HOUSETAKING    INSTRUCTIONS
The Housetaker is responsible for supervision of the house during her/his shift.

RESPONSIBILITES COMMON TO ALL SHIFTS

· Answering both doors, phone, taking messages

· Logging any important events

· Attending to needs of guests

· Accepting and introducing new guests to house

· Intervening in event of any serious disruption

· Dealing with donations that arrive

· Seeing that meal clean-ups are done by assigned guest (dining room and kitchen cleaned;) making other arrangements if necessary

· Reviewing log and “decisions” section of log

· General cleaning as necessary in Food Storage Room (FSR), dining room, and office

SOME RANDOM NOTES TO HOUSETAKERS:

· Doors should always be locked and answered only by the Housetaker

· Office closet should be kept locked; safeguard the keys

· Always check with a community member before giving out guests’ money

· Most supplies can be found in shower room closet, and tool room (in the basement)

· All medication should be taken in the office

· Laundry detergent should be given out by the cupful (in the scooper, not drinking cups)
· Guests cannot go in FSR or 3rd floor

· Clothing Room:

· Is open regularly for the guests and neighbors 2nd & 4th  Wednesdays 1-3pm)

· Otherwise, should only be opened by a community member

· Please keep all toxic substances (detergent, cleaner, bleach, etc) ouit of children’s reach

SPECIAL RESPONSIBILITIES BY SHIFT

MORNING (8AM-1PM)

· Guests should be doing chores from 8-10am.  Please check off on chore chart.

· By 9am, breakfast should be put away

· Check refrigerator for leftovers and lunch possibilities; serve lunch at noon; see that lunch clean-up is done.

AFTERNOON (1-6pm)

· Serve sandwiches and any leftover lunch at side door 1:30-3:30pm, see that dining room is clean and ready for dinner after sandwich time is over

· See that cooks are scheduled and arrive to start dinner (usually between 4 & 5pm.)

NIGHT (6-10:30pm)

· See that meal is served at 6pm, check clean-up after, MAKE SURE condiments and salad dressing are put away

· Check off any guests’ chores that are done at night

· Bedtime:

· Children 10 years old and under should be upstairs, in bed at 8pm

· Kids 11and over should go to bed at 9pm

· Mothers should be upstairs with their children at least until 8:30 to 
put their kids to bed.

· Make sure people who get medication at night receive them.

· Curfew is at 10pm- note any late arrivals or no-shows

· Around 10:15, begin lock-up of house.  See list under                           for details.
ACCEPTING    NEW    GUESTS
We have 13 bedrooms available on the 2nd floor for our guests.   Rooms 1-9 are for single women (exception: room #1 can have one child if we are under our kid limit.) Rooms 10-12 and the big family room are for women with children.  We can take a total of 14 kids altogether.  No boys over 12 years old.

When interviewing prospective guests on the phone, always talk directly to the person seeking shelter.  

I.   ALWAYS GET THIS INFORMATION:

· Woman’s name, age
· Check in the ‘restricted guest’ cards (office closet) to see if she has any restrictions.
· Name, age of children? (no boys over 12)

· Have you stayed here before?

· Income? (AFDC, TANF, Food Stamps, SSI, Disability?)

· Any health problems (including mental health like depression? Alcohol or drug abuse?)  Taking medication?

· Fleeing abusive situation?

· If yes, refer to list on board of shelters for abused women. These are more appropriate and safe than Karen House.  If this is impossible for some reason, check with a community member.  

· Being discharged from hospital?

· If being D/C’d for mental health issues, ask to speak with doctor or social worker:

· How long was hospital stay, and why was she in hospital? On meds? Will they last until follow up appointment?  Is she willing to continue with treatment?  If she has income, why not arrange for boarding home?

II.  OTHER SUGGESTIONS:

· Where did you stay last night?  

· Have you ever stayed in a shelter before?

· Do you have any other options, like family in town?

· Working or in school? (Can’t be working 3-11pm shift because of 10pm curfew)

III.  REVIEW MOST IMPORTANT RULES:

· 10pm curfew

· Must be willing to budget during stay


· Daily chore

· Nonviolence, no weapons

· No smoking inside the house

IV.  WHEN WILL YOU ARRIVE?  (Get specific time that day)

V.  WHEN GUEST ARRIVES:

1. Fill out info card

2. Assign to contact person and chore, fill in person’s name in log and on lists

3. Enter guest on room chart (in front of log)

4. Give guest locker # and combo (listed in cash box)

5. Read Rules

6. Give tour of house, including fire escapes

7. Show guest to room, and give linens and towels

INTRODUCTION    TO    KAREN    HOUSE
To be read to each new guest, not by them.

WHO WE ARE

Welcome to Karen House!

Karen House is a Catholic Worker House, named after our first guest.  The Catholic Worker movement was founded by Dorothy Day and Peter Maurin in 1933.

Dorothy Day believed that to be a Christian is to see Christ in others and to share what you have with them.  She also believed that Jesus never accepted  violence or killing, so we try to live that way at Karen House.

This is not an agency.  We are all volunteers.  The house is run on donations from individuals and small church groups.  We do not accept donations from any government or corporations.

Since we want this to be your home while you’re here, we try to not have too many rules, but it’s necessary to have some.  We try to make these rules come out of what we believe.

GENERAL INFORMATION:
Length of Stay:  You can expect to stay at Karen House about two months.

Office:  The office is open from 8am-10:30pm every day, so if you leave early in the morning, you can’t get back into the house until after 8am.  The Housetaker (person who is ‘on duty,’ usually with red keys) will be happy to help you with any needs you might have.  Bear in mind that it can be very busy, so be patient with us!

