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[bookmark: _Toc223529857]Preamble:

Alcoholics Anonymous is a fellowship of people who share their experience, strength and hope with each other that they may solve their common problem and help others to recover from alcoholism. 
The only requirement for membership is a desire to stop drinking. There are no dues or fees for A.A. membership; we are self- supporting through our own contributions. A.A. is not allied with any sect, denomination, politics, organization or institution; does not wish to engage in any controversy, neither endorses nor opposes any causes. Our primary purpose is to stay sober and help other alcoholics to achieve sobriety.

Copyright © The AA Grapevine, Inc. Reprinted with permission 


[bookmark: _Toc223529858]1. Introduction:
The purpose of these guidelines is to ensure the activities of District 15 follow the Traditions of Alcoholics Anonymous and the 12th Step mandate to carry the message to the alcoholic who still suffers.
The guidelines spell out the various roles and responsibilities of trusted servants within District 15 and are arrived at by reviewing the guidance offered by A.A.’s General Service Office[footnoteRef:1], Area documents[footnoteRef:2] and local group conscience. [1:  In particular the A.A. Service Manual 2024-2026]  [2:  In particular the guidelines of Area 82] 

[bookmark: _Toc223529859]2. Positions within the District
· DCM
· ALT-DCM
· Secretary
· Treasurer
· Corrections Chair
· Male Co-Chair
· Female Co-Chair
· Treatment Chair
· Male Co-Chair
· Female Co-Chair
· Webmaster
[bookmark: _Toc223529860]2.1 District Committee Member (DCM)*

[bookmark: _Toc223529861]2.1.1 Qualifications for DCM

· Have served as a GSR in the past.
· Have at least five years of sobriety
· Be familiar with both the Twelve Traditions and Twelve Concepts
· Have the time and energy to serve the district well 
· Be able to lead a district while respecting the conscience of the district 
· Have an email address or other easy way of maintaining contact with GSRs and other members 
· Be familiar with the GSO and area websites

[bookmark: _Toc223529862]2.1.2 Duties of a DCM
· Regularly hold district meetings
· Report to GSRs on “news, issues, proposals and future events from Area and GSO”; Conference activities
· Attend Area Assemblies during their tenure
· Reach out to groups that do not have a GSR for the purpose of connecting them to AA as a whole
· Organize workshops and sharing sessions
· Bring Tradition problems to the attention of the GSD (general service delegate)
· Acquaint GSRs with the Service manual, newsletters etc..
· Alert group GSRs to new materials from GSO
· Assist the area secretary in keeping an updated group list
· Attend committee meetings where appropriate 

[bookmark: _Toc223529863]2.1.3Term of Office:  
· The DCM serves a two-year term with the possibility of a second consecutive term (subject to re-election) for a total of no more than four years
*AA Service Manual 2024-2026 edition pp. 14-15

[bookmark: _Toc223529864]2.2 Alternate DCM**
2.2.1 Qualifications for ALT-DCM
· Have served as a GSR in the past.
· Have at least five years of sobriety
· Be familiar with both the Twelve Traditions and Twelve Concepts
· Have the time and energy to serve the district well 
· Be able to lead a district while respecting the conscience of the district 
· Have an email address or other easy way of maintaining contact with GSRs and other members 
2.2.2 Duties for ALT-DCM
· Be familiar with the GSO and area websites
· Serves as backup for the DCM if the DCM cannot attend an assembly etc..
· Can chair the district meeting and vote at assemblies for the District (if necessary)
· If funds allow, attends the Regional Forum in their second year as Alternate
· Serves as Grapevine Representative for District
** See A.A. Service Manual 2024 -2026 p.16

2.2.3 Term of Office:  
· The ALT-DCM serves a two-year term with the possibility of a second consecutive term (subject to re-election) for a total of no more than four years.
2.3 District Secretary
2.3.1 Qualifications for Secretary
· Have served as a GSR in the past.
· Have at least two years of sobriety
· Be familiar with both the Twelve Traditions and Twelve Concepts
· Have the time and energy to serve the district well  
2.3.2 Duties for Secretary
· Maintain a contact list of Groups, GSRs, and other group contacts within the District 
· Handle all correspondence on behalf of the District
· Keep the minutes of the District meetings.

