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TO: Conference Participants

FROM: World Board
DATE: 5 February 2010
RE: Basic H&I Guide and PR Basics Drafts

Enclosed you will find the revised Basic H&l Guide and the new PR Basics. The Basic H&l
Guide has been published since the inception of the H&I Handbook. This is simply an updated
version that reflects current service practices. PR Basics contains material from the Public
Relations Handbook which has been simplified. It was designed for members who are
considering PR/PI service and desire to gain a basic understanding of PR principles. We
recognize that the broad range of topics covered in the PR Handbook may be daunting to those
newer to service. In response, we offer this condensed resource.

We are sending these service materials to conference participants and asking you to forward
them to the respective committees in your regions. We do not have accurate contact information
for committee chairpersons; we call upon our partners to help us distribute these service
resources. We are planning to publish these pieces in their final form after the conference as
World Board Approved. As always, we are open to any input from trusted servants; they are
encouraged to write to worldboard@na.org.
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Basic Hospitals & Institutions Guide

Why H&I Meetings Are Needed

H&I meetings can carry the NA message of recovery to addicts who do not have full access
to regular Narcotics Anonymous meetings. H&I is an important service in our public relations
efforts in NA. One of our PR goals is to inform the public and the potential member about our
program. When addicts seeking recovery know who we are and where to find our meetings,
this means our efforts have been successful. H&l meetings and presentations, except for those
in long-term facilities, are intended to introduce those attending to some of the basics of the
NA program.

H&I and Public Information Cooperation

In NA communities that have both a Pl and an H&l committee, it may be helpful for them
to work together when planning activities. These activities can include presentations to drug
courts or treatment centers. Generally, Pl or PR activities are geared to people outside our
fellowship, often people who come in contact with addicts and can help addicts to find NA.

Although H&I usually has the responsibility to provide panel meetings, trusted servants
from both committees may be involved with presentations in facilities that house potential
members. Working together is an example of communication and sharing resources in action.
In emerging and developing NA communities, a group or one service committee may provide
services.

Meeting/Presentation Format

The format of any particular H&l meeting or presentation may vary depending on the type
of facility. In short-term facilities the format will be more focused on the message that panel
members are carrying in to the potential members, while at a long-term facility we may want
to encourage more participation.

Whatever format is chosen, we usually get the audience involved with a question-and-
answer session at some point during the meeting/presentation.

Who Is Best Suited to Carrying the NA Message in an H&I Meeting?

In our experience, it is best for members to have three months clean before attending an
H&l committee meeting as an observer, and six months clean before speaking at an H&l
meeting. It is not necessary for us to have been in a similar facility ourselves; any member
who is willing to be oriented and trained and to share a clear and consistent Narcotics
Anonymous message is well suited for H&l work. Preparation and orientation practices will
vary, and are often developed by the local committee.

H&I Meetings/Presentations Where No ASC or H&l Subcommittee Exists

As Narcotics Anonymous grows in a community, meetings and groups in the area may want
to carry the message of recovery. In isolated or developing NA communities, often due to a
meeting’s geographical location, or due to the limited development of an NA service system,
formation of and participation in an ASC with an H&I subcommittee is not yet possible or
practical.

Once an H&l meeting/presentation is started, the news can spread very quickly. Facilities
hear about our H&I efforts and seek out local members, often requesting an H&l meeting or
information about NA meetings. Usually, these original members in an area are very
committed and try to say “yes” to all requests, so new H&l meetings are started. At this
point, it may be helpful to inventory both the human and financial resources available in
order to prioritize meetings and/or facilities that can be served effectively. H&l needs
committed members, but literature and transportation costs should also be considered.
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It is common for H&l commitments to be taken on by a few dedicated members. We have

discovered that often the demands of supporting one or more H&I meetings, week in and week
out, can lead to burnout. Effective delegation and planning can help assure that the
commitments are maintained and the responsibilities are shared. It is possible to do H&l work
with a just a few members, but in such circumstances be sure to use common sense. Here are
some tips:

4

Never take on an H&l commitment alone. In the absence of an area H&I subcommittee,
any H&I work has to be the effort of one or more groups. Remember, | can't—we can.

