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NWCDS PEER SUPPORT TEAM MANUAL 
 
Peer Support utilizes training and experience to provide a safe environment for 
colleagues going through personal or professional issues. Peer Support volunteers are 
formally trained and equipped to provide guidance or referrals to professionals or 
alternative resources. Peer Support creates a non-judgmental and confidential outlet to 
encourage overall health and mental well-being. 
 
TEAM ROLES, DUTIES AND RESPONSIBILITIES 
 
PEER SUPPORTER:  
Employee serving in the capacity of a Peer Supporter offers appropriate support, 
mentoring, assistance, and resources to employees experiencing personal or 
professional distress.   
 
Duties and Responsibilities of Peer Supporters are as follows:  

• Convey trust, anonymity, and assure confidentiality within program guidelines 
to employees who seek assistance from the Peer Support Program  

•  Attend formal Peer Support Training  
•  Provide assistance and support on a voluntary basis  
• Assist the employee by referring him or her to the appropriate resource when 

necessary  
• Be available to the individual for additional follow-up support  
• Maintain contact with the Program Coordinator regarding program activities  
• Agree to be contacted, and if practical, respond at any hour  
• Attend regular trainings and meetings 
• Promote a positive environment through peer engagement projects 

(newsletter, bulletin board, etc.) 
 
PEER SUPPORT TEAM LEADER:  
 
The Peer Support Team Leader acts as the primary liaison between the Peer Support 
Team, the Peer Support Team Coordinator, and resource personnel. The Team Leader 
ensures that the Peer Support Program is being managed by the Peer Supporters in 
accordance with the goals and objectives established for the program. The Team 
Leader is an active member of the Team and also serves as a Peer Supporter. 

 
Duties and Responsibilities of the Peer Support Team Leader are as follows:  
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• Facilitate Team meetings 
• Supervise the program and Team activities regularly   
• Recruit and coordinate screening of the Peer Support Program applicants  
• Coordinate training of Peer Supporters  
• Develop resources to assist individuals when problem areas are identified  
• Offer guidance to Peer Supporters  
• Coordinate follow-up response of Peer Supporters when referrals are made to 

Peer Support Program personnel  
 
PEER SUPPORT TEAM COORDINATOR:  
 
The role of the Peer Support Team Coordinator is to support and advise the Team 
Leader regarding the overall management and operation of the Peer Support Program 
in accordance with the established goals, objectives, and guidelines. The Team 
Coordinator is an active member of the Team and also serves as a Peer Supporter. 

 
Duties and Responsibilities of the Peer Support Team Coordinator are as follows:  
 

• Act as the liaison between the Team and agency administration. 
• Assist the Team Leader with training and meeting coordination.  
• The Coordinator may replace or add members as needed. 
• The Team Coordinator selects the Peer Support Team Leader. 

 
 
APPLICANT REQUIREMENTS, PROCESS AND SELECTION 
 
Participation on the Peer Support Team is voluntary.    
 
Applicant requirements: 

• non-probationary status 
• agree to maintain confidentiality within the limits of program guidelines 
• be empathetic  
• learn and use interpersonal communication skills 
• be willing to be available any time of day that peer may seek assistance 
• manage time effectively to allow for minimal impact on normal duties 

 
Application Process: 
At the discretion of the Peer Support Team Coordinator and Peer Support Team 
Leader, new or additional members may be added to the Team at any time with 
management approval.  
The process will require the applicant to: 
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• completely fill out the NWCDS Peer Support Member Application 
• read and understand the NWCDS Peer Support Team code of conduct 
• read and understand the Peer Support Team Member Confidentiality Agreement 
• meet with the PST Coordinator and/or PST Leader to discuss expectations  

 
 
 
Upon selection, the applicant will be: 

• required to sign the Peer Support Team Member Confidentiality Agreement 
• expected to attend regularly scheduled Team meetings 
• formally trained in Peer Support  

 
TRAINING 
 
The Peer Support Team Training will be coordinated by the Peer Support Team 
Coordinator and the Peer Support Team Leader.   
 
Training will include, but is not limited to:  

• Effective listening and communication skills  
• General assessment skills  
• Relationships  
• Emotional distress  
• Suicide awareness  
• Addictions  
• Adjusting to the workplace  
• Referral and follow-up  

 
Follow-up training and workshops will be scheduled to enhance problem-solving skills, 
provide group sharing, and allow an exchange of experiences. All Peer Supporters will 
be required to attend.  
 
 
 
CONFIDENTIALITY 
 
Illinois Public Act 101-0375 (HB2766) entitled the “First Responders Suicide Prevention 
Act” legally protects the confidentiality of the content of peer support counseling 
sessions with the exception of:  

• Threat of suicide or homicide 
• Domestic violence, child abuse or neglect, or elder abuse or neglect 
• Admission of criminal conduct 
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This Act also provides protection for the peer support participant: 
• A cause of action exists if the agency uses confidential information obtained 

during a confidential peer support session for an adverse employment action 
against the participant.  

• Disciplinary measures are to be imposed for supporters who violate the 
confidentiality of the Peer Support program. 

 
 
 
ADDITIONAL CONSIDERATIONS 
 
1. Any Peer Supporter, who wishes to voluntarily withdraw from participation, must 
inform the Team Leader as soon as possible.  
2. Peer Supporters will be removed from participation in the program for conduct 
inconsistent with program policy and objectives. 
3. When necessary, contact the Peer Support Team Leader for assistance and 
guidance.  
4. Peer Supporters are volunteers and are not compensated when providing services on 
their off-time.  
5. Supervisors should allow, when possible, a Peer Supporter to respond to a request 
for support while on duty.  
6. If a Peer Supporter is unable to leave a duty assignment when called by someone in 
need, the Peer Supporter will call on another Peer Supporter, the Team Leader, or the 
Team Coordinator to assign another Peer Supporter. 
 
 
 
 
 
 
 
 
 
    
             
    
 
 


