
GOLD COAST AREA SERVICE COMMITTEE POLICY MANUAL 

Correct pages and dates through ASC Meeting, July, 2007 

 

Page  Dated 

Table of 

Contents - 10/92 

 

ASC   1 -    7/02 

  2 -   7/02 

  3 -   9/94 

  4 -   11/06 

  5 -   9/94 

  6 -   12/00 

  7 -       07/05   

  7a -   7/02 

  7b -   7/02 

  8 -   3/88 

  9 -       11/06  

10 - 11/06 

11 - 11/06 
11a -   07/07 

12 -   2/90 

13 -   3/88 

14 -   3/88 

14a -   3/88 

15 -   3/88 

16 -   11/06 

17 -   6/00 

18 - 2/99 

19  -       11/06  

 

AC   1 -   2/99 

  2 -   2/99 

  3 -   7/01 

  4 - 07/07 

  5       -       11/06  

          

 

 

Page  Dated 

AG   1 - 2/03 

  2 - 2/03 

  3 - 10/92 

 

HL   1 -   2/05 

  2 - 2/05 

  3 -   11/06 

  4 -   2/05 

   5 - 2/05 

   6 - 2/05 

 

HI   1 - 07/07 

  2 -   07/07 

  3 -   07/07 

  4 -   07/07 

  5 - 07/07 

  6 -   07/07 

  7 -   07/07 

  8 -   07/07 

  9 - 07/07 

 

LI   1 -   3/88 

  2 -   1/89 

  3 -         1/02 

 

LD   1 -   12/99 

  2 -  7/01 

  3  - 07/05 

 

NL   1 - 11/06 

  2 -   11/06 

  3 -   11/06 

 

 

 

Page  Dated 

PO   1 -   07/07 

  2 - 07/07 

 

PI   1 -   11/06 

  2 -   11/06 

  3 - 11/06 

  4 -   1/02 

  5 -   1/02 

  6 -   1/02 

  7 -   1/02 

   8 - 1/02 

   9 - 1/02  

 10 - 1/02 

 11 - 1/02 

 12 - 1/02 

 13 - 1/02 

 14 - 1/02 

 15 - 1/02 

 

GCCNA 1 - 7/01 

    2 - 2/06 

    3 - 8/03 

    4 -   7/01 

    5 -   7/01 

    6 - 8/03 

    7 - 8/03 

    8 -   8/03 

    9 -   8/03 

  10 - 12/00 

  11 -   8/03 

  12 -   8/03 

  13 - 12/00 

  14 -         8/03 

   15     -       11/06 

   16 -       07/05  

 

 

 

 

Please circle those pages that you need for a complete, updated Policy Manual. Turn 

this list in to the Policy Chairperson at Area. 

 

Group: ____________________________________________________________   

 

GSR: ________________________________ Phone: ______________________ 



 
D. Entertainment: 

1. All entertainment should be approved by and voted on by members of the 
Activities Subcommittee 

2. It is suggested that bids be obtained for all entertainment to be reviewed and 
approved by vote of the Activities Subcommittee 

3. All contracted entertainment must be informed that no mood or mind altering 
chemicals will be allowed on the premises 

            E.        Speakers 
  1.   Speakers chosen for Activity events shall have a minimum of three (3) years clean 

time, except New Years Eve events shall have a minimum of five (5) years clean 
time and working knowledge of the 12 and 12, a sponsor, and an NA message. 
Speakers shall be chosen by Activities Ad Hoc committee and shall not be a 
member of the Activity Subcommittee. 

  2.   For Anniversary Speakers, see ASC-16 #6.  
 
             F.        Advanced Planning: 

 1. Flyers will be printed for each function and tickets, when needed. 
 2. Ticket sellers must meet the requirements of the established Activities’ policy. 
 3. All flyers and tickets should read: "Suggested donation:  $_________" except for 

fixed-rate-per-person events, i.e.: banquets, golf, bowling, skating, etc., which 
shall state "Cost $_________". 

 4. Chairperson and Treasurer must keep a record of all tickets handed out. 
 5. People in hospitals and institutions are invited to all activities at a suggested 

donation of Three Dollars ($3.00) rather than Five Dollars ($5.00), excluding 
meals 

 6. Form ad-hoc committees: decorations and set-up, food and beverages, 
entertainment, location, ticket sales, meeting, and cleanup 

 7. Progress report will be given by each of the above ad-hoc committees at the next 
Activities Subcommittee meeting 

 8. Activities members with six (6) months clean time can sell tickets that are Five 
Dollars ($5.00) with a maximum of five (5) tickets.  

