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OUR ROLE  

We are here to: 

 Walk beside you,  

 Support you, and  

 Guide you on your 

journey.  

This means that it is our job to make sure that 

you and the group are safe, even when we talk 

about hard stuff.  

THE PROGRAM 

Stepping Up is a 16-week program for anyone who 

wants to learn about having healthy relationships.  

We offer this program to both men and women in 

their own groups.  

 Emotional Safety—Part A: 8 weeks 

 Relationship Skills—Part B: 8 weeks 

Each night we will explore a theme. You can 

choose to join or pass in the activities and  

discussions. We trust that the more you put into 

the group the more you will take home. 

1. P.R. Women’s Shelter:  780-624-3466 

2. P.R. Victim Services: 780-624-6626 

3. P.R. Mental Health & Addictions    

Services:  780-624-6151 

4. Family Violence Information Line:  

310-1818 

5. Child Abuse Hotline: 1-800-387-5437 

6. Suicide/Crisis Line: 1-855-242-3310 

7. 24 Hour Addictions Help Line:                          

1-866-332-2322   

If you need help right away, call 911 
or any crisis line to stay safe! 

GETTING STARTED 

Call or email us and we will book you for a few 

one-on-one sessions before group starts. These 

sessions help you: 

 Create safety. 

 Have space to tell your story. 

 Fill out forms. 

 Come up with goals. 

 Have a safe place to explore your fears, 

concerns, and changes in your life. 

Our goal is to help you gain the skills to build a 

strong, healthy connection with yourself and  

others.   
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When You Have Concerns 

You have the RIGHT to tell us when you feel unsafe 

or uncomfortable in any way. Here is what you can 

do: 

1) Tell one of the staff what took place. 

2) If you still need help, you can talk with      

Elizabeth, the Executive Director.  

3) If Elizabeth is unable to help, you can talk 

with Elizabeth’s Supervisor, Susan Hastie 

Elizabeth will help you with this. 

4) If you can't get ahold 

of Susan you can talk 

with the Stepping Up 

Board, Elizabeth will 

also help you with 

this. 

 

When going to a group 

there are some challenges 

and benefits you need to 

know. 

CHALLENGES 

 Change can be scary and hard for you and 

your loved ones. 

 At the start you might feel worse (sad, 

confused, lonely, down) before you feel 

better. 

 Feeling unsure and fearful of sharing your 

story with others.  

BENEFITS 

 Groups are small, no more than 12 people 

and 2 staff. 

 You learn and grow through the stories 

shared: yours and others. 

 Knowing that you can share your feelings 

and that you are safe here. 

 People often leave feeling: 

 More control. 

 Able to cope better with life’s stress 

 Less troubled. 

 SAFER. 

 Not alone. 

 More connected to self, others, and 

family. 

Section 1—Continued 

YES 

STOP 

   BYE 
PASS 

NO 

YOUR RIGHTS 

You have RIGHTS and it is important that 

you know them. You have a RIGHT  to say: 
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CONFIDENTIALITY 

 

This means that: 

✓ What you tell us stays in our office.  Staff will 

see your notes if they are helping you. All staff 

sign an oath saying that your info is to be kept 

private. 

✓ We will only share your info or notes with     

people outside this office if: 

 you ask us to, 

 we have talked about the pros and cons,  

 AND you sign a form. 

✓ We will only share what you tell us to share. 

UNLESS 
✓ We think that you or others (including 

animals) are in harm’s way (i.e., abuse, 

threat of life, neglect) then we must get 

help.  This help might be: Children’s Ser-

vices, 911, or the SPCA so that you and 

others are kept safe. 

✓ A judge or court of law tells us to, then 

we must give them the info they ask for. 

You have a RIGHT to expect that 
we will keep your info private. 

Section 2—Privacy and Confidentiality 

PRIVACY 

This means that:  

✓ The info we ask for is to help you.  

✓ You can say NO or PASS when you don’t want 

to talk, and we will not ask you why. 

✓ The LAW says we need to 

protect your info. 

✓ Any data we collect for 

reports will be nameless. 

You have a RIGHT to choose 
what YOU tell us. 

MEETING IN PUBLIC 

In a small town we have to RESPECT each others 

space. To do this we have some rules to follow: 

 We are not allowed to attend an event you 

are putting on, such as a party. 

 We are not allowed to connect on social    

media. 

 We cannot accept any gifts, services (legal 

advice, bookkeeping, massage, nails, etc.), or 

products (Scentsy, Avon, Steeped Tea, etc.) 

you may offer. HOWEVER,  cards of thanks 

are always ACCEPTED. 

 If we happen to see each other outside the 

office, we will wait for you to talk with us 

first. HOWEVER, we cannot ask you how you 

are, this is to RESPECT your privacy. 
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   PARTNER CHECKS 

We do partner checks with all your partners to get them connected to community agencies and to check 

on their well-being.  

TWO THINGS you need to know: 

1) When you give us their info you are    

allowing us to make the FIRST CONTACT, 

after this it will be up to your partner(s) 

to continue with these checks. 

