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ERRATA NOTICE FOR BEMIDIL AREA HS CIRCULAR NO. 01-08

Informaian cantained on page three of the Bemidit Area Indian Health Service Circular
No, 01-08, "Employee Assistance Program”, dated 12/18/00 has been revised Please
discard page three and repluce with pages three and four.

A copy of pages three and four are attached to this Errata Notice along with the EAP
"Stutement of Chent Understanding”
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The Employee Assistance Program {EAP) was estublished to assist ermployvees and emplovers (n
resolving job performance issues, problems related o alcobol andior drug abuase, personal issues, and
certmin related famnaly issues  The overull goal i one of maxinazing und restoring productivity of
Bemudji Aren employees through early intervention. The EAP 15 stalled by experienced counselors
who are nvailable to discuss problems in a confidential, helpfial manner,

Effective use of EAP services can bring reduction of the economic aind personal costs associnted with
deloved acnon or from relying solely on standard disciplinary nwthods, EAP services inchude
axwesament, bricl counseling, referral, consultation to emploves's supervisars, tratning of supervison
el mamagers, orientition and education for employees

POLICY

A, The Bemidy Area IHE Employee Assistonce Program encompasses feden! emplovees an ihe
ol locations:

Bemldy Aven Oifige
Riinctonder Field Office
White Earth Heahh Center
Ked Luke Seivice Lin
Leech Lake Service Uni

& & o o

The EAF provides mlormation or assistance 24 hours a doy, 7 days & week, 368 days 2 veor, EAP
can be reached by callmg (800) 2220304,

B. The Benndji Area Employes Assistunce Program pelicy will be guided by the following policy
precepLs
(1) Bemudji Area Indian Health Service recogmizes thal mental health, emotional disorders, and
aleohol or drug abuse are treatable health problens.

(2} Employces have a prmary responsibality for meeung expected job performance and personal
condiet requiremnents. Emplovees, therefore, musl mitiate personal action (o become awere
of danger signs associated wilh akeolwol or drug sbuse, menzal iliness, and family conflices
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wlisel enn have adverse efiecis un condic und job performance and nust olumtarily seck
gssislamee in resolving such wsues

The Breaady Area Employvee Assisuanes Program policy is establishied for the primary
purpose of msintaining o healthy and productive work foree. 11 s not intended 1o renlace
supervisury responsibilities for addressing joh perlormance iswes ansng fom fciors oilier
than alcahal or drug abuse, comitional menial disorders, or family problems,

Emgloyees who sulfer from mental or physical problems as a resull of the abuse of alealnl ¥l
unthier drugs are entitled 1 the same conssderation s assistance Bl |5 extended 1o employees
baving any other tlness or bealth problems.

supervisues cany o hedvy responsibality for aitaiming knowledpe and understimding of ficions
wlitclcan contelbate to1educed jub performance and petsoaal conduct &5 these relnle 1o
alcolol'dray shuse, emotonsl and mental disorders, and certas lanuly eonflicts, Supervisors
we expected to apply such knowledoe in npprasing employees whe job performance or
contsduc L issues develop. Supervisors are expected to follow 1l following profocal:

a.  Drfer referral 1o Enployes Assistance Prograum as a first atep when indicitors os outhned
previcusly appenr to be present.

b Iaveke regular disciplinuryadverse action procedures when aPprpe,

¢ Employees referied to Employee Assistance personnel for initial sereening assessmemni
will be gramted adnunistratve leave for their appolntments under the EAP progrim i limi
& sesshons per eventl. All subsequent visit must be charged to the emplayes as sick
beave, annual leave or leave without pay

[he use of EAP werviees will in no wiry jeopardize en eniployee's job SECUTELY OF proametion]
uppertunitics. Formal referrals wd ailier EAP related nuterials will not be put in the
employee's officul personnel folder,

All Records established and masmtained by the Employee Assistince Progrom will be held in
atrict confidence and preserved in accerdance with the Aleohol Abude and Alealuslizm
Prevention, Treatment and Rehabihtation Act Amendments of 1974, Public Law 93.282 the
Privacy Act of 1974, and Public Law 93.579, As an exiersa] FAP, apeeific records of
employee contact nnd use resmann thie propeuty of Fedeml Ovcupanonal Fealth and ave yot
owned or mainlamed by [HS

