Ad Astra Student Cooperative

Manifesto

Last revised May 31, 2009
Any house members can enact changes to the Manifesto with House Approval.

Mission
The intention of the Ad Astra Cooperative is multifaceted: to maintain many of the historic qualities of the house, to strengthen the cooperative movement in Lawrence, and to serve as a community center and an example of sustainable living practices.

History

In the spring of 2003, the community nonprofit group UKSHA (University of Kansas Student Housing Association) teamed up with the Lawrence Preservation Alliance and a group of students with a vision to save the historic Wilcox-Hunter House, a three-story home built in 1890. The University of Kansas was expecting to demolish the house to make way for a new scholarship hall. However, under the direction of UKSHA, the house was moved to an empty lot in the Oread neighborhood where it now stands at 1033 Kentucky. Reclaiming the house allowed for the embodied energy in the structure to have an extended opportunity for use.

Bodies Governing Ad Astra
UKSHA

UKSHA was formed in 1941 by a group of KU students and faculty for the purpose of sponsoring cooperative living at KU. This group drafted a corporate charter, gained status as a non-profit corporation, and eventually opened five houses in Lawrence. Today three houses exist under UKSHA: the Sunflower House at 1406 Tennessee, the Olive House at 1614 Kentucky, and Ad Astra at 1033 Kentucky.
Board of Directors: As with any corporation, UKSHA is governed by a board of directors. The board consists of up to ten (10) non-resident members, and one (1) resident member for each eight (8) rooms or fraction thereof. House board members must pass a 75% vote of confidence, serve a single one (1) year term, and may continue to serve until a replacement passes a vote of confidence.

Board Duties: As the owner, UKSHA is legally responsible for the Ad Astra Co-op. For that reason, the board insists that members abide by the rules outlined in the contract. If management breaks down or if members fail to abide by rules of contract, UKSHA has the authority to step in.

NASCO

Ad Astra is a part of the North American Student of Cooperation (NASCO), which provides education and technical assistance to its members and co-op organizing groups, assists its members in communicating with each other, acts to educate the public in cooperative principles and practices, and promotes the co-op movement as a whole.

All co-ops are governed by a basic set of standards called Rochdale principles. These principles illustrate the basic fundamental ideology of co-op membership and how co-ops are run:

Open and Voluntary Membership

Democratic Control

Limited Return on Share Capital

Return on Surplus to Members (non-profit operation)

Continuous Education

Cooperation Among Cooperatives

Social Contract
Work Sharing: Do your fair share of the work. Do at least one (1) chore per week from the chore list and periodically perform a deep cleaning chore. Participate actively in weekly meetings. Complete 5 hours of work each week: one (1) hour for the meeting, one (1) hour for a regular chore, three (3) hours of other work within the members’ respective position, taking into consideration sustainable living when applicable.

House Meetings: House meetings will take place once a week on a designated day and time, which will be decided at the beginning of each semester. It is a priority that all members attend these meetings and we always make sure that these meetings are arranged to fit into everyone’s schedule. A house member, the moderator, will run the meetings each week through consensus. The administrator will take notes at each meeting and make them available to the house. If meetings are missed, the house member is responsible for reading over the minutes and cooperating with the decisions made at the meeting. At times house meetings may be substituted with social events or group work times. Quorum shall consist of half of the current house members, rounding up when the house has an odd number of members. House meetings shall not extend one (1) hour in length unless house members vote to extend it.

Structure: Meetings should be carried out as follows:
 


Review – The administrator will go over last weeks notes and the house will 

ensure previous 
decisions were followed through or are on track. 

Set Agenda –Administrator shall add unresolved items.

Announcements and Requests – This shall include reminders, community events, and items that do not need discussion.

Updates – each member shall give an update on the chore they did for the week, work within the position, and work they have done to improve the sustainability of the house.

General meeting- The house shall hear proposals for each agenda item from the teams and the house can discuss and approve, deny or amend based on voting guidelines.