Make sure the group is ready for the responsibility. Don't be afraid to say, "We’re sorry,
but we're just not able to support a meeting in your facility at this time." You may also
consider negotiating. For example, you could offer to bring in one meeting a month

Get other groups involved whenever possible, perhaps alternating weeks or months. Reach
out. Sometimes members from neighboring areas or the region are able to come and help

Use these guidelines. You will find much material in here that will be helpful in your efforts.

If you find that you have overcommitted yourselves and cannot consistently hold the
meeting, go to the facility and let them know that you need to discontinue the meeting or
decrease the schedule of meetings. NA will retain its credibility and respectability when
you meet face-to-face to inform a facility’s staff that you are unable to keep a

®
instead of two. Don't take on additional commitments until you are ready.
®
on an occasional basis.
©
©
commitment.
©

Always be aware that H&I work is best done by area H&I subcommittees using the panel system.
As soon as it is possible to form an ASC (area service committee) or to join one, do so.

“Dos & Don’ts”’

Make directories of outside meetings and NA

members so they can find NA upon release.

“DOS” “Don’tS”

. . . n n H&l meetin

helpline numbers available to potential Conduct a & eeting
or presentation alone.

Give any inmate or client within the facility

rt and end on time!
Start antlQgEEHRUITE your address or telephone number.

Clearly state that Narcotics Anonymous
is separate from the facility
and from other fellowships.

Break another person's anonymity.

Obey the dress code
and exercise common sense.

Conduct orientation and/or training sessions
for all members involved in H&I service.

Meet with facility staff on a regular basis to
check on how NA is doing in the facility and
to hear how we could improve.

Ensure that a clear NA message of recovery
is carried by all panel members.
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Get involved in discussions on outside issues;
don’t forget why we are there.

Discuss facility staff members with inmates.

Show favoritism to any resident(s).

Bring an NA member who has friends
and/or family in the facility.




“DOS,’

Clarify the rules to whomever you bring
into the facility, or have them attend
an orientation if the facility offers one.

Emphasize that NA recovery is available
to all addicts regardless of drug(s) used.

Involve potential members in the meeting,
especially in long-term facilities
(NA meeting readings, etc)

Screen all panel members,
speakers, and chairpersons.

Attempt to get all agreements with
the facility in writing.

Adhere to the security regulations
at all times.

Additional Resources

“Don’ts1’

Accept money or gifts from, or give money
or gifts to, any inmate.

Emphasize using days while sharing an NA
message of recovery.

Use excessive profanity.

Debate any issues involving facility rules,
regulations, programs, or other fellowships.

Discuss conditions within the facility.
Wear flashy jewelry,

and don’t carry excessive cash.

Take messages or carry letters in
or out of the facility.

Ask what type of crime an inmate has been
convicted of, or discuss guilt or innocence.

For more detailed information, refer to the Hospitals & Institutions Handbook and the
Public Relations Handbook, Chapter Six and the resources. More information may also be
obtained from neighboring H&l committees. NA World Services may be able to help find
contacts close to you with H&I experience. Sharing our experience, strength, and hope in this
area of service can greatly enhance the ties that bind us together.

We recognize that legal restrictions in many countries prohibit the congregation of addicts.
If you live in an area where these restrictions exist, please contact NA World Services for
additional information before moving forward with H&I efforts.

NA World Services

PO Box 9999

Van Nuys, CA 91409, USA
Tel. (818) 773-9999
Website: www.na.org
Email: info@na.org

NA World Services - Europe
48, rue de I’Eté

B-1050 Brussels, Belgium
Tel. 32/2/646-6012

Fax (818) 700-0700

Fax 32/2/649-9239
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SPIRITUAL PRINCIPLES
OF PR IN ACTION!

The principles we learn through working the steps and applying the concepts and traditions to our
personal lives and service efforts are carried into our relationships with people and organizations outside
NA.

Show Mutual Respect

We share information with outside groups and community organizations about NA’s program of recovery
and our traditions in an effort to create a more successful interaction. This means that we should also
take the time to learn about the goals, language, and values of the organizations we are working with.

