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Title 2: Democratic Organizational Structure

2.01 House Autonomy and Self-Management

2.01.01

Houses may enforce stricter versions of these policies as long as those policies do not contradict
the Code.

2.02 House Officers

2.02.00

2.03 Operational Committees

2.03.01 – MEMBERSHIP COMMITTEE

The Membership Committee shall consist of the membership officers of each Household and the
Vice President of Membership.

a. The Membership Committee shall be responsible for:1.
i. Giving tours of the Houses to potential members and assisting them through the1.
membership process.
ii. Organizing and executing membership drives.2.
iii. Organizing publicity campaigns, advertising, posters, and presentations to outside3.
groups.
iv. Assisting the Vice President of Membership in formulating the Membership Budget4.
as part of the annual SHC budgeting process.
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v. Working to establish and maintain a tolerant and cooperative atmosphere for any5.
member.
vi. Hearing the appeals of referred or expelled members and rejected potential6.
members.
vii. Hosting the All-Member Events at least each fall and spring semester.7.

1. The date for the event should be chosen by the third Membership1.
Committee meeting each semester.
2. The Membership Committee will assign each House duties for the All-2.
Member Events. These duties will be assigned one month before the All-
Member Event.
3. If a House fails to fulfill its assigned All-Member Event duties, as defined by3.
the Membership Committee, each member of the House will be fined $5. These
fines will be distributed to either the House hosting the party or the All-Member
Event budget, as decided by the Vice President of Membership.

2.03.02 – FACILITIES COMMITTEE

The Facilities Committee shall consist of the facilities officer(s) of each Household, at least one
Board representative, the Maintenance Coordinator, and Vice President of Facilities.

a. All Houses shall have an elected Facilities Officer who shall have the following1.
responsibilities:

i. The Facilities Officer is responsible for managing upkeep and maintenance of the1.
house, in conjunction with the Vice President of Facilities and Staff.
ii. Communicating upkeep, maintenance, and development concerns and projects2.
between the membership of their Household and the Committee and Staff, in line
with Physical Development Funding Guidelines.
iii. Being familiar with the operational systems of their household - gas, water,3.
electric, etc, including all valve shut-offs.
iv. Accompanying if possible the Vice President of Facilities or Maintenance4.
Coordinator on all necessary inspections of their House.
v. Attending all Facilities Committee meetings. In cases that the Officer is unable to5.
attend, they may send an alternate, or be excused from their attendance by the Vice
President of Facilities.
vi. Managing the keys to rooms in the house. The Officer must keep at least one6.
spare room key for each room in the House, and ensure that these keys are available
as needed by Officers and Staff. In cases where a member loses one of their keys,
they must charge that member for the cost of copying a replacement and/or
changing the lock set.
vii. Notifying house members when it is necessary for inspection or construction7.
workers to enter their individual rooms.
viii. Notifying the Vice President of Facilities of the presence of uncaged pets in the8.
House.

b. The duties and responsibilities of the Facilities Committee shall consist of:1.
i. With staff, ensuring that SHC properties are maintained to City of East Lansing1.
Housing and Fire Safety Codes



2023/03/06 15:42 3/14 Title 2: Democratic Organizational Structure

SHC Policy Wiki - https://wiki.msu.coop/

ii. With staff, ensuring that the maintenance budget and labor is allocated in a fair2.
and equitable manner.
iii. Assisting in the formulation of the corporate maintenance budget (see3.
Maintenance Budgeting Policy).
iv. Developing and recommending the expenditure of allocated funds from the4.
corporate facilities budget to the Board. Ensuring that the Development budget is
allocated in a manner consistent with the long-term vision of the Membership and the
Organization.
v. Providing feedback to the Board of Directors on the status of facilities, the status of5.
their maintenance, and the development of assets to, in the form of a triannual
report.
vi. Overseeing and tracking major construction and development projects.6.
vii. Recommending funding for projects submitted by the SHC Houses or the Vice7.
President of Facilities to the Board.
viii. Recommending funding for projects submitted by the SHC Houses or the Vice8.
President of Facilities to the Board.
ix. Operating and arbitrating the Facilities Grants program.9.
x. Creating and revising policy in order to cooperatively facilitate the maintenance10.
and development of SHC properties.
xi. Organizing and implementing the annual all-member work holiday.11.
xii. Developing and delivering maintenance education and training to the12.
membership in general.

