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GOLD COAST AREA POLICY MANUAL 
HOSPITALS & INSTITUTIONS 
SUBCOMMITTEE POLICY 
 
The H&I Orientation Package distributed February 1990, approved March 1990. 
 
 

1. PURPOSE 
 
 

01 
02 
03 

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. 
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2. MEMBERSHIP, VOTING and PARTICIPATION 
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A. GENERAL MEMBERS 
 

1) One (1) day clean time to attend. 
 

2) The willingness to fulfill the commitment. 
 

3) All persons who join the H&I Subcommittee MUST complete orientation with the H&I             
Orientation Chair. Any person who has not held a commitment for an H&I Presentation within               
the Gold Coast for one (1) year or more must complete orientation. 

 
DUTIES: It is suggested that you attend the subcommittee meetings and keep coming back.  
 
 
 
 
B. VOTING PRIVILEGES 
 

1) Only those members with a current commitment to take an H&I Presentation into a facility               
when the subcommittee meeting opens have voting privileges. 
 

2) Members who commit to taking an H&I Presentation into a facility during a subcommittee              
meeting who didn’t qualify for voting privileges at the opening of the meeting establish their               
voting privileges at the close of the meeting. 
 

3) Voting privileges are lost after losing or discontinuing all active commitments for H&I             
Presentations. 

 
 
 
 
C. GUIDELINES FOR H&I SERVICE COMMITMENTS and PARTICIPATION 
 

1) “Our public relations policy is based on attraction rather than promotion…” 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.  
 

2) Only those members with a current H&I commitment may take an H&I Presentation into a               
facility. 
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3) Each Speaker must have at least three (3) months clean time to speak at an H&I meeting and                  

have a clear NA message.  
 

4) Speakers and Chairpersons for H&I meetings must not be in a residential treatment facility. 
 

5) Literature and meeting lists for H&I meetings will be supplied at H&I Subcommittee meetings              
only and will be distributed with discretion. 
 

6) Rides to outside NA meetings are not provided by H&I Subcommittee members. 
 

7) Speakers and Chairperson for H&I meetings must not be employed or affiliated with that              
facility. Speakers and Chairpersons for H&I meetings must not be seeking employment at             
that facility. 
 

8) Orientation should be at least 1 hour, to be held either on the same day as the subcommittee                  
meeting, at learning days that are held at the Gratitude Event or GCCNA, or on a different                 
date. 

 
 
 
 
D. H&I PRESENTATION CHAIRPERSON 
Nominated and elected by the H&I Subcommittee from its voting members. 
 

1) Six (6) months clean time. 
 

2) Attended H & I Subcommittee Orientation within the last 12 months. 
 

3) Has paneled or spoken at three (3) Gold Coast Area H&I Presentations within the last twelve                
(12) months. 
 

4) An example of living recovery through the application of the Twelve Steps and Twelve              
Traditions of Narcotics Anonymous. 
 

5) Willingness to fulfill the commitment. 
 

6) Members must be present at the H&I Subcommittee meeting to be able to take commitment. 
 

7) All subcommittee members must attend (or call one of the trusted servants) the H&I              
Subcommittee monthly. If a member fails to attend in person for more than 2 consecutive               
months they must attend the next month's committee or they will lose the meeting. 
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DUTIES: 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. At the commencement of the individual’s             
commitment (date and time) they will have met all criteria of qualifications for that specific facility (6                 
months or 1 year and paneled 3 meetings and attended orientation and can make monthly               
subcommittee meeting). Members must attend orientation every two years; they are encouraged to             
attend either the Learning Day at the Gratitude Event or GCCNA. 
 
 

 

  

GOLD COAST POLICY MANUAL​ - HOSPITALS & INSTITUTIONS HI-7 
(Click or tap link to return to contents page.) 



 

3. SUBCOMMITTEE TRUSTED SERVANTS 
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A. CHAIRPERSON  
Nominated and elected by the ASC. 
 

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

of Narcotics Anonymous. 
 