Be Trustworthy

We operate under the guidelines set forth in our traditions and concepts, with the constant goal of
carrying the message to the addict who still suffers. With this in mind, we are able to act with integrity
and honesty that allow our partners in the community to rely on our clear, consistent message and
reliable actions.

Be Flexible

We may need the organizations we are working with to respond to our needs with flexibility, and we can
work to do the same. We take care to listen to their requests and, while keeping in mind our underlying
principles, consider whether or not we can accommodate them. In some cases, we may want to reach out
to the larger NA service body to help us fulfill requests.

Be Consistent

In providing services to the larger community, we strive to provide accurate information and facilitate an
ongoing dialogue. When other organizations know they can count on us, we are in a better position to
carry the NA message over an extended period of time to addicts seeking recovery.

Public Relations Helps Addicts Find NA

“Public relations” is just another way of saying “taking care of our relationships.” This can apply to our
relationships with the general public, with law enforcement and addiction professionals, and with each
other. We fulfill our primary purpose when we effectively carry the message of recovery to the addict who
still suffers. In order to do this, NA has to be known and respected in the community. When
professionals who treat addicts know about NA and have a positive opinion, they are more likely to refer
potential members to our program. We strive to treat the people outside of the rooms with the same
respect, care, and concern we would extend to a fellow member.

In our program, we learn how to apply the principles found in the steps to our daily lives. We can make
an effort to translate the honesty, open-mindedness, and willingness we have learned into courtesy and
respect for everyone. When we accomplish this, we carry a powerful and positive message of what NA
can offer the still-suffering addict.

Our Traditions and Service

You probably hear in meetings that “our traditions are not negotiable.” While they are not negotiable, our
traditions are certainly open to interpretation. If you’'ve been involved in any NA service for any period of
time, you may have witnessed a heated discussion where one member accuses another of “violating” or
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“breaking” our traditions, and the other may just as adamantly deny this. We all have personal opinions
about how to apply the traditions in service, but the best way to ensure we remain in harmony with our
guiding principles is through the process of group conscience. Here are some topics for groups and
committees to consider when discussing our Twelve Traditions as they relate to public relations service.

Chapter 2 of the Public Relations Handbook and the associated resource material contain more in-depth
discussions of the Twelve Traditions as they relate to public relations service. [t Works: How and Why is
also a great resource for discussing our traditions. We encourage your committee to explore these
matters as a group and we encourage open discussion to determine what is in harmony with our guiding
principles.

“Can We Even Do Public Relations?”

Our Eleventh Tradition states that “our public relations policy is based on attraction rather than
promotion,” so it seems pretty clear that NA is meant to have a public relations policy. Public relations is
simply the building and maintaining of relationships. With this action in our relationships, we help to
ensure that NA is seen as attractive. We want NA to be known and respected in the community so that
potential members can find us. We don’t engage in promotion in the course of our PR work.

“What Is Promotion?”

In It Works: How and Why, promotion is described as “fanfare, overblown claims, [and] celebrity
endorsements.” In PR service, all we are charged with doing is informing the public that we are a credible
program of recovery. We must be visible in order to be attractive. The still-suffering addict cannot hear
our message if they don’t know where to find us.

“Are We Violating Our Anonymity with Public Relations?”

Remember that our Eleventh Tradition talks about anonymity in mass media — press, radio, and films (and,
by extension, the Internet). Our Twelfth Tradition discusses anonymity as it pertains to placing “principles
before personalities” — within NA, we are all equals. Almost every type of service requires us to interact
with members of the public.

“Doesn’t Self-Support Mean We Can’t Accept Any Help from Anyone Outside NA?”

Our Seventh Tradition ensures NA’s independence. We don’t solicit money from the public; this keeps
our service efforts and our message free from outside influences. We gratefully accept charitable rates for
meeting spaces or public service announcements that would be available to any not-for-profit
organization. If NA is not being singled out for special treatment, our self-support is not compromised.

“You Can’t Affiliate with Other Organizations!”

True! However, cooperation and affiliation are vastly different. Affiliation means being joined or connected.
Public relations service involves cooperating with other organizations by building and maintaining
relationships. We can work together with other organizations in ways that are helpful for both of us. We
are careful to follow NA’s guiding principles and realize that other organizations may not be bound by the
same principles we are.