2.03.03 – EDUCATION COMMITTEE

The Education Committee shall consist of at least one representative from each SHC House
(representative may be any of the following: House President, manager, facilitator, or designated
representative), at least one Board representative, any other interested parties, and shall be
chaired by the Vice President of Education.

a. The Education Committee shall meet at least twice a month.1.

b. The duties and responsibilities of the Education Committee shall consist of:1.
i. Assisting the Vice President of Education in the coordination of educational training,1.
general member education, elections, and all other internal and external education
as needed.
ii. Assisting in the compilation of an at least once monthly newsletter by producing2.
articles and soliciting material and ideas from House members.
iii. Advising and giving direction to the Member Services Coordinator on any internal3.
and external education.
iv. Providing updated versions of their respective House's House Constitution at the4.
beginning of every semester to the Vice President of Education.
v. Coordinating co-op involvement in at least one community service, social, or5.
educational project each semester.
vi. Being responsible for creating and updating House histories and scrapbooks each6.
semester with the Vice President of Education.
vii. Updating the outline for member orientation yearly.7.
viii. Making the necessary arrangements for the yearly election of officers each8.
spring (as per 3.10). Promotion and announcement of the upcoming election,
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including the acceptance of candidates, needs to begin before the end of fall
semester.

2.03.04 – FINANCE COMMITTEE

The Finance Committee shall consist of the treasurers of each Household, the Corporate
Treasurer, the Executive Director, and staff as needed.

a. The Finance Committee shall consist of the treasurers of each Household, the Corporate1.
Treasurer, the Executive Director, and staff as needed.

i. The main duties and responsibilities of the Finance Committee shall consist of:1.
ii. Ensuring that individual members pay their assessments to the SHC.2.
iii. Developing policy pertinent to the financial operations of the SHC.3.
iv. Reviewing the financial health of the SHC by way of budget-to-actual reports.4.
v. Determining the financial health of the SHC and assessing the current financial5.
risks at least four times per year for inclusion in the Quarterly Report of the Corporate
Treasurer.

b. A House Treasurer’s responsibilities to the SHC shall consist of:1.
i. Submitting a House budget to the SHC by the end of the first month of each1.
semester.

1. House Treasurers can request the assistance of the Corporate Treasurer in1.
preparing a House budget.
2. Failure to submit a House budget on time will result in a mandatory budget2.
meeting between the House Treasurer and the Corporate Treasurer no later
than the sixth week after the start of the semester.
3. Until an approved House budget is received, the House budget will be3.
assumed the same as the last month’s budget of the preceding contract year,
adjusted for current Assessment.
4. Failure of the House Treasurer to attend the mandatory budget meeting will4.
result in the House being placed on Article X: Finance.
5. A House placed on Article X: Finance for failure to submit its budget, shall be5.
removed from Article X: Finance upon the submission of a budget to the
Corporate Treasurer.

ii. Submitting completed Member Account Charge Sheet to the SHC within three days1.
of receiving it to inform the SHC what charges to post to Member accounts.
iii. Posting the Member Account Charge Sheet received from the SHC in a2.
conspicuous location within the House within three days of receiving it.
iv. At the end of each month, House Treasurers must submit to the SHC a copy of the3.
prior month’s bank statement with accompanying documentation for all transactions
and a reconciliation of all bank accounts.

c. The Finance Committee shall compile and review an annual SHC Budget utilizing input1.
from all Standing Committees, staff, and officers.

i. The Finance Committee must submit the SHC Budget to the Board between March1.
1 and April 1 of each year.
ii. All expenses in the budget shall be listed in one of the following categories:2.
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Administrative, Office, Membership, Education, Physical Development, Payroll, and
Board Restricted.
iii. No SHC money shall be spent for expenses included:3.

in the Administrative and Office categories without approval of the Executive
Director, the Corporate Treasurer, the President, or the Finance Committee;
in the Membership category without the approval of the Vice President of
Membership or the Membership Committee;
in the Education category without the approval of the Vice President of
Education or the Education Committee;
in the Physical Development category without the approval of the Maintenance
Vice President, the Maintenance Committee, the Executive Vice President, or
the Physical Development Committee;
in the Payroll category without the approval of the Board of Directors (typically
by approval of employment agreements);
in the Board Restricted category without the approval of the Board of Directors
(typically by explicit Board motions authorizing disbursement of these funds).

