Name Date Elected

House Meeting Date
(Sunday)
Term Ends

President John Doe September 6, 2022

March 5, 2023

Secretary James Doe September 6, 2022

March 5, 2023

Treasurer Mark Doe September 6, 2022

March 5, 2023

Comptroller Jordan Doe August 2, 2022

January 29, 2023

Coordinator Chris Doe October 11, 2022

April 9, 2023

Housing Service

Committee Rep. David Doe October 11, 2022

April 9, 2023

Alternate HSC Rep. Steve Doe September 13, 2022

March 12, 2023

Non-Officer

e George Doe n/a

n/a