2.3.3 Term of Office:  
· The Secretary serves a two-year term with the possibility of a second consecutive term (subject to re-election) for a total of no more than four years

2.4 District Treasurer
2.4.1 Qualifications for Treasurer
· Have served as a GSR in the past.
· Have at least two years of sobriety
· Be familiar with both the Twelve Traditions and Twelve Concepts
· Have the time and energy to serve the district 
2.4.2 Duties for Treasurer
· Prepare an annual budget for the District
· Maintains the accounts on behalf of the District
· Prepares a regular report of finances for the District
· Ensures that there are two signing authorities on the District account (DCM and treasurer) 
2.4.3 Term of Office:  
· The Treasurer serves a two-year term with the possibility of a second consecutive term (subject to re-election) for a total of no more than four years



2.5 Corrections Chair
2.5.1 Qualifications for Corrections Committee Chair 
· Minimum of Two years of sobriety
· Is familiar with the role of the corrections committee.
· Be familiar with both the Twelve Traditions and Twelve Concepts
· Have the time and energy to serve the district well district 
2.5.2 Duties for Corrections Committee Chair (s)
· Liaise with corrections facilities; Penitentiary (male and female committees), John Howard, Federal Remand Center (Pleasantville)
· Initiate new opportunities and responds to requests for new AA meetings
· Reports committee activities at the District 15 monthly meeting (in-person or by submitted report)
· Attends monthly Area 82 “Active Area Committees” meeting
· Co-ordinates meetings of the volunteers on a regular basis. (eg. Quarterly) 
2.5.3 Term of Office:  
· The Corrections Committee Chair serves a two-year term with the possibility of a second consecutive term for a total of no more than four years (subject to appointment by the District)
2.6 Corrections Co-Chair (s)
2.6.1 Qualifications for Corrections Committee Co-Chair (s)
· Minimum of Two years of sobriety
· Is familiar with the role of the corrections committee.
· Be familiar with both the Twelve Traditions and Twelve Concepts
· Have the time and energy to serve the district well district 
2.6.2 Duties for Corrections Committee Co-Chair (s)
· Liaise with corrections facilities; Penitentiary (male and female committees), John Howard, Federal Remand Center (Pleasantville)
· Initiate new opportunities and responds to requests for new AA meetings
· Reports committee activities at the District 15 monthly meeting (in-person or by submitted report)
· Attends monthly Area 82 “Active Area Committees” meeting
· Co-ordinates meetings of the volunteers on a regular basis. (eg. Quarterly) 

2.6.3 Term of Office:  
· The Corrections Committee Co-Chair serves a two-year term with the possibility of a second consecutive term for a total of no more than four years (subject to appointment by the District)

2.7 Treatment Chair
2.7.1 Qualifications for Treatment Committee Chair
· Have at least two years of sobriety
· Be familiar with both the Twelve Traditions and Twelve Concepts
· Have the time and energy to serve the district 
· Is familiar with the role of the Treatment committee.
2.7.2 Duties for Treatment Committee Chair
· Liaise with facilities; Recovery Center (male and female), Hospital psychiatric units
· Initiates approach to new opportunities and responds to requests for new meetings
· Reports activities at the District 15 monthly meeting (in-person or by submitted report)
· Attends monthly Area 82 “Active Area Committees” meeting
· Co-ordinates meetings of the volunteers on a regular basis (eg. Quarterly) 

2.7.3 Term of Office:  
· The Treatment Committee Chair serves a two-year term with the possibility of a second consecutive term for a total of no more than four years. (subject to appointment by the District)
2.8 Treatment Co-Chair
2.8.1 Qualifications for Treatment Committee Co-Chair
· Have at least two years of sobriety
· Be familiar with both the Twelve Traditions and Twelve Concepts
· Have the time and energy to serve the district 
· Is familiar with the role of the Treatment committee.
2.8.2 Duties for Treatment Committee Co-Chair
· Liaise with facilities; Recovery Center (male and female), Hospital psychiatric units
· Initiates approach to new opportunities and responds to requests for new meetings
· Reports activities at the District 15 monthly meeting (in-person or by submitted report)
· Attends monthly Area 82 “Active Area Committees” meeting
· Co-ordinates meetings of the volunteers on a regular basis (eg. Quarterly) 
2.8.3 Term of Office:  
· The Treatment Committee Co-Chair serves a two-year term with the possibility of a second consecutive term for a total of no more than four years. (subject to appointment by the District)


2.9 Webmaster
2.9.1 Qualifications for Webmaster 
· Have at least two years of sobriety
· Be familiar with both the Twelve Traditions and Twelve Concepts
· Have the time and energy to serve the district
· Familiarity with the relevant technical issues involved in developing and maintaining a website

2.9.2 Duties for Webmaster

· Ensures that the website is updated frequently and properly maintained.
· Liaise with IT contractors (if required) to conduct;
· Technical Maintenance & Monitoring: Troubleshoots errors, monitors loading times, ensures server availability, and manages domains and hosting.
· Content Management: Updates text, images, and multimedia across the site via content management systems 
· Implements security protocols certificates and firewalls and performs regular data backups to prevent data loss.
· Manages user accounts, assigns access levels for volunteers.
· Tracks site traffic and user behavior using analytics tools.
· Implements search engine optimization strategies to improve site 