9. Activities must submit an Annual Calendar to the ASC in September to be voted 
on in October, (i.e.: the new calendar planned after the new Chairperson for 
Activities has been elected in August) 

10. All flyers have a small map of how to get to each function from I-95 
11. The Activities Subcommittee will not establish a specific rain date for outside 

activities. Tickets for cancellations will be good for the next event. 
12. The Executive Committee of the Activities Subcommittee will determine whether 

to cancel the event or not and to go to the location to let people know this by sign 
and in person.  

13. All flyers must state when planning for a function: "Gold Coast Area" or "Gold 
Coast Activities". This statement is the heading for the flyer. 

14. All flyers must state on the bottom next to the map or where room is available: 
"NA is not affiliated with ...." (the location or place where the activity is 
being held)  Also, “Please be respectful of the hotel (or facility), its 
employees and guests so NA does not have damages to pay after event.  
Our reputation is on the line”. 
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 MOTIONS AND VOTING PROCEDURES (Continued) 

 
4. If the motion is one which may be decided on the ASC floor, then one (1) 

pro and one (1) con shall be heard from members on the floor. 
 
5. The Chairperson will then close the debate and the motion will either be 

referred to groups or call for a vote. 
 

6. Because the presiding officer of the ASC should remain impartial in order 
to carry out his duties, the Chairperson shall not take part in debate on a 
motion while presiding over the ASC.  If the Chairperson feels strongly 
about a motion which is being debated, the Chairperson must step down 
from presiding for the remainder of debate and/or vote on the motion.  The 
Chairperson must then be recognized by the Vice-Chair or other person 
presiding if the Chairperson wishes to address the motion. 

 
9. If a Motion dies it cannot be brought back to Area for three (3) months, even if the 

wording is changed but the intent is the same. 
 
10. It is suggested that all policy motions be submitted to the policy subcommittee for 

feedback on wording, placement, etc prior to submission to the ASC secretary 
 
11.    All policy change motions include:   
 a.   Page number and section to be changed; 
 b.   Former reading. 
 c.   Reading with changes. 
 
12. Voting: 
 

a. Voting participation is any recognized elected GSR within the Area )or Alternate 
GSR in his/her absence), only one (1) vote per person. A GSR can represent only 
one (1) group at the ASC. 

b. The Chairperson has a vote only in the case of a tie, at his/her discretion. 
c. 2/3 of quorum majority vote for policy change, amendments to policy or forming 

new policies. 
d. Voting will be done by a show of hands, a roll call vote can be called for at any 

time by a voting participant. A roll call vote needs to be seconded by a voting 
participant. 

e. For all others, refer to the Gold Coast Area Service Rules of Order. 
f.  In all votes at the ASC, the abstentions do not go the prevailing side, but are 

counted as abstentions, and if abstentions prevail, the vote goes back to the 
groups.  

g.  On majority votes a simple majority rules is not in effect.  The most votes wins. 
h.  On all motions that waive policy a two-third majority vote is needed. 
i.  Regional policy motions require a 2/3 quorum majority vote at area. 
j.  On any and all policy motions, the ASC chair is to verbally announce the final 

voting tally (carried, defeated, abstained, unanimous voice vote). 
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 GOLD COAST AREA 
 POLICY SUBCOMMITTEE GUIDELINES 
 
  I. PURPOSE: 
 

To consider any input referred by the ASC that affects the policy of the ASC, and upon deliberation give 
recommendations to the Area. When necessary, the vote count is included. Also, to give a written 
response to any issues regarding tradition violations. When a unanimous decision cannot be reached, the 
issue will be forwarded to the Board of Trustees. The Administrative Committee of the Policy 
Subcommittee will update the policy as needed. 

 
 II. MEMBERSHIP: 
 

Chairperson, Vice-Chairperson, Secretary, and six (6) Members. 
 
 
III. QUALIFICATIONS AND RESPONSIBILITIES: 
 

A. Chairperson: Nominated and elected by the ASC 
 

1. Three (3) years clean time 
2. Six (6) months prior involvement in the Policy Subcommittee 
3. Two (2) years prior ASC experience 
4. An example of living recovery through the application of the Twelve Steps and Twelve 

Traditions of Narcotics Anonymous, and policy of the Gold Coast Area Service 
 

Prepares agenda for each Policy Subcommittee meeting. Presides over all meetings of the GCAS 
Policy Subcommittee. Coordinates and keeps records of the GCAS Policy Subcommittee. Must 
attend all ASC meetings and the meeting with the ASC Vice-Chairperson prior to the ASC. Should 
acquaint him/herself with the Gold Coast Area Service Policy. 

