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Chapter A - Membership

A-1  Eligibility For Membership

A-1.10  Membership eligibility shall be as defined in Section III, A of the Bylaws.


A-1.11  A student is defined as anyone currently enrolled during the quarter(s) of 

their contract.  During the summer contract period, student status is in effect as 


long as the member is enrolled as a student during the contiguous term.  (They 


will be a student during the next contract period.)



A-1.12  A student will retain their SBSHC student status if they graduate during 
 

school year contract period.  The student will also be eligible to apply for 


housing the summer after they graduate.  


A-1.20  Exceptions to the eligibility requirement may be considered by the Board of 
Directors.  The following are guidelines to be used in deciding who should be granted an 
exception.  If the applicant is:

a) A staff person for the SBSHC

b) A domestic partner of a member

c) A student at Santa Barbara City College

d) A current or previous co-op member who has demonstrated exceptional commitment and involvement to our co-op and who will continue to make a positive impact on the community within the co-op.  

A-2  Gender Balance

A-2.10 The Co-op will strive to keep a gender balance between those who identify as male and those who identify as female at each of the houses and apartment building. The gender balance will be as close to half identifying as male and half identifying as female as possible.

A-2.11 No member will be forced to share a room with someone of a different gender identification if they marked no for a co-ed room on their membership application.

A-2.12 No apartment will be forced to be co-ed if any of the members already in that space marked no for a co-ed apartment on their membership application.

A-2.20 If a space is empty due to the lack of the gender balance, the Membership Coordinator and Executive Director may move to fill that space after waiting six (6) weeks before the beginning of summer contract and eight (8) weeks before the beginning of fall contract, respectively.

A-3 Room Assignments

A-3.10 SBSHC will reserve a minimum of 7% (rounding up) of their total member spaces for EAP Reciprocity students for the school year.


A-3.11 EAP Reciprocity students must have their SBSHC application postmarked 
by May 31st (students will download the SBSHC application from the EAP web-
site.)


A-3.12 EAP spaces will be filled on a first-come, first-served basis based on EAP 
application received and in keeping with the co-op gender balance policy.


A-3.13 After all EAP spaces are filled, SBSHC will establish an EAP waiting list in 
case of a withdrawal by an EAP student.


A-3.14 EAP student may defer all fees (application, membership, security 
deposit) until their arrival at SBSHC.  However, all fees must be paid within one 
week after move-in.


A-3.15 If upon arrival, an EAP Reciprocity student who has been offered housing 
declines to take it, he or she will only be responsible for paying the $15 
application fee.



A-3.15.10 If an EAP Reciprocity student declines housing upon arrival, 


the space will be offered to the next student on the EAP waiting list, even 

if it is after September 1st.  


A-3.16 Any EAP spaces not filled by September 1st will be filled by an applicant 
from the SBSHC waitlist.  If an EAP space is filled by a non-EAP applicant it is 
for that contract period only.  EAP will continue to maintain its 7% space 
allotment for the next contract period.


A-3.17 SBSHC will provide a list of EAP Reciprocity students living in the co-ops 
to the Reciprocity coordinator at the UCSB EAP Campus Office.


A-3.18 The UCSB Reciprocity coordinator will be the SBSHC contact for all EAP 
Reciprocity student related matters.  SBSHC will be notified about any change of 
EAP representation.

A-3.20  The membership coordinator shall assign rooms and room changes according to gender balance and by the following criteria in the order specified:  1)  current occupation  2) room bid  3) wait list.

A-3.21 Current occupant

A-3.21.10  A member living in a space has priority over that space. 

A-3.21.11  If one person is remaining in a double room, that member has 72 hours (the time before the room bid) to ‘pull-in’ another current member (someone already living in the co-op) to share the room with. After 72 hours, the space will be considered like any other. 

A-3.21.12  If a member chooses to make his/her single space into a double that members is allowed 48 hours in which s/he can pull in their significant other, this person must meet eligibility requirements and not adversely effect the house’s gender balance or capacity.  After 48 hours, the space will be considered like any other.

A-3.22  Room bids


A-3.22.10 Within one business day of a contract being broken, a sign 
should be posted at each house announcing the space available and the 
date and time of a bid for that space.


A-3.22.11  Within 72 hours of the postings, the office shall hold a room 
bid for the spaces available.


A-3.22.12  Only members who currently have a contract for the period 
during which the space is available may bid on that space.


A-3.22.13  The member with the most seniority in terms of points, wins 
the bid.


A-3.22.14  Seniority of members

a)  Seniority is based on the number of school calendar quarters 
lived in the Co—op:  one quarter equals one point.

b)  To earn a point, one must have lived in the Co-op for at least 
4 weeks of that quarter (including summer). 

c)  During the summer quarter, a point is earned only if the 
member has lived in the co-op for at least two quarters.  After 
living in the co-op for at least two quarters, all summer quarters 
lived in the co-op (including the first) will count for points.

d)  If a member moves out in bad standing, all points and 
seniority are lost.


A-3.22.15  There will be one bid for every room in the co-op.  If a double 
room is opened and both spaces are available two people may sum their 
points to create one bid (for two people) for the double room.  If there is 
one person with more points than the two peoples points combined, the 
single person wins the bid and the other space in the room is up for bid 
immediately.


A-3.22.16 A tie may be settled by a coin toss or some other method of 
randomly selecting a name.


A-3.22.17  When a space is opened by a current member winning a bid, 
their vacated space is available for bid immediately.  


A-3.22.18  A member may submit their bid in writing if desired at least 
24 hours before the bid.

A-3.23 Wait List 

A-3.23.10  Spaces will be assigned on a first come, first served basis to 
people who have submitted an application.

A-3.23.11  If no spaces are available, the applicant may choose to be put 
on a waiting list.

A-3.23.12  Old waiting lists will be discarded on the first of every month.

A-3.23.13  It is the applicant’s responsibility to contact the Co-op at the end of the month to maintain their spot on the next month’s waiting list.

A-3.23.14  If a space becomes available, all applicants on the waiting list 
will be notified. 

A-3.23.15  At the end of 24 hours after the notification, the respondent 
with the lowest roster number will get the space.

A-3.23.16  If an applicant does not respond to a notification, they remain 
in their spot on the waiting list until the end of the month.

A-3.23.17  The applicant must be informed of these policies when 
submitting an application.  The application form will have the following 
language: 

“If a space is not available, I would like to be placed on the waiting list. I understand that the waiting list is discarded at the end of each month and if I want to stay on the waiting list, it is my responsibility to notify the Co-op by the 1st day of each month. I also understand that I will have 24 hours to respond after notification of an opening. If I do not respond within 24 hours, I will be bypassed on the waiting list.”