· Reports activities at the District 15 monthly meeting (in-person or by submitted report)
· Attends monthly Area 82 “Active Area Committees” meeting
· Co-ordinates meetings of the committee volunteers on a regular basis (eg. quarterly) 
2.9.3 Term of Office:  
· The Webmaster serves a two-year term with the possibility of additional consecutive terms (subject to approval by the District)

2.10  AA Volunteers
2.10.1  Qualifications for all AA Volunteers
· The period of sobriety required for all volunteers will be determined by the group conscience of the committee, recognizing that A.A. guidelines recommend “sound sobriety” 
· Volunteers must successfully pass all screening requirements and be certified/approved, if so required, by the authorities who are responsible for the facility the volunteer is visiting.

2.10.2 Duties of an AA Volunteer
· Attend meeting / commitment as per schedule - or find appropriate alternate to attend
· Always be aware that as a volunteer we represent the face of A.A. in a public setting
· Attend meetings as called by the Committee Chair.
· Consider selecting an AA service sponsor. The committee chair will normally fill this role at the beginning. 
· All committee members need to be thoroughly familiar with the A.A. program (12 Steps, 12 Traditions. 12 Concepts) and able to provide consistent and accurate information about the Fellowship.
2.10.3 Term of Office of an AA Volunteer
· Volunteers can remain on the committee as long as they wish
· Volunteers may be removed from the list if they are repeatedly not showing up for their assigned duty 

Below…. Separate recommendations for consideration by Intergroup (if deemed useful to their executive)

2.11	RELATIONSHIP BETWEEN DISTRICT 15 and INTERGROUP
“Local A.A. offices, often referred to as intergroups or central offices, have been around since the earliest years of A.A., even predating the general service conference structure. After our first A.A. office opened in the New York region, two more opened in Akron and Cleveland.
In some A.A. communities a central office is still the primary hub of local service work. In other parts, district committees that are part of the general service structure operate local service centers that carry out the functions of a typical central office. In still other parts of our Fellowship, an intergroup office and a general service committee work separately (but cooperatively) in carrying out the work of A.A. Like all of A.A., decisions about the operations of these vital entities are best left to local group conscience.

2.11.1 	WHAT IS AN INTERGROUP OR CENTRAL OFFICE?
A central or intergroup office is an A.A. service entity that involves partnership among groups in a community — just as A.A. groups themselves are partnerships of individuals. An intergroup/central office is established to carry out certain functions common to all the groups — functions which are best handled by a centralized office — and it is usually maintained, supervised, and supported by these groups in their general interest. It exists to aid the groups in their common purpose of carrying the A.A. message to the alcoholic who still suffers.
2.11.2	FUNCTIONS OF AN INTERGROUP/CENTRAL OFFICE
A.A. experience has demonstrated that intergroup/central offices are helpful, particularly in populous areas. There are over 800 intergroup/central offices throughout the world, performing vital A.A. services. These constitute a network of service outlets and A.A. contacts to help carry the A.A. message.
* Taken with permission from GSO document MG-2 “ A.A. Guidelines / Intergroup or Central Offices “

[bookmark: _Toc223529886]2.12 Day Time Office Co-ordinator
[bookmark: _Toc223529887]2.12.1 Qualifications of Day Time Office Co-ordinator
· The co-ordinator of the Intergroup office should have a minimum of 2 years sobriety
· The co-ordinator ideally should have served on the daytime phones as a volunteer.

[bookmark: _Toc223529888]2.12.2 Duties of the Office /Day-Time phone Co-ordinator

· Maintains and distributes the schedule for daytime office volunteers
· Orients and trains new volunteers to the office and telephone procedures*
· Provides a report at the monthly St. John’s Intergroup meeting
· Holds regular (e.g. quarterly) meetings of volunteers

*May do so in co-ordination with the Evening Phone Co-ordinator
[bookmark: _Toc223529889]2.12.3 Term of Office of Day Time Office Co-ordinator
The Office Day Time Co-ordinator’s term shall be two years with an option to do a second term of two years, for no more than four consecutive years.

[bookmark: _Toc223529890]2.13 Evening Phone Co-ordinator
[bookmark: _Toc223529891]2.13.1 Qualifications of Evening Phone Co-ordinator
· The Evening Phone co-ordinator must have a minimum of two years sobriety. 
· The co-ordinator should have experience with A.A. phone duty
[bookmark: _Toc223529892]2.13.2 Duties of the Evening Phone Co-ordinator
· Maintains and distributes the schedule for evening phone volunteers
· Orients new volunteers to the telephone procedures
· Provides a report at the monthly St. John’s Intergroup meeting
· Holds regular (e.g. quarterly) meetings of volunteers

[bookmark: _Toc223529893]2.13.3 Term of Office of the Evening Phone Co-ordinator
The Evening Phone Co-ordinator’s term shall be two years with an option to do a second term of two years, for no more than four consecutive years.