2.03.05 – AD HOC COMMITTEES

a. The Board of Directors reserves the right to form an Ad Hoc Committee for any specific1.
purpose or situation at hand, and in order to respond more efficiently to member, corporate
or other needs as they arise.

b. The creation of an Ad Hoc Committee needs the support of a simple majority of Board1.
members present at a quorum meeting.

c. Membership of a Board-created Ad Hoc Committee must consist of at least one of the1.
Board representatives.

2.04 Executive Officers

2.04.01 – PRESIDENT

The primary responsibilities of the President shall consist of:

a. Coordinating the collective activities of the Executive Committee in a manner that1.
promotes pro-active behavior, or as directed by the Board.

b. Setting out Board meeting procedure in clear terms by the second Board meeting of1.
each semester (see Section 3.03).

c. Facilitating and chairing meetings of the Board of Directors, the Executive Committee,1.

https://wiki.msu.coop/policy_documents/code_of_operations/title_02/02_04
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the Visionary Committee, and all meetings of the Membership at large. The President shall:
i. Schedule the first meeting of the Board of Directors of each semester within the1.
first two weeks of the semester.
ii. Schedule the first Executive Committee meeting of each semester within the first2.
two weeks of the semester.
iii. Schedule the first Visionary Committee meeting within the first four weeks of the3.
semester.
iv. Vote only to break a tie at Board of Directors meetings.4.

d. Ensuring that the Board Packs are delivered to the Board of Directors at least 48 hours1.
prior to the next scheduled Board of Directors meeting. These Board Packs shall contain:

i. Officer and staff reports1.
ii. Presentations of motions and discussion items to be addressed at the meeting with2.
appropriate background material for an informed discussion.
iii. Minutes of the previous meeting, to be approved by the Board.3.
iv. An agenda of all business to be conducted at the meeting including the date,4.
time, and place.

e. Acting as the immediate supervisor of the SHC Executive Director.1.

f. Bringing any SHC business conducted by an officer, staff person, or committee that is1.
contrary to a Board, Code, or Bylaw directive to the attention of the Board.

g. Acting as the official representative of the SHC in its relationship to external1.
organizations, including the Inter-Cooperative Council, East Lansing City Council and other
sub-committees, neighborhood associations, and other Independent Cooperatives in East
Lansing.

h. Acting with the Corporate Treasurer to fine Houses for failure of their designated1.
representatives to attend committee meetings, Board meetings, or to fulfill office duties.
The collected money shall be allocated for Board retreats.

i. Assisting the Vice President of Education in updating the Board manuals at the beginning1.
of every semester.

j. Assisting the Vice President of Education in the planning of the Board retreats each1.
semester.

k. Ensuring, with the Vice President of Education, the occurrence of All-Member Meetings,1.
in accordance with the Bylaws.

l. Reviewing the Code yearly with the Vice President of Education as per 9.01.04.1.

m. Assisting the Vice President of Education in updating the Motion Records before the1.
beginning of each semester.

n. Enforcing the Anti-Discrimination and Anti-Harassment Policies on behalf of members of1.
the staff.

2.04.02 – EXECUTIVE VICE PRESIDENT
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The Executive Vice President shall be appointed by the President from among the Executive
Committee within three weeks of their election. This individual must be elected or hired at an
Executive Committee position prior to their appointment as Executive Vice President. The primary
responsibilities of the Executive Vice President shall consist of:

a. Performing the duties of the President in the absence of the President1.

