CALHOUN COUNTY
 BOARD OF COMMISSIONERS
POLICY STATEMENT 506


SUBJECT:   EMPLOYEE ASSISTANCE PROGRAM
 (Former Policy #16 of Calhoun County Road Commission; ADOPTED: March 1, 1995;
AMENDED:  March 6, 2010)

ADOPTED:  October 18, 2012 by Board of Commissioners 

EFFECTIVE: November 1, 2012


PROGRAM PHILOSOPHY

Every employee faces personal problems at some time in life.  Often employees do not know where to turn for help.  These kinds of problems include marriage or family difficulties, chemical dependencies or emotional problems.  When problems occur, employees may exhibit adjustment problems that affect performance in the work place.  Productivity may diminish and employer-employee relationships may become strained.

Many of these problems can be successfully treated when identified early and referred appropriately.  The Employee Assistance Program (EAP) offers assistance in identification and treatment of employee problems.  It is a confidential program designed to enrich the quality of the employee's lives.  The result is a healthier work life and the by-product is a healthier work environment.  The company's goal to enhance and enrich each person's position in life is compatible with the EAP philosophy.

POLICY

A.	The EAP is primarily designed to assist employees who are experiencing personal 	difficulties that may have an adverse effect on their work performance.  The program deals 	with a broad range of human problems, family and marital discord, financial, legal and other 	difficulties.

B.	No information that is shared with the EAP Diagnostic Therapist will be released to any 	other source, whether within the company of the community, without the expressed written 	consent of the employee or the limits of confidentiality guidelines that are mandated by the 	profession and the Federal Government.

C.	Access to the program is made by either self or co-worker referral or through supervisory 	referral.  These methods are discussed in further detail below.

D.	The EAP does not alter or replace the disciplinary process.  The program provides the 	employee with the opportunity to improve work performance or prevent problems by 	dealing with personal situations effectively.  Participation in the EAP will not jeopardize an 	employee's job security, promotional opportunity, or reputation.

E.	The policies of the EAP are monitored by the EAP Advisory Committee.  This committee 	receives only numerical data regarding employees.  No individual cases are identified.  The 	committee seeks to assure that the program works only for the purpose of offering assistance 	to troubled employees at all levels of the company.

F.	The program is not designed to provide treatment, but rather to provide early identification 	and referral to appropriate care.  There is no charge for the assessment and referral service.  	However, if costs are required for treatment services, that cost is the responsibility of the 	employee.  Costs and insurance provisions will be considered in the referral process.

G.	Treatment providers to whom employees are referred will not communicate directly with 	any Road Commission personnel.  Treatment providers will provide services to employees 	within the guidelines of the EAP and their own code of ethics.

H.	The services of the EAP are available to all employees, their spouse and their dependents.

GOALS AND OBJECTIVES

The goals of the EAP are to help employees lead a productive work life and assist them in identifying and solving problems; thereby, reducing or preventing work performance problems.  In order to accomplish these goals, the following service objectives are established:

A.	Implement a confidential assessment and referral system for all employees.

B.	Provide appropriate educational and promotional material to increase the employee's and 	Road Commission's skill in dealing effectively with personal problems and the use of the 	EAP.

ROLES AND RESPONSIBILITIES

A.	THE EAP ADVISORY COMMITTEE:  This committee is appointed by the Personnel 	Director.  Its main functions are to assist in the referral of troubled employees to the EAP 	and to provide a communications link to both management and labor.  The committee 	will not discuss individual case materials.

B.	THE EAP COORDINATOR:  The Coordinator is responsible for working cooperatively 	with the EAP provider in the development, implementation, and operation of the EAP.  The 	Coordinator is available to employees as a source for making initial contact with the EAP, or 	in the case of Job Jeopardy clients, the person to whom monthly progress reports are given.  	The Coordinator is responsible for the confidentiality of records and employee involvement.  	The Coordinator will work with the EAP provider to provide training and orientation 	pertinent to the EAP and Road Commission needs.  The Coordinator will receive the 	quarterly and annual reports from the EAP provider.

C.	SUPERVISORS AND MANAGERS:  Supervisors and managers are expected to continue 	their work in documentation of job performance, so that employees are made aware of 	problems as they develop.  The EAP does not handle problem employees for the supervisor.  	The EAP is an option available to supervisors as a referral source.  They need to be familiar 	with the program and how to access it, so that they can relay that information to employees.  	The supervisor's responsibility to maintain performance and set appropriate standards does 	not cease when the employee becomes involved in the EAP.  A referral from the supervisor 	may be informal, formal or job jeopardy.  These referrals are discussed more thoroughly 	below.

D.	THE UNIONS:  Union stewards or representatives have the opportunity to recognize 	troubled employees through the course of their work or during disciplinary proceedings.  A 	positive attitude expressed by union officials will encourage employees to take advantage of 	the EAP.  Often, union representatives are able to identify problem employees earlier than 	supervisors.  Early referrals into the EAP, prior to discipline, are more likely to succeed at 	treatment.  Therefore, union representatives can be of great value in identifying troubled 	employees and assisting in a referral to the EAP.