A-3.24  Special Exceptions to the Wait List



A-3.24.10  A member who is leaving and will be returning to the co-op 


may ask to be places on the wait list prior to leaving the co-op.  in order 


for the member to be on the list, they must submit in writing a date by 


when they will return, and their spot will be maintained on the wait list 


until that date with no monthly notification necessary.  After the agreed 


upon date, the spot on the wait list will be maintained in the same 


manner as all other wait list applicants.  

A-4 Summer and Fall Recruitment

A-4.10 The membership coordinator will send out a survey in the first week of February asking members to reserve their space for summer and/or fall.

A-4.20 To maintain priority status, continuing members must reserve their space for summer and/or fall by a deadline in the third week of February.

A-4.30 Any space not reserved by the February deadline will be open for room bids as outlined in A-3.

A-4.40 Reserving a space at this time does not bind the continuing member to sign a contract, it merely sets the space aside.

A-4.50 To secure reserved spaces, continuing members are required to sign a contract by a deadline in the second week of April.

A-4.60 If a member chooses not to sign a contract for a reserved space by the deadline in the second week of April, then the space will be opened for room bids as outlined in A-3.

A-5  Member Services Coordinator’s Responsibilities

A-5.10  The primary responsibilities of the Member Services Coordinator include, but are not limited to:  designing and implementing membership training programs; developing and instituting member services (service hours opportunities, ride shares and bulk-buying programs); directing community outreach, member recruitment and contract signing; developing alumni services; maintaining member accounts receivable; and fostering communication between staff, the Board of Directors, houses and members.  Furthermore, the MSC is expected to receive direction from the Executive Director to ensure operational aspects of the housing coop run smoothly. 


A-5.20  The Member Services Coordinator has the following specific responsibilities:

· Lease signing process:  understand and implement membership acceptance and lease signing process, correspond with prospective members, maintain a waiting list, verify contents of new member application, process contract cancellations and requests for transfers 

· Room assignments:  assign spaces in houses, issue contracts and keys to new members, Advertise and administer room bid process, Inform house and roommates of new members, contract terminations and room occupancy changes

· New member services:  coordinate new member orientations, tours and “passport” system
· Advertising:  work with campus organizations to outreach and advertise mid-year, fall and summer openings/vacancies, maintain an ongoing relationship with the UCSB housing office and other relevant organizations, keeping them supplied with current rental information, flyers and brochures
· Alumni Services:  maintain alumni files, develop and organize annual alumni mailings and events, process recently departed members information into the alumni database
· Returning member orientations:  participate in annual committee for new/returning member Orientation

· General Member Services:  educate members about contractual, policy and by-law changes, coordinate annual membership meetings with BoD assistance, coordinate Service Hours with BoD Vice-President, verify Service Hour completion, maintain current member files, including security deposit and fee records

· Move-in/out procedures:  coordinate interim move-out and move-ins, select and train interim managers, and prepare move-in and move-out materials, produce inspection and clearance forms, coordinate member furniture requests

· Member accounts receivable:  process rent, fines, and member rebates/assessments, follow up on any court action/collections process as directed by ED, prepare materials for and attend monthly Finance Committee meetings, prepare information and advice as requested on house/board charge budgets for house treasurers, make regular bank deposits and assist ED with account reconciliation

· Member Education and Training:  coordinate logistics for officer training, retreats, special workshops and educational programs, design and implement house officer trainings, new member education programs, and their respective training materials

· Office Coordination:  keep bank signature cards updated for each house, work with ED to maintain a filing system for all corporate materials, work with ED to back-up computer files, share the responsibility for office reception, mail processing and general administrative cooperation, make sure the office is open and inviting to visitors.

A-5.21  The Member Services Coordinator shall be held accountable to the Executive director, Board of Directors and membership.  He/she shall communicate regularly with the Executive Director regarding all aspects of the job, prepare statements to the Board of Directors for review in bi-weekly meetings, and recommend appropriate policy and/or by-law changes.

A-5.21  The Member Services Coordinator’s report to the Board of Directors shall include the following: 
· Any relevant issues pertaining to membership, recruitment, vacancies, conflicts and/or operational changes

· Recommendations for policy and/or by-law changes

A-6  Contract Periods

A-6.10  The fall contract period will begin on the Saturday before the first day of pre-
instruction for the fall quarter at the University of California at Santa Barbara.  The fall 
contract period will end on the Wednesday after graduations at the University of 
California at Santa Barbara. 


A-6.20  The Summer contract will begin on the Sunday after the end of the previous fall 
contract.  The summer contract will end six days before the subsequent fall contract.


A-6.30  Interim Periods:  The six days between the summer and fall contract periods, and 
the three days between the fall and summer contract periods, will be designated as 
cleaning and repair days and are referred to as the Interim Periods.  Only members 
continuing from one contract period to the next will be allowed to remain in the co-op 
during the interim periods and they will be charged on a per day basis.  The Interim 
Contract will state that major cleaning and maintenance may be completed in the rooms 
and apartments that members will occupy during the Interim Period, and that they are 
not guaranteed the same room or building during the entire period.



A-6.31  During the Interim Period, paid work crews will be assembled to 



undertake major cleaning and maintenance during these periods.  In order to 


make it possible for members to stay in their own buildings for as long as 


possible, this work will be staggered (two days at Newman, two at Manley, etc.)



A-6.32  Inspection Waivers:  Members who have a fall contract for the room they 


occupy over the summer may sign an inspection waiver and remain in the room 


during the entire interim period.  These members are waiving their right to 


contest the move-in condition of the room when they move out.


A-6.40  Contracts will not be written for any periods other than the Fall, Summer, and 
Interim Periods as outlined in A-6.10, A-6.20 and A-6.30 except as outlined in A-6.41.  



A-6.41  A special contract may be written if an eligible member is replacing a 


broken contract.  Their contract will be for a remainder of the contract period in 


which the contract was broken.  If a member wishes to leave the co-op for 


educational purposes, such as studying abroad, they will be required to find an 


eligible member to sign a contract for the period they will be gone.  If the 


member does not find an eligible member to sign a contract for the period they 


will be gone.  If the member does not find an eligible member and the co-op must 

find one to replace them, the member that is leaving must break their 



contract and may place themselves on the waiting list as outlined in A-3.14.

A-7  New Member Orientation


A-7.10  All new members must attend a member orientation before signing a contract.



A-7.11  For  the beginning of a contract period, an orientation consists of one of 


the following:



•  A tour



•  A phone call (mainly intended for those applying from out of town)



•  Any other activity that the Board of Directors approves.



A-7.12  For members joining during a contract period, an orientation should be 


done by the house president of the house the new member is moving into, and 


should consist of a tour and an explanation of what co-ops are and how we run 


our co-op.

