
EMPLOYEE POLICY

SUPERVISION:
1. The chain of command is as follows: First, President; second, Vice-president; third, 
Liaison or Executive committee member (Secretary or Treasurer). See Organization 
Chart.
2. Complete I-9 and W-2 forms for Treasurer.
3. Provide monthly report and attend first part of Board meetings.

CODE OF CONDUCT:
4. Represent the lighthouse to the public both on the phone and in person in a polite 
way.

INNKEEPER DUTIES:
5. LIVE AT THE LIGHTHOUSE. The keeper's primary residence is to be at the 
lighthouse. Liaison is to be notified in advance of any extended absences. Guests are 
NOT allowed to stay overnight by themselves unless prior arrangements are approved 
by the Liaison.
6. Provide reasonable security. Report suspicious or unruly people to 911. Keep 
lighthouse locked when not open to the public. Make sure that outside door to tower is 
locked at all times the lighthouse is left unattended. Also check windows adjacent to fire 
escape and inside basement door.
7. Check trail bridges, docks, deck etc. before guests arrive to make sure that they are 
safe and clear of obstructions.
8. Handle bookings, including returning phone calls promptly, recording bookings, 
entering credit card transactions, and sending confirmations to guest. Update online 
availability calendar. Keep a log of all phone calls.
9. Cook breakfast for guests. Make sure that food and supplies are well stocked, 
including drinking water, napkins, toilet paper, bathsoap, handsoap, dishsoap, cleaning 
products, etc.
10. Keep public areas of lighthouse clean and neat. (Note: see “Cleaning Checklist” for 
house-cleaning duties, which are paid on a weekly flat rate.) Check up on cleaning 
personnel and make sure that lighthouse is reasonably neat on tour days.
11. Prepare rooms for guest arrival: Make beds. Put fresh towels on top of trunk. Adjust 
blinds. 
12. Laundry and garbage: Take dirty laundry to Laundromat and pick up clean laundry. 
Store in trunks in bedrooms. Keep garbage bagged and take to bins in parking lot, and 
roll bins to street side on pick-up days.
13. Water plants inside and out.
14. Make sure that the portable toilet is kept clean and stocked with toilet paper and 
hand-sanitizer. Transfer to barge and transport to boat ramp for emptying (extra fee for 
this work).
15. Provide routine maintenance for the composting toilet, e.g. add peat-moss/wood-
shavings and rotate weekly. MAKE SURE THAT NO ONE USES ANY BLEACHES OR 
HARSH CLEANING PRODUCTS IN THE TOILET.



16. Check the water level in the cistern and check the battery/charger system in the 
keeper's closet. Check that the UV filter is working and make sure to have filtered or 
bottled water on hand for guests.
17. Check propane tanks. Replace as necessary. Remove empty tanks and transport 
new ones to the lighthouse as necessary.
18. Transport kerosene to lighthouse and fill both 250-gallon tanks before winter. Check 
on fuel level and transfer fuel from auxiliary tank to main tank when necessary.
19. Change stormwindows and screens seasonally as necessary.
20. Notify Monitor heater repairman or Tom Sutton (plumbing and electrical) of any 
malfunctions and coordinate repairs.

COMPENSATION:
Some of the above items are paid for from keeper's commission on room rentals; other 
work is reimbursed at an hourly rate or flat fee.

EVALUATION:
Board reviews monthly keeper reports and provides feedback on operations and work 
projects. Additionally, it has been the practice of the Board to deliberate and award a 
year-end bonus based upon workload, accomplishments, revenue, and/or other factors. 
Quantitative performance benchmarks include revenue generated, vacancy rate, and 
advanced bookings. Qualitative performance benchmarks include projects completed, 
quality of work product, guest comments/feedback, and positive publicity.


