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Oxford House Officer Duties 
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’s 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 member record book, 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. 
 
� 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. 

 
� The Secretary will respond to text messages regarding vacancies from 

oxfordvacancies.com and will ensure house information on the website is up to date.  
 
� The Secretary will check the house email account daily, communicate information to 

the house, and respond to correspondence. 
 
� 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 terms, 

and inform the house at least one week in advance when an election is to be held at 
the weekly house meeting. 
 

� All house forms can be found on vaoxfordhouse.org website. 
 
 





Oxford House Meeting Minutes
Page 1 of 4 

Oxford House Central Office · 301.587.2916  

1. Name of Oxford House:
print before edit

2. Date of Meeting:

3. Purpose of Meeting
Regular Business  Interview 
Expulsion and/or Emergency 

4. 4. 4. Meeting # 5. Start Time 6. Tradition & 3 Rules
Read

7. Members
Present  Absent  Excused 

1. 
Present  Absent  Excused 

7. 

Present  Absent  Excused 
2. 

Present  Absent  Excused 
8. 

Present  Absent  Excused 
3. 

Present  Absent  Excused 
9. 

Present  Absent  Excused 
4. 

Present  Absent  Excused 
10. 

Present  Absent  Excused 
5. 

Present  Absent  Excused 
11. 

Present  Absent  Excused 
6. 

Present  Absent  Excused 
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:  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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Oxford House Central Office · 301.587.2916  

10. Treasurer Report:
Beginning Balance $ 

Total Received $ 

Total Paid Out $ 

Ending Balance $ 

Bills to be Paid (All bills due within the next month):

 Bills approved to be paid at this meeting: 
Payee:  Amt: 

Payee:  Amt: 

Payee: Amt: 

Payee:  Amt: 

Payee:  Amt: 

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 
Balance 

Weekly EES Amount 
Paid 

Receipts Fines Other 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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Oxford House Central Office · 301.587.2916  

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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Oxford House Central Office · 301.587.2916  

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	BINDERS	CONTENTS	

1. President’s	Binder
- House	Officers	Duties
- Agenda/Parliamentary	Procedure	Page
- House	Rules
- Oxford	House	Manual
- Oxford	House	Chapter	Manual
- Oxford	House	Association	Manual
- Oxford	House	World	Council	Manual
- Suggested	Interview	Questions	and	Interview	Etiquette	Sheet
- President’s	Training	Packet

2. Secretary’s	Binder
- Secretary	Duties
- Meeting	Minutes
- Blank	Meeting	Minutes
- Monthly	House	Reports
- Blank	Monthly	House	Reports
- House	E-mail	Information	and	Website	Log-in	Information
- Current	House	Officers	List
- House	Directories
- Donations/Thank	You	Notes
- House	Correspondence
- Secretary’s	Training	Packet

3. Treasurer’s	Binder
- Treasurer	Duties
- Weekly	Financial	Status	Reports
- Blank	Weekly	Financial	Status	Reports
- Monthly	Financial	Summary	Reports
- Blank	Financial	Summary	Reports
- Monthly	Reconciliation	Forms
- Bank	Statements	&	Other	Records
- Copy	of	Tax	ID	#
- Donation	Info
- Treasurer’s	Training	Packet

4. Comptroller’s	Binder
- Comptroller	Duties
- Weekly	Accounts	Receivable	Reports
- Blank	Weekly	Accounts	Receivable	Reports
- Current	Members	Individual	Member	Receivable	Ledgers
- Blank	Individual	Member	Receivable	Ledgers
- Viability	Calculator
- Comptroller’s	Training	Packet



HOUSE	BINDERS	CONTENTS	

5. Coordinator’s	Binder
- Coordinator	Duties
- Chore	Assignment	Forms
- House	Property	List
- Copy	of	Lease	&	Landlord	Contact	Information
- House	Maintenance	Records
- Shopping	Lists
- House	Safety	Information	–	should	include	copy	of	emergency	escape	and	to	do	plans
- Coordinator’s	Training	Packet

6. Chapter	and	State	Association	Binder
- Chapter	Meeting	Minutes
- Chapter	By-Laws
- Chapter	Treasurer	Reports
- Chapter	Manual
- State	Association	By-Monthly	Meeting	Minutes
- State	Association	Pledge
- State	Association	By-Laws