 
B. Vice-Chairperson: Nominated and elected by the Policy Subcommittee from its voting 

members 
 

1. Three (3) years clean time 
2. Six (6) months prior involvement in the Policy Subcommittee  
3. Two (2) years prior ASC experience 
4. An example of living recovery through the application of the Twelve Steps and Twelve 

Traditions of Narcotics Anonymous, and policy of the Gold Coast Area Service 
 

Performs all duties of the Chairperson in their absence. If Chairperson is absent, the Vice-
Chairperson retains his/her vote only if it is necessary to make quorum. Calls Subcommittee 
members to notify them of next meeting. 

 
 * Prior involvement on the Policy Subcommittee shall be defined as any consecutive six (6) months 

during their recovery. 
** ASC experience shall be defined as GSR, Administrative Committee, or Subcommittee 

Chairperson. 
 

C. Secretary: Nominated and elected by the Policy Subcommittee 
 

1. Two (2) years clean time 
2.  Secretarial experience and some organizational ability 
3.  One year prior ASC experience 
 
Is responsible for keeping a written record of all Policy Subcommittee meetings. Keeps a mailing 
list of all Policy Subcommittee members. Is responsible for typing, copying and distributing 
minutes to the members at the next Subcommittee meeting. Sends a copy of the Policy 
Subcommittee minutes to the GCAS Administrative Committee. Will make copies of minutes 
available upon request. 
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D. Members: Appointed by the ASC with the consent of the GSR’s in attendance 
 

1. Two (2) years clean time 
2. One (1) years prior ASC experience 
3. An example of living recovery through the application of the Twelve Steps and Twelve 

Traditions of Narcotics Anonymous, and policy of the Gold Coast Area Service 
 

It is required that you attend the monthly Subcommittee meetings. If you are unable to attend, 
please call the Chairperson or the Vice-Chairperson. If you do not attend for (2) consecutive 
meetings, the Policy Chair will contact you in regards to your absence. If you fail to attend the next 
meeting you will forfeit your position. Members serve one (1) year and may be reelected for a 
second term and may serve no more than two (2) consecutive terms. 

 
 IV. AGENDA FOR MEETING 
 

A. Opening Prayer 
b. Reading of the Twelve Traditions 
C. Establish voting membership 
D. Review Subcommittee guidelines 
E. Old Business 
F. New Business 
G. Review Business of the Day 
H. Announcements 
I. Establish Next Meeting Time and Place 
J. Close Meeting with Prayer of Choice 

 
 V. MOTIONS AND VOTING PROCEDURES 
 

A. Motions: 
 

May be made and seconded only by voting members. 
 

B. Voting: 
 

 1. Anyone may participate in discussion at Policy meetings, however, voting is limited to the 
members of the Subcommittee only, except for the Chairperson who does not vote. 

 2. In the event of a tie, the Chairperson will exercise his/her right to break such tie. 
 3. A quorum is the simple majority of the voting members present. Once a quorum is 

established at a meeting, it stays throughout the meeting. 
 4. To make a recommendation to the ASC, there shall be a 2/3 vote of voting members 

present. 
 

 VI. BUDGET 
 

General operating expenses, there might include copies of minutes, guidelines or policies, postage, 
meeting hall fees, etc. 

 
VII. ADDITIONAL GUIDELINES 
 

1. All contracts committing the GOLD COAST ASC or it’s subcommittees (except CONVENTION) to amounts 
larger than $500 are to be reviewed by the ASC CHAIR, ASC VICE-CHAIR and the ASC TREASURER, in 
conjunction with representatives from the committee wishing to enter into the contract. All such contracts are to 
be signed by the ASC CHAIR or the ASC TREASURER in the CHAIR’S absence. 

 

2. The Policy Subcommittee shall hold ASC workshops once a month before Area Service to inform all new 
trusted servants about qualifications of their new positions. 
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 GOLD COAST AREA 
 H & I SUBCOMMITTEE GUIDELINES 
 

I. PURPOSE 
 

To coordinate all local Narcotics Anonymous Hospitals and Institutions meetings. To carry the NA 
message, via meetings, to those addicts who cannot attend outside meetings, in accordance with our Fifth 
Tradition. 

 
II. MEMBERSHIP 
 

Chairperson, Vice-Chairperson, Secretary, Literature Distribution, Literature Distribution Assistant, 
Orientation Person, Orientation Assistant, and H & I Meeting Chairpersons. 