A-8  Bad Standing Policy


A-8.10  A member in a probationary Bad Standing will be allowed to reserve a room, but 
will not be allowed to sign a contract until probationary status is resolved.

A-8.20  A member who is in Bad Standing will be allowed to reserve a room or renew 
their membership and will not be eligible to sign a new contract.

A-8.21  A member who is in Bad Standing will not be eligible to serve as House Officers or Board Representatives, and if they are serving in those positions while placed on Bad Standing, their positions will be revoked.

A-8.30  Any of the following put a member in bad standing:

•  Moving out of the co-op owing rent or other charges.  

•  Moving out of the co-op early without signing and returning a contract release request form.

•  Moving out of the co-op without completing and returning a clearance form.

•  The House Manager can place a member in bad standing for failure to complete house labor with the approval of the house at the house meeting.

•  Failure to complete Service Project Requirements.
•  In breach of Finance Policy E.5

•  Uncooperative behavior, with staff recommendation and Board approval.

A-8.40  A member in bad standing can appeal their bad standing status to the Board of 
Directors and the Board has the authority to change that status.

A-9 Contract Termination


A-9.10 A contract may be broken by signing a contract release form at the office and 
paying the associated fee. 


A-9.20 The member breaking the contract is responsible for paying the rent until their 
space is filled.

A-9.21 If a current member fills a vacancy by moving rooms, the member who



broke their contract is still required to pay rent for the empty space until that 


space is filled.


A-9.22 If a contract is broken for a double room and is filled by a current member



moving from a single room, the member who broke their contract is still 



responsible for paying rent for a double room. The member who moved out of 


the single room is responsible for paying the difference until the single space is 


filled.


A-9.23 If a contract is broken in a single room and is filled by a current member 



moving from a double room, the member who broke their contract is responsible 


for paying rent for a double room until that space is filled. 


A-9.30 If the Co-op terminates a member’s contract, the member is not responsible for 
paying the contract release fee. 

A-10  Service Project Policies


A-10.10  Service Projects are intended to aid in the operation of the Co-op, to improve the 
quality of members within the co-op, and to promote the image of the co-op within the 
community.  Service Projects must serve the co-op in some fashion.  Projects should fall 
into the categories of : 1) maintenance; 2) administration; 3) governance; 4) community 
(see appendix v).


A-10.20  All members must complete projects which are equal to or greater than 25 points 
per quarter:  Fall, Winter, Spring, and Summer.  



A-10.21 The office will maintain a list of pre-approved Service Projects.  There 


will be enough projects per quarter such that everyone in the co-op will be able 


to earn at least 25 points.



A-10.22   Members must sign up for a project(s) worth at least 25 points in the 


office by the Saturday after the second full week of classes each quarter.  Failure 


to sign up by this time will result in a non-refundable $20.00 fine to be levied on 


the member, as well as a project(s) being assigned to them.  The office will inform 

the member of their assignment.  



A-10.23  Members must complete their projects by the last day of UCSB final 


exams each quarter.  Summer Quarter projects must be completed by the last day 

of the contract period.  Members cannot earn points for projects left 



uncompleted.



A-10.24  Members may complete their Service Project points proactively.



A-10.25  Service Project obligations not met by the last day of UCSB final exams 


each quarter will result in a non-refundable $5.00 fine per point not completed to 


be levied on the member.  



A-10.26  Members who do not earn all 25 points by the end of the quarter will be 


placed in Probationary Bad Standing.  Once all 25 points are earned, the member 


will be removed from Probationary Bad Standing.  Any member in Probationary 


Bad Standing for two or more quarters in a contract period will be placed in Bad 


Standing.  




A-10.26.10  Any member in bad standing for longer than one quarter for 



Service Projects violations may be subject to expulsion from the co-op 



from violation of their contract.



A-10.30  Members may sponsor Service Projects if approved at least one quarter prior to 
implementation by the office.

A-10.31 Service Projects are approved with a consensus between a Co-op Staff person, and the Vice President of the Board of Directors.  If consensus cannot be reached, the project will be brought to the Board of Directors for a final decision.

A-10.32 Project proposals should include the following information:

· A description of the project,

· How the project serves the Co-op,

· How many people will be required to complete the project,

· How long the project will take to complete,

· How much money will be required to complete the project,

· Contact information for the Project Leader

A-10.33 Funding for Service Projects shall come from three budget categories, subject to availability.  See Appendix V for specific definitions.

· Member Education

· Member Gatherings

· Special Projects:  Appropriations of funds subject to approved Maintenance Policy

A-10.34 Verification of Projects shall be as follows.  A verification mechanism shall be specified at the time the project is approved.

· No one shall receive full project points for governance if they have missed more than 20% of the meetings of the committee/Board on which they serve.  Such attendance shall be verified by the minutes of the meetings

· Administrative projects shall be verified by any Co-op staff person.

· Maintenance Projects shall be verified by any Co-op Staff member or the Maintenance Committee.

· Community Projects shall be verified by the Project Leader, for their team. A Co-op staff person shall verify the completion of the Project Leader’s points.
Chapter B - Governance

B-1  Board of Directors At-Large Election Policy

B-1.10 Candidate Statements



B-1.11  Any member of SBSHC, as allowed in Section III,C,1,e of the Bylaws, who 

wishes to run for an At-Large seat on the Board of Directors is advised to submit 


a Candidate Statement.



B-1.12  Candidate Statements must be submitted by the deadline for candidate 


petitions as stated in Section IV,C,2 of the Bylaws in order for the Candidate 


Statement to appear on the ballot.



B-1.13  Candidate Statements may not exceed 100 words.

B-1.20 Ballots



B-1.21  Ballots shall include all Candidate Statements submitted by members 


running for the Board of Directors. 



B-1.22  Ballots shall clearly state:

· How many votes each member has. (see B-3.30)

· That each voting member may cast no more than two votes for 

a single candidate.

· That a voting member need not cast all of his/her votes.

· Person to whom ballots must be returned. (see B-3.50)

· Deadline for ballot return. (see B-3.10 and B-3.40)

· That ballots which do not adhere to ballot regulations are 

invalid and will not be counted.

B-1.30 Voting Procedure



B-1.31  The Board of Directors will schedule elections in accordance with times 


set in Section IV,C,3 of the Bylaws.



B-1.32  Each voting member is allowed one ballot.



B-1.33  Each voting member has a number of votes to cast equal to the number of 


board seats to be filled.



B-1.34  Ballots shall be distributed no less than 3 working days before the election 

day.



B-1.35  Ballots shall be placed in a designated locked ballot box in each house by 


5PM on the election day.



B-1.36  Ballot boxes shall be collected at 5PM on the election date by the election 


committee.