The administrator shall record the decision of the house and a timeline for accomplishment, if applicable, for each agenda item and the moderator of the meeting shall relay it back to the group after it has been made.

Voting: To vote in any new amendment, rule, person or action into the house we must first have a consensus of the house. Their must be consensus on something in order for it to pass and be put into effect. Note that the house may vote by simple- or super-majority, or by other methods, if the house chooses to do so by consensus. 

Aye: All of those wishing to vote in favor of a pending motion should display a thumbs-
up during the voting process. 

Abstain: All of those wishing to abstain from voting on a pending motion, should display a thumbs-sideways during the voting process.
Tabling: Motions to table are used when a member desires more time or more information before making a decision. In order to enact a motion to table, the member should display a “stop” sign during the voting process. At that time, the house members will determine (by consensus) another time to meet and vote on the issue. The time between the motion to table and the next round of voting should not exceed one (1) week unless the house (by consensus) chooses to postpone. Motions to table may only be used once per voting issue.

Block: Blocks are used in extreme circumstances and are final. Therefore, before using a block, members need to consider the seriousness of the motion and the fact that they are, in essence, making a final decision for the house. In order to enact a block, the member should display a thumbs-down during the voting process. Since the block is final, voting will be immediately suspended. The blocking member will then be asked to explain his or her reason to the other house members, who will listen respectfully and not attempt to override the block, as this action is prohibited.
Moderating: The moderator’s role is to help the group stay on focus, and work out disagreement in a productive manner. The moderator has the rights and responsibilities to curtail repetitive discussion and make sure all voices are heard in house meetings. The position of moderator should rotate among the members weekly. 
Social Conduct: Treat others in the house with the respect and courtesy they deserve. Return tools, dishes, and equipment as soon as you are finished using them, and avoid the monopolization of any public item, because this disallows others from using them freely. Leave public areas clean so that everyone may enjoy them. Clean your dishes every time you use them. Leave the kitchen clean and neat after using it. Treat the house and its facilities with care. Be open to criticism from others in the house. If you are not pulling your weight, it is within the rights of other members to point out bad behavior. Criticism should be given in a respectful manner. Make decisions and do work that will promote the upkeep of the facilities and community property. Do not use the private property of other members for personal or community use without the express consent of the owner.

Ideological: Treat everyone in the house with respect and courtesy at all times. Develop solutions to problems in the house rather than complain about them. Actively support and encourage members of the house to behave in ways that benefit the co-op. Show tolerance, especially when the behavior of another member is within the limits of the cooperative house rules. Respect the privacy of others. Ensure that your guests follow the cooperative rules of code and conduct while in the house

Realistic Living: Be patient with others, the house, and everything in between. Find ways to support gradual changes that will make the cooperative a better place to live. Avoid blaming “the house” for problems. Remember that you are part of the house, and therefore share responsibility for the way in which it is run. Thoughtfully planned solutions are more likely to achieve the desired result than complaining.
House Property: The house owns many items that the members are encouraged to use including tools, dishes and equipment. However, these items are to be shared among the house members so prompt return of house items is required. Some items, such as tools, may have a checkout system. House items are intended for use by house members only. 

House Rules of Respect
No Smoking or drug use of any kind within the house

Notification shall be given, as well as an opportunity for objection, to the planned monopolization of 
a common space with guests (parties, meetings, cooking events, etc.).
The use of Ad Astra as a host to outside organizations shall require house approval at a weekly 
meeting, 
or equivalent. 
Notification shall be given when a house member has a long-term guests, e.g. when a sibling or friend 
is in town.

On week-day nights, quite hours, after 11:00 PM, shall be respected. Activities after these hours shall 
be especially respectful, regulated, and quiet. 
Alcohol shall be used moderately and responsibly within the house.

Thermostats should not be altered without the consent of the floor(s) which the thermostat effects (keep in 
mind that the basement thermostat affects the temperature of the main floor).

