
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 email 
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, 
including 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!
✔ If it’s not in the minutes, it didn’t happen – 

often reviewed by HSC and/or Outreach 
Services

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

▪ Read entire minutes from start to finish

▪ Record motions verbatim, record votes
✔ Summarize discussions











House Email
▪ Maintain updated house login info sheet 

for all passwords, print and post in 
multiple locations

▪ House Email
✔ housename@oxfordhouse.us 
✔ Check a MINIMUM of once per day 
✔ 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





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
▪ If 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.

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



Virginia Member Departures Form

• Go to vaoxfordhouse.org
• Must be logged into house email 

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



Viewing All Departures

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

Members Balances.
• In order to update amount owed, you must submit 

a new departure form to update amount owed. 



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



Monthly House Report



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



House Officer Terms Form