 
III. QUALIFICATIONS AND RESPONSIBILITIES 

 
A. Chairperson: Nominated and elected by the ASC 

1. Two (2) years clean time 
2. Six (6) months prior involvement in the H&I Subcommittee 
3. An example of living recovery through the application of the Twelve Steps and Twelve 

Traditions of Narcotics Anonymous 
 

Maintains order in Subcommittee meetings. Ensures the NA Traditions are upheld. Maintains communications and 

responds to all requests for meetings from Hospitals and Institutions. Acts as liaison between the Area, the H&I 

Subcommittee and the Institutions. Must attend all ASC meetings and the meeting with the ASC Vice-Chairperson prior 

to the ASC. Maintains communications with the RSC and must attend all H&I RSC meetings. Maintains a list of contact 

persons at institutions. Keeps current listing of H&I meeting chairpersons. Sees that contact persons at the Institutions are 

notified when a new H&I meeting Chairperson is taking over the meeting. Is responsible for preparing and submitting the 

Subcommittee's budget. Should acquaint him/herself with the Gold Coast Area Service Policy. 

 
B. Vice-Chairperson: Nominated and elected by the H&I Subcommittee from its voting 

members 
1. One (1) year clean time 
2. Three (3) months prior involvement in the H&I Subcommittee 
3. An example of living recovery through the application of the Twelve Steps and Twelve 

Traditions of NA 
 

Fills in for the Chairperson when needed. Helps Chairperson maintain order in Subcommittee meetings. 
Assists Chairperson in updating list of H&I Meeting Chairpersons. Contact any meeting chairperson who 
that does not show for H&I Subcommittee for one (1) month. Also contact the Institution with any meeting 
that had no report at the H&I Subcommittee for one (1) month. 

 
C. Secretary: Nominated and elected by the H&I Subcommittee from its voting members 

1. Six (6) months clean time 
2. Secretarial experience and some organizational ability 

 
Takes accurate minutes at monthly Subcommittee meeting and has copies available upon request. 
Maintains the Subcommittee's records. Keeps an updated volunteer list of willing people who would like to 
serve on the Subcommittee. 

 
D. Literature Distribution:  Nominated and elected by the H&I Subcommittee                   

                              from its voting members 
1. Six (6) months clean time 
2. Willingness to fulfill the commitment 

 
Keeps records of, distributes literature and meeting lists at the monthly Subcommittee meeting. 
1. Literature and meeting lists (see Appendix A). You should be able to evaluate your monthly 

literature needs based on past experience. It is advisable to cover any unusual circumstances. 
2. Re-evaluate the disbursement of literature to institutions which allow their clients to go to outside 

meetings. Also, we need to streamline the types of literature that we take into facilities. We 
suggest the White Booklet, & I.P. #'s 6, 7, 11, 16 & 22.  Also, make Basic Texts available to be 
placed in libraries of correctional institutions, one for every two hundred (200) inmates.  

3. Hospitals, treatment centers and institutions should be urged to use their budgets and funds to 
purchase NA literature for use by their clients. 
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E. Literature Distribution Assistant: Nominated and elected by the H&I                                        
                               Subcommittee from its voting members 

1. Six (6) months clean time 
2. Willingness to fulfill the commitment 
 

Assist in literature distribution. 
            

F. Orientation Person:   Nominated and elected by the H&I Subcommittee                                   
        from its voting members 

1. One (1) year clean time. 
2. Six (6) month involvement during the past year in the H&I subcommittee. 
3. An example of living recovery through the application of the Twelve Steps and Twelve 

Traditions. 
           

Attend monthly H&I subcommittee meeting.  Facilitates the orientation process for new members to Gold 
Coast H&I subcommittee.  Assists H&I Secretary in  maintaining jail clearance list for H&I subcommittee. 
Assists Chair and Vice Chair to ensure all H&I meetings are covered through out the month. 

 
G. Orientation Assistant:   Nominated and elected by the H&I Subcommittee                               

          from its voting members 
1. One (1) year clean time. 
2. Six (6) month H&I experience. 

 
Assist the orientation chair. 
 
H. H&I MEETING CHAIRPERSONS: Nominated and elected by the H&I Committee by its 

voting members 
1. Six (6) months clean time 
2. An example of living recovery through the application of the Twelve Steps and Twelve 

Traditions of Narcotics Anonymous 
3. Willingness to fulfill the commitment 
4. You must be present at the H&I business meeting to be able to take commitment. 

 
It is required that you attend the monthly Subcommittee meetings. If you are unable to attend, please call 
the Chairperson or the Vice-Chairperson. If you do not call or attend for two (2) consecutive months you 
will lose your meeting. Prior to becoming an H&I Meeting Chairperson you must attend, panel, or speak at 
three (3) institutions with another H&I Chairperson. 

