South Dade Area
H&I Subcommittee

Procedural Guidelines



PURPOSE

The South Dade Area Hospitals and Institutions Subcommittee is a committee made up of
Narcotics Anonymous members who initiates, coordinate and conduct all local NA
hospitals and institutions presentations within the South Dade Area of Narcotics
Anonymous.

The purpose of the South Dade Area Hospitals and Institutions Subcommittee is to
conduct hospitals and institutions presentations that carry the NA message of recovery to
any addict in jails, hospitals and institutions whose attendance at regular NA meetings is
restricted. Any presentation initiated by the South Dade Area Hospitals and Institutions
Subcommittee shall be in cooperation with the Public Information Subcommittee.

FUNCTION

1. | Shall serve as a communication link between the South Dade Area Hospitals and
Institutions Subcommittee and the South Dade Area Service Committee.

2. | Shall serve as a communication link between the South Dade Area Hospitals and
Institutions Subcommittees at the Regional and World level.

3. | Shall initiate, coordinate, and conduct all local Narcotics Anonymous H&l presentations
and activities within the South Dade Area.

4. In cooperation with the Public Information Subcommittee, shall make all initial contact with
facilities.

5. | Shall select members to conduct the H&l presentations.

6. | Shall conduct an Orientation for all new members.

7. | Shall serve as a distribution point for all literature for the H&I presentations and reports
these transactions to the South Dade Area Service Committee.

8. | Prepares policies and guidelines for the Hospitals and Institutions Subcommittee and shall
submit them to the South Dade Area Service Committee for approval.

AGENDA

1. | Serenity Prayer

2. | Twelve Traditions

3. | Roll Call

4. | Quorum

5. | Secretary’s Report

6. | Literature Coordinator's Report

7. | Chairperson’s Report

8. | Ad-Hoc Reports

9. | Panel Chair's Reports

10. | Old Business

11. | Elect Officers

12. | New Business -

13. | Serenity Prayer




ELECTED OFFICERS

The following is only a summary of the responsibilities of an elected officer. Officers of the
Subcommittee will often be called upon to do more than indicate in these guidelines. The
success or failure of a Subcommittee depends upon the dedication and leadership of its
officers.

VICE-CHAIRPERSON:

i

QUALIFICATIONS
Has been active for at least six (6) months in the South Dade ASC service structure
of Narcotics Anonymous;

2. Has one (1) year of abstinence from all drugs;

3. Has at least six (6) months involvement in H&l Subcommittee;

4. Has the time and resources necessary to complete these duties;

5. Has a working knowledge of the Twelve Steps and Twelve Traditions;

6. Has some working knowledge of South Dade ASC Procedural Guidelines;

7. Has the willingness and desire to serve in this capacity;
RESPONSIBILITIES

1. Shall act as Chairperson in Chair's absence at Subcommittee, ASC, and

Administrative Subcommittee meetings.

2. Shall coordinate function with ali Panel Chair's.

3. Shall attend all South Dade ASC meetings.

4.  Shall attend all Annual H&I Gratitude Dinner meetings.

SECRETARY:
QUALIFICATIONS

1. Has been active for at least six (6) months in the South Dade ASC service structure

of Narcotics Anonymous;

2. Has one (1) year of abstinence from all drugs;

3. Has a secretarial and organizational ability.

4. Has at least six (6) months involvement in H&l Subcommittee;

5. Has the time and resources necessary to complete these duties;

6. Has a working knowledge of the Twelve Steps and Twelve Traditions;

7. Has some working knowledge of South Dade ASC Procedural Guidelines;

8. Has the willingness and desire to serve in this capacity;
RESPONSIBILITIES

1. Shall attend and takes accurate minutes of the Subcommittee meetings.

2. Shall type and mail monthly Subcommittee minutes to all Subcommittee.

3. Shall maintain an ongoing file of all minutes and correspondences.

4. Shall notify Subcommittee members of all meeting places, times and dates

LITERATURE COORDINATOR:

QUALIFICATIONS



Has one (1) year of abstinence from all drugs;

Has at least six (6) months involvement in H&l Subcommittee;
Has a working knowledge of the Twelve Steps and Twelve Traditions:
Has the willingness and desire to serve in this capacity;
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RESPONSIBILITIES

1. Shall distribute Narcotics Anonymous Conference approved literature to all Panel
Chairs.

2. Shall stamp all literature with the Dade County Helpline numbers.
3. To ensure accountability, a complete record of all transactions must be kept.

PANEL CHAIR:

QUALIFICATIONS
Has one (1) year of abstinence from all drugs;
Has at least six (8) months involvement in H&l Subcommittee:

Has a working knowledge of the Twelve Steps and Twelve Traditions:
Has the willingness and desire to serve in this capacity;
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RESPONSIBILITIES
Shall attend Orientation upon election.
2. Shall serve as a liaison between the facility and the Subcommittee and shall be in
contact with the facility at all times.
3. Shall serve as a liaison between the Panel Co-Chairs and the Subcommittee and
shall be in contact with the Panel Co-Chairs at all times.
Shall contact H&I Chairperson when unable to conduct presentation.
Shall adhere H&l Subcommittee policies and guidelines.
Shall adhere to facilities rules and regulations.
Shall inform speaker of H&l Subcommittee policies and guidelines.
Shall inform speaker of facilities rules and regulations.
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PANEL CO-CHAIR:

QUALIFICATIONS

1. Has six (6) month’s of abstinence from all drugs;

2. Has a working knowledge of the first three steps;

3. Has the willingness and desire to serve in this capacity;

RESPONSIBILITIES

1. Shall attend Orientation upon election.

2. Shall serve as a liaison between the Panel Chair and the facility and shall be in
contact with the Panel Chair after each presentation.

3. Shall contact Panel Chair when unable to conduct presentation.

4. Shall adhere H&l Subcommittee policies and guidelines.

5. Shall adhere to facilities rules and regulations.

6.  Shall inform speaker of H&l Subcommittee policies and guidelines.

7. Shall inform speaker of facilities rules and regulations.



PANEL SPEAKER:

QUALIFICATIONS
1. Has one (1) year of abstinence from all drugs;

2. Has a working knowledge of the Twelve Steps and Twelve Traditions:
3. Has the willingness and desire to serve in this capacity;

RESPONSIBILITIES
Shall adhere H&l Subcommittee policies and guidelines.
Shall adhere to facilities rules and regulations.
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All candidates for Officers shall meet the Qualifications stipulated in these guidelines.

All Officers of the Subcommittee shall be elected in August of each year for a period of
one year. Officers may succeed themselves by re-election only one (1) time.

All Officers must attend all Subcommittee meetings. Two consecutive absences are
grounds for automatic removal from position.

An Officer may resign at any time, and a successor shall be named and approved by the
Subcommittee.

NOMINATIONS

Nominations shall be solicited at the Subcommittee meeting in July. A list of all positions
will be distributed, as well as the qualifications and responsibilities of each position.

At the time of nominations, each nominee shall state in person their qualifications for

serving the fellowship (state clean time, past service experience, why you can and want to
serve H&l)

Elected Officers who have not served two consecutive terms will automatically appear on
the list, unless they decline to run for that position.

ELECTIONS

Election of Officers shall be held once each year in August with the newly elected Officers
taking over at the time of election.

The Subcommittee elects all Officers, expect the Chairperson, wha is elected by the ASC.

REMOVALS

A removal from the Subcommittee is necessary when any of the following situations arise:

Two conservative absences of Subcommittee meeting

Loss of abstinence

Non-compliance with H&l Subcommittee policies and guidelines.
Non-compliance with facilities rules and regulations.
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