B-1.37  Ballots shall be counted and results made public within 3 working days of 

the deadline for ballot return.

Chapter C – Maintenance

C-1 Definitions


C-1.10  Minor Maintenance:  work required to keep property suitable for 
residential 
purposes in an existing state.


C-1.20  Capital Improvements:  Repair or alteration to a property that increases its 
value, lengthens its life, or adapts it to a different use.  Life of improvement should 
be 3 years or greater.

C-2 Maintenance Manager Duties and Rules


C-2.10  The primary responsibility of a Maintenance Manager is to provide prompt 
and effective response to the maintenance needs of their house with the 
help of Central 
Office Staff.


C-2.20  Maintenance Managers are also responsible for the following:

· Performing minor and preventative maintenance as necessary.

· Purchasing and deliver materials as needed.

· Attending all maintenance committee meetings.

· Maintaining written records of work done.

· Following habitability guidelines for cleanliness, safety, health, and structural integrity

· Upkeeping of house tools and tool check-out.

· Maintaining house lock-out keys.

C-2.30  Maintenance Managers are expected to maintain good communication with house members and Central Office Staff.  This includes:

· Instructing and training house members in building and maintenance techniques.

· Being willing and able to answer members’ questions about maintenance jobs and progress.

· Making reports to Central Office as necessary.

· Attending house meetings and making reports as necessary.

· Receiving Maintenance requests from members.

C-2.40 Maintenance Chain of Command.  When a member notices a minor 
maintenance problem, the following 
order of command should be followed in 
order to remedy efficiently:
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C-3 Maintenance Committee


C-3.10  The Maintenance Committee will consist of all 4 House Maintenance 
Managers and a staff member.  This committee will address the following:

· A maintenance concern that warrants collaborative help.

· A member-initiated project proposal.

· A staff recommendation to address an issue.

C-3.20  The Maintenance Committee will meet a minimum of once a quarter.  This 
meeting will include addressing quarterly preventative maintenance measures.


C-3.30  The Maintenance Committee will serve as a Project Approval Board for all 
member-initiated capital improvements.  



C-3.31  Member-initiated capital improvements can be funded only from 



house revenue.  



C-3.32  Member-initiated capital improvements must be approved by the 


house before brought to the Project Approval Board.

C-3.33  Proposals by a member to the Project Approval Board must 


contain the following: 

· Objective

· Cost Analysis

· Specifics on how to achieve the Objective.  This must include:  

1)  Who is planning and rendering the project?

2)  What are the details of the project – what are the 



steps in building?  How are you going about 



achieving the objective?

3)  Where is this happening?  What house and area?

4)  When is this happening?  


C-3.34  The Project Approval Board will use the following guidelines in 



deciding the feasibility of the project:

· Safety

· Health 

· Structural Integrity

· Staff Recommendation

· Overall Feasibility

C-3.35  If a member is unsatisfied with the outcome of the Project Approval Board, they may appeal the decision to the Board of Directors.

C-4 Maintenance Funds


C-4.10  All house maintenance is taken out of the Central Minor Maintenance budget. 

Chapter D - Staff
D-1 Classification of Positions.  The co-op will hire such full-, part-time, and casual employees as necessary to supplement member labor to a level which is required to run the organization effectively.  All employees are classed under one of the following:


D-1.10  Permanent full-time Employees.  Permanent full-time employees are paid on a 
salaried basis and include the Executive Director.


D-1.20 part-time Employees.  Regular part-time Employees are paid on an hourly basis.


D-1.30  Temporary Employees.  Special Employees are paid on an hourly or stipend basis 
and may be full or part time.


D-1.40  Probationary Employees.  All newly hired employees shall be considered 
probationary employees for six months and may be dismissed during that period with or 
without cause.

D-2  Remuneration and Hours of Service


D-2.10  Salary and Wage Rates.  Compensation for Part-time and Temporary Employees 
shall be set by the Executive Director.  Compensation for Permanent Full-time Employees 
shall be determined annually by the Board of Directors during the budget process and 
shall include a cost of living adjustment, with merit raises at the discretion of the 
Personnel  Committee.


D-2.20  Hours of Service.  The office will follow regular weekday business hours.  The 
Executive Director is expected to work an average of 40 hours per week and be present 
during regular hours of operation.  Additionally, the Executive Director will be required 
to work meetings, special projects, and emergencies during evenings and weekends.


D-2.30  Pay Periods.  All employees will be paid bi-weekly for services rendered during 
that time period.

D-3  Employee Benefits and Privileges.  The co-op provides benefits to its regular full-time employees.  Other benefits may from time-to-time be added by the Board of Directors.


D-3.10  Schedule of Benefits.  The Board of Directors will choose a schedule of benefits 
and provider, which will be provided for all regular full-time employees.  Spouses, 
dependents, and domestic partners may included for coverage at the employees expense.


D-3.20  Supplemental Health Coverage.  The Board or Directors shall maintain a budget 
line item which may be used by regular full-time staff at the Personnel Committee’s 
discretion, to cover health related expenses not covered by the benefits plan, or to pay 
employee deductibles.  Documentation must be provided.


D-3.30  Holidays.  The co-op shall observe the following holidays:  Martin Luther King 
Day, President’s Day, Caesar Chavez Day, Memorial Day, July 4th holiday, Veteran’s Day 
and Thanksgiving holidays.  Regular full-time employees of the co-op will be paid for 
holidays.  


D-3.40  Vacation.  The Executive Director will receive ten days during the winter break in 
accordance with the schedule at University of California, Santa Barbara as a paid 
vacation.  The co-op office will be closed during this vacation.  Additionally, regular full-
time employees may fifteen days of paid vacation annually.  None of this vacation time 
may be taken until the employee has left probationary status and may not accrue to more 
than a total of fifteen days vacation at any time.  Vacation time taken shall not interfere 
with the operations of the co-op.   Vacation time may not be taken during the interim  
periods between contracts.  Any vacation longer than one week must be approved by the 
Board of Directors at least 3 weeks in advance.


D-3.50  Sick Leave.  Regular full-time employees will be entitled to one day of paid sick 
leave per month, which may accrue without limitation.  Use of over 5 days of sick leave 
in a 30-day period requires a doctors excuse.  Accumulated sick leave days will not be 
paid out upon termination of employment.  


D-3.60  Bereavement Leave.  Regular full time employees will be entitled to two paid 
days off for any death in their immediate family, including spouse or domestic partner, 
dependents, parents, or siblings.  Up to five days of sick leave may be used in cases of 
bereavement.


D-3.70  Miscellaneous Unpaid Leave.  Unpaid leave, such as familial, mental health, birth 
or adoption, etc. may be approved by the Board of Directors.


