Personniel and Oﬁlce Policies and Procedures
Cape .-;ed lniergroup Qfﬂce
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The bushriess QSpec’_r of Cape Caod Intergroup is handied bya Steenng
Cemmittes elected by Intergroup Refresen tives: The Intergroup office

" provides sting pldicé for many of the commiftees dnd for the ronthly

mesting’ of 1n’rergroup Reps

: - AA experience has shown fhdf qQ oen’rrq!:zed office, mmni*czned; supervised
- and:supported by the-groups in the Gréd Itserves Is assenticl in o O provide

vital éind indispensab e services both to thiose groups and fo individua 5,

The success of fhe. Cape Cod Infergrotip office depends largely onyou,
the employee; and on you, the Unpdid voluhteer, Your abilifles, irtegtity-and
loyiolty all contribute to that sucaess, and afe appreciated. Plegse remember
that'you may be the only rember of AA thidt-a persoh has éver spoken to, We
want the-offfce to be a fiendly place fo visit, aswell ts being o source of
aceurate information. We bellsve that our demieanor and comportment often
de’rermines othiers response 1o Us.




o, Thi 5§ 'erahan dﬁd by werkfing g sthisr
Mol s goql @f ma n’rc:tnfn. o_fr!endly, helpful interfgroup-office: can be:

eiking the time fo read through fhese pages. iFyou have
niact o mermberof the Steering Committes or the Off'ce

queshbhs, please |
Manager.

(For Ertiployess. gnd Voluriteers)

OFFICE HOURS: 980 AM-4:30PM  Monday’ fhrough Friday

PERSONAL APPEARANCE @fﬂce workers ¢re expected to be neat, cledin opd
dressed apiproprictely.

CONFIDENTIALITY: Allinformation concerning rmembers, office o staff business is
to be held strictly confidential-and lstobe used onlirwithin the confings of the
office, ¥ : _ .

CONDUCT: Any pérson assoctdted with the Cclpe Cod ln’rergreup office, whether
Qs employee orasvolunfeer; s expecied to be polife co fres.
No prejudicial behcivior towerd sthnie, racial, or soclal rinorttes:will b olercn‘ed

OTHER: Far rore Information specnﬁc to the emiployes or to the voiunteer plecse
586 appropnd‘re saction below.




AID HOLIDAYS: New Yeors Day, Presidenis Day; Patriofs Doy, Meroriol Day,
Igdependence Dcy chber Day. Columibus Day. Veterans Doy, Thanksgiving and
HHstes:

AYS: 10working doys peryear(otter ohe year of em]dlr;y‘menf}

VACATION: 10 worklng days per year-aﬁer ohe yedr of empfoymen’r 3 weeks
aﬂer fhree--a ull years: 4-weeks after 5full years,

-OTF OFF; Duririgs the first vear of empioymenf énd fo followlng the
prcrbc:tlonary perlod vacation and/or sick ieave may be granfed by the Steering
-Commlh‘ee in special ¢ifcunistances.
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. Ancerriployse ifi fieed bf exird Hrivig aff rmust do so without pay uniess
theywish.to apply It agalns? sicietime-or vacation. Howeverthis provision may be:
applled only with pefmission of the Steering Commities,

on perlod ¢ day Is cidded fo

EMERGENCIES: An.officer of the Stesring Cornriittes miust bie mformed of afy
.emergency ocounrencs.

MISC. APPOINTMENIS: I is sirongly urged that whenever passible, routine
medical dental, and ofher appolntrments: be maide béfore ordffer fhe Intergroup
office hours.”

MPL : PERFORMANCE REVIEW: The job perfarmiance of ecich Emplayee i
rewewed:' nnually fn June The Offk:e Manager is responsible for dlt employee /
volunteerevaluations. Performance evaluationof the Office: Mariager s the
responsnbih’ry of the Chairperson of the Sfeering Commitiee:or his / her deSIgnee

INE: The following actions/ behaviors:are cause fora warning
unsc:ﬂsfucfory petformance / non-performance of duties, excessive tardiness or
dbsentesism, disregard for personal appearance. discourtesy to members or
the public, disregard for establishied policies and procedures, ‘
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 Afotal of three stich warming within-one:-years fime may resulf
in immediate discharge. Disclplinary detions:and dischiarges aresthe responsiplitty. -
of the: Offlce Mangger. o ) .‘ o )
~ Disciplinery dction takety o the person of the: Office Manager
gth-ie responsibility of the Chaliparson of fhie Steeting Committes orhisfher
designes, :

: INATION: The following aetions / behaviors:are mediate:
terminction: Insuboerdination, ilegal-activity, di izéid Use of drugs.
napproved dbsence without notice fortwo conse alations:
AA taditions oractions inconsistent with the prit _ '
gross negligence in the performance of.one: s ut isapproprationof the
property of the office, co-workers. or AA members.