 
 
 IV. AGENDA FOR MEETING: 
 

A. Opening Prayer. 
B. Read Traditions. 
C. Establish Voting Membership. 
D. Old Business.  
E. New Business (elect meeting chairpersons if necessary). 
F. Group Reports.  
G. Establish Next Meeting Time and Place. 
H. Close Meeting with Prayer of Choice. 
 

  V. MOTIONS AND VOTING PROCEDURES: 
 

A. Motions: 
May be made and seconded only by voting members 
 

B. Voting: 
 

1. Voting members of the Subcommittee shall be all H&I Meeting Chairpersons, Vice Chair 
and Secretary 

2. In the event of a tie, the Chairperson will exercise his/her right to break such tie. 
3. A quorum is the simple majority of the voting membership. Once a quorum is established 

at each meeting, it stays throughout the meeting. 
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VI. BUDGET: 
 

A. General operating expenses: these might include copies of minutes, guidelines or policies, reports 
on projects from other levels of service or other committees, postage and rent for H&I 
Subcommittee meetings is needed. 

 
The Chairperson or Vice-Chairperson. in their absence, are reimbursed up to Seventy-five 
(75.00)dollars for travel and hotel expenses per RSC. Monies can be obtained in advance upon 
request. 

 
B. A budget needs to be prepared and submitted to the Area Service Committee yearly. The H&I 

Chairperson’s report to the ASC should include a monthly statement detailing literature and 
operating expenses. The H&I Subcommittee should receive literature from the Area rather than 
funds for literature. The ASC provides the H&I Subcommittee with up to One Thousand Dollars 
($1,000.00) worth of literature a month. 

 
VII. ADDITIONAL GUIDELINES: 
 

A. Each Speaker must have at least three (3) months clean time to speak at an H&I meeting and have a 
clear NA message. 

B. Speakers and Chairpersons for H&I meetings must not be in a residential treatment facility.  
C. Literature and meeting lists for H&I meetings will be supplied at H&I Subcommittee meetings only and 

will be distributed with discretion. 
D. Remember ego has no place in H&I work. We are here to spread the message of recovery to the 

suffering addict - not to make a name for ourselves. Narcotics Anonymous through attraction rather 
than promotion.  

E. Rides to outside NA meetings are not provided by H&I Subcommittee members.  
F. Speakers and Chairperson for H&I meetings must not be employed or affiliated with that facility.    
G. Speakers and Chairpersons for H&I meetings must not be seeking employment at that   facility. 
H. All contracts committing the GOLD COAST ASC or its subcommittees (except CONVENTION) to 

amounts larger than $500 are to be reviewed by the ASC CHAIR, ASC VICE-CHAIR and the ASC 
TREASURER in conjunction with representatives from the committee wishing to enter into the 
contract. All such contracts are to be signed by the ASC CHAIR or the ASC TREASURER in the 
CHAIR’S absence. 
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APPENDIX A 
 
 H&I MONTHLY LITERATURE DISBURSEMENTS 
 

MONTH_____________________ 
 

PANEL IP# IP# IP# IP# IP# IP# WHITE MEETING 
MEETING CHAIR   6 7  8 11 13 16 BOOKS LISTS 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
MONTHLY TOTAL   ____________________________________________________ 
 
BEGINNING INVENTORY _______________________________________________ 
 
CLOSING INVENTORY  _________________________________________________ 
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 GOLD COAST 
 H&I SUBCOMMITTEE ORIENTATION PACKAGE 
 
ORIENTATION 
 
H&I orientation is a period that allows NA members to become familiar with H&I work so that they aren't rushed 
into it without any preparation for this service. Many people are quite apprehensive about getting into H&I for a 
variety of reasons. Don't be put off; everyone has something to offer. 
 
This packet has been compiled by the GOLD COAST AREA H&I SUBCOMMITTEE to give a brief outline of some 
of the specifics that will be important for you as a panel member or chairperson. The H&I Handbook gives a much 
more in-depth look at H&I work in Narcotics Anonymous if you decide you want to learn more about this rewarding 
type of service (it is available to borrow at the monthly subcommittee meeting). 
 
Many H&I area subcommittees, as a part of orientation, bring those who are new to H&I to their first meeting or 
two as an observer (panel member). This will give you a chance to just listen at first and see how an H&I meeting 
really works. Also, this helps many feel more comfortable when they come to join the panel. 
 
WHY IS AN H&I MEETING NECESSARY? 
 
The purpose of an H&I meeting is to carry the NA message of recovery to addicts who do not have full access to 
regular Narcotics Anonymous meetings. H&I meetings, except for those in long-term facilities, are intended to 
simply introduce those attending to some of the basics of the NA program. 
 