D-3.80  Expense Reimbursement.  Employees of the co-op shall be reimbursed for 
expenses incurred by them while attending Board of Director approved functions as 
representatives of the co-op.  Travel Expenses shall be reimbursed at a rate to be set forth 
by the Board of Directors from time-to-time.

D-4  Hiring.  Employees shall be hired on the basis of skill, co-op experience, and the ability to perform the job.  The person best filling these qualifications will be hired regardless of race, color, gender, sexual orientation, religion, age, veterans status, or physical ability.


D-4.10  Hiring Committee.  The Board of Directors will establish a hiring committee for 
the purpose of selecting candidates for all regular full-time positions, as necessary.  
Such a committee could include directors, staff, and/or co-op members.


D-4.20  Recruitment Procedure.  All regular full-time and regular part-time positions that 
are available will be advertised throughout the Isla Vista, University, and national 
cooperative communities (and further if necessary) in such a way as to attract 
applications from the entire spectrum of the community.  Special consideration will be 
given to applicants who are members of the co-op.


D-4.30  Applications.  All applications for positions will be kept on file by the Executive 
Director for two years for persons not hired.  Applications of persons employed will be 
kept in their personnel file by the Executive Director for five years after their departure.  
All personnel files will be confidential and viewed only by the Executive Director and the 
Personnel Committee.


D-4.40  Probationary Period.  A six month probationary period will be established for all 
new employees.  During the probationary period, the employee will be entitled to one 
week of notice of termination, or pay in lieu of notice should the co-op wish to discharge 
the employee.  At the discretion of the Board of Directors, this probationary period may 
be extended for one additional three month period, but under no circumstances beyond 
this, by which time a decision to dismiss or retain the employee must be made.

D-5  Evaluations and Reviews.  All employees will meet with the Executive Director (or, in the case of the Executive Director, the Personnel Committee) to receive feedback on job performance, set goals, and review previous goals on a bi-monthly basis.  The minutes from these meetings will be kept in the employees’ personnel file and shall be confidential, to be viewed only by the employee, the Executive Director, and the Personnel Committee.  A formal annual review and evaluation shall be conducted of each employee in January to be presented to the Board of Directors by the Executive Director (or, in the case of the Executive Director, the Personnel Committee).


D-5.10  Personnel Committee.  The personnel committee shall be elected annually and 
serve as the coordinators for the Executive Director’s annual evaluation and monthly 
feedback meetings.  The Personnel Committee will consist of no more than five people:  
one of whom is the Board President, and at most two others who are board members.  
One of the committee members may be a non-board member.  


D-5.20  Executive Director Renewal.  Each year, the Board of Directors, based on the 
March recommendation of the Personnel Committee, will decide by the first week in 
April, whether or not to renew the Executive Director’s employment for the coming fiscal 
year.

D-6  Discipline and Dismissals.  The Executive Director may dismiss or lay off employees as the need arises.  S/he will report suspensions and the reasons for them to the Personnel Committee immediately.  Any non-contracted employees may be dismissed by the Board of Directors, at the recommendation of the Personnel Committee, either with notice or with cause.


D-6.10  The Executive Director may hire people to fill the jobs of dismissed employees. 


D-6.20  Employees dismissed for cause are not entitled to notice or severance pay, 
although the Executive Director or Board of Directors may give notice or severance pay.


D-6.30  Absenteeism.  An employee who is absent for three working days without 
notifying their supervisor are subject to dismissal.  In the case of the Executive Director, 
s/he must notify the Board President.  

D-7  Grievances by Employees.  All employees of the co-op are directly or indirectly accountable to and supervised by the Executive Director.  Employees who feel they have cause for grievance is encouraged to discuss the matter with their immediate supervisor.  If resolution is not possible at or below the level of involvement by the Executive Director, the grievance may be taken to the Personnel Committee.  Within a ten-day period following the involvement of the Personnel Committee, the committee shall meet with all parties concerned for the purpose of hearing all matters relevant to the grievance.  Closed sessions of the Personnel Committee may be held.  The results of the Personnel Committees deliberation will be presented to the Board of Directors within five days following their last meeting.

Chapter E- Finance
E-1 Charges, Fees, Fines, etc.


E-1.10  Keys.  Members will pick up their house, room, and mailbox keys from Co-op 
staff in the office on the first day of the contract period. Members will be notified of the 
hours staff will be in the office. It will be up to each member to arrange special meeting 
times with the staff if they can not make the scheduled office hours. At the end of the 
contract period, Members are to return their keys to staff at the office, by appointment if 
necessary. Non-returning Members, Members that are changing rooms in the same 
house, and Members that are changing houses are responsible for returning keys to office 
staff. A $50 fee will be assessed for lock replacement, to be deducted from Member’s 
Security Deposit, in the event that keys are not returned to the office staff by the last day 
of the contract period. 

E-2 Investment Policy

E-2.10  Operating Reserves.  The Operating Reserve is an unrestricted fund 

balance set aside to stabilize finances by providing a cushion against future 
unexpected cash flow shortages, expense or losses.  This account acts as a “rainy 
day” 
savings account. 


E-2.20  The Operating Reserves should be used to cover a short-term cash 
shortage caused by delayed payments, timing of grants, or seasonal cash swings.  
They can also be used to pay unexpected, and unbudgeted, expenses like building 
repairs or technology upgrades, or for increases in costs like utilities or insurance.  

E-2.30  The Operating Reserves should not be used to make up for income 
shortfalls if there is no plan to replace the income or reduce expenses in the near-
term 
future.  


E-2.40  The Operating Reserve should aim to maintain no more than the amount 
of two 
year’s budget and no less than one full payroll.


E-2.50  These funds can be used at any time during the Fiscal Year by a Board of 
Directors vote.

E-2.20  Fiscal Year End Net Income, unless otherwise determined by a Board of Directors 

vote, shall be deposited into this account.

E-3  Internal Controls


E-3.10  Authorized Signers.  The Board of Directors shall appoint the Executive Director 
as signer on all accounts, and his/her designated assistants as co-signers on the Checking 
Accounts.  The Treasurer of the Board of Directors shall be a co-signer on all accounts.


E-3.20  Cosignatures.  A co-signature shall be necessary to draw funds over $100 from the 
Checking Accounts.  A co-signature shall be necessary to draw funds from any account 
other than the Checking Accounts.


E-3.30  Reconciliation.  A staff member other than the Executive Director shall reconcile 
all accounts. 

E-4  Budgeting


E-4.10  A 12-Month Budget, including charges for the upcoming contract periods, will be 
adopted for the coming fiscal year by the first of March.



E-4.11  A draft of the budget must be reviewed by the Board of Directors at two 


meetings where quorum is met before it can be voted on for approval.