DUTIES: 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) Six (6) months prior involvement in the H&I Subcommittee. 
3) An example of living recovery through application of the Twelve Steps and Twelve Traditions              

of Narcotics Anonymous. 
 
DUTIES: 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 fails to attend the H&I Subcommittee for more than 2 consecutive               
months in order to inform them that they must attend the next month's committee or they will lose the                   
meeting. Also contact the Institution with any meeting that had no report at the H&I Subcommittee for                 
one (2) months. 
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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. 

 
DUTIES: 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. ASSISTANT 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. 

 
DUTIES: Assist the secretary. Two (2) year commitment for this position. The first is year spent                
becoming familiar with the job, as well as attending all H&I meetings. 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. 
 
 
 
 
E. 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. 

 
DUTIES: Keeps records of, distributes literature and meeting lists at the monthly subcommittee             
meeting. 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. 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, Meeting Lists, and the following I.P. #'s 6, 7, 11, 12, 16 & 23 for                    
BARC and DOC Facilities. All other facilities receive White Booklet and meeting lists only. Also,               
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make Basic Texts available to be placed in the libraries of correctional institutions, one for every two                 
hundred (200) inmates. Hospitals, treatment centers and institutions should be urged to use their              
budgets and funds to purchase NA literature for use by their clients. 
 
 
 
 
F. LITERATURE DISTRIBUTION ASSISTANT 
Nominated and elected by the H&I Subcommittee from its voting members. 
 

3) Six (6) months clean time. 
4) Willingness to fulfill the commitment. 

 
DUTIES:  Assist in literature distribution. 
 
 
 
 
G. ORIENTATION CHAIR 
Nominated and elected by the H&I Subcommittee from its voting members. 
 

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

of Narcotics Anonymous. 
 
DUTIES: 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 Chairperson and Vice Chairperson to ensure all H&I meetings are              
covered throughout the month. 
 
 
 
 
H. ORIENTATION CO-CHAIR 
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. 

 
DUTIES:  Assist the orientation chair. 
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I. AD HOC FOR GRATITUDE EVENT CHAIRPERSON 
Nominated and elected by the H&I Subcommittee from its voting members. 
 

1) Two (2) years clean time. 
2) Prior involvement with the Gratitude Event Ad Hoc Committee. 

 
DUTIES: To plan and host the Gold Coast Area’s annual gratitude event consistent with H&I               
Guidelines and with the cooperation of Area members. To provide monthly reports to the H&I               
Subcommittee and to provide to the ASC. 
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5. SUBCOMMITTEE MEETINGS and FINANCES 
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A. AGENDA FOR MEETINGS  
 

1) Opening Prayer 
 

2) Read the Twelve Traditions and Twelve Concepts 
 

3) Establish voting membership 
 

4) Old Business 
 

5) New Business 
 

6) Group Reports (and Meeting Chairperson Elections if necessary)  
 

7) Establish next meeting time and place 
 

8) Close Meeting with Prayer of Choice 
 
 
 
 
B. MOTIONS  

 
1) May be made and seconded only by voting members. 

 
 
 
 
C. QUORUM and VOTING 
 

1) A quorum is a simple majority of the voting members. Once a quorum is established at each                 
meeting, it stays throughout the meeting. 
 

2) Voting is limited to the members of the Subcommittee who established that privilege at the               
opening of the meeting except for the Chairperson who does not vote. 
  

3) The Chairperson may only vote in the event of a tie.  
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D. BUDGET 
 

1) General operating expenses: these might include copies of minutes, guidelines or policies,            
orientation packets, reports on projects from other levels of service or other committees,             
postage and rent for H&I Subcommittee and Ad Hoc meetings. 
 

2) The Chairperson, or Vice-Chairperson in their absence, are reimbursed up to Two- hundred             
($200.00) for travel and hotel expenses per RSC. For travel over 86 miles reimbursement of               
32 cents per mile. Monies can be obtained in advance upon request. 
 

3) 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.  
 