E.	THE EMPLOYEE: The employee's responsibility is to acquaint himself or herself with 	the program and to seek assistance as needed, hopefully before work performance is 	affected.  When referred by a supervisor or manager, the employee is expected to cooperate 	with the Diagnostic Therapist and accept services.

TYPES OF REFERRALS

If the people who needed help could identify their own problems, assess them, and seek out a qualified resource, there would be no need for an Employee Assistance Program.  The fact that the people who need help the most frequently do not recognize it necessitates a structured form of intervention.  While self-referrals are strongly encouraged by the EAP, it is also apparent that a number of individuals are resistant to identifying their own problems and seeking assistance.  Therefore, co-workers, union representatives and supervisors play an important role in assisting troubled individuals.  Without their role as intervener, troubled employees will continue to experience difficulties as the problem escalates to a point where treatment may be more difficult or prolonged.  Access to EAP can be made in a number of ways.  Self, co-worker or union representative and supervisory referrals are outlined below.

A.	SELF, CO-WORKER OR UNION REPRESENTATIVE REFERRAL

	Assistance is provided to any employee who seeks it.  Contact can be made directly to the 	EAP provider.  Employees may also request their supervisor, union representative, or other 	co-worker to arrange an appointment.  The company will not be notified in the case of a self, 	co-worker, or union representative referral.  The strictest confidentiality is maintained.  No 	information will be shared with any other source unless the employee gives consent.

B.	SUPERVISORY REFERRALS

1.	Informal Referral - In the normal day to day supervision of job performance, supervisors may become aware of employee problems that are not blatantly affecting job performance or constituting cause for disciplinary procedures.  Such behavior may include increased irritability, stress in co-worker relationships, preoccupation, or tearful episodes.  Employees may even seek advice from a supervisor regarding a personal problem.  During job performance evaluation, employees may explain performance decline is due to	personal or family problems.  Supervisors are encouraged to suggest use of the EAP when they encounter these situations.  Intervention at this time can prevent future work performance problems.  The supervisor remains responsible for maintaining performance standards.  Therefore, if the employee refuses an informal referral and problems escalate, a formal referral may later be appropriate. These informal referrals from supervisors are handled in the same confidential manner as  self-referrals. Supervisors will not receive any feedback unless the employee expressly wishes it.

2.	Formal Referral - When evidence is documented regarding an employee's violation             of rules of conduct, the appropriate disciplinary process should be followed. If performance problems are not corrected with normal supervisory attention, and the employee has not followed through with an informal referral to the EAP, a formal referral is encouraged.  Supervisors should contact the EAP Coordinator prior to making the referral in order to 	facilitate the effectiveness of the referral.

a. Formal Referral - Job Jeopardy

Evidence must be documented and disciplinary steps taken in accordance with the labor agreement regarding an employee's violation of the rules.  When discharge is the next step, the employee will receive a job jeopardy referral to the EAP.  At this
point, continuation of employment is contingent on the employee's active involvement in the EAP.

The formal job jeopardy referral should be in the form of a written agreement between the supervisor and the employee stating that the employee agrees to cooperate with the EAP to seek assistance and the supervisor agrees to favorably consider any treatment in setting work standards and/or time off for rehabilitation.  This agreement will also include the employee's consent for the EAP to release certain information to the supervisor.  The EAP Coordinator will assist the supervisor in determining the necessity of information released.

When an employee is formerly referred to the EAP for job jeopardy, the employee may be asked by the supervisor to give consent and sign a Release of Information that may include:

· Is the referral to the EAP appropriate?
· Does the employee plan to participate in the program?
· What time, if any, does the employee need away from work to facilitate treatment?
· Is the employee following the recommendations of the EAP Diagnostic Therapist and treatment provider?
· Is the employee able to safely and effectively perform all of the responsibilities of his or her position?  (This information will be provided as accurately as possible based on assessments by the EAP Diagnostic Therapist and treatment provider.)

Supervisors may not demand the Release of Information regarding the nature of problems or treatment.  However, the employee has the right to authorize release of such information and to ask that it be considered when employment related decisions are being made.

If the employee does not appear for the first appointment, the supervisor on the Release of Information will be notified.  Any refusal to participate in the EAP will not constitute a new and separate cause for disciplinary action.  However, that refusal may be introduced by the employer as evidence in any proceeding.

All information from the treatment provider will be released only to the EAP Diagnostic Therapist.  No supervisor will have direct contact with a treatment provider.

In spite of assistance provided, employees may face additional disciplinary action if performance does not improve within a reasonable period of time or if additional violations of rules of conduct occur.

A review of all formal referrals will be made at least monthly by the EAP Coordinator.  Follow-up reports will be mailed to the EAP Coordinator by OHCA on a monthly basis reporting attendance and progress in treatment.

The written agreement regarding the formal job jeopardy referral will be documented in the employee's personnel file.  Any follow-up reports from the EAP may be documented there as well.  This type of information is purged from those files at a time specified in the terms of the written agreement.
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