E-4.12  The Executive Director, with the consultation of the Board Treasurer, will 


prepare the first draft of the budget by the first of February.  This draft will be 


presented to the Board of Directors no later than the 2nd week of February.


E-4.20  Vacancy Allowance.  Not less than 5% of the total room income expected for the 
entire fiscal year will be budgeted as a vacancy allowance.



E-4.21  This money may be used to alleviate shortcomings in projected earnings 


and up to 1% of the total room income may be used to accommodate extra-


budgetary expenditures.  Any money allocated for extra-budgetary expense 


beyond this amount must have Board approval.  



E-4.22  Any excess money not used for the above two purposes will be 



transferred into the maintenance reserve account at the end of the fiscal year.


E-4.30  Scholarship.  No less than 1.5% of the total room income expected for the entire 
fiscal year will be budgeted as  a scholarship allowance.  


E-4.40  Charges.  Member Charges will increase to cover expenses necessary for the 
sound operation and continued development of the organization.  Charges are broken 
down into three categories:



E-4.41  Fees:  Charges that are not regularly recurring but are intended as 


punitive measures or offset one-time expenses that the co-op incurs.  The 


following fees are refundable upon the termination of membership, or at the 


discretion of staff, unless the member has an outstanding balance to the co-op:





•  Last Months Rent





•  Security Deposit





•  Cat Deposit



E-4.42  Room Charges:  The co-op sets standardized rates for specific contract 


periods to cover the cost of operating the corporation and its property.  The 


budget is based primarily on these charges.  They are non-refundable nor 


rebate-able, unless a specific exception is made by the Board of Directors for 


extenuating circumstances.




E-4.42.1  To ease the burden for future boards, the Board of Directors will 


vote to raise all Room Charges by no more than 5% every year, unless 



advised otherwise due to unfavorable market or co-op situations.  If not 



approved by March 31st, then all Room Charges will automatically be 



raised by 2%.

E-4.43  House Charges:  House-specific, consumption-based expenditures are held in trust by SBSHC for the members of the houses who determine their own house budgets and charges and take responsibility for those decisions, house spending, and results.  House members are charged a regular monthly amount which they can amend according to their House Bylaws.  The house also may amend particular members' charges according to their House Bylaws.  The following will be applied on a monthly basis:
· House Charge – covers all utilities.  These charges are deposited into a Central House Charge Account.

· Board Charge – covers food expenses, house council expenses, other house-approved expenditures, and officer reimbursements.  These charges are deposited into the respective house accounts.

E-4.50  Rebates and Assessments.  At the end of each contract period, staff will evaluate 
house income and expense levels (i.e. house and board charges) and credit or debit 
members accounts based on a per diem breakdown of their house budget performance.



E-4.51  Upon breaking contract, the member forfeits the right to collect and/or 


pay rebate and/or assessment of their house and board charges for the length of 


their contract period in which they are requesting release from.  

E-5  Rent Payment

E-5.1  All rents and other member charges are due on the first of the month, but 


there is a grace period until the 5th.



E-5.11  House treasurers can grant an extension until the 10th of the month, with 


good cause.



E-5.12  Anyone with a balance over $75 on the 6th (or 11th if they have an 


extension) incurs a $25 late fee for the first occurrence.  Every time thereafter, the 


late fee is increased by $10 within a contract period.  



E-5.14  Anyone with an outstanding balance (as of the 6th or the 11th) of $75 or 


more, must appear before the Finance Committee and submit a payment plan 


for approval. 



E-5.15  Failure to meet the conditions of E-5.13 or E-5.14 above result in 



automatic 3 day notice to pay or quit and legal eviction.  No member of the Co-


op will be illegally evicted.  

E-5.2  Finance Committee

E-5.21  The finance committee is comprised of each house’s treasurer and the 

treasurer of the Board of Directors.  The Board of Directors Treasurer shall chair 

the committee.  Each member of the finance committee is empowered to cast one 
vote at all finance committee meetings.  


E-5.22  Quorum for finance committee meetings shall consist of three house 


treasurers or one house treasurer and the treasurer of the Board of Directors. 

E-5.23  Finance committee meetings shall be held monthly on a date determined 
by the finance committee, or, if the finance committee does not set a date, the 
meetings will be held on the second Tuesday of the month.



E-5.24  The finance committee is empowered to hear member’s requests for 


payment plans dealing with central level co-op charges.  The finance committee 


is empowered to accept 
payment plans or reject them, based upon the co-op’s 


best interest, and the member’s ability to comply with the plan.

E-5.3 Payment Plans



E-5.31  All payment plans must be in writing, must include a schedule of 



planned payments, including dates and amounts, and must also include any 


additional charges that will accrue during the payment plan duration.  Any 


member who needs help creating a payment plan should talk to their house 


treasurer, or seek assistance from the co-op office.



E-5.32  No payment plan shall be approved for an amount greater than twice the 


member’s room charge.



E-5.34  Whenever possible, payment plan documentation should be collected and 

attached to the payment plan.  Suggested types of payment plan documentation 


include:

· financial aid award letter

· paycheck stubs

· letter from employer

· letter from parent, guardian, or relative 

· other written documentation of future income

E-5.35  Members on an approved payment plan pay a one-time payment plan fee 
of $10 and are not charged additional fees in the future as long as they keep their 
agreement.



E-5.36  Co-opers who fail to keep their payment plans are charged a $10 fee.  



E-5.37  Co-opers who break two payment plans during a contract period are no 


longer eligible to make additional payment plans, and must have a co-signer to 


sign additional membership contracts/leases.

E-5.4  Returning Member Discount


E-5.41  Members that are returning to the co-op will receive a rental reduction of 


$5 for every quarter that they have lived in the co-op, including summer.  The 


rental discount will be a maximum of $60 per member.  

Chapter F - Operations

F-1  Room Condition - Members are responsible for maintaining the condition of their house, apartment, and room through completing minor maintenance which is funded by the co-op and through a check-in and clearance procedure.


F-1.10  Move-In Inspection:  When moving in all members will be given a room 
inspection form which they may complete and return to the office for attachment to their 
contract.  This form, once signed by staff, will establish the existing condition of the room 
at the time that member moved in and will serve as the standard to which they are held 
through the year and at the end of the contract.  Failure to return an inspection form will 
constitute a waiver of the member's right to establish the move-in condition of the room.


F-1.20  Clearance Forms:  In order to have their security deposit and any other funds held 
in trust by the co-op returned after move-out, members must turn in completed clearance 
forms.  Clearance forms will be available in the member handbook and in the office.  The 
forms will establish that all members have:


• Had their room inspected by authorized inspectors.


• Performed all work hours.


• Completed their portion of cleaning shared with roommates and/or apartment mates.