4) All contracts committing the Gold Coast ASC or its subcommittees (except convention) to             
amounts greater than $500 are to be reviewed by the ASC Chair, ASC Vice-Chair and the                
ASC Treasurer in conjunction with representatives from the subcommittee wishing to enter            
into the contract. All such contracts are to be signed by the ASC Chair or the ASC Treasurer                  
in the Chairs absence.  
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6. H&I GRATITUDE EVENT AD HOC GUIDELINES 
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A. AD HOC COMMITTEE FORMATION and RESPONSIBILITIES  
 

1) The “Gratitude In Action” event is held annually in the month of March and is hosted by the                  
H&I Subcommittee for the Gold Coast Area.  
 

2) The event is to be an activity/meeting organized by the H&I Gratitude Event Ad Hoc               
Committee. 
 

3) The Ad Hoc Committee is formed by the H&I Subcommittee. It is composed of no less than                 
five (5) members. Any member of the Gold Coast Area can attend the meeting and be a                 
member of the committee. 
 

4) The forming of the Ad Hoc Committee is the responsibility of the Gold Coast Area H&I                
Chairperson. The Ad Hoc Committee will be formed by the beginning of September to all for                
seven (7) months preparation. 
 

5) The Ad Hoc Committee chairperson will be voted in by the H&I Subcommittee with the other                
Subcommittee Trusted Servants.  
 

6) The Ad-Hoc Committee will consist of a Vice-Chairperson, Secretary, Treasurer, Event           
Liaison, and volunteers; these positions are established within the Ad Hoc Committee. 
 

7) Copies of the Basic Text will be ordered and given to persons with thirty (30) days or less.                  
This is a budgeted item of the Gratitude in Action Committee. 
 
 
 
 

B. MEETINGS, VOTING PRIVILEGES and EVENT PLANNING  
 

1) All members of the committee at its formation have voting privileges. Any member joining              
later must attend two (2) consecutive meetings; their voting privilege is established at the              
start of the third meeting. 
 

2) Members missing two (2) or more meetings consecutively without calling the Chairperson will             
lose their voting privileges; privilege is reestablished after attending two (2) consecutive            
meetings at the start of the third meeting. 
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3) The Ad Hoc Committee will meet no less than once a month to plan, promote and carry out                  
all arrangements necessary for the event. 
 

4) The Ad Hoc Committee shall provide monthly reports to both the H&I Subcommittee and the               
ASC during the seven (7) month period and should include related budget information. 
 

5) The Committee will choose the place of holding the banquet five (5) months prior to the event                 
and pay the required deposit.  This deposit is included in the Ad Hoc budget. 

 
 
 

 
C. SPEAKERS and SHIRT DESIGNS  

 
1) Speaker requirements:  

 
a) 5 years clean time and a member of Narcotics Anonymous.  

 
b) He/she prior three (3) years involvement with H&I and/ or is a product of H&I. 

 
2) Tapes for speakers will be submitted from within the Florida and South Florida regions. 

 
3) The Ad Hoc Committee will pick one speaker for the event in the form of a secret ballot. 

 
4) 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 Event. The event speaker and T-shirt                  
design winner will each be given an event ticket and a T-shirt. (free) 
 

5) Members of the Ad Hoc Committee may not submit a tape or design. 
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TABLE HI-01:  ISWG (AD HOC CMTE GUIDELINES) 
 

INTRODUCTION and OVERVIEW for INMATE STEP WRITING GUIDES 
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SAMPLE FLYER
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ISWG ORIENTATION
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TYPICAL FIRST LETTER
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WELCOME LETTER
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NA ​REACHING OUT ​NEWSLETTER SUBSCRIPTION FORM
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POLICY and GUIDELINES
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H&I DOs and DON’Ts
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DOC GUIDELINES FOR VOLUNTEERS
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DOC VOLUNTEER CODE OF ETHICS, FURTHER RULES and REGULATIONS
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EXAMPLE OF LETTER TO INMATE WHO HAS 90 DAYS OR LESS
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SPANISH RESPONSE LETTER
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EXAMPLE LETTER TO DOC FACILITY
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OUT OF STATE INMATE RESPONSE LETTER
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TABLE HI-02:  H&I PRESENTATION MEETING FORMAT 
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HOSPITALS & INSTITUTIONS MEETING FORMAT  
 
 

This is a presentation of H&I, which stands for Hospitals and Institutions of             
Narcotics Anonymous. We are recovering addicts who carry the message to           
fellow addicts that cannot attend outside meetings. 
  
