Employee Assistance Program
· Does an employee’s entrance into the EAP mean that the supervisor must lower their standards of performance?

· No, not performance over an extended period of time.  However, normal concern for the emotional health of the employee, good management practices and compassion would indicate that a certain degree of flexibility in performance standards be used for a short time period.

· Is the employee paid while they are going to the EAP?

· As a supervisor, you are required to pay an employee while attending six (one hour) sessions and for his/her travel time; even if it’s far away.  This is considered excused absence and should be charged as Administrative Leave.  The employee is only allowed to attend a maximum of six free counseling sessions in the EAP (as he/she is not charged for this service during this time) and he/she is paid his/her salary while attending each session as well.  After the sixth session, he/she is personally charged for each counseling session and he/she is required to use annual leave, sick leave or leave without pay – as appropriate.  (Note:  The EAP involves a contract between the employee and the agency.)

· How can you know the employee is actually attending each session?

· The content of each EAP session is confidential, not the visit itself.  You are permitted, as the employee’s supervisor to ask for a note from the counselor to confirm that the employee did, in fact, attend the session.

· How and when can I contact the EAP?
· 24 hours a day, 7 days a week, 365 days a year.  Their phone number is 800.222.0364 or TTY, 888.262.7848.

· If an employee’s performance/conduct problems do not improve to an acceptable level after seeking assistance from the EAP, or if no EAP assistance has been sought, should a supervisor initiate appropriate corrective personnel actions against the employee?

· Yes.

· What are the different ways that an employee may be referred to the EAP?

· The supervisor may refer an employee based on a deterioration in job performance or conduct.  The referral should be given in the form of making the employee aware of the program as the employee is not required to enter into the EAP.

· The employee him/herself may refer him/herself by voluntarily requesting assistance from the EAP at any time for help with a personal problem.

· The supervisor may do a “mandatory referral” for an employee who tests positive for illegal drugs for treatment or rehabilitation.

NOTE:  The Department Drug Testing Procedures require that employees found using illegal drugs be referred to the EAP for assessment, counseling, and referral for treatment or rehabilitation, as appropriate.  Should employees refuse to obtain counseling or rehabilitation through the EAP after having found to use illegal drugs, supervisor should initiate action to remove employees from Federal service.