RESIGNATION: It ls requested that anyone wishing to'resign give o minimun of
two weeks notice. - \ N €

. No gflevdnce procedure is i place at-this time.

Pay checks are lssued weekly.
. o Pay amounits are bosed on the office hours 9:30 --4:30 Monday
through Fridary. No extrethours are fo be pald: If ar employee comes in early of
staiys late: theré Is ho allowance for bvertime, | S .
o Salories and beriefits will be reviewed annually by the Steering
Comrilitiés at the:Jurie:Stearing Commitiee mesting. All'proposed changes wil
be brought to.the Intergroup Reps meeting for avote, )
Non-salcitied persons are paid for the actual hours worked.

ER; The Steering Committes will employ an individual as

ce Manager. Thisindividual, having met the. quadiifications sef forth in'the

Office Manager Job Description, will be hired on a-probationary basis as

descrloed efsewhere, This-will be asaldried position,

The office policies and procedufes manud will be on hand in the
office at all times and will be reviewed perlodically and kept up to-date by the
Office Manager and the Steeriig Commitiee. '

Assuggested by’rhe G.8.0.. the Office Mandger will, offer
successfully passing the: probationary employment perlod, have a seat and @
voice on the-Steering Committee, though not a formal vote.

The office manager Is expected fo Infoim the Steering Committee in
advance of his/her vacation plans or any extended leave,

The office procedures manual outlines the duties and responstbiiities
of the Office Manager which are listed below.




1. QUALIFICATIONS

High school:graduate or equavalen’r some college or college: grcd
preferred,

Must have o working knowlsedge ofthe Alcohelrcs Anshyimous Program
anic its Tradifions,

Experlence In usudl offlce procedures: c:nd equ:pmen’r includmg
compufers

Superwsory experience s des:ruble
Knowledge of general accounting procedures Is:necessar

;Payroll and Payrolf Taxes, Accounts Payable and Aeco
Inventory Contfrol.

Ifa member of AA, must have g minimum of five (5) years sobtiety.

SUpéMsiéﬁn of feieéhén___,.fsewrce o
- SoberTimes - |
12 step list of volunteers.

Petty cash

Meeting list

Waork with Treasurer of Cape Cod Intergroup

‘Wark with Taix Accourttant

Preparation of agenda for, dnd-altendance:at the monthly S’reerlng
Comhittee meeting

O’rher duﬂes as may become necessary:

Salanr offeréd will be. comrmensurate with the: person'’s quallfications: and
experience and with Cape Cod Intergroup’s flsedl situdation,
 Alibensfits listed In general tnformuﬂon are provided.
Heal’rh insurance:is provided.




-check md rf by cherck ’rhe check number, Once frie ’rrc:nsecﬂan is
completed, the sale ls logged into the cash jounal under the proper columns,

2. INVENTORY: An invernitory: Spremdshee’r is I The compiter for bo’rh
currentyeor and for years past: O _ | ’ -
pamphlets.. fdpes, stc. Is added infothe current \
:spreadshee’r autematically cadds ordeletes fror ,r_respondln Tow and coelumn,

" A monthly.check of the “on hand™ colur e sprea ot shiotld be:
dorie, and qnpr@priafe orders:are placed as necessary AR g uql physical
jAventory count s dene at thie end of each menth fo make sure that the
camputer information is aceurate,

A monthly check on meédadiilons, bumper stickérs, wallet cards-and |fems
not fisted in computer is clene- cmd orders placed-as necessary

ar ‘ondl month, Tis Invem‘ory

. MONEY MATIERS

1. PETTY CASH: Petiy cash is not fo exceed $50 at any fime, Maintain an
ltemized record of all money fransactions with receipts. Draw petty cash checks
from the check:ng dccount mades payable fo'the Office Mahager when
necessary. Checks should be madeout in the omounT necessary to maintain the
petty cash balance at the $50 level.

2, CASH JOURNAL: The cash journal s kept for all sales and donations. On
oceasion, a group o individual will request that something be sen’r to them by
mall or by UPS. After thelr check is receivéed, the arhount of m sharged for
pestage or UPS is noted In a sepdrate column. Thiere are colurmns for cash,
checks, AA Literature, Non-AA mdterdls, and for donafions, both group dnd
CNORYFNOUS. ,

3. DONATIONS: An accurate list of all donations iskept ona monthly basis.

" This list conslsts of the groups flie, donation spreadsheet for the cuirfent year and
the treasurer’'s report for the current month. At the end of the month, a thank you
letter Is sentto sach coniributing group’s freasurer. Al the end of the year, ¢
year-to-date-donations list Is generated and put in tha Sober Times.