F-1.30  Room Inspections:  A team of available room inspectors, their available hours, and 
phone numbers will be posted at all houses one week before the end of the contract so 
that members can schedule appointments for inspections. 



F-1.31  All members must have their room inspected by any two of the 



authorized inspectors together at the end of each contract period.  



F-1.32  Authorized inspectors will be:




•
At least two staff members chosen by the Executive Director




•
All House Managers



F-1.33  Inspectors will refer to move-in inspection form attached to member's 


contract to establish move-in condition of room.



F-1.34  All room conditions, including new and pre-existing damage and 



uncleanliness, will be noted.  Inspectors will apply charges to members accounts 


from a schedule of standardized charges for new damage and uncleanliness (see 


Appendix III).



F-1.35  In case of members continuing through next contract in the same room, 


inspectors will offer advice on general cleaning for the benefit of potential 


roommates and/or apartment mates.

F-1.36  The condition of the common areas, including grounds will be noted by 
inspectors using a standard House Move-out Inspection form ten days before the 
contract period ends.  House members are responsible for completing all items 
on the Move-out Form for common areas by the last day of the contract period.  
House members will be charged the fees of hiring work crews for areas of their 
house indicated on the Move-out Form that were not cleaned, as determined by 
the inspectors.

F-2  Work Holidays:  Each house within the co-op is required to hold a work holiday each quarter through which the co-op will ensure the ongoing maintenance and cleaning of its facilities (general standards for work holidays see appendix 2).

F-3  Non-smoking policy: The Santa Barbara Student housing Cooperative does not permit smoking in any of its buildings.  We support an individual’s right to a smoke free environment.  Smoking is not permitted in any of the rooms or indoor common areas.

F-4  Changing House Capacity: 


F-4.10 The Newman House will have no more than thirty and not less than twenty four 
occupants. 


F-4.20 The Manley House will have no more than seventeen and no less than fifteen 
occupants.


F-4.30 The Dashain House will have no more than sixteen and no less than thirteen 
occupants.


F-4.40 The Biko House will have no more than and no less than eighteen occupants.

F-4.50 Any changes in the occupancy level during a contact period  (i.e. splitting a room into a double or changing a double room into a single room  requires  both house and board approval and meet occupancy levels as stated in F-4.10, F-4.20, F-4.30, F-4.40.

F-4.51 If a member wishes to split their room into a double, the created spot would be up for bid as outlined in A-3. Exceptions to this rule can be made for the significant other of the member.

F-4.52 A member may keep their room as a single after a roommate has moved out only for the remainder of the contract period. 

F-5 House Officers:  Each house/building shall have the following House Officers:  President, Secretary, Treasurer, House Manager, Maintenance Manager, Social/Education Coordinator.  Houses with meal plans shall have a Kitchen Manager.  

F-5.10  House Officer Elections:  House Officers shall be elected by the end of the first full 
week of classes as UCSB.  The outgoing House President or Interim Manager is 
responsible for conducting house officer elections.   The newly elected House President 
shall report the election results to the membership and to the co-op office.

F-5.20 House Officer Responsibilities: 


F-5.21  The House President shall:   

•  Call, make the agenda for, and facilitate house meetings.  

•  Act as a figure head representing the house to the community, to other 

houses, and act as a link between the house and the office.  

•   Act as an unbiased mediator to help resolve conflicts between 


members with in the house.



F-5.22  The House Secretary shall:

•  Record the minutes from house meetings and distributes them to the 


membership (bathrooms are a good place) and to the office.



F-5.23 The House Treasurer shall:




•  Oversee house finances.




•  Distribute rent slips and help members to understand their charges.




•   Collect rents.




•  Attend monthly finance committee meetings.





•  Maintain house budget and track expenses in the house ledger.


•  Authorize house expenditures; pre-approve house funded 



reimbursement forms.

•  Leave all information (including checkbook and payment plans) to, 


and if possible train, successor.



F-5.24  The House Manager shall:




•  Complete Check-Ins/Check-Outs and Room Inspections.




•  Maintain a working set of keys.

•  Organize and oversee house labor structure.  Check completion of 


member labor/house chores.  Institute fines for non-completion 


of labor (when applicable), and inform office of any such fines.

•  Coordinate with Maintenance Manager for work holidays (at least one 

per quarter).


•  Train successor, if possible.



F-5.25  The Maintenance Manager shall:




•  Attend Quarterly Maintenance Committee Meetings
•  Help solve maintenance problems in a timely manner.




•  Maintain house lock-out keys.

•  Upkeep house tools and tool check-out.

•  Keep a list of minor maintenance needs and completed list for house.



F-5.26  The Social/Education Coordinator shall:




•  Be the social link between the houses.




•  Attend monthly social/education meetings.




•  Plan parties, educational workshops, presentations, trips etc. 



F-5.27  The Kitchen Manager shall:




•   Maintain the house food budget.

· Maintain house checkbook and balance house checking account.  Order new checks through the office when necessary.

· Organize the meal plan.




•  Create shopping lists.

F-5.30  House Officer Training:  During fall and summer quarters, there will be a house 
officer training to be held on the first Saturday after the first full week of classes at UCSB.  
This is a mandatory training session for all house officers.  Newly elected officers during 
winter and spring quarters must meet with central level staff to receive compensation.  
Central-level officer compensation will be dependant on completion of officer training.


F-5.40  House Officer Compensation:  House Managers, House Treasurers, House 
Maintenance Managers and House Kitchen Managers shall receive quarterly rent credit  
stipends for their volunteer work as House Officers.   The current base rate is $60 per 
quarter from the central co-op budget, and an additional amount from each house 
budget as determined by that house.  


F-5.50  House Officer Evaluations:  The base rate of house monetary compensation for 
House Officers shall be modified according to quarterly performance evaluations.  

F-5.52 House Evaluations:  During the 7th week of the academic quarter, the Member 
Services Coordinator shall distribute House Officer Evaluation forms to each house 
member.   The evaluations shall list each house officer’s duties and responsibilities, 
and five compensation levels: 0%, 25%, 50%, 75% and 100%.  Each house member will 
evaluate each house officer by choosing one of the compensation levels.  A place for 
comments will also be included.  Quorum for officer evaluations is 2/3 of house 
occupancy.  The MSC shall collect and tally the evaluations, calculate the median 
percentage, and use this percentage to evaluate house monetary compensation for 
officers.  House Presidents are responsible for announcing officer evaluations at house 
meetings and providing support to the MSC in administering evaluations.  
F-6  House Meeting Standards


F-6.10  All houses and apartment building must have House Meetings at least once a 
month.


F-6.20  The date and time of a House meeting must be posted and announced at least 
three days in advance of the meeting and the office must be notified, unless it is an 
emergency meeting.