WHO IS BEST SUITED TO CARRY THE NARCOTICS ANONYMOUS MESSAGE IN AN HOSPITAL & 
INSTITUTIONS MEETING? 
 
In our experience, it is best for members to have three months clean time before attending an H&I meeting as a 
panel member or speaker, and six months clean time before chairing or co-chairing a meeting. It is not important 
whether or not we have been in a similar facility ourselves. Anyone with a CLEAR and CONSISTENT 
NARCOTICS ANONYMOUS MESSAGE who is willing to share is well suited for H&I work. 
 
WHAT DO WE PROVIDE AS A COMMITTEE? 
 

LITERATURE: When the facilities themselves are unable to provide approved NA literature to their 
residents, H&I Subcommittees should provide such literature. Each facility is different and literature 
guidelines are set within the subcommittee based on the facility's needs and guidelines. The same rules 
apply for key tags and other approved NA supplies. 
 
PEN PAL/JAIL MAIL: This is a function of the SOUTH FLORIDA REGIONAL H&I SUBCOMMITTEE. 
Forms for participating in the valuable service are available through your AREA H&I Subcommittee. 

 
WHAT WE DO NOT PROVIDE 
 

TRANSPORTATION SERVICES: H&I Subcommittees do not provide transportation for residents to 
outside NA meetings. Providing rides could create a liability for the H&I Subcommittee, the Fellowship and 
the NA member: i.e., accidents, escapes, and false accusations. 
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THE MEETING FORMAT 
 
There are a variety of formats that we use when carrying the message into facilities, but there are some key points 
to keep in mind about all of them. 
 
The format of any particular H&I meeting may vary from meeting to meeting depending on the type of facility. In 
short term facilities, the format will be more focused on the panel members carrying a message to the residents, 
while in long-term facilities we may wish to encourage more participation from residents. In H&I we are carrying 
the message into the facility. At an H&I meeting we are not there to dump our problems, but rather to help these 
addicts become aware of what NA is and how it works in our lives. In effect, an H&I meeting is an introduction to 
our fellowship for addicts. 
 
The chairperson should let you know what the format is before the meeting and should be able to answer any 
questions you may have about it. If you would like to see samples of a variety of formats, there is an explanation of 
several of them in the H&I Handbook. 
 
Whatever format is chosen, we normally get the residents involved with a question and answer session at some 
point in the meeting. Also, you may be asked to stay after the meeting for a while to talk with the residents if that is 
permitted. 
 
PERSONAL COMMITMENTS 
 
Please DON'T volunteer for an H&I meeting if: 
 
1. You are not sure that you want to attend this type of facility, or 
2. You are not sure you will be able to attend the meeting. If something comes up and you will be unable to 

make your meeting, try to give the chairperson at least 48 hours notice so that he/she can invite someone 
to fill your spot. DO NOT ask someone to take your place. The chairperson is the only one that is allowed 
to invite people to the meeting. If the meeting cannot be filled for some reason, contact the facility so that 
they may adjust their schedule for their residents for that time slot; or 

3. If you cannot attend the monthly H&I Subcommittee Meeting. 
 
QUESTIONS AND ANSWERS 
 
It is a good idea to encourage questions concerning what was presented at the meeting or other general questions 
about NA, but there are a few things you should keep in mind. 
 
Please remember that NA has no opinion on outside issues... Occasionally during the question and answer period, 
or when talking after the meeting, the residents will ask us to give an opinion on outside issues such as: 
 
1. Other recovery programs or other fellowships. 
2. The facility, i.e.: "Do I need to stay in treatment?" 
3. Many other issues that do not pertain to recovery from addiction in the Narcotics Anonymous Fellowship. 
 
It is very important that we are not drawn into these types of discussions. Always remember to share only your 
experience, strength and hope about your recovery in Narcotics Anonymous. 
 
WORKING WITH OTHERS: Men with Men, Women with Women 
 
Some facilities house only men or only women. Other facilities house both women and men, but keep them 
separate; while other facilities house both men and women together. Whenever this is the case, only same-sex 
NA members should chair H&I meetings in those facilities or work closely with the inmates/patients, though this 
does not exclude members of the opposite sex from participating in meetings.  Experience has taught us that we 
can avoid many possible problems if we follow this simple guideline.  Problems that arise is this area have the 
potential to seriously damage the credibility of Narcotics Anonymous.  Even though we may be innocent, just the 
appearance of problems of this nature can do irreparable harm.  Please use sound judgment in this area.  
Remember, our primary purpose is to carry the message of recovery. 
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ADOLESCENTS 
 
Many NA members who have worked with adolescents in an H&I setting have noticed that there are some special 
concerns that should be taken into account in guidelines such as these. We enter into this discussion guardedly, 
though, because we do not wish to create the impression that some addicts are "different". The issues here 
represent the stated experience of members who have carried the message to adolescents in institutions. In no 
way are these points presented as dogma that will apply in every case. They are instead presented as points for 
your consideration; to be used in whatever way makes the most sense. 
 