2) We ONLY tell them where we got their info from and that you are attending one of our programs. 

We will not tell them what YOU SHARE and you will not know what THEY SHARE. 

Section 3—Your Information        

YOUR NOTES 

The LAW says we need to keep your info private.  

 We will do an intake where we will ask you a 

series of questions to help us understand you 

better.  

 If you would like a copy in advance or as we 

work through the questions, please, just ask. 

 After each session we will write some notes about 

the session. 

 Your notes are kept in a file (paper/electronic) 

using Apricot.  

 At times another agency will need a report from us 

that shows your participation and attendance.  

 You will sign a form ahead of time 

 Your file will be kept for 

a minimum of 11 years 

when it will be reviewed 

and archived or destroyed 

depending on the situation. 

WHO SEES 

YOUR INFO 

There may be times when other people may 

see your notes or hear your story. These are: 

1) An Audit (informal/formal) – to ensure 

quality of care. All auditors are under 

the LAW to keep your information  

private. 

1) Supervision/Consultation – we may  

invite someone outside Stepping Up to 

help our staff help YOU better.  

If you are NOT OKAY with these 
checks, PLEASE tell us your  

concerns because it may impact 
your status in our program. 

While working with you we will ask 

for a bit of your story so we can 

get a picture of who you are and 

what you are going through. 
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If you need help after Stepping Up is done, here are some options: 

1) We can help you meet Melissa from AHS Mental Health.  

 We will sit with you and fill out their referral form.  

 If you want us to, we will also join you for your first session with Melissa at 

Stepping Up or virtually.  

 After this session you will meet with Melissa only at AHS Mental Health or 

virtually. 

2) You can take the program again. Don’t worry, 

others have done this before. 

3) You can call, email, or stop by the office to 

get support in a time of hardship. 

4) If you are moving to a new town, we can help 

you find new support agencies in that town. 

Just let us know. 

MISSION  

Create a community free of domestic violence and its    

impacts by inspiring personal change through educa-

tion, skill development, and awareness.  

VISION 

Eliminate domestic violence and inspire change to     

develop healthy relationships in families and            

communities.  

Section 4: After Stepping Up is Finished 
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P.O. Box 6176  

Peace River, AB  

T8S 1S2  

Phone: 780-624-8235 

Fax: 780-624-5901 

Email: info@prsteppingup.ca  



Appendix A: Before Attending  
Stepping Up Checklist 

Before Your Intake 

 Sign consent form. 

 Fill out intake form. 

 Return intake and consent form to info@prsteppingup.ca. 

 Book your intake and receive an email invitation for ZOOM. 

 

Before Your First Session 

 Download the ZOOM app on your phone, tablet, or laptop. 

 Review Appendix C: Things to Know About ZOOM. 

 Find a quiet space in your home and position your phone, tablet of com-

puter to give you the most privacy. 

 Plug in headphones if you have some for added privacy. 

 Come Prepared: No drugs or alcohol, phones off or on vibrate, and close 

other apps or programs. 

 Sign into ZOOM early or on time to ensure everything is working 



Appendix B: Program FAQ’s 

How do I get ready for group online? 

 Find a quiet and private place in your home before joining the group. 

 If you have some headphones wear them for added privacy. 

 Come ready to share your opinion, even if it is different.  

What do I do if I lose connection during my session? 

 See Appendix C: Things to Know About ZOOM 

What do I do if someone comes into the room while I am in 

session online? 

 Use your safe word, turn off your screen and mute yourself and the speakers if you are not using 

headphones.  

 If this happens during group you may be seen by someone not coming to group. We cannot promise 

privacy when meeting on ZOOM or by phone. 

When attending group in person and I don’t have a ride what can I do? 

 If you are within 30 mins of Peace River, CALL Stepping Up 3 hours before your session and we will 

get a taxi to come pick you up. 

What happens when things go wrong in group? 

 We do everything we can to create safety. So we will ask anyone causing harm to follow staff (in per-

son) or enter a break out room (ZOOM) to talk about it. 

 We treat each other with respect and caring. 



Can I share with my loved ones what I am 

learning? 

 Yes, we encourage you to share what you are 

learning with others. 

 We just ask that you respect the other people 

in the group and SHARE only your story and 

not someone else's. 

Where do I go if I feel someone has been sharing my story outside of group?  

 Talk with anyone at our office and we will work with you to make sure you and your story are 

safe. 

What happens if I can’t make it to my session/group? 

 Please give us a call, email or text at least 1 hour before your session. We can also rebook up 

to 2 missed sessions.  

What if I need a letter saying I am coming to Stepping Up? 

 Call the office or let the staff know 2 days before you need it and we will get it to you. 

What if I don’t feel this is the right program for me? 

 You have the RIGHT to say good-bye, we just ask that you let the staff know so we can wish you 

well and give you any support you might need. 

Stepping Up values each person in the group. 

We are here to guide you to a stronger and  

healthier you. We hope you can test your ideas 

and new skills to be the best you can be every day. 