F-6.30  Properly noticed House Meetings are mandatory.  The House President has the 
authority to fine house member a maximum of $20.00 who are not in attendance and who 
have not been officially excused from the meeting.



F-6.31  Members are officially excused from a duly noticed meeting by a written 


note that must be given to the House President prior to the meeting and must 


subsequently be available to read by any house member.



F-3.62  Any member who does not attend and is not excused from three house 


meetings is automatically placed in Bad Standing.  


F-6.40  House meetings must have quorum (at least 2/3 of house occupancy).  If quorum 
is not reached, another meeting must be scheduled within a week of the original meeting 
time.    


F-6.50  At least one House meeting a month must include the following sections:  Check-

In, Vox Populi, Agenda Review and Approval, Minutes Approval (secretary Report), 
Officer Reports from all house officers, Agenda Items, and Check-out.

F-7  Alcohol Policy:  No alcohol will be purchased with co-op funds or served at official co-op meetings.  


F-7.10  An official co-op meeting is defined to be any co-op gathering or event in which 
voting takes place (i.e. house meetings, board meeting and membership meetings).

Appendices


The Appendices to the BoD Policies are intended as supplemental guidelines to facilitate the implementation of the rules and procedures established in the body of the Policies.  Appendixes may be amended at any time by staff or the BoD.  While no vote is required to make changes to this portion of the Policies, though any conflict between the Policies and the appendices will be settled in favor of the actual policies.  All changes to the Appendices should be brought to the BoD for informal approval.

Appendix I - Suggested Recruitment Sources

1.
Organize information tables on campus.

2.
Advertise space availability in campus paper and in the community housing office.

3.
Take part in the Renter's Fair program on campus.

4.
Put up fliers on campus and in the community.

5.
Organize socials where current and prospective members can meet and chat.

Appendix II -  General Work Holiday Standards

1.  Attendance by all house members mandatory--make up work only provided for people with good excuses.

2.  At least a half day event

3.  Steam clean all carpets--even in rooms and apartments.

4.  Edge sidewalks and driveways.

5.  Clean inside and behind all kitchen equipment.

6.  Paint where necessary.

7.  Wipe down walls and trim with rag, water, and cleaning solution.

8.  Remove any and all debris from outside and around house and yard.

Appendix III - Room Damage Charges

Carpet Unvacuumed - $25

New Carpet Stains - $25 each

Unrepairable Carpet Blemish (rip, burn, paint): min. $25 ea. (cigarette) - max. $100 ea.

No charge for pushpin size poster holes in walls

Wall Holes bigger than pushpins, smaller than a dime: $5 each

Wall Holes bigger than a dime, smaller than a fist: $15 each

Major Wall holes bigger than fist: minimum $25, maximum $100

Uncleaned sinks and counters: $25

Uncleaned Dishes: $15

Repairable Door Damage: $25-50

Unrepairable Door Damage: $150

Uncleaned tile floor:  $25

Uncleaned oven/stove: $25

Uncleaned tub/shower:  $25-$50 (severe mildew etc.)

Dirty and Scuffed Walls (washable): $25 each

Repainting Walls (over unauthorized paintjobs or unwashable dirt/scuffs): $75 each

Broken Blinds:  $60 each

Broken Light Fixture:  $35 each

Broken, missing smoke alarm: $25

Trash:  $25-$100

Broken Window: $40 per pane

Appendix IV - SB-SHC Calendar

September


Summer Contract ends: six days before the subsequent fall contract begins


Interim Maintenance/Repair Period: the six days between the summer and fall contract periods


Fall Contract begins: The Saturday before the first day of pre-instruction for the fall quarter at UCSB


General Membership Meeting/Orientation:  within one week before or after the first day of pre-instruction at UCSB

October


House Officer Elections:  by the end of the first full week of classes


House Officer Training:  on first Saturday after first full week of classes


House Board Reps Elections:  by the third week of the month


Board Training Retreat:  first weekend after seating of new Board members

November


NASCO Cooperative Education and Training Institute—Ann Arbor, Michigan

December


Co-op office is closed  during UCSB’s winter break

January


House Officer Elections:  by the end of the first full week of classes


House Officer Training:  first Saturday after first full week of classes


Suggestion Box Meeting:  first week after House Officer Training

February


Room Reservation Survey sent  out: first week of the month


Continuing Members Priority Reservation Deadline: third week of the month

March

Board appoints election committee for at-large board election at least three weeks prior to 

the third week of April

April


House Officer Elections:  by the end of the first full week of classes


House Officer Training:  first Saturday after first full week of classes


Spring General Membership Meeting:  within one week before or after Spring Break


Open Contract Signing begins, Room Reservations expire: second week of the month


At-large Board Elections:  by the third week of the month


Board Training Retreat:  first weekend after seating of new Board members


Co-op Planning Retreat:  last weekend of month


WESTCO West Coast Student Housing Co-ops get together 

May

June


Fall Contract ends: The Wednesday after UCSB graduation

Interim Maintenance/Repair Period: the three days between fall and summer contracts


Summer Contract begins: The Sunday after the previous fall contract


House Officer Elections:  by the end of the first full week of classes


House Officer Training:  first Saturday after the first full week of classes

Appendix V – Service Project Guidelines 

Service Projects are intended to aid in the operation of the co-op, improve the quality of life of the members within the co-op, and to promote the image of the co-op within the community.  Service Projects must serve the co-op in some fashion.  Projects should fall into the categories of 1) maintenance, 2) administration, 3) governance, 4) community.

Maintenance:  Building and painting projects that improve the co-op property should be coordinated with a staff member.  Appropriations of funds subject to approved maintenance policy.

Administration:  The following projects are allotted to the office, and receive full credit.  Any more projects the office needs should seek approval from the Board of Directors.  

· Courier

· File Clerk

· Newsletter Editor

· Web Master

· Network Administrator

· Librarian

· Recruitment Assistant

· Janitor

· Copy Maker

· House Inspector (one person per house)

Governance:  Points awarded for participation in Co-op Government:

· Members of the Board of Directors shall receive 25 points.

· Members serving on the Board of Director’s committees shall receive 10 points.

· House President and Secretaries shall receive 10 points.

Community:  Workshops, helping plan and coordinate co-op events, organizing community service events, and similar projects, which enrich the membership or our surrounding community, are highly recommended.

· Community Service:  Projects that directly affect out surrounding community, which are sponsored by the co-op.

· Member Education:  discussions, workshops, film nights which address a specific social issue to facilitate a discussion, trainings and other events which lead to the spreading of knowledge and awareness within the co-op.  

· Member gatherings:  field trips, dinners, theme nights, barbeques, and other events, which facilitate the house getting together to socialize.  
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