 
My name is __________________________, can you please help me open this           
meeting with a moment of silence followed by the SERENITY PRAYER.           
. 
.  
I've asked ________________________________ to read WHO IS AN ADDICT.         
. 
.  
I've asked ________________________ to read WHAT IS THE NA PROGRAM.          
. 
.  
I've asked _______________________________ to read WHY ARE WE HERE.         
. 
.  
I've asked ___________________________________ to read HOW IT WORKS.        
. 

  
Introduce your speaker.  

 
 

Try to leave time for others to share, if possible. 
 
 

Have someone read JUST FOR TODAY. 
 
 

(All readings can be found in white book) 
 
 

CLOSE MEETING ON TIME…  
WITH A MOMENT OF SILENCE, FOLLOWED BY THE SERENITY PRAYER. 
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HOSPITALS & INSTITUTIONS SUBCOMMITTEE ORIENTATION PACKAGE  
 
 
ORIENTATION  
 
H&I orientation is a walk-through that allows NA member to become familiar with how H&I works so                 
that they are not rushed into a commitment without any preparation for this service. Many people are                 
quite apprehensive about joining H&I for a variety of reasons. Do not 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 to know as a panel member or                   
chairperson. The H&I Handbook gives a much more in-depth look at how H&I works. If you decide                 
you want to learn more about this rewarding type of service, it is available to borrow at the monthly                   
subcommittee meeting which meets on the first Monday of each month. 
 
In the Gold Coast Area, as a part of orientation, it is required that those people seeking to chair a                    
meeting accompany a chairperson to three (3) meetings as an observer (panel member or speaker).               
This gives newcomers to H&I a chance just to see how an H&I meeting is run. This also helps many                    
feel more comfortable when it comes time to join the H&I committee. 
 
 
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                    
access to regular Narcotics Anonymous meetings. H&I meetings are intended simply to introduce             
those attending to some of the basics of the NA program. 
 
 
WHO IS BEST SUITED TO CARRY THE NARCOTICS ANONYMOUS MESSAGE IN A HOSPITAL             
OR INSTITUTION MEETING?  
 
In our experience, it is best for members to have at least three (3) months clean time before                  
attending an H&I meeting as a panel member or speaker, and six (6) 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. 
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WHAT DO WE PROVIDE AS A COMMITTEE?  
 
Literature: ​When the facilities themselves are not-for-profit and cannot provide approved NA            
literature to their residents, H&I Subcommittee should provide such literature. Each facility is different              
and literature guidelines are set within the subcommittee based on the facility's needs and              
guidelines. For-profit facilities are allowed to provide NA approved literature to their residents though              
the Gold Coast Area literature distribution committee or via World Service at www.na.org. 
 
 
WHAT DO WE ​NOT​ PROVIDE?  
 
Transportation Services: ​H&I Subcommittees do not provide transportation for residents to outside            
NA meetings. Providing rides could create a liability issue for the H&I Subcommittee, the Fellowship               
and the NA member: accidents, escapes and false accusations. 
 
 
 
 
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 the fellowship of Narcotics                 
Anonymous. 
 
It is the responsibility of the chairperson to inform the guest speaker what the format is before the                  
meeting begins and should be able to answer any questions he/she may have. Samples of a variety                 
of formats are given 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, the speaker may be asked to stay for a while after the                    
meeting to talk with the residents, if that is permitted by the facility. 
  
 
  

GOLD COAST POLICY MANUAL​ - HOSPITALS & INSTITUTIONS HI-36 
(Click or tap link to return to contents page.) 