Appendix B: Program FAQ’s  
Continued 



Appendix C: Things to Know About ZOOM 

How do I access Zoom? 

1) Laptop/Computer: go to https://zoom.us/download and 

download the “Zoom Client for Meetings”   

2) How to join: https://www.youtube.com/watch?

v=hIkCmbvAHQQ&ab_channel=Zoom. 

3) Tablet/Phone: go to you app store and search “Zoom Cloud 

Meetings” and download the app. 

4) How to join: https://www.youtube.com/watch?v=d6QjODgTuQE&ab_channel=CreativeLifeCenter. 

5) An email invitation will be sent to you, click on the link in the email, or Enter the 

Meeting ID and Password into your app. 

Which is more secure 

ZOOM, Phone or  

In-Person? 

 In-person is the most secure method of  

connecting, as we are in a controlled space. 

 ZOOM is also secure and follows 

all the rules to keep your info 

private.  

 But since this method uses 

the internet we cannot say 

your information is secure 

100% of the time; someone 

may be able to access it. 

 Phone is the least secure  

method as it uses phone lines 

which have the lowest security system to 

stop someone from accessing our calls. 

What do I do if I lose  

connection during my session? 

 Sign back into ZOOM as soon as possible. If 

you cannot get connected in 10 minutes give 

us a call, text or email to rebook your session. 

What can I expect from a ZOOM or 

Phone session? 

 We treat a ZOOM or phone session the same 

way we do an in-person meeting. This means 

when you join the meeting be ready to go.  

 To be respectful: remove distractions, do not  

use drugs or alcohol before/during your  

session, or record any video or audio. 

What is the best internet  

connection to use for ZOOM? 

 A hardwire connection (via LAN or 

Ethernet cable) will ensure the best 

picture and audio. A secure wireless 

connection can also be used.  

 A public wireless connection such as a 

library or restaurant is not secure and 

we cannot ensure your privacy using 

this type of connection. 

 Close all other programs on your computer, 

tablet of phone. This will help keep a strong 

connection. 



Appendix D: Audio and Visual  
Recording 

YOUR RIGHTS  

You have a RIGHT to: 

 SAY NO and take away your consent at any time. 

 SAY STOP at any point during the recording. 

 KNOW the who, what, how and why of the project. 

 WHO will see/hear your recording. 

 WHAT will be done with it including if it goes out 

of the office. 

 HOW it will be stored. 

 WHY we want to record the session. 

 TELL US what you want shared. 

Just like you, we are testing ideas and skills and you can 

help us do this by agreeing to a video or audio recording.   

What are the risks to me saying yes? 

 It can be scary being recorded. 

 At times your video might need to leave our 

office electronically or by mail. We will let you 

know if this is the case.  

 Once this happens we lose control over 

who sees your information. 

How will be recorded help me? 

 When watching the recording and show-

ing it to others we can get new ideas 

and skills to help you and others. 

Who will see my recording? 

 Only people who have signed an oath saying 

they will keep all information they see or hear 

private. 

REC 

00:00:00 

What happens to the recording after we 

are done? 

 We will keep the recording for 21 days in a 

password protected file 

 The recording will only be  

reviewed by a supervisor/

consultant to the project.  

Why do you need to record me? 

 There are several reasons why 

we might want to record the  

session the most common is for  

supervision, so we can better understand 

ourselves and improve our work with you. 

 We will go over all the reasons why before 

we record anything. 



Appendix E: Who We Are 

 

I moved to Peace River in 2014. I enjoy being out-

doors and Peace River has lots of options for this. 

I have a Masters degree in Counselling. I hope to 

walk with you on your journey to a stronger and 

healthier you. 

As the first person you see when you come in the 

office, I hope to create a warm, safe, inviting at-

mosphere for all. I have worked many years in a 

supportive role and confidential environment. I 

love playing sports, being outdoors, and spending 

time with family and friends. 

 

Born and raised in Peace River, it holds a special 

place in my heart to be working with people whose 

northern spirit I can relate to. I value providing a 

safe space by being non-judgmental, caring, and 

honest in all I do.  

I believe the service I am providing can be as unique 

as those accessing it, and I try my best to work with 

people in a way that works for them. I am excited to 

work with you on your journey of growth and an-

swer any questions you may have.  

 

I grew up in Central Alberta and currently live 

near Buck Lake, Alberta. I am excited to be able 

to join Stepping Up through Zoom. I am a  

Registered Professional Counsellor with over 15 

years of experience working in a variety of 

settings.   

I work from a client-centered approach and  

believe that for change to occur there must be a 

genuine, non-judgmental relationship between 

the client and the counsellor. I strive to empower 

you so you may build and draw upon your own  

internal resources and develop better coping    

skills to help deal with whatever life  

challenges you may encounter.  

 

At times we will have students with us. They are 

from Northern Lakes College or the University of 

Calgary. We feel that by working with you  

they are testing their ideas, actions,  

and skills to be better helpers  

and people. If you feel unsure  

about our students, please  

talk to us. 

Nice to Meet You... 