7. Housing	Service	Committee	Representative	Binder
- Chapter	Manual
- Housing	Service	Committee	Packets
- Housing	Service	Committee	Meeting	Minutes
- HSC	House	Visit	Forms/Rating	Forms
- Chapter	By-Laws
- Copy	of	All	House	Rules	for	Chapter
- Local	Referral	Agency	Contract	Information

8. House	Information	Binder
- Copy	of	Lease
- Copy	of	Tax	ID	#
- Oxford	House	Manual
- Oxford	House	Chapter	Manual
- Oxford	House	Association	Manual
- Oxford	House	World	Council	Manual
- House	E-mail	Information	and	Website	Log-in	Information

9. Applications	and	Contracts	Binder
- Blank	Applications
- Member	Applications
- Pending	Applications
- Emergency	Medical	Form
- Personal	Property	List
- Residency	Contract
- New Member	Contract
- Member	Contracts
- My	Plan	For	Recovery
- Local	Referral	Agency	Contact	Information



Suggested Literature for Oxford House New Member Packet

Left Side (front to back) 

Self-Help Recovery Pamphlet 

Oxford House Traditions/Principles 

DePaul University Studies Summary 

White House Report on Oxford House 

2007 Resident Profile Summary 

Oxford House State Directory 

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 

How Oxford House is Organized 

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. 

Multiple Meeting Verification Forms 

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 





Oxford	Houses	of	Virginia	
Monthly	House	Report	

May 2022 Page 1 of 2 

House Information Reporting Period [Chapter 
Meeting to Chapter Meeting] 

Name of House:  Address: 

City: State: Zip Code: Day and Time of House Business Meeting: 

Phone Number: Email Address: 

House Member Information 
Title: Name: Phone #: Date Elected: Is Member’s EES 

Current? 
Amount 
Owed to 
House? 

Is Member New 
(First 90 Days)? 

President 

Treasurer 

Comptroller 

Secretary 

Coordinator 

H.S.C. Rep 

H.S.C. Rep 
Alt. 
Member 

Member 

Member 

Member 

Member 

Total EES Owed? 

Total Members Owing EES? 

Current number of members: ________ Current number of vacancies: ________ 

Amount of rent owed to landlord per month: _________________ Amount of rent paid to landlord for current month: _________________ 

Are all financial obligations paid in full [YES/NO]? ________ If not, list how much is owed and to whom: _____________________________ 

__________________________________________________________________________________________________________________ 

__________________________________________________________________________________________________________________ 

Total outstanding financial obligations: $________________ 

Did House Secretary update vacancies for oxfordvacancies.com by text message at least once per week. [YES/NO]? ____________ 

Did House Secretary check the house email account daily [YES/NO] ___________ 

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



Oxford	Houses	of	Virginia	
Monthly	House	Report	

May 2022 Page 2 of 2 

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

List Information for Members Expelled 
Member Name Move-In Date Move-Out Date Money Owed 

House 
Reason for Involuntary Departure 

Relapse Disruptive Behavior 

List Information for Members Leaving Voluntarily 

Member Name Move-In Date Move-Out Date 
Is Member 

Registered with 
Alumni Assoc. 

Contact Information: Address, Phone Number & 
Email 

List Information for Members on a New Member or Disruptive Behavior Contract 
Member Name Start Date End Date Length Reason for Contract 

House Status [How is your House doing?] 

Completed By: Date: 
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AN EMAIL WILL BE SENT AT THE END OF EACH MONTH TO THE HOUSE EMAIL ADDRESS RESPOND 

AFTER THE MONTH HAS ENDED, NO LATER THAN THE 3RD OF THE FOLLOWING MONTH 

COMPLETE AND SUBMIT ONLINE GOOGLE FORM

REVIEW AND DOUBLE-CHECK YOUR NUMBERS FOR ACCURACY

EMAIL RECEIVED AT END OF MONTH:

ACCEPTED AND ADMITTED ARE NOT THE SAME THING.
ACCEPTED MEANS THE HOUSE VOTED AND THE APPLICANT RECEIVED A YES VOTE FROM AT LEAST 80% OF HOUSE 
(REMEMBER 80% IS ROUNDED UP OR DOWN TO THE NEAREST WHOLE NUMBER)
MEMBERS + VACANCIES MUST = TOTAL BEDS
VOLUNTARY + RELAPSE + DISRUPTIVE MUST = TOTAL DEPARTURES 
A DEPARTURE CAN ONLY FIT ONE CATEGORY: VOLUNTARY, EXPULSION FOR RELAPSE, OR EXPULSION FOR 
DISRUPTIVE BEHAVIOR