Keep open lines of communication with all house members.

Live in a way that has positive affects on those around you, and the natural environment.

Membership of the House
Who: Preference will be given to students. Must have reliable income and be able to pay rent. Must be over the age of eighteen, or have a parent or legal guardian sign the lease. 

Pets: Members are not allowed to bring pets into the house with the exception of those which live in aquariums. Animals should not be obtained with the intent of gaining house approval at the following meeting. This could put the house in a compromising position when approving or denying the animal. 
Selection Criteria: Candidates are considered for selection in the order of their application. Consideration will not be given until the application is submitted. 
Selection Process: Candidate submits completed application. Within the next week the membership coordinator will contact references and schedule an interview with the candidate. The interview will usually occur during the weekly house meetings. Members of the Ad Astra Student Co-op vote new members in. Either immediately after, or the week following the interview, the house will make final decisions and contact the candidate. If voted a member, the candidate will sign a lease, pay the first months rent plus deposit for the room being moved into. The membership coordinator shall be the main contact person with prospective and approved members to ensure good communication and a smooth move in process. 

Room Selection: Previous members have dibs on rooms according to the length of time they have lived in the cooperative. Room checks will be done before a new resident moves in.

Removal Process: A house member may be removed for serious wrong doing against the house by consensus of the house members, minus the member in question.

Financial Policies

House Budget: The Treasurer maintains an annual budget. It must be approved by the house and UKSHA. Static aspects of the budget inflow and outflow, such as rent, cleaning and utilities, should rarely be altered. The budget must be evenly allocated for each month of the fiscal year. A monthly budget to actual report must be completed in a timely manner, as well as a year-to-date budget to actual report. All budget reports should be open and available for scrutiny by house members and UKSHA. Budget line-item discrepancies should be brought to the attention of house-members at the most immediate meeting.

Reports: The monthly budget should be e-mailed to the house electronic mailing list, the UKSHA treasurer, and the executive director of UKSHA at the beginning of each month. 
House Accounts: The house maintains three (3) accounts at the Midwest Regional Credit Union. One account is the share/savings account. This account holds members’ room deposits. Payment of returns of deposit must be transferred from this savings account to the checking account; then a check is written to the individual. All transactions in and out of the account must be recorded in the savings account journal.

The second account is a draft/ checking account. This is the main operating account for the house. All budget activities must flow in or out of the checking account. Activity for this account must be recorded in the checking account journal. The account should be maintained and reconciled on a monthly basis, always in a timely manner.

The third account is for the purchase bulk food items and is paid into as agreed upon by the house as a whole. This shall be managed by the buyer and the treasurer shall stay on as manager of the account.

Expense Policy: All expenses paid for by the co-op must be recorded in the checking account journal and be paid out of the checking account. Irregular expenses must be first authorized by the co-op. A receipt is necessary for reimbursement. 

Hiring for Large Projects must be approved by UKSHA and coordinated with UKSHA personnel.

Rent and Fees

Rent: Rent is due the first of every month, and is to be paid in check, unless an exception is granted by the house. If not paid within four (4) days, late fees will be assessed at $4 per day. Late fees will continue to be assessed until the full amount of rent and any outstanding late fees are collected. If rent is not paid by the 8th of the month, the treasurer shall notify the house, and the eviction process may begin pending house approval. The member in question shall have a chance to explain their circumstances. 

One-Time Deposit: A one-time deposit will be collected when the applicant accepts the invitation to live in the house. Room deposits will be $300 and are held separately from other house monies to be returned at the time the member is vacating their room barring any need to withhold some or all of the deposit. Deposits, or portions thereof, may be withheld if rooms are vacated before the termination date of their lease, are left unclean, are damaged due to misuse by the tenant, if the tenant has failed to fulfill responsibilities to the house, or if the lease has been violated in any other manner. Deposits may also be withheld if rooms are painted in an unsightly manner, or ceilings are not left white upon vacating the room. Exception may be made with house approval at a regularly scheduled meeting. 
NASCO Dues: All house members are to pay a one-time fee of $35 to NASCO (made out to UKSHA) upon moving in.