 

81 
82 
83 
84 
85 
86 
87 
88 
89 
90 
91 
92 
93 
94 
95 
96 
97 
98 
99 
100 
101 
102 
103 
104 
105 
106 
107 
108 
109 
110 
111 
112 
113 
114 
115 
116 
117 
118 
119 
120 
121 
122 

  
PERSONAL COMMITMENTS  
  
Please do not 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 that 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 or co​-chairperson at least 48                 
hours notice so that he/she can invite someone to fill your spot. DO NOT ask anyone who is                  
not a current H&I member to take your place. The chairperson is the only one who is allowed                  
to invite people to the meeting. If the meeting cannot be filled for some reason, please                
contact the facility so that they may adjust their residents' schedule for that time slot, or  
 

3. If you cannot attend the H&I Subcommittee Meeting on the first Monday of every month. 
 
 
 
 
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 that 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. "Can you recommend a half-way house?" 
4. Types of medication; 
5. "Are certain drugs OK if they are natural?" 
6. 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. Remember             
that our primary purpose is the carry the message of hope. 
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WORKING WITH OTHERS  
 
Some facilities house on]y men or onJy women. Some house both men and women but keep them                 
separate, while other facilities house both men and women together. IT IS VITAL THAT YOU AS A                 
CHAIRPERSON OR CO-CHAIR CHECK WITH YOUR H&I SUB-COMMITTEE FOR GUIDELINES          
AS TO WHO (male or female) MAY ATTEND THESE MEETINGS IN YOUR RESPECTIVE             
FACILITY. Remember, our primary purpose is to carry the message of recovery. Prob]ems that arise               
in this area have the potential to serious]y damage the credibility of Narcotics Anonymous.              
Remember that it is your commitment and therefore your responsibility to be aware of your facility's                
guidelines and rules. 
 
 
 
 
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. 
  
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. 
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H&I CHAIRPERSON REQUIREMENTS ALONG WITH THE DOs and DON’Ts  
 
You have been invited to carry the message of recovery through the 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. 
 

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. 

 
 
DO'S 
 

1. Point out on meeting lists those outside meetings available to residents. 
2. Clarify the facility's rules with anyone you bring (speaker or panel member). 
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. 
7. Obey all dress codes. Exercise common sense and dress appropriately. 
8. Keep staff aware of your whereabouts AT ALL TIMES. 
9. Remember that this is a "we" program. No addict should feel that he/she is alone or being                 

preached to, disrespected or singled out. 
10. Remember that an addict is an addict, regardless of age, race, sexual orientation, creed,              

religion or lack of religion. 
11. 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). 
12. Emphasize the importance of getting to an NA meeting the first day out. 
13. Emphasize the importance of getting a sponsor and a home group, the on-going nature of               

recovery and the importance of attending meetings (making 90 in 90). 
14. Use the literature recommended for H&I work, if we are supplying literature. 
15. Explain the language that WE use ("addict", "clean", "recovery") and why we use it. 
16. 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. 
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DON'T'S 
 

1. Don t break another person's anonymity or tell their story. 
2. 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 does 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. 

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

4. Don't carry excessive cash or wear expensive or flashy jewelry. 
5. Don't show favoritism to any resident. 
6. Don't carry messages - either verbal or written - in or out of any facility. 
7. Do not give out another person's phone number or street address. Refer always to the               

helpline number. 
8. Do not carry contraband items, such as cigarettes, coffee, weapons, etc. 
9. Don't flood the facility with literature. The most reliable means of carrying the message is the                

NA member. 
10. Don't pass the basket. 
11. Don't let the meeting run too long. 
12. Don't read too much literature; just keep is simple for everyone (including you). 
13. Don't take a person with outstanding warrants to jail or prison meeting. THEY MAY NOT BE                

ABLE TO LEAVE. 
14. Don't take a person who is on parole or probation unless they have received permission from                

both their parole/probation officer and the facility. 
15. Do not give out your phone number, but you may inform the resident what meetings you                

attend and if that person would like to meet you at a meeting, then at that time you can give                    
him/her your number. 

 
Remember at all times that you have a responsibility to the facility, to the residents and to                 
Narcotics Anonymous. If you observe the suggestions above and follow the 12 Traditions,             
you will be upholding 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 S&I Subcommittee. The World Service Conference H&I             
Handbook is also available. 
 
Thank you for your service. 
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