Draft- Housetaker Guidance Manual
Donations

· Food- generally, when we get a donation of food, you can put it directly away into the FSR. If it’s a lot of canned goods, the donation goes downstairs into the can room.
· Sandwiches go in the freezer in the dining room, and in the ‘sandwich fridge’ in the FSR.

· Toys- DO NOT GO IN THE TOY ROOM!!! They often have small pieces that the little ones can choke on.  Toy donations can go into the computer room.  It’s a community member’s chore to clean out the computer room and sort the toys.

· Clothes- if you can tell if they are in season, put the in-season clothes in the clothing room, and the out-of-season clothes into the shower room.  If you can’t tell, it all goes into the clothing room. 
· Furniture- goes into the big room into the basement.

· Plates, small appliances, etc- into the ‘dish room’ at the very end of the hall in the basement

· Towels, linens- go to the 3rd floor

· Food- We ask the guests not to bring in food from the outside (no fried chicken, candy, chips, etc).  If you catch someone with food, you can remind them of this rule, and ask them to….  Soda and juice are fine.  Guests can help themselves to any of the food in the kitchen.  Feel free to make a big snack for people if it’s in between meals.

Sandwich folks

Neighborhood folks can come into the house from 12:30-3:30.  Outside of this time, it’s best to have folks wait outside.  A quick bathroom trip or phone call is usually fine, as long as you keep track of the person.  During sandwich time, we give away any lunch that is left over, extra food that we have, and three sandwiches per person.  We serve a big meal for lunch on M W F, and simple lunch leftovers and sandwiches the other days.
Food To Give Away at the Door

Often someone will come requesting a bag of food.  Our general rule is that we try to give away food that we have in excess, and that is donated. Food that we have to buy, and food that we just have ‘some’ of, we try and use for the guests who live in the house.

Some examples:
GIVE ME AWAY:

Loaves of Bread

Pastries

Canned goods (that don’t have meat in them- don’t give away beef stew, for example)

Anything that will go bad soon, or anything that we have a TON of

NEVER GIVE ME AWAY:

Frozen meat

Fruits & Veggies (again, unless they will go bad soon)

Milk, Cheese, Eggs

Clothing Room

Please do not let folks into the clothing room. AT ALL. REALLY!  We open it for the neighborhood every other Wednesday, and for the guests every Sunday.  If a guest needs to get it, have her talk to her contact person.  If someone from the neighborhood is in absolute dire need, find out what they need specifically, then find the item yourself.  Unattended folks in there cause a TON of work for the people who maintain the clothing room.

Ongoing Housetaking
Guests – Guests can have visitors between noon and 8pm.  If it’s outside of these hours, have visitors wait outside.  

Bedtimes – school-year bed time is 8pm for kids 10 and under, 9pm for 11 and over.  Summer- its 9pm and 10pm respectively.  VERY IMPORTANT- Mothers need to go upstairs with their kids to put them to bed.  Once the kids are asleep or quiet in bed, moms can come back downstairs.