If g cash donation is recelved at the office, there Is d'form the needs to be
made out. Also, a listing of all anonymous donations.is kept and noted as such.
This listing is maintained in the spreadshest for the curent yvear and in the
tredsuirer's report for the curreént imonth.




4, WORK WITH CCI TREASURER: The Tregsurer of Cape Cod Intergroup
nust be given a list of all invoices that are to be pald-or that have been pgid-on ¢
weekly basis. The fredsurey Ve ¢ copy of the inventory o hand thirt
he/she-cat coordinate ce: Mcnager If o large order is ‘blaced.

The freqsurér must be g o report of all expendifures, a o‘na’n@ns
Iriventory on:hiand, and monthly totalof: sales Theserepors are provided in
S‘preadsheef form as wall as ir graphs.
atall 510 the: checklng account balance,
*] in a;*[ @um and inprudent reserve, and in general

The yaarend: spreadshee’r is prepared
[#] n all dspec‘rs Copres of ach onth bonk s‘ra‘rern ’r are mcde

The Tax Ac .oun’ront mey requlre o’rher informcﬂan or verffiédtion of some
piece.of lnformcf’non dnd this ls of course, provided,

‘ 6, BANK DEPOSITS AND BANK STATEMENTS The Office Manager is.
responsible for all bank deposits and for balaneing the checkbook as well s for
preparing ¢t invalces for payment,

7. SPREADSHEETS. AND GRAPHS: Thera dre spreadshaets for expenses,
dorigtions, ahd inventory as well as the year-end report. All information-for these
spreadshests is kept cuitentIn the computer.

Current information on groups; group: secretaries, tredsurers,.and bookies 1s
mainféined in the computer. New groups are added as’ ’rhey are formed., aswell
ds any ngw infarmation abouf any. group such as the name-of-a neéwly élected
secretary or freasurer, efc.  Anysuch new informiation i§ diso forwarded to the
current Registrar, Make sure that Eleanor Painter of the Cape Cod Tirvies Has
corfect-and uurrenf irformation on all obenmeetings on Cape Cod.

lnf@rmahon for the meeting list of Cape ‘Cod and the Islands is complied
and kept current, Every effortis made fo ensure thatthe information that goss 1o
the printer for the Summer and Winter maeting lists s gecurdte and current ds o
time.and place of meeting and the type of meeting and-anything else that is.
‘pertinent to the mesting list,




armationin the Sober Times each and every month,
htnd select:2 or 3 tems from the Tradition Cheek
cation

jon.

_ Any/all infortnation regarding an AA event is Inclided in thie Sober Times in
fimely fashion, Any/all Information regarding o new group, o changesin an
established group’s meeting time, place, etc., s published, i

Al Ineluded in the Sober Times.each moenth is the CCI Treasurer’s report,
CCl Secrefary’steport. and celendars for the office-ahd for£il.C,

The malling list for The: Seber Times consists-of dll group Secretares as
curently listed in the Group File, members 6f the < “Steering Corrimittee, and
any ifdividual who:requests it. Other Central Service Offices.and intergroups are
on the Sober Times maiiing list, ' |

F. 12:STEP LIST

Anaccurate, up-to-date 12:step list ismainfained as much gs possible,
Ecich felephiong In.the office:should hidve beside IFa copy of the rmost recent list,
The answering service must be supplied with a new list any time a change lsmade
tothelist. |

In micintaining this list, whenever a person calls and asks to be removed
from the 12-step list, try to find out why énd iy 10 discourage them from dropping
off the lishif af allpossible. Let them know that they may specify the hours they will
accept calls. , : o ) _ ,

\ Ifyou find any telephone hurriber Has changed, please change if onthe:
12-step list. Alse. if you find that a number has been disconnected, that number
must be removed from the-list. :

There is a current year 12-step listin the computer which must be
maintained. THere is al§c a eurrent year 12 step reportin the.computer.

The Office Manager Is responsible for any volunteer who comes info the
affice to help with telephone calls. All voluntesrs will be:given.an informational
guide 1o read which spells out policles to be followed.