Monthly rent by room for August 1st 2009 to July 31st 2010:

Northwest Second floor (Kitchen): $300 
East second floor and North central basement: $335

Remaining rooms: $325

Pet Deposit: Pets are for the most part not allowed, but if admitted under special circumstances, a pet deposit of $35 may apply.

Raising rent: Before the proposed budget is presented to UKSHA for approval, the house should consider raising rent by current inflation rates. Small incremental rent changes will reduce the likelihood of large rent increases taking members by surprise.

Sharing rooms: If two (2) people wish to share a room, they will sign a lease for $80 more than the regular monthly rent of the room they are moving into. Should one person decide to move out, the remaining person would be responsible for the rent at the single-occupancy monthly amount. In addition, two (2) people sharing a room shall also share other portions of the house that are partitioned by room including, but not limited to, mailbox, shelf, and refrigerator space. 

Subleasing: Members are allowed to sublease their rooms by notifying the house in advance. Subtenants must also obtain house approval through the normal membership process. The sublessor and subtenant must sign an Ad Astra subleasing contract for the duration of the sublease. The subtenant must also sign a house lease agreement. The sublessor concedes all rights, responsibilities, and privileges to the subtenant for the duration of the sublease. 
Storage: If a house member leaves and keeps their belongings in their room, a storage fee of the rent minus $80 will be charged. No storage shall be permitted in the house for non-resident’s possessions without house consent.
Food

Personal Food: Each house member is entitled to a fair share of refrigerator and shelf space.
Bulk Food: The bulk food program shall be managed by the buyer and shall be used in a respectful manner. It may be appropriate to partition foods in high demand to ensure equal share of the food.

House Meals: House members shall participate in periodic house meals to encourage a good community. The buyer shall coordinate a house meal plan, and requests of products shall be communicated to the buyer.
House Officers

Positions of the house shall work in a “buddy system” with similar positions working together and sharing in their responsibilities. In the event that a position goes vacant, the other team position shall take on the most urgent of both responsibilities in the team until the vacancy is filled. What is most urgent shall be at the discretion of the team, or the remaining team member, but may be altered depending on house needs or requests. An average of three (3) hours per week should be spent on these positions.

Team Finance

Treasurer:

Collects rent and ensures timely deposit to the bank.

Ensures that all members have paid NASCO fees.

Keeps track of all deposits.

Maintains readily accessible records of house finances

Issues checks directly to venues of business for purchase of goods for the house. The treasurer shall not 
issue checks for reimbursement without receipt.

Pays bills and checks the house mail box weekly.

Provides a monthly and yearly written report to UKSHA on the houses finances, and a written or 
electronic monthly update to the house on the state of finances.

The treasurer shall also be a co-administrator on the Bulk food account.

The treasurer should have good knowledge of the “Financial Policies,” and “Rent and Fees” section of 
the manifesto.

Buyer:

Collects money for bulk food and is the primary maintainer of the bulk food account.

Keeps track of house stock in toilet paper, cleaning supplies, laundry detergent, bulk food, light bulbs 
and other products. 

Ensures that environmentally friendly purchases are made. 
Issues orders and makes purchases for the house.

Ensures that bulk food is kept in out of access of bugs and scavengers.

Ensures members have signed up and followed through on cooking house meals.

Team Community

        Membership Coordinator

Advertises openings in the house.

Organizes Applications and Interviews of prospective applicants.

Keeps an up to date application for the house.

Checks the house e-mail regularly: adastracoop@gmail.com
Educates new members on house organization

Contacts references for house applicants

Updates house on when people will be moving in.

       Public Relations

Plans and hosts workshops for the house on appropriate living and clean technologies.