3. PROCEDURES

A

Emplovees can sccess Employee Assistunce Services Hirongh two methods: | relerral bya
supervisol or 2 self-refirral,

{13

Supervisory Relerral

i Sugervisors, througl the regular montionng of employee productivity ond conduct,
iitates normal personne] procedures when o case of deterionating perfornmsee s
evident. This 15 accomplished by supervisur-cimployee conferences and appropriate
prl]hl'l'ﬂ.ill'll.!'E '|:E‘|'I.I.I15L'|iT!lH. This 18 v eied & it n-_ﬁq-r.ﬂf, _ﬂm}nn: 1 the Bpency
is able to give an dnformal refereal,

b, Ifthe process outlined obove fail 1o cofrect the problem, and o thers is evidence af
persanal health ssues fvalved i the delernorating performance, the supervisor should
imform the emplovee of the mvailability of Employes Assistunce services and thil g
referal win order. (17 supervisors have doubt regarding the basis for such a referral, they
are advised to contact an Etmplayee Asséstance Counselor | This prosess may resull in o
wiitten reconumendation to seck EAP services. Such 2 written teferral i considered 5
Sl referval, Documentation of sueli o refierral v in the supervisor's desk file
and i= purged as with other information Formul referral is viluntary and does not go 1
the personne] file,
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i, Employees can request assistanee form the EAP whenever they believe a sipanon of
deéterioninng Job perforiinnee v developimg of o P-;':nuu,ul issue exists whileh could have
an pmpact o a o perforance,

h  Entplovess can nceess the program divectly jind obtain o relferral toa loenl commselor
calhng (H0UH 2220364, ‘

¢, Ubthenyg EAP during non-working hours - Unless the emploves chooses 1o inform
sfher supervison or signs a Relense of Informanon (R0, EAP comselng will remain
vunficdentaal

Program Bequuements when Admunistranve leave is authonzed by o supervisor wo attend o series
ol sedsimn

(1) Review EAT “Statement of Client Undersianding™

(2) MNonfy supervisor in sdvance of cach sesswn 1o obtatn presapproval for sdminsitrative eave 1o
aitend

(3 Provide supervisor with a confirnmnon of stendance {date and tme period) for cech wession

(43 Under the federal EAP program, employee’s are entitled o a weal of 6 counseling sessions (an
imtial sereeningassessment plus 5 subsequent sessions) at no personal cout when o request is
made fo e superviso,

Ehgibiliny wisd Cost

L0y Elgabglery - EAP s available to all THS federal emplovees, regardless of the natire of their
perional problems, Supervisors and managers who need agaisiance tn dealing with the
petlormance andior comduct of troubled employees, or in dealing with interpersonal
relitivnships i a work group, are eligible for EAP. On an emergency hasis, EAP is available
to contract emplovees, and under the employee’s benefit, o fmily member (spouse o
dependem) may also be seen

** A family member 15 defined as an employee's spouse and parents thereof: chiidren
including sdopted children. and spewses thereof; parents; brothers and sisters, and spouses
there of, and any individual related by blood or alfinity whose elose association with the
employee is the equivalent of a Gamily relationship.

{23 Cust - There Is no cost to employees, eligible family members or supervisors for EAP
services. However, il'an employee scceps @ referral to an outiide community resource, the
employee i responsible for the cost of that ireatment, as with eny other medical treatement
The Empleyee Assistance counselor will work with the employee to try to identify the hes)
avuilable ouside freatment program and services i line with the emplosvee's imdividual
Tmances. The emplovee will be required io use sick o other availoble leave 1o cover
attemdance o services refermed by e EAP, out of e BAP,

Costs for cantsade treatiment and professional services, which can result in personal expense,
oy be covered by vour Federnl Emplovee Health Benelit Plun or other private insusanee,

4. Methods of Provisions

A

e counselor compleles an ke lor cach refierral, obtaiming o hissory relaied to te problem and
determines whether the problem fits within the scope of the program. Refermels sut of the EAP
program may be made for phyvsical exams, psychological testing, or other more intensive
asaessmenl as peeded, Such refermals may be submitted o the employee’s medicol insurance
codrgany &5 sared above
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Conlideniialiy