2.04.03 – VICE PRESIDENT OF FACILITIES

The primary responsibilities of the Vice President of Facilities shall consist of:

a. Chairing the Facilities Committee and any constituent sub-committees.1.

b. Developing, in coordination with Staff and the Committee, a yearly Facilities budget for1.
the SHC, in a timely manner, to be reviewed by the Finance Committee and approved by
the Board.

c. Developing, in coordination with Staff and the Committee, a short-term (2 year), mid-1.
term (5 year), and long-term (15 year) development plan that is consistent with the Vision
of the Membership and Corporation, and develops the assets of the Corporation, including
possible property acquisitions.

d. Working with the Maintenance Coordinator in the development of internal education1.
programs designed to assist members in the care of their Households, including making
their houses more sustainable.

e. Working with the Maintenance Coordinator to develop a maintenance plan for the1.
current year.

f. Overseeing the yearly inspections as stipulated in 7.05. Information from these1.
inspections shall be entered into the maintenance database.

g. Inspecting all House common areas on a monthly basis as per 8.02, Article X:1.
Maintenance.

h. Managing the SHC Tool Inventory and making it accessible to Membership.1.

i. Working with the Facilities Committee to oversee the Grant Program.1.

2.04.04 – VICE PRESIDENT OF MEMBERSHIP

The primary responsibilities of the Vice President of Membership shall consist of:

a. Verifying and signing completed contracts for membership, and to generally coordinate1.
the process for membership with the Membership Committee, individual House
representatives, and the Member Services Coordinator.

b. Verifying and signing completed contracts for membership, and to generally coordinate1.
the process for membership with the Membership Committee, individual House
representatives, and the Member Services Coordinator.



Last
update:
2020/01/10
12:29

policy_documents:code_of_operations:title_02:title_02 https://wiki.msu.coop/policy_documents/code_of_operations/title_02/title_02

https://wiki.msu.coop/ Printed on 2023/03/06 15:42

c. Coordinating New Member Orientations with the Vice President Education.1.

d. Administering and enforcing all the policies under Title 1 Membership and bringing1.
violations of policy to the attention of the Board.

e. Administering and enforcing all the policies under Title 1 Membership and bringing1.
violations of policy to the attention of the Board.

2.04.05 – VICE PRESIDENT OF EDUCATION

The primary responsibilities of the Vice President of Education shall consist of:

a. Coordinating all educational trainings and activities, with the Member Services1.
Coordinator, the Vice President of Membership, the President, the Education Committee,
and any other respective committees or motivated individuals as necessary. Regular
educational events and responsibilities shall comprise:

i. Coordinating the New Member Orientations at the beginning of each semester with1.
the Vice President of Membership.
ii. Preparing the Board Training retreats for all Board members at the beginning of2.
summer and fall semesters, and Board Visionary retreat at the beginning of spring
semester.
iii. Developing the Executive Committee retreats each semester with the whole3.
Executive Committee.
iv. Developing programs and activities for the continuing cooperative education of4.
the membership.

b. Acting as the Publications Editor Coordinator, which shall include:1.
i. Ensuring that the Pine Press is produced each month.1.
ii. Arranging and organizing a publications staff that shall include membership of the2.
Education Committee as well as interested members from any of the SHC Houses.
iii. Regular communication with Standing Committee chairpersons and regular3.
attendance at each Board meeting in order to report on the proceedings and to
disseminate any information that the committee wants published.
iv. Ensuring that the methods of communication are successful and to make any4.
suggestions or improvements to the SHC communication system.
v. Creating and publishing a clear editorial policy.5.

c. Acting, along with the President, as the SHC liaison with all other cooperative1.
organizations.

d. Coordinating and ensuring the occurrence of a yearly All-Member Referendum, as1.
deemed necessary by the membership or the Board.

e. Ensuring, with the President, the occurrence of All-Member Meetings, in accordance with1.
the Bylaws.

f. Creating and/or updating SHC histories and scrapbooks as often as necessary.1.