Getting Started

Before we start coming up with projects we want to do or start filling requests from professionals, let’s
consider what we are doing, how we want to proceed, and why we are choosing to perform this NA
service. Our service actions have an effect on our worldwide fellowship. Our aim is to further the vision
that every addict in the world has an opportunity to experience recovery in their own language and
culture.



To help us achieve our service, we have a two-part Public Relations Statement — one part is focused
toward the NA member and the other is aimed toward professionals and the public. We move forward
toward public relations goals that help us to make NA a visible and attractive choice for addicts.

% We clarify what services NA can and cannot provide to the community.

% We make NA members more aware of their role in NA'’s public image.

% We aim for the public to recognize NA as a positive and reliable organization.
X

We develop valuable relationships with professionals and the general public.

What Do We Do in a Public Relations/Public Information Committee?
Many of us had our first exposure to NA through the efforts of a public information committee. We
probably didn’t realize when we picked up an NA pamphlet and meeting schedule in the emergency room,
found an ad in the phone book, or copied the NA phoneline number off a poster on our college campus
that these were all the result of the efforts of a public information committee. The PI/PR committee
provides a chance for us to give back to our communities. We make a positive difference in the lives of
others by carrying our message to the public.

What Is Public Information?
Being part of a committee that ends with suffering addicts finding our fellowship is a reward that cannot
be expressed, only experienced. Public information service in Narcotics Anonymous has naturally evolved.
Many communities have renamed their committees “public relations,” which fosters the building and
maintaining of relationships with the public.

In the recent past, our program was relatively unknown. Initially, the focus of our public information
efforts was on informing the public of the existence and purpose of our program. As we have grown as a
fellowship and developed services, we have recognized the increasing need for public awareness in order
to reach the still-suffering addict.

What Is the Individual NA Member’s Responsibility?
Public information service happens in a variety of ways. Pl and PR committees can evaluate the needs of
the community and decide how best to get our message out. Often Pl service includes responding to
requests for information or presentations about Narcotics Anonymous. When a request is made, a Pl or
PR committee should evaluate the resources necessary to fulfill the request and decide how to proceed.

A form of public information so simple that it is often overlooked occurs when we accept responsibility

for our behavior in public. When we identify ourselves as NA members, each one of us may be seen as a
representative of NA to those not familiar with our program. The way we interact with personnel of the
facilities we use for our meetings and functions affects how the public views NA as a whole.

How Does the Work Get Done?
When a member receives a request for information from an individual, agency, or the media, they can
pass that request along to the Pl or PR committee. Some of the ways we provide information to the public
include:
I. Responding to requests for presentations from treatment facilities, civic organizations, schools,
healthcare organizations, or the media.
2. Distributing posters, billboards, fliers, and other public service announcements to inform the
public of how to reach us.
3. Holding community learning days to inform professionals and the public, and workshops to
educate and train our members.



4. Providing website information, meeting directories, informational letters, and pamphlets to people
who may come in contact with addicts.

5. Cooperating with the H&I and phoneline committees in overlapping projects. Where a separate
phoneline committee does not exist, a Pl committee may be responsible for operating a phoneline.

What Is the Importance of Anonymity?

We do our best to avoid appearing in the media as members of Narcotics Anonymous and giving our last
names in a public setting. We also remind ourselves that when we are meeting with outside entities to do
PR service, we do not go alone. It is vital to consider the Eleventh Tradition and maintain our personal
anonymity when we are carrying the NA message in the media. There may be some circumstances where
we choose to use trained nonaddicts whose anonymity is not an issue while performing PR service in the
media. We also maintain accountability to our local service body or subcommittee. It is important to
remember that it is not the responsibility of the public to be familiar with our traditions, and we want to
make sure they understand that no one person or group represents NA as a whole. In order to assure
this, we take responsibility by going in pairs or groups to talk to the media.

How Do Members Get Involved?

There is a role for every interested member in their local PR or Pl committee. Your input, suggestions,
feedback, and participation are needed and valued. We openly invite you to come to a Pl committee meeting.