[bookmark: _Toc223529898]2.14 Day Time Phone/Office Committee Volunteers
[bookmark: _Toc223529899]2.14.1 Qualifications of Day Time Phone/Office Volunteers
· The Day Time Phone/Office volunteer must have a minimum of one year’s sobriety
[bookmark: _Toc223529900]2.14.2 Duties of the Day Time Phone/Office Volunteers
· Show up for phone/office duty on the scheduled day
· If unable to attend, arrange a switch with another volunteer (numbers of volunteers are available on the respective schedules)
· Familiarize oneself with the printed telephone protocols and documentation (12 step call lists etc..
· Attend meetings and update sessions as requested by the Co-ordinator for  Day Time Office/Phone duty
[bookmark: _Toc223529901]2.14.3 Term of Service of Day Time Phone/Office Volunteers
· Volunteers can remain on the committee as long as they wish
· Volunteers may be removed from the list if they are repeatedly not showing up for their shift or signing on for phone duty
2.15 Nighttime Phone/Office Committee Volunteers
2.15.1 Qualifications of Nighttime Phone/Office Volunteers
· The Nighttime Phone/Office volunteer must have a minimum of one year’s sobriety
2.15.2 Duties of the Nighttime Phone/Office Volunteers
· Show up for phone/office duty on the scheduled day
· If unable to attend, arrange a switch with another volunteer (numbers of volunteers are available on the respective schedules)
· Familiarize oneself with the printed telephone protocols and documentation (12 step call lists etc..
· Attend meetings and update sessions as requested by the Co-ordinator for  Nighttime Office/Phone duty
2.15.3 Term of Service of Nighttime Phone/Office Volunteers
· Volunteers can remain on the committee as long as they wish
· Volunteers may be removed from the list if they are repeatedly not showing up for their shift or signing on for phone duty

2.16 After Hours Phone/Office Committee Volunteers
2.16.1 Qualifications of After Hours Phone/Office Volunteers
· The After Hours Phone/Office volunteer must have a minimum of one year’s sobriety
2.16.2 Duties of the After Hours Phone/Office Volunteers
· Show up for phone/office duty on the scheduled day
· If unable to attend, arrange a switch with another volunteer (numbers of volunteers are available on the respective schedules)
· Familiarize oneself with the printed telephone protocols and documentation (12 step call lists etc..
· Attend meetings and update sessions as requested by the Co-ordinator for  Nighttime Office/Phone duty
2.16.3 Term of Service of After Hours Phone/Office Volunteers
· Volunteers can remain on the committee as long as they wish
Volunteers may be removed from the list if they are repeatedly not showing up for their shift or signing on for phone duty

2.17 CPC Chair
2.17.1 Qualifications for CPC Committee Chair
· Have at least two years of sobriety
· Be familiar with both the Twelve Traditions and Twelve Concepts
· Have the background, time and energy to serve the district
· Familiarity with the duties and responsibilities of the position
2.17.2 Duties for CPC Committee Chair
· Coordinate all initiatives within the Professional Community which provide information about AA to Professional communities such as Healthcare, Clergy as well as the Legal system, etc.
· Reports activities at the District 15 monthly meeting (in-person or by submitted report)
· Attends monthly Area 82 “Active Area Committees” meeting
· Co-ordinates meetings of the volunteers on a regular basis (eg. quarterly) 


2.17.3 Term of Office:  
· The CPC Chair serves a two-year term with the possibility of a second consecutive term for a total of no more than four years. (subject to appointment by the Intergroup)

2.18 PI Chair
2.18.1 Qualifications for PI Committee Chair
· Have at least two years of sobriety
· Be familiar with both the Twelve Traditions and Twelve Concepts
· Have the time and energy to serve the district well district 
· Familiarity with the duties and responsibilities of the position
2.18.2 Duties for PI Committee Chair
· Coordinate Public Information initiatives such as PSA’s, information campaigns, contacts with K-12 school system
· Initiates approach to new opportunities and responds to requests for AA information
· Reports activities at the District 15 monthly meeting (in-person or by submitted report)
· Attends monthly Area 82 “Active Area Committees” meeting
· Co-ordinates meetings of the volunteers on a regular basis (eg. quarterly) 

2.18.3 Term of Office:  
· The PI Chair serves a two-year term with the possibility of a second consecutive term for a total of no more than four years. (subject to appointment by the Intergroup)
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