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Regional Service H&I Subcommittee Guidelines

Basic Purpose

RSC H&I Subcommittee serves the needs of all the areas within the Region of Virginians by conducting activities that promote the growth and strength of all H&I efforts and needs within the Region and the fellowship.

Functions of the Subcommittee

· Is a resource for members, groups, and areas in their H&I efforts by providing supplies, literature, information, and other materials necessary to better carry the message. Provides bi-monthly subcommittee meeting rotated throughout the four quadrants for area H&I subcommittees to share their experience, strength, and hope
· Maintains an updated listing of all appropriate facilities within the region and records which ones are served by which area subcommittees and the type of services that are being performed
· Conducts and/or coordinates panel presentations that carry the message into facilities that cannot be served by an area subcommittee
· Conducts workshops upon request throughout the region
· Maintains communication with the WSC H&I Committee so that member areas may informed of it activities. Communication flows, both ways between the area and world level through the regional subcommittee
· Conducts and/or coordinates panel presentations to institutions to utilize NA as a resource in their facility
· Performs any other H&I activities that support the purpose of ROV

· Provide step work guidance to institutionalized addicts by qualified members of Narcotics Anonymous. 
Subcommittee Membership

Agenda

1. Opening prayer
2. Read Traditions

3. Read Concepts
4. Open Forum

5. Minutes Approval

6. Reports

7. Old Business

8. New Business

9. Announcements

10. Closing Prayer

Qualifications and Responsibilities of Officers

1) Chairperson

A) Qualifications from Region

1) 3 years clean time
2) 2 years regional and/or area experience
3) Willingness and desire to serve
4) 2 year commitment (standing Subcommittees only) 

5) A solid foundation of the 12 steps, 12 Traditions, and 12 Concepts and willingness to answer questions asked by the body concerning this
6) Knowledgeable of Regional Guidelines and Rules of Order
B) Duties from Region

1) Compiles a report for every RSC consisting of:

2) Activities since last conference 

3) Recommendations
4) Reports on motion committed to subcommittee.

5) Itemized expenses
6) Plans including itemized projected expenses of upcoming events.

7) Compiles a report of previous years activities for the February RSC. (standing

8) subcommittees Only)

9) Submits budget for upcoming year. (standing subcommittees only)

10) Attends all RSC's

11) Is accountable for clarifying subcommittee issues at the RSC as needed
C) Duties from Subcommittee

1) Chairperson will be responsible for mailbox
2) To include finding location that's convenient to subcommittee
3) Notify WSO of mailbox address
4) Notify WSO of any future address changes
2) Vice Chairperson 

1) Is elected by the H&I subcommittee for a 2 year term
2) 3 years clean time
3) Must have at least one year experience in area and/or regional H&I work and a working knowledge of the Twelve Steps and Twelve Traditions through applications
4) Must attend all meetings of the subcommittee as well as the RSC

5) Works with the chairperson to ensure the smooth operation of the H&I subcommittee

6) Performs the duties of the chairperson in his absence
3) Secretary

1) Is elected by the H&I subcommittee for a 2 year term
2) 1 year clean time
3) Must have at least six months experience in area and/or regional H&I work and a working knowledge of the Twelve Steps and Twelve Traditions through application
4) Must keep an accurate set of minutes of all H&I subcommittee meetings and learning sessions (topics discussed). They should be ready for the approval of the chairperson within fourteen days for distribution to all subcommittee members at the next subcommittee meeting
5) Works with chairperson to ensure the smooth operation of the H&I subcommittee
Additional Guidelines
INMATE STEP WRITING

CENTRAL ATLANTIC REGION 
OF 
NARCOTICS ANONYMOUS

P. O. Box 1959 Chesterfield, VA 23832
POLICY AND GUIDELINES

I. Dedication and purpose

a. The primary purpose of this committee is to provide written Narcotics Anonymous step guidance and correspondence to incarcerated addicts desiring recovery.