AN EXPULSION CANNOT BE BOTH FOR RELAPSE AND DISRUPTIVE BEHAVIOR
CALL A RELAPSE A RELAPSE: MAKE SURE A VOTE IS TAKEN BY THE HOUSE REGARDLESS OF THE 
CIRCUMSTANCES ALL EXPULSIONS REQUIRE A VOTE - IF THERE IS NO VOTE, THERE IS NO EXPULSION

HOUSE ACTIVITY REPORTING



GOOGLE FORM WITH SAMPLE RESPONSES:

GOOGLE FORM SUBMISSION CONFIRMATION SCREEN:



EXAMPLE #1

MONTH

Total 
Number of 

Beds in 
House

Number of 
Applications 

Received 
During Month

Number of 
Interviews 
Conducted 

During Month

Number of 
Interviewees 
 Accepted 

During Month

Number of 
Members 
Admitted 

During Month

Number of 
Voluntary 

Departures 
During Month

Number of 
Departues 

Due to 
Expulsion 

for Relapse 
During Month

Number of 
Departures 

Due to 
Expulsion 

for 
Disruptive 
Behavior 

During Month

Total 
Number of 
Departures 

During Month

Number of 
Vacancies 
at End of 

Month

Number of 
Members at 
End of Month

JANUARY 10 2 2 2 1 1 0 0 1 1 9
FEBRUARY 10 3 2 1 1 0 2 0 2 1 9

MONTH

Total 
Number of 

Beds in 
House

Number of 
Applications 

Received 
During Month

Number of 
Interviews 
Conducted 

During Month

Number of 
Interviewees 
 Accepted 

During Month

Number of 
Members 
Admitted 

During Month

Number of 
Voluntary 

Departures 
During Month

Number of 
Departues 

Due to 
Expulsion 

for Relapse 
During Month

Number of 
Departures 

Due to 
Expulsion 

for 
Disruptive 
Behavior 

During Month

Total 
Number of 
Departures 

During Month

Number of 
Vacancies 
at End of 

Month

Number of 
Members at 
End of Month

JANUARY 10 3 2 2 1 1 0 0 1 1 9

EXAMPLE #3

MONTH

Total 
Number of 

Beds in 
House

Number of 
Applications 

Received 
During Month

Number of 
Interviews 
Conducted 

During Month

Number of 
Interviewees 
 Accepted 

During Month

Number of 
Members 
Admitted 

During Month

Number of 
Voluntary 

Departures 
During Month

Number of 
Departues 

Due to 
Expulsion 

for Relapse 
During Month

Number of 
Departures 

Due to 
Expulsion 

for 
Disruptive 
Behavior 

During Month

Total 
Number of 
Departures 

During Month

Number of 
Vacancies 
at End of 

Month

Number of 
Members at 
End of Month

JANUARY 10 3 3 2 1 1 0 0 1 1 9

EXAMPLE #4

MONTH

Total 
Number of 

Beds in 
House

Number of 
Applications 

Received 
During Month

Number of 
Interviews 
Conducted 

During Month

Number of 
Interviewees 
 Accepted 

During Month

Number of 
Members 
Admitted 

During Month

Number of 
Voluntary 

Departures 
During Month

Number of 
Departues 

Due to 
Expulsion 

for Relapse 
During Month

Number of 
Departures 

Due to 
Expulsion 

for 
Disruptive 
Behavior 

During Month

Total 
Number of 
Departures 

During Month

Number of 
Vacancies 
at End of 

Month

Number of 
Members at 
End of Month

JANUARY 10 3 2 3 1 1 0 0 1 1 9

EXAMPLE #5

MONTH

Total 
Number of 

Beds in 
House

Number of 
Applications 

Received 
During Month

Number of 
Interviews 
Conducted 

During Month

Number of 
Interviewees 
 Accepted 

During Month

Number of 
Members 
Admitted 

During Month

Number of 
Voluntary 

Departures 
During Month

Number of 
Departues 

Due to 
Expulsion 

for Relapse 
During Month

Number of 
Departures 

Due to 
Expulsion 

for 
Disruptive 
Behavior 

During Month

Total 
Number of 
Departures 

During Month

Number of 
Vacancies 
at End of 

Month

Number of 
Members at 
End of Month

JANUARY 10 1 1 1 0 0 0 0 0 0 9

FEBRUARY 10 0 0 0 1 0 0 0 0 0 10

EXAMPLE #2

EXAMPLES OF CORRECT & INCORRECT NUMBERS

ARE THESE NUMBERS CORRECT?