The Office Manager shall also determine whiat addittonal responsibilifies

may be gliven an individual and when. _ :
L TELEPHON

A good telephone manner Is important, Ary person answering the office
phone should always be courfeous and polife. Occasionally, however, an
abuslive phone call ls received. When that happens, thie caller should be wamed
that you will hang up if the abuse doesn’t stap. If It does not stop, you may hang
up. .
The office phone should remain as free os possible so thaf someone calling
for help gets through in good time.




Compufer main’renarl  sicllsorthi résﬁonsiblif, Officer Manager ,
The @ffrce Mana‘ j:lse overs o5 the midinte qnce of the affice itself and

rslble for bringf
reguining thelr
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INTRODUCTION

Volunteers play @ vital role in the office-of Cape Cod Intergroup. These
dedicated people bring a spifit of enthusiasm 10 e office, Volunteers can piay a
feeningful role i the communications process Betweet the Cape Cod
Intergroup and the groups it serves, New ideas arethie confinued by-product of
ollintasts F & operatiorirern healthy. Volunteers also
remaln open.

VQI,unfeie';s shiould have o reasondible length of sobriety, oneyear sesms fo.
workwell.as-a standard, ahd a working kniowledge not only of the AA program.

of racovery, but also of thefellowship’s basle struciure,

Volunieets perform functions assigned by thie! Office Managet and their

perforimance Is supernvised by the Offlce Manager. All voluniteers are asked fo
fead, understand, and agree fo abide by these guidetines,

if-you are a first time volunteer reading these words, please know thatyour

help is very Hivich appreciated! And pledse kriow diso; that these guidelines.are
hefe fo help you cany the message......remember, you may be the only AA with
whom someone caling the Infergroup office has ever made contact |

ANONYMITY

Reguests for telephone numbets fiom anyone areé teferred to the person or
memberin guestion. The person making the request can leave his or Her name
and telephione number which can then be passed on to the person who Isbeing

sought. Velunteers are asked fo remermibér not 1o admit-or imply that sormeons is

ar AA memiber. And phone numbets cannof be given to anyone.
RESPONSIBILITY TO AA |

Volunteers must recognize that these gulidelines and office procedures
have been developad over the course of time and.must be adhered fo. Also,
volunteers ought fo lisfen to the experienced employees and volunteers and be
guided by their advice. Every AA has his or her own-view of the Feliowship.and of
fhe AA program.....and this Is as it should be. Howevet, it isvital that when working
at the Intergroup Office, an Individual may be-the only contact an outsider or a
" hewoomer may have with the Program. Because of this, the ideas and attitudes
conveyed need fo represent the Fellowship_gs a whole_and not the concepts of
an individual member, however well meaning that may be. Recognition of the
realffy couid be the difference between gefting an alcoholic to d meeting or
perhaps losing him forever.

Volunteers and staff protect the anonymity of members af all fimes.




12 STEP FILES

i ?"t;enamuw have' _c;:,_,‘ssta thern,
they are placed In a securg location.

HANDLING CALLS FOR HELP
Handhng calls from sick and suffering alcoholics is one of theprim:

,nce of‘ dn Intergroup Office. I Isvital ndt 1o g
rbecome embre{ied in-iq argumerit. A calm c;nds‘-

:.i.:en e“?VéEC e CG n'

G andling acall, and you fee!
yourself “lesing i & féw: rhoments untl your
"remper has coole:

Theﬁrs’r step 1§ fo detering th roritie odl fom the caller’s
. Th “'@Iunfeermus o’[ j_cdller" Thesick

d_o : ‘

, Ince many callers have only d vague Idea of their desires, suggestions are

: rect-care and ohly if a.clear fleld seems open fodoso.
‘rep;aer’r@,ﬁ o il NP

NO FALSE PROMI

Promises rade to dleoholics must always be kept. Allpromises must be
caratully corsidered, agdin keeping in mind whot AA can and cannot-de:
- l2step calls are plefced as promipily as possible and NEVER: aliowed o go
overnight.
A cdill should not be left with one member to be referred fo somevague
sacond rmember.

THIRD PARTY CALLS

Geﬂerally speaking, third petr‘ry calls should be referred to a staff member.
if that Is not feasible. rememberthat it fs the dicaholic himself or herself who
needs to ask for help.