Planning Basics

When we effectively carry our message to the addict who still suffers, more addicts have the opportunity
to experience our program of recovery. Planning paves the way for that to be a reality and is an important
part of providing effective services for NA. It is vital that everybody understands the desired result, or
goal, and their part in reaching that goal. Based on the needs and resources of your area, you can decide
which of these processes will work best for you. In addition to the ideas we offer here, Chapter 3 of the
Public Relations Handbook has information on this topic.

Inventory Current Services

An area inventory can help identify what is working and what needs improvement. Through this process, you
can take what is working really well in some committees and perhaps apply that to the services that are weaker.

Inventory Where NA May Be Needed in the Community

The area can gather information to see who needs to hear about NA recovery. This may mean looking where
the calls are coming from on the helpline. The idea is to identify if there are potential members or people who
come into contact with addicts in the community and who need to be reached with our message.

Prioritize
Prioritization means that we decide which service projects seem most needed in the NA community. You
may want to consider setting priorities in a group assembly that invites all members to participate. This

will help all members work together to figure out service needs, rather than focusing on the desires of
individual committees.

Inventory Resources

It is important to know how much money your area can devote to service needs; this will help you decide
what can be accomplished. You need to know what your area has to offer financially, but you must also
consider human resources. Members with different lengths of cleantime and service experience are often
well-suited for various service efforts.



Move into Action

With our shortcomings exposed through the inventory process, we now have an opportunity to be more
effective in our service efforts. We change and improve areas we have identified as lacking. These actions
can repair our service structure, allowing us to reach more addicts with our message of hope.

Public Relations around Town

Treatment Facilities and Outpatient Clinics

The 2007 NAWS Membership Survey suggests that over 40 percent of our members found NA meetings
through the encouragement of addiction treatment providers. Creating and maintaining relationships with
treatment facilities can be one way to ensure that our message reaches addicts. Treatment professionals
may already be familiar with the NA program, but we want to increase their level of awareness by
providing them with information, literature, and meeting schedules. It is important to communicate that
NA is a community resource with no membership requirements, fees, or dues. We can remember that it
is our responsibility as NA members to maintain our traditions; we can’t expect outside organizations to
adhere to our program’s guiding principles. When local trusted servants have a clearly defined plan and
goals for interacting with treatment professionals, this can help assure that we have a productive,
ongoing, and cooperative relationship with them.

Criminal Justice
The role of NA public relations in the larger community is to build and maintain relationships with
professionals who work with addicts. In the field of criminal justice this includes drug courts, law
enforcement agencies, and parole and probation officers. We carefully approach these professionals with
trained service members who exhibit a positive attitude, appropriate language, and a willingness to
cooperate with their guidelines. We provide current meeting schedules and literature so that they can
learn about our program and pass the information along to those they think might benefit from NA. Once
we have established our relationship with a facility, we make frequent follow-up visits. It is important that
we maintain contacts and make ourselves available for any questions that may arise. Our H&I committees
organize panels that bring meetings into jails and institutions in an effort to carry our message of
recovery. Often, these potential members may not be able to get to outside meetings. In order for the
facilities to consider these inside meetings a viable option, it is important that NA be known and
respected by criminal justice professionals.

Healthcare

Many of our members have found NA because of a recommendation made by a medical professional.
Public health clinics, emergency rooms, and physician’s offices are places where there is an opportunity
for us to educate healthcare professionals about our program. Healthcare professionals are trained to
understand medical models of patient care. With this in mind, trusted servants need to be prepared to
describe NA’s approach as an abstinence-based program of recovery. Members can educate professionals
about our program’s philosophy of complete abstinence by using our literature. We can explain to
professionals that NA views addiction as an illness that affects us physically, emotionally, and spiritually.
Adding that our program is based on peer support and regular meeting attendance will also aid in
explaining how our program works. Providing meeting schedules and helpline phone numbers can also
help assure that our message has a chance to reach those who need it.



Planning a PR Presentation

Where? Personnel from schools, healthcare facilities, social service offices, and treatment centers often
request information about NA. An introduction letter is an effective way to convey basic information
about our program and begin a dialogue with an outside organization. Exhibits and booths at conferences
and health fairs can also offer an opportunity to reach out to those who work with addicts. We can view
these events as an opportunity to make contacts that may lead to presentations in the future.