Four major issues come to the fore in any discussion of working with adolescents in an H&I setting. One, the 
adolescent seems to respond strongly to role modeling; two, the adolescent is very peer group oriented; three, 
significant adults in the young person's life must be respected and taken into account; and four, adolescents 
respond particularly well to an approach which include positive rewards, such as key tags, chips, etc. 
 
SOME SUGGESTED TOPICS 

 1. Transition to the fellowship from treatment 
 2. The BASICS: Don't use, meetings, phone numbers, literature, sponsorship, and THE STEPS 
 3. Responsibility for our own recovery 
 4. Identify rather than compare 
 5. Spiritual not religious program 
 6. Denial and reservations 
 7. Giving up old playmates, playgrounds and playthings 
 8. Living Just For Today 
 9. The first three steps 
10. Surrender, acceptance and feelings 

This is a list of some topics that could be talked about during your meetings, but there are countless others. Topics 
should, however, be chosen carefully, keeping in mind the 12 Steps and 12 Traditions of Narcotics Anonymous. 
  
H&I REQUIREMENTS ALONG WITH DO'S AND DON'TS 

You have been invited to carry the message of recovery through H&I meetings because: 

 1. You have 3 months clean time from all mood and mind altering chemicals making you eligible to panel or 
speak or be a panel member. 

 2. You have 6 months clean time from all mood and mind altering chemicals making you eligible to chair or 
co-chair a meeting. 

 3. You are willing to comply with all H&I Subcommittee and facility requirements. 
 4. You are willing to carry the NARCOTICS ANONYMOUS message in a responsible manner. 
 5. You have a STRONG, CLEAR and CONSISTENT NARCOTICS ANONYMOUS MESSAGE OF 

RECOVERY FROM ADDICTION. 
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DO'S 

The World H&I Committee has compiled this list based upon the experiences of committees around the world who 
sent their input on this matter. They provide some very helpful guidelines, and should help you avoid pitfalls others 
have fallen into.  These are some of those guidelines. 
 

 1. Make meeting lists of outside meetings available to residents. 
 2. Clarify the facility's rules with anyone you bring in. 
 3. Start and end the meeting on time. 
 4. Give a brief explanation of what H&I is. 
 5. Make it clear that NA is separate and distinct from the facility as well as other similar fellowships. 
 6. Try to get residents involved, especially those in long-term facilities (assign a secretary, literature person, 

readings, etc.) 
 7. OBEY ALL DRESS CODES. Exercise common sense and dress appropriately. 
 8. Keep staff aware of your whereabouts AT ALL TIMES. 
 9. Follow all security regulations at all times 
10. Remember that this is a "WE" program. No addict should feel that he/she is alone or being preached to or 

admonished. 
11. Remember that an addict is an addict, regardless of age. 
12. Remember that in NA, recovery is available to any addict regardless of what or how much or how little we 

used (or where we come from or how we got here.) 
13. Emphasize the importance of getting to an NA meeting the first day out. 
14. Emphasize the importance of getting a sponsor and a home group, the ongoing nature of recovery and the 

importance of attending meetings (suggest 90 in 90). 
15. Use the literature recommended for H&I work, if we are supplying literature. 
16. Explain the language that WE use ("addict", "clean", "recovery") and why we use it. 
17. Be selective about your choice of speakers or panel members. Clean time is important; however, equally 

important is that person's message of RECOVERY IN NARCOTICS ANONYMOUS. 
 
DON'TS 
 
 1. Don't break another person's anonymity or tell their story. 
 2. Don’t get involved in discussion about an inmate’s guilt or innocence. 
 3. Don't debate any issues involving the facility's policies, conditions within the facility, opinions about staff 

members, the merits of the facility's program and methods used by the facility, OR OTHER 
FELLOWSHIPS. Focus on the positive qualities of OUR PROGRAM. Remember, not all facilities are 12 
Step based nor do their understanding of the Steps necessarily coincide with the understanding gained in 
Narcotics Anonymous. We share our experience without reference to the facility's methods or to residents' 
comments. 

 4. Don't debate which drugs are acceptable. We are a program of complete abstinence. Remember we are 
not doctors or professionals (i.e.: counselors or therapists). 