II. Guidelines for function 

a. All letters are sent via the CARNA ISW PO Box or by method approved by ISW Committee, such as mail forwarding services or email with no personal last names, addresses, or phone numbers of step guides, committee members, or any one else given to step writers. Step guides use pen names. Correspondence Only agree​ments with these signa​tures are filed with the ISW commit​tee and the inmate step writer's facility.

b. Step guides from the ISW Committee have an indiv​idual addict assigned in the order that the step guides have qualified and as addicts of the same sex become available.  The Coordi​nating Secretary notifies the new step guide if they are not present at the meeting when their "turn" comes up. The step guides agree to have no prior knowledge of their assigned inmate step writer, and to respect the confidentiality of their assigned addict. 
c.  After the initial letter is read (anonymously) to the committee, all correspondence between step guide and step writer is confidential within the ISW committee. (Facilities may choose to read correspondence)

d.  All incoming and outgoing letters are logged by date with name, facility, and DOC identification number of the inmate step writer, and name, pen name, and phone number of the step guide by the Coordinat​ing Secre​tary.
e. No arrangements for rides, visits, loans, phone calls, materials for corresponding, photos, books*, drawings, tapes, contacting family members or friends will be made between step guide and step writer.   *The step writer may request The Introductory Guide to Narcotics Anonymous in their first letter back to their new step guide. The Coordinating Secretary, upon step guide notification of the need, will then send the NA Step Guide book.
f. The 12 Traditions of Narcotics Anonymous will be strictly upheld.
g. All rules and regulations of the institution will be strictly upheld.
h. Only women write to women, and only men write to men.
i. At H&I commitments, the availability of ISW can be an​nounced, including information that the committee meets month​ly, and that informa​tional cards will be available upon request of the addicts behind the walls.
j. Informational cards will also be available for the prison addic​tions and volunteer services staff so that inmates who are unable to attend the H&I presentations can have equal access to ISW.

k. Any addict behind the walls or anyone who thinks they may have a problem may write the ISW Committee as a whole with any questions or concerns at any time.
l. Presentations to the fellowship and to facilities will include the ISW statement of dedication and purpose, as well as these guidelines for function.                        
III. Voting and Operation Policy

a. ISW committee will act synonymously with the CARNA H&I Subcommittee. 

b. All motions, budgets, and general orders of business will be held within the CARNA H&I Sub-committee

c. The ISW Chair shall report to the CARNA H&I Subcommittee, all business in writing at the bi-monthly CARNA H&I Subcommittee meeting.

d. Chair must publicize time and attendance options for all meetings.

e. Use most efficient correspondence process possible, i.e. email, website, or letters. Determined by facility and committee abilities. The financial impact created by the chosen correspondence process shall be submitted to CARNA H&I Subcommittee for approval.

IV. How to Become A ISW Step Guide

a. Addicts will qualify and become an oriented ISW volunteer at the Sub committee.

b. They will discuss and be able to answer affirma​tively all of the following questions, to be filled out on volunteer agreement form. This form will be archived by the Coordinating Secretary.

i. Is your recovery based in Narcotics Anonymous?

ii. Have you done a 4th and 5th step?

iii. Do you work the steps in writing with an NA sponsor?

iv. Do you have at least 2 years clean time?

v. Do you attend NA meetings regularly?

vi. Do you have a working knowledge of the 12 steps and 12 traditions of NA?

vii. Do you have experience as an NA sponsor?

viii. Do you have the means to support regular correspondence with inmates?

ix. Do you have the willingness and availability to reply to any letter you receive within 2 weeks, and to notify the coordin​ating secretary each time?

x. Are you willing to sign and follow the NA ISW Corre​spondence Only agreement?

xi. Are you willing to attend at least one ISW Committee meeting or one ISW workshop per year?
c. Step guides will be assigned an inmate step writer in the order that they have qualified, and as addicts of the same sex become avail​able.  The Coordinating Secretary will notify the new step guide of their new inmate step writer.
V. Clean time Guidelines

a. ISW step guide- 2 years
b. Chair- 4 years

c. Vice Chair- 2 years
d. Coordinating Secretary- 2 years
e. Assistant Coordinating Secretary- 18 months
f. Recording Secretary – 1 year
VI. Responsibilities of Trusted Servants


a. Chair
i. Minimum clean time requirement is 4 years
ii. Keeps order in the meeting
iii. Keeps discussion on the topic

iv. Prepares an agenda for each meeting
v. Ensures that the Traditions are upheld in all matters
vi. Maintains a link of communication between the ISW and CAR-NA H&I Subcommittee, including giving a bi-monthly report at that subcommittee meeting
vii. Attends each meeting of CAR-NA H&I Subcommittee.
viii. Keeps accurate record of funds received and spent
ix. Makes sure committee has a monthly meeting place

x. Maintains an ongoing file of all ISW minutes
b. Vice Chair
i. Minimum clean time is 3 years

ii. Helps chairperson keep proceedings orderly

iii. Acts as chairperson in the case of chairperson's absence.  Fills in for any other trusted servant position as necessary.