Conact Person:  One person in the community will be your contact person.  This person will touch base with you, help you develop a budget for saving money, and work with you on particular needs and your personal plans.  We believe each person is responsible for her own life, so while you’re here, we will ask you ta save as much money as possible so as to get your own.
 Meals: 


Monday- Saturday:



Breakfast 
7-9am



Lunch  

Noon



Dinner

6pm


Sunday:


Brunch

9am



Dinner 

4:30pm

 If you’d like a meal saved, please ask the housetaker.  Meals can only be saved for folks at work or at doctors appointments.

Food:
Help yourself to any food in the kitchen, but please do not go into the Food Storage Room (FSR).  Since we serve full meals you can’t prepare your own meals.  If you’d like to use the stove, please ask the housetaker.  Always clean up after yourself.  We do not allow any outside food (chips, cookies, fast food, etc) into the house, but juice and soda are fine.  Please eat all food in the dining room- no food at all is allowed on the second floor.

Money:  You are encouraged to keep your money and other valuables in your locker.  If you have no income, you’ll receive a $10 stipend every week for bus money, etc.

Supplies:  We are happy to share whatever supplies we have such as soap, shampoo, cleaner, laundry detergent, etc

Linens:  The sheets and towels we use are loaned to us and laundered by St. John’s Hospital.  If your child soils the linen, please wash them.  Otherwise, you can exchange used linen for fresh every Saturday evening.

Phones:  The phone in the front room is exculusively for guests to make local calls.  Please limit calls to 15 minutes and be flexible, as everyone has to share one phone.  If you need to make a long distance call, ask the housetaker.  If you have a cell phone, we ask that you only use it outside of the house.
Clothing Room: Free clothing is available on the 2nd and 4th Wednesday, 1-3pm.  If you need clothes before that time, let us know.

House Meetings:  We have occasional house meetings, and ask all guests to attend.

Mail:   The top left slot in the mail boxes contains guest mail.  If you receive a check, it will be locked up for you in the office closet.

Phone Messages:  Check the bulletin boards in the office and front room.
House Space:  Guests are not allowed on the 3rd floor, or in the FSR.  (If you need something in the FSR, please ask the housetaker.)  Please don’t answer the office phone or the doors.
HOW THE HOUSE OPERATES:

Karen House is our home- we are all volunteers, and there is not a “staff.”  Because of this, the house can only function if we cooperate with one another.  While you’re here, we ask your help in keeping the house clean in these ways:

· That each guest help with a chore every morning between 8am and 10am (or at night, if necessary).  Please let the housetaker know when you have fininshed your chore.

· Once a week we ask that you do a meal clean up, which involves cleaning the kitchen and dining room, doing dishes, etc.

· Clean the dishes that you use- scrape off scraps in the trash, clean and dry your dishes, then return them to the dining room.

· Please keep yourself, your room and your clothes clean.

FOR MOTHERS WITH CHILDREN

Because the house is large and full of many people it is important that you supervise your children at all times.  We have no child care service.

· Please tell the housetaker if someone is going to babysit your children in your absence.
· Children must attend school.
· You are responsible for your children’s dishes and any messes they make.
· Please be on the same floor as your children, and eat with them at meals.

· Diapers go only in the 1st floor bathroom trash pail.

· If school-age children are in the house during tutoring time, they must attend tutoring.
· Children can’t leave the house (to play outside or go to the store) without being supervised by an adult.  If they are older children, please check-in with the housetaker.

· Bedtimes:

· Children 10 years old and under should be upstairs, in bed, at 8pm.  Mothers must stay with them and keep them quiet until at least 8:30pm.  If they are noisy after that, mothers will have to stay with them for the rest of the evening.

· Children 11 and over should be in bed at 9pm.

· Children may not be hit.  We will help mothers find other ways to discipline their children.
PRIVACY

Many different kinds of people live together here.  In consideration of others’ needs we ask:

· That you move to another room if it becomes necessary.
· That your outside visitors stay in the front room only.  You may have visitors between Noon and 10pm, and if you’d like your visitor to stay for a meal, please ask the housetaker.

· That you not make loud noises on the 2nd floor, especially by playing a radio, and especially at night.

SAFETY

For safety reasons we ask that:

· You use the front and side door to enter the house.  Please don’t use the back door by the kitchen.
· Irons and sharp scissors, and all medication be locked up in the office closet.

· You bring only your clothes and small personal items with you while you stay here.  We don’t allow TVs, furniture, electric heaters, or food.  

· If you leave suddenly, we can keep your belongings for only three days.
· You not block the door do your room so that it cannot be opened.

· In case of fire:

· Fire escape is by the big bathroom.  Meet in the backyard by the picnic table.
RULES


We have a few rules that we take especially seriously:
· We believe no one should have to live with violence or the threat of violence in their home.  Therefore, we don’t allow any fights in the house.  It doesn’t matter who starts the fight. If you have problems with someone in the house, tell a community member, and we will try and help.  Anyone who is involved in a fight, and anyone who consistently disrupts the house, will have to leave.

· No weapons (guns or knives) are allowed in the house.  Anyone found with a weapon will have to leave immediately.
· No liquor or illegal drugs are allowed in the house; anyone who brings them into the house will have to leave.

· Guests must be back in the house by 10pm every night, and be in their own rooms until 6am the next morning. (If you are at the hospital, call before 10pm to let us know, and bring a note from the hospital with the times you were there.)  Anyone who stays out all night, abuses the curfew, or is on the first floor after 10:30pm will lose her room.

· No smoking or burning of candles, incense, or anything else anywhere inside the house.   Anyone who smokes or burns incense, etc, will lose her room.

· Respect the belongings of others; don’t steal.  Anyone who steals will have to leave.