 5. Don't carry excessive cash or wear expensive or flashy jewelry. 
 6. Don’t give or accept gifts. 
 7. Don't show favoritism to any resident(s). 
 8. Don't take messages inside or outside the facility. 
 9. DON'T GIVE OUT ANOTHER PERSON'S PHONE NUMBER OR STREET ADDRESS. REFER TO THE 

HELPLINE NUMBER. 
10. Don't carry contraband items, such as cigarettes, weapons, etc. 
11. Don't flood the facility with literature. The most reliable means of carrying the message is the NA member. 
12. Don't pass the basket. 
13. Don't let the meeting run too long. 
14. Don't read too much literature, keep it simple for everyone (including you). 
15. Don't take a person with outstanding warrants to jail or prison meetings. THEY MAY NOT LEAVE. 
16. Don't take a person who is on parole or probation unless they have received permission from their officer 

and the facility. 
 
REMEMBER AT ALL TIMES THAT YOU HAVE A RESPONSIBILITY TO THE FACILITY, TO THE RESIDENTS 
AND TO NARCOTICS ANONYMOUS. IF YOU OBSERVE THE ABOVE SUGGESTIONS...AND FOLLOW THE 
12 TRADITIONS, YOU WILL UPHOLD YOUR RESPONSIBILITIES TO ALL THREE. THIS IS ONLY A BRIEF 
OUTLINE OF INFORMATION. FOR FURTHER INFORMATION, SEE YOUR H&I HANDBOOK WHICH IS 
AVAILABLE THROUGH YOUR AREA H&I SUBCOMMITTEE. THE WORLD SERVICE CONFERENCE H&I 
HANDBOOK IS ALSO AVAILABLE. 
 
THANK YOU FOR YOUR SERVICE.  
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 GUIDELINES FOR GOLD COAST AREA H & I GRATITUDE DINNER 
 
 1. The Gratitude Dinner is an annual event to be held in the month of March. 
 
 2. The event be a banquet dinner/meeting/dance. The Ad-Hoc Committee will organize the event. 
 
 3. The Ad-Hoc Committee be formed within the H&I Subcommittee of no less than five (5) members and the clean 

time requirement for the chairperson be two (2) years. 
 
 4. The forming of the Ad-Hoc Committee is the responsibility of the Gold Coast Area H&I Chairperson. At this time, 

the Ad-Hoc Committee chairperson will be voted in. Chairperson is required to have had prior involvement with the 
Ad- Hoc Committee. 

 
 5. The Ad-Hoc Committee will be formed at the beginning of September, for seven (7) months' preparation. 
 
 6. The Ad-Hoc Committee will consist of a Vice-Chairperson, Secretary, Treasurer, Banquet liaison, and volunteers. 

These positions will be established within the Ad-Hoc Committee itself. 
 
 7. Any member of the Gold Coast Area can attend the meeting and be a member of the committee if they so choose. 
 
 8. The Ad-Hoc Committee will meet no less than once a month and give monthly reports to both the H&I 

Subcommittee and the ASC during the seven (7) month period. This will help make any necessary arrangements 
needed for the event. 

 
 9. The Committee will choose the place of holding the banquet six (6) months prior to the event. Intent: There is a six 

(6) month requirement to pay the deposit to hold the facility where the event will take place. This should be a 
budget item of the H&I Subcommittee. 

 
10. Speaker requirements: 5 years clean time and a member of Narcotics Anonymous. He/she have three (3) years 

involvement with H&I at one time or another, and/or is a product of H&I. 
 
11. Tapes for speakers will be submitted from within the Florida and South Florida regions. 
 
12. The Ad-Hoc Committee will pick one speaker for the event in the form of a secret ballot. 
 
13. The T-shirt designs that are submitted will be voted on in the form of a secret ballot. Only one (1) design may be 

voted in as the theme for the banquet. 
 
14. The banquet speaker and T-shirt design winner will be given both a banquet ticket and a T-shirt. (free) 
 
15. If a member that is on the Ad-Hoc Committee from the beginning misses two (2) or more meetings consecutively 

without calling the Chairperson, they lose their voting rights until the second consecutive meeting they attend. 
Also, those people that join the Ad-Hoc Committee at a later date must be at two consecutive meetings before 
they can vote. Intent: So people don't come to a meeting to try and influence their opinion and not show up again. 

 
16. Members of the Ad-Hoc Committee may not submit a tape or design. 
 
17. Basic Text’s will be ordered to be given to persons with thirty (30) days or less. This will be a budgeted item of the 

Gratitude in Action Committee. 
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