ANSWERS

EXAMPLE #1:
NO:

EXAMPLE #2:
YES:

EXAMPLE #3:
YES:

EXAMPLE #4:
NO:

EXAMPLE #5:
YES:

IF SOMEONE IS INTERVIEWED BUT A MINIMUM OF 80% OF HOUSE MEMBERSHIP DOES NOT 
VOTE TO ACCEPT

INTERVIEWS AND VOTES TO ACCEPT OCCUR ON THE SAME DAY, SO YOU COULD NOT HAVE 
MORE ACCEPTANCES IN A MONTH  THAN THE NUMBER OF INTERVIEWS CONDUCTED

SOMETIMES INTERVIEWS AND ACCEPTANCES CAN OCCUR IN ONE MONTH, BUT THE 
INDIVIDUAL DOES NOT MOVE IN (ADMITTED) UNTIL THE FOLLOWING MONTH

YOU CANNOT BEGIN FEBRUARY WITH 9 MEMBERS (ENDING JANUARY WITH 9 = BEGINNING 
FEBRUARY WITH 9), ADD 1 ADMISSION, SUBTRACT 2 DEPARTURES AND END FEBRUARY 
WITH 9

SOMETIMES APPLICATIONS ARE RECEIVED BY MAIL, EMAIL, OR ONLINE, AND DESPITE THE 
HOUSES TIMELY FOLLOW-UP, THEY ARE UNABLE TO SCHEDULE AN INTERVIEW OR THE 
APPLICANT DOESN'T SHOW UP



Updating Vacancies & Resetting House 
Email Password 

________________________________________________________________________________________________________________ 

www.oxfordvacancies.com 

HOUSE: 
1. Visit www.oxfordvacancies.com
2. Click on “House Login” at top of Page.
3. Login to house account.

a. Username is the house unique house name (with spaces, e.g. Valley View)
b. If password is lost or forgotten: click on, ”Click to Reset Password“, enter the house phone

number, and click on, “Call Me”. The automated system will call the house phone number.
Answer (speak to prompt the system), and you will be provided a temporary 6-digit password.

4. Change password to something unique but simple and write the password down and update “House
Login Info Sheet”.

5. Update contact info.
a. Contact mobile should be House Secretary.
b. Contact person name should be first name only.

6. Update interview day and time.
7. If contact person moves out or house elects a new House Secretary, change contact person information

immediately.
8. Login periodically to verify updates are recent and accurate.

CONTACT PERSON: 
1. Save the “970.699.XXXX” phone number that text messages you, as “Vacancy Contact”.
2. Answer weekly text message with number of vacancies – enter the numeral only.
3. You can text message the phone number at any time if your house’s vacancies change mid-week (again,

enter numeral only.)

ONLINE APPLICATIONS: 
1. The oxfordvacancies.com website allows for individuals to apply online.
2. A completed application submitted online will be sent to the house email address. The contact person

will also receive a text message with the name and contact number of the applicant.
3. Be sure to follow up by immediately contacting the applicant and scheduling an interview.

RESETTING HOUSE EMAIL: 
1. The oxfordvacancies.com website allows the house to reset their housename@oxfordhouse.us email

address.
a. The contact person text messages the word, “Email”, to the “970.699.XXXX” phone number

saved as “Vacancy Contact” on their mobile phone. This will only work if the text message is
sent from the listed contact person’s mobile phone number.

2. The automated system will respond by text message with your house email address and a temporary
password.

3. Use this password to login to the house email address (housename@oxfordhouse.us), then change
password to something unique but simple and write the password down.

4. Update “House Login Info Sheet”.







Oxford House Donation Form 

E-mail to Debbie Robinson with the following Information 
debbie.robinson@oxfordhouse.org 

 
 

Donated by  
 

 
Address  

 

 
City  

 

 
State/Province  

 

 
ZIP/Postal Code  

 

 
Phone  

 

 
E-mail  

 

 Type of donation 
(cash, merchandise or 
service) 

 
 

 
Value  

 

 
Description  

 

 
  

 

 
  

 

 
  

 

 
  

 

Thank you 
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