g. Coordinating orientation sessions for each House at the beginning of each semester, as1.
needed.
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h. Ensuring that all corporate documents are revised and updated when needed with the1.
assistance of the Executive Committee. This includes, but is not limited to:

i. The Articles of Incorporation, Bylaws, Code of Operations, appendices to the Code1.
of Operations, and the Personnel Policy.
ii. House Constitutions. These updates shall be made with the help of the House2.
President, manager, facilitator, or Education Officer.
iii. Board Manuals. These manuals must be updated at least once yearly, particularly3.
before the Spring Planning retreat, with updates each semester (as necessary) (as
per 2.05).
iv. Motion records. These records must be updated before the beginning of each4.
semester. Motion records are records of the final language of all motions that go
before the Board of Directors and of the Board’s final actions with that motion (e.g.,
passed or failed by some margin, passed or failed with a roll call record, referred to a
committee, tabled indefinitely). All binding decisions of the Board should be found in
this document.

i. Ensuring the delivery of updated versions of the Articles of Incorporation, Bylaws, Code of1.
Operations and each House’s House constitution for inclusion in the House’s manual or
operating books once per year.

j. Initiating the election procedures with the Education Committee before the spring1.
semester, unless there is a conflict of interest in which case the Vice President of Education
will ensure that the Education Committee undertakes the Officer Elections procedures.

2.04.06 – Corporate Treasurer

The Corporate Treasurer shall be appointed, within three weeks after the new officer elections, by
the Board upon the recommendation of the Executive Committee, for a period of one year. The
primary responsibilities of the Corporate Treasurer shall consist of:

a. Having charge of the SHC books.1.

b. Having custody of the SHC money with the President and Executive Director.1.

c. Signing all papers and corporate documents as necessary by law, as directed by the1.
Board of Directors or by the membership in referenda or All-Membership Meetings.

d. Making quarterly analysis of the capitalization of the SHC, pay-off rates on mortgages,1.
possibility of securing lower rates on borrowed money and long term trends of costs and
other related factors pertinent to SHC money with the President and the Executive Director.

e. Serving as an ex-officio member of any committee on financial matters formed by the1.
Board.

f. Meeting with the House Treasurers as often as necessary, both with the Finance1.
Committee and independently each semester to review, aid and advise about the House
budget, House finances or any other corporate or House financial matter.

g. Being responsible for reporting to the Board on the budget as proposed by the Finance1.
Committee.

h. Returning member loans as required by law with the Financial Manager.1.
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i. Keeping the Board informed of the status of all individual House books.1.

j. Giving assistance to House Treasurers with the operation of House budgets (refer to 6.011.
for details).

2.04.07 – Corporate Secretary

The Corporate Secretary shall serve concurrently as a voting member of the SHC Board of
Directors and the Executive Committee.

a. The Corporate Secretary shall be appointed for a period of one year by and from the1.
voting membership of the Board at the beginning of fall semester.

b. The Corporate Secretary shall be responsible for attending all regular and special1.
meetings of the Board, the general membership, and meetings of the Executive
Committee.

c. The Corporate Secretary shall sign all official documents, as necessary by law, as1.
directed by the Board or by the general membership in referendums or All-Membership
Meetings.

d. The Corporate Secretary shall be responsible for recording minutes at All-Member1.
Meetings and meetings of the Executive Committee.

e. The Corporate Secretary shall organize evaluations of the Executive Committee.1.

f. The Corporate Secretary will be responsible for writing a Year-End Report summarizing1.
and evaluating the performance of the Board of Directors, to be included in the Annual
Report.

g. The Corporate Secretary will compile and distribute the Annual Report, consisting of:1.
Year-end reports from all Executive Committee members.
Year-end reports from other staff (optional).
The quarterly reports presented in July by all Executive Committee members.
A report from the Financial Manager describing the status of all reserve funds.
Annotated tables of all Households’ quarterly occupancy.
Minutes from All-Member Meetings during the fiscal year.
Results of any all-member referendums during the fiscal year.

i. Year-end reports shall be a 1–2 page summary of the officer’s entire term, with a1.
focus on committee activities, SHC-level issues and their resolutions, and unresolved
current and possible future issues.
ii. Year-end reports must be submitted by June 1.2.
iii. If an Executive Committee member is late submitting their year-end report, they3.
will be fined $100 by the President.
iv. Any Executive Committee member who fails to submit their year-end report will4.
have their shares confiscated until they submit a report.
v. The Annual Report shall be available to the general membership no later than5.
September 1 of the next fiscal year.
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2.04.08 – OFFICER COMPENSATION