iv. If the office of chairperson becomes vacant, serves as chair until confirmed by the CAR-NA H&I Subcommittee Committee or until a new chair is elected. 

v. Attends all ISW AND H&I Subcommittee Service Committee meetings.

c. Coordinating Secretary 
i. Minimum clean time is 2 years
ii. Attends monthly ISW meeting
iii. Is responsible for the extra Post Office Box Key
iv. To assure accountability, keeps a complete log of all ISW step guide/step writer communications (as described in Guidelines for Function # 4.)  Keeps in phone contact with step guides if needed.
v. Mails Correspondence Only agreements to inmate's facility each time the step guide is assigned a new inmate step writer

d. Recording Secretary
i. Minimum clean time is 1 year
ii. Attends monthly ISW meeting
iii. Takes an accurate set of minutes at each meeting and distributes them to subcommittee chair prior to the CARNA H&I Subcommittee meetings. 
e. Postal Facilitator 

i. Minimum clean time is 3 years

ii. Attends monthly ISW meeting & reports on the details of the distribution of all letters received.


iii. Is responsible for one of the Post Office Box Keys if PO box is chosen method of correspondence.
iv. Picks up ISW mail on a weekly basis and within 48 hours forwards all mail to the appropriate trusted servant(s)

v. Notifies/reminds ISW Chair upon receipt of PO Box renewal to ensure PO box retention.
VII. Terms of Commitment

a. All trusted servant positions are for 1-year, with a 2-year limit on consecutive terms in the same position.

b. Anytime a trusted servant misses a meeting he or she will contact the chair regarding their inability to attend the meeting and also submit a monthly activity report.  If a trusted servant fails to meet these criteria two consecutive months, the commitment will be considered open.  

c. Any trusted servant may have other responsibilities depending on the needs of ISW

CARNA ISW Volunteer Agreement Form

	Name

	

	Address
	

	Phone Number
	

	Email 
	

	Gender
	


Top of Form

Is your recovery based in Narcotics Anonymous?
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Yes
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NO
Bottom of Form

Have you done a 4th and 5th step?
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Yes
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NO
Do you work the steps in writing with an NA sponsor?
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Yes
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NO
Do you have at least 2 years clean time?
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Yes
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NO
Do you attend NA meetings regularly?
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Yes
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NO
Do you have a working knowledge of the 12 steps and 12 traditions of NA?
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Yes
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NO
Do you have experience as an NA sponsor?
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Yes
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NO
Do you have the means to support regular correspondence with inmates?
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Yes
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NO
Do you have the willingness and availability to reply to any letter you receive within 2 weeks, and to notify the coordin​ating secretary each time?
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Yes
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NO
Are you willing to sign and follow the NA ISW Corre​spondence Only agreement?
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Yes
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NO
Are you willing to attend at least one ISW Committee meeting or one ISW workshop per year?
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Yes
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NO

I understand that in my role as a Step Guide in the WSR program I am to conduct myself under the guidelines as outlined by the WSR committee, the DOC, and the individual institution.

As a WSR Step Guide I agree to:

1. Limit my contact with the Step Writer to writing.

2. Refrain from using abusive or profane language.

3. Respect the confidentiality of the Step Writer.

4. Refrain from supplying the Step Writer with any materials for corresponding including envelopes, stamps, pre-stamped envelopes, writing paper and writing implements.

5. Refrain from sending the Step Writer any books, tapes, and items of any nature.

The Step Writer may request The Introductory Guide to Narcotics Anonymous. The Step Guide can then notify the WSR Coordinating Secretary of the request so that this guide can be sent by the WSR Coordinating Secretary.
6. Refrain from supplying the Step Writer with my telephone number, address, and any other information prohibited by the program.

7. Refrain from visiting the Step Writer or having contact with him/her outside the facility.

8. Refrain from contacting anyone whom the Step Writer might ask me to contact other than himself/herself.

9. Refrain from revealing any damaging personal information.

10. Attest to having no prior knowledge of the Step Writer including not having been a victim or an accomplice with him/her as the result of a crime.

Furthermore, I understand that every letter I send into the facility may be opened and checked for contraband. The content of the letter is to remain on the topic outlined by the program and discretion will be exercised in writing about any matter that could be construed as to jeopardize the safety and security of the facility, its staff, its residents, this committee or anyone else.

I understand that failure to adhere to any of the aforementioned articles will result in cessation of my participation in the WSR program and may put the whole program at risk.     

Step Guide’s Signature and Pen Name
Step Guide:






Date:





Pen Name:
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