SICK CALLS FROM ALCOHOLICS WHO CANNOT OR WILL NOT STOP DRINKING

These calls are ctimosr always impossible to handle effec’nvely They canbe
difficult to detemming initially and they can take alot of time that is to no avail,
such calls are fimily terminated when it becomes cbvious that the caller is
drinking énd in no conditlon tareceive help. AA cannof win them all, c:ncl with this
kind of call, we wind up talking to alcohol and notto the alcohalic. Say aprayer,
and hopefully the alcotiolic will eventually see the light.
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REQUEST FOR HELP FROM NON-ALCOHOLICS

AALON Only WiTh: ot offerhslp beyorid thiot
ed bythe admitted qiceholic. Peop 1 ofher problems might be:

refeired to AkArion. But rermismier that our phones heed 16 remalin open for thie
d ho is reaching ouf forhelp: ‘Remember, 100, that AA.does nof give
tegal, My 1 'or offier professiondl help. Volunteers need to'bevery gareful not

foInvolve AA beyond its scope of dativity.

LITERATURE AND BOOK ORDERS

NOTICES FOR SOBER TIMES
| Thase calls should be referred to o staff person dr‘ to the Office Manager.
CALLS FROM PROFESSIONALS

Calls from Judges, Doctors, members of the Press or from out side
agencies. should be refeired to a staff member or to the Office Manager.

AA’S WISHING INFORMATION

it an AA member cdalis for info for or about fraditions or service or
whatever, the question is answered or say you'll find out: Please don’t say you
don’t know. We are here fo get-answaers. If in doubt, refersuch a call to office
staff, i

EMERGENCIES......... USING INDIVIDUAL JUDGMENT

In emergencles and unusual circumstances, Cape Cod Intergroup
Volunteers must use individual judgment. These guidelinies canhiot possibly cover
all concelvable situations. ) ' : ,

Remember that our godl Is to help alcohelics who recuest help. AA
principles and fraditions shiould be followed as much as possible and whenever




-13-
Guidelines for Steering Committee Members

The Steerlng Commiftes Is responsible for the administrafion of Cape Cod
Intergreup......and s elected by and answerdble tothe AA Groups of Cape Cod
?hrough fherr fm?ergroup Representatives. Minimum sobrtiety istwo (2 years.,

The Stesting Committee is composed of o Choirperson VicerChairperson,
Seicretary, Treasurer, Alfernate Treasurer.and four (4) Trustees; ofie-of whom will -
be the Immediate past Chralrperson

DUTEES

ON:_shaill preslde ot the monthly Cape Cod Intergraup
Represen’fGﬁVes meeting and ot the monthly Steering Commiftee meeting. May
be. requwed tosign d ""en’r"-'on behdlf of Cdpe Cod intergioup.

i : rf ce valuafron of Office Manager or for

ctppoln’rmenf of o Sfeer]ng
' Is responsible for an p[unc:ry action lnvoiwnq he O
the appointment of a Sté ) ) msmberf 3 il e

After serving a one ear ferm as Chairperson, s selected. aufomqﬁcaﬁy for
a one year term Qs Steering Comimittee Trustes,

ON: shall perform the duties of the Chalrperson in his/her

Qbsence ’

Will head a Norniniatitig Cormmittee which shall present a slate of officers ot
the reguiar May meeting of the Intergroup Reps:

Affer serving a one yedr ferm:as Vice Chalrpersom, i§ selected
automaﬁcaily for o ane vearterm as Chalrperson.

C. TREASURER: shallverify and cetify to the conectness of all financldl
_ records of the Cape Cod htergroup Office, The finances of Cape: Cod
In’rerggcﬁup will run on a fiseal year beglnning July 1st-and ending the following
June 30ih. .

Subnits & monthly fingnzicl report, o copy of which willbs publnshed inthe
rnonthly bulletin sent to-all member groups:

Supplies four qudrtetly réports and an annual report o the Intergroup Reps
and to the Tax Accountant for preparation of IRS filings.




-14=

Is responsible for-overseelng allt bank ’rrens-cﬂons :
AII cheok<f issaied by the Tredsurerare fobe counfersigned bythe Office

c:bsenoe
Affer serving 0 ene year ferm as Alfernafe Treaisurer, is selected

eufomcahcqlly to serve a-one year term as. Treasurer

ECRETARY: isresponsible for recordnng and submifting typed minuies of
the que Cod ln’rerg olip Reps meeting and ot the monthly Steering Committes
maeting to the:Office Manoger.

The minufes of the Rep's meeting shall be teceived bythe Office Méandiger
b1 or pfore the 25th of the month forinclusion In'the Sober Times:

ISTEE: will assist the Steering Commiftee C)‘.fﬁc'_ers--lin all mannets of

buslness -
Areelected fora one vearterm and may succeed self for an additional

oneyaar term if elected:

VOTING

Steering Commilttee mermbers have a voice but ro Vote, of intergroup
Reps meehngs