The goal of this section is to require the Board to exercise oversight of the Executive Committee,
and provide a forum for doing so.

a. All SHC Standing Committee chairs will be compensated with a monthly credit equaling 21.
times single room carrying charges.

b. The assessment credit may be reduced or withheld by the Board as a result of an1.
Executive Committee Evaluation (refer to 2.07 for details).

c. If the officer that is to be reviewed has not yet submitted five Board reports, they shall1.
submit all previous Board reports, and a short supplementary report which shall include a
description of the goals and projects of the previous officer, and their plans to continue or
complete them.

d. If an officer has been censured and/or has their assessment break reduced, they shall1.
submit to the same review process two meetings after the vote, submitting instead a report
discussing the deficiencies described at the previous meeting and their accomplished and
planned actions for correcting them.

e. The Corporate Secretary will be compensated as an independent contractor for specific1.
tasks.

i. Compensation will be as follows:1.
$50 for compiling the Annual Report
$10 for each Executive Committee evaluation

ii. The President will make the Board aware of work that is low-quality, completed1.
late, or left incomplete. The Board may vote to withhold compensation for individual
tasks at any time.

2.04.09 – OFFICER REPLACEMENT

a. In the event of an opening in an SHC executive officer position, the position will be1.
advertised in the co-op for two weeks. Letters of candidacy will be sent to the SHC
President from all interested candidates.

b. At the next Board meeting after the opening is established, a hiring committee will be1.
established, made up of Executive Committee officers and at least one Board
representative. This committee will meet after the application deadline has passed, and will
recommend the most qualified candidate to the President.

c. At the next Board meeting after the hiring committee has made their decision, the1.
chosen applicant will be presented to the Board, and the Board will have an opportunity to
question and approve the applicant.
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2.05 OFFICE LABOR

2.05.00

The goal of this section is to include our Houses in the everyday workings of the SHC office, so
that they may be better acquainted with cooperative principles in action and we as a cooperative
may require less paid work.

2.05.01

Below is a table outlining the number of hours of labor each House must contribute to the office.
The formula is Floor[# of Assessments/6].

House # of Members # of hours per week
415 Ann St. 5 0
425 Ann St. 15 2

140 Collingwood Dr. 15 2
146 Collingwood Dr. 9 1
152 Collingwood Dr. 6 1
420 Evergreen Ave. 12 2

415 M.A.C. 24 3
501 M.A.C. 24 3
505 M.A.C. 23 3
525 M.A.C. 10 1

236 N. Harrison 20 3
239 Oakhill 29 4

711 W. Grand River Ave. 21 3
427 W. Hillsdale St. 8 0
127 Whitehills Dr. 19 3

2.05.02

Office Labor shall be under the direction of the Executive Director and Member Services
Coordinator, and undertake tasks such as running errands, filing, and copying, or other particular
tasks as requested.

https://wiki.msu.coop/policy_documents/code_of_operations/title_02/02_05
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2.05.03

Paid labor cannot count toward office labor hours. It is also mutually and expressly understood
that office labor hours are voluntary and assigned by each house, and that members are not
entitled to nor expect any present or future salary, wages, or other benefits for these voluntary
services.

2.05.04

The Executive Committee shall not fail to have in place a policy for fining missed office labor
hours and a House in the case they fail to notify the Office of their office laborer(s).

2.06 House Shoppers Network

2.06

New Section of Code: Not yet written.

2.07 Interim Officers

2.07.00

New Section of Code: To Be Written.

https://wiki.msu.coop/policy_documents/code_of_operations/title_02/02_06
https://wiki.msu.coop/policy_documents/code_of_operations/title_02/02_07
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2.08 Alumni Team

2.08.00

New Section of Code: To Be Written.

2.09 Facilities Team

2.09.00

New Section of Code: To Be Written.
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