Why? The goal of an NA presentation is to leave the audience with a basic understanding of the
Narcotics Anonymous program of recovery. We also would like to demonstrate that NA is a valuable and
credible community resource. With careful preparation, a presentation can be an excellent public relations
opportunity and help us fulfill our primary purpose.

Who? There are several factors to consider when we are planning a presentation. First, we will want to
ask ourselves, Who is our audience? It may help us to do some research and tailor our presentation to fit
the interests of the attendees. Second, we will want to consider who will be doing the presentation. This
important selection will depend on the service members available and their level of experience. There could
be times when we may consider having a trained nonaddict presenter. This can help us protect our
anonymity at local events, and also be helpful in reaching the audience at a professional event.

What? We want to carefully consider the best way to reach our identified audience. Posters, billboards,
and public service announcements can be highly effective. It is important to present basic information
about what NA is and is not. When presenting from a booth or a panel, a short description of the history
and development of NA may be helpful. It is also important to explain the role of the steps and traditions
in our program of recovery.

When? We should be careful to schedule a presentation during a time of the day that is most likely to be
convenient for the participants.

How? Planning is a vital part of any presentation. Time devoted to rehearsal and preparation can help the
presenters become familiar with the format and materials and fill the allotted time slot. We want to be
careful to create presentations that use familiar language that our audience will understand. If there are
handouts or questionnaires, we should use consistent language in those as well. The presenters need
time to prepare and to familiarize themselves with the materials prior to the presentation.

For more information on training and preparing for presentations, please refer to the Public Relations
Handbook, Chapter 4. The additional resources for this chapter include a sample introduction letter and
presentation format.

Getting Our Message Out!

We are surrounded by the media! After we determine the needs and resources of our community, we can
utilize newspapers, the Internet, TV, radio, bus benches, and billboards to carry the NA message of
recovery to still-suffering addicts.

Who Is Your Audience?

The media can be a great way to inform the public about NA and reach potential members, but there are a
few things to consider when presenting facts about NA in the media. When you are planning your
project, consider your community and decide what format is most likely to reach the potential member.
For example, if you live in a city where many people use public transportation, a bus bench PR campaign
may be highly effective. Make sure you are presenting an announcement that will generate interest and
invite people to seek out NA, but also clearly and simply communicate information about our program.
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Do We Have the Resources to Develop Our Own Media Campaign?

When presenting information to the public about NA, you will definitely want to consider the human and
financial resources of the NA community. Some forms of media are more expensive than others, and you
will want to find what works best for your NA service community. Public service announcements and
public access television are ways to communicate with the public, usually at no cost. Putting together a
media campaign can offer a great opportunity to combine forces with a neighboring area and share the
costs and the benefits. You may also find that an area or region near you has developed local resources
that they are willing to share with you to further your PR efforts.

Consider the Desired Outcome...
NA public relations efforts in the media can present a few challenges. We will want to make the local
groups and helpline committees aware of our media efforts. We hope for an increase in calls and
attendance as a result of any media campaign, and we want to be prepared. When we take care to
perform our PR with planning and humility, we can make NA attractive to the public and further our
primary purpose.

We remind ourselves that when we are meeting with outside organizations, we do not go alone. We also
maintain accountability to our local service body or subcommittee. It is important to remember that it is
not the responsibility of the public to be familiar with our traditions, and we want to make sure they
understand that no one person or group represents NA as a whole. When we plan carefully, consider the
needs of our community, and take care to apply the principles of recovery to our efforts, we are able to
utilize the media to reach the still-suffering addict.

For more information about how to effectively get our message out in the media, please refer to the Public
Relations Handbook, Chapter 5. The additional resources for this chapter include preparation tips and
examples.

NA World Services
PO Box 9999
Van Nuys, CA 91409, USA

Tel. (818) 773-9999  Fax (818) 700-0700

Website: www.na.org
Email: info@na.org

NA World Services — Europe
48, rue de I'Eté
B- 1050 Brussels, Belgium

Tel. 32/2/646-6012 Fax 32/2/649-9239