Continuously solicits donors and discounts to help in the completion of house projects.

Writes Grants for the house projects.

Reaches out to a diverse range of people in the community to be involved in public house activities.

Makes sure new members feel welcome by scheduling a house dinner or making sure people are 
available to help new members move in.

Resolves any issues with the outside community including official complaints filed with the city.

Sits as a member on the Oread Neighborhood association.

Team Environment

       Captain Re  (Reduce, Reuse, and Recycle)

Organizes and cleans recycling bins weekly

Sets out and takes in recycling bins weekly

Collects any hazardous materials/chemicals and takes them to the Household Hazardous Waste facility 
including batteries, paints, cleaners, and compact fluorescent light bulbs.

Collects excess building materials and takes them to the Re-Store

Takes excess articles of clothing, kitchenware, furniture and other house items to thrift stores.

Encourages ways to reduce consumption and waste of the house.

       Gardener

Cares for outdoor plants by seeding, watering, and using compost.

Waters house plants in common spaces.

Organizes gardening work days with all house members.

Keeps track of plantings.

Brings in movable plants during the winter time.

Maintains an indoor herb garden during the winter time.

Plan garden, organize seeds, start seeds indoors and prepare beds during the off season.

Oversees aesthetics of exterior of the house.

Organizes weatherization for the winter time.

Team Administration

     Co-Operator

Keeps track of keys for the house.

Ensures that new members have signed the contract. 

Keeps attendance record of meetings and communicates concerns individually with people that lack in 
attendance.

Keeps a timeline for completion of house projects.

Ensures that each member has an equally active role in the house.

Ensures everyone moderates a meeting at some time and keeps stack when needed.

Updates Manifesto when house agrees on changes, and brings violations to the house meeting

Serves as UKSHA representative

Ensure that rooms are left in good condition when members leave, and bring any concerns of deposit 
return to the house.

Changes code to backdoor when needed.

Coordinates yearly fire inspection/certification of the sprinkler system, fire extinguishers, and alarm panel.

Shall have good knowledge of the Manifesto.

        Administrator

Keeps minutes of meetings, organizes them and sends them out over the electronic mailing list.

Maintains miscellaneous records for the house and keeps the file cabinet organized.

Forwards mail for former house members.

Updates mail boxes when new members arrive.

Updates the house electronic mailing list when needed: adastracoop@googlegroups.com
Maintains a scrapbook of house history.

Organizes house resources including books, medical supplies, art supplies, and office supplies.

Shall have good knowledge of the Manifesto.

Periodically cleans files from House Computer.

Checks answering machine regularly and communicates people of missed calls.

Team Up Keep

        Maintenance

Maintains the structural integrity and aesthetics of the house.


-Performs regular preventative maintenance.

-Coordinates and executes minor house construction/remodelling projects.


-Gathers resources for construction projects in a sustainable manner and works 




with the Public Relations Director to get donated materials and fixtures.


-Works with Captain Re to ensure that unused building materials are 



appropriately diverted back into the Lawrence community when possible. 
Organizes the shop and keeps track of tools and maintenance supplies needed.

Maintains a system for house members to submit maintenance requests and house improvements.

Serves as project coordinator for major and long-term maintenance issues.


-Maintains a long-term maintenance list and takes action when items needs to 



be addressed.


-Serves as project coordinator and house liaison for any major maintenance or 



remodelling projects.


-Notifies and obtains approval from UKSHA for all major maintenance or 



remodelling projects. 
       Cleaning

Organizes chore board. (Changes as needed and with input from house)

Encourages house members to keep up the house.

Organizes Bi-Annual house cleaning at the end of each semester.

Keeps track of minor maintenance- furnace and dryer filters (monthly), unhooking hoses for the winter 
and covering outside faucets, Cleaning AC-units, cleaning bellowing fridges, and emptying a quart 
of water monthly out the Hot Water heater. 

Organizing Kitchen cabinets periodically as needed.