A

The EAF 18 famited by confidentiality Toas oy prosis g mformation and leedbaglk 1o the
supervisor, The purpose of the EAP i 10 give employees the opportumity to help themselves cope
with problems which are pdvessely affectmg job performance and or condoct The detmils of the

empinvee’s discussion with the counselor may nat be released 10 anvone without the employes’s
wiitlesn consent.

b o e W
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whthleen Annetre, M.,
Heslon

Bemudp Aven Indvan Heslth Serviee



EAP

Emplovee Assistance Program
STATEMENT OF CLIENT UNDERSTANDING

e EAP o confidential and volustury progrim thot prow icdes wesessmient, shart-ierem colingg ling, il rellerral services ot o
wiie range of personal and jeb-related concerns, The folowmg provides sn overview of federa] low that povemns the
confickemtiality and sale-keeping of chend records:

*  Privacy Acl. The Prvacy Ace, 3 LLS.C § 5524, protects the privacy and Hmite, the disclostre of all records niamiained
by e EAP. The EAP maintming records to document gasessment, intervention, and follow-up acivities

e« Confidentinlity of Alcobol and Drag Abuse Records. Federl low, 42 U500 § 290002, Iinmts even further any
diselpsure of infarmation that identifies o chient as an alcohol or dneg abuser,

Disclosure of Information: Under the Prvacy Act and siher applicable law, the EAP may disclose specilic rejevamt
mtormation et linted circumsmnces, mcluding the followmg:
# 10 the client consents i wriling,
= [[1he ¢liert poses a danger 0 self or abers, or threotens w commut @ senoas crime that would cause substantial
properny damage.

e I there 1 o suspicion of chuld or elder abuse or neglect,

o i the disclosure of mformation is allowed by o valid coun order.

o If the diselosure is maide 1o medical personnel in o medieal emergency.

o Toquulified persomnel for reseprch, audit, or program evaluanon.

s When o direcl supervisar requeres conlirmation that the chient has made or kept EAP appointments during repular duty

hours or sick leave.
o Forpumose of defending an agency or its emplovees i litigaton.

sast Guard Active Duty Disclosure: The Coast Guard. s mandsle 1o provide a sale work/community environment, does
ned folerate duniptive, vialemt or threatenng behuvior on the part of ns membership, While the Coast Guard's Weork-Life (W/L)
programs, spectiically the Employes Assistance Program and Family Advocacy Program, are not punitive in nature, when this
ivpe of behavior is encountered, the EAF counselor must disclose this information 10 the cognizant Coast Guard WL siaif.
This stafl meludes the Ensplovee Assistance Programn Coordinalor (EAT'C), Family Advocacy Specialist (FAS), and'or the
Family Resource Speciaist (FRS), Unless the (mets clearly mdicare thar disciplmary action 18 warranted by the commuand, the
parrpose of disclosure 1o the WL stalf, ks 1o ensure that they have the information required 1o provide appropriate services and
il l.'lLI.lI'II.lHI!I:H'F!!IIL

| understand thut the mitial EAP assessment 1s free of charge. 1 short-lerm counseling is determimed 10 be clinically
appropriate, the EAP counselor or local alfiliate will also provide s secvice at no cost to me. However, | acknowledge and
unilerstand 1hat Federal Oceupational Health (FOH), its EAP contraclors, i its customier organizinions ire nol responsihle
for the weatment costs and | or serviees for which | may be refermed bevond the EAP counaclor or local affilioie counselar, |
understand that it 18 my sele responsihility 1o pay for all such services neluding all charges not covered by snsurance plans,

I have read the foregomg Statement, and 1 understand and agree 1011,

Chett Mane

| {Please Print)

Clistd Sieneture Date
| EAP Counsebor Phate
-!'_ —— e ——

If wou have any questions or coimments, please consull vour counselor
of ¢all the EAP 24-hour-woll-tree telephone
[-RIN-222-0004- or TTY 1-8385-262-TH48



