RD I nstruction 2063-F

PART 2063 - EMPLOYEE RELATI ONS AND SERVI CES

Subpart F - Enpl oyee Assistance Program

TABLE OF CONTENTS

Sec. Page
2063.251 Authority. 1
2063. 252 Pur pose. 1
2063. 253 Definitions. 1
(a) Alcoholism 1
(b) Counseling. 1
(c) Counsel or. 2
(d) Drug abuse. 2
(e) Drug dependence. 2
(f) Enotional -Behavioral problem 2
(g) Problemdrinker. 2
(h)  Program Coordi nat or
(i) Rehabilitated enpl oyee. 2
(j) Safety and Heal th Manager. 2
(k) Troubl ed enpl oyee. 2
2063. 254 Policy. 3
(a) General policy. 3
(b) Al coholismpolicy. 3
(c) Drug abuse Policy. 3
(d) Commtnent to specific actions. 3
2063. 255 Responsibilities. 4
2063. 256 Sel ection of Program Coordi nators. 6
(a) Characteristics. 7
(b) Know edge. 7
(c) Abilities. 7
2063. 257 - 2063. 258 [Reserved]
2063. 259 O gani zation/location of EAP functions. 7
2063. 260 Enpl oyee rights. 7
(a) Enpl oynent security. 7
(b) Confidentiality of information. 7

(9-7-88) PN 95



RD I nstruction 2063-F
Tabl e of Contents

Page

Sec.

2063

2063

2

. 261 Training.
2063.
2063.

262 - 2063.263 [Reserved]
264 Annual Report on Enpl oyee Assistance Program

.265 Relationship to other regul ations.
2063.
2063.

266 Rehabilitative resources.
267 - 2063.300 [Reserved]

0o

Page

© 0



RD I nstruction 2063-F

PART 2063 - EMPLOYEE RELATI ONS AND SERVI CES
Subpart F - Enpl oyee Assi stance Program

§2063. 251 Authority.

The Federal Civilian Enpl oyee Assistance Program cones under Section 201
of Public Law 91-616 and Section 413 of Public Law 92-255. The Ofice of
Per sonnel Managenment (OPM is responsible for devel oping and maintaining, in
cooperation with the President and ot her Federal agencies, the Enployee
Assi stance Program (EAP). The designated Safety and Health Oficial is
del egated the authority to ensure that Rural Devel opment EAP is inplenented in
accordance with the Departnment's regul ations and this Subpart. This authority
may be further delegated to the Agency Safety and Heal th Manager

§2063. 252 Pur pose.

This Subpart sets forth the Rural Devel opnment requirenents for
establ i shing and operating an effective EAP. The program prescribes policies,
responsibilities, standards, and procedures to identify and assist enpl oyees
whose drinking habits, use of drugs or personal/enotional, financial, famly,
| egal, or career problens cause or contribute to poor job performance or
reflects discredit on the Agency.

§2063. 253 Definitions.

(a) Alcoholism A chronic disease characterized by repeated and
uncontrol l ed use of al coholic beverages to an extant that adversely
interferes with the person's health, interpersonal relations, or

econom ¢ functioning. |If untreated, alcoholismbeconmes nore severe and
may be fatal. It nay take several years to reach the chronic phase
(b) Counseling. Counseling is a conmunicative and interactive process

whi ch facilitates nmeani ngful understanding of self and environnment and
results in the establishnment or classification of goals and val ues for
future behavior. The interaction is usually private and is of a
confidential nature, unless group nmethods are recommended and accept abl e
to all concerned.

DI STRI BUTI ON: WSDC Per sonne
Enpl oyee Rel ati ons
and Services
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RD I nstruction 2063-F
§2063. 253 (Con.)

(c) Counselor. The individual who provides counseling and support for
the enpl oyee in helping to resolve problens or conflicts that are
interfering with the enployee's job performance. |In nost cases, this
person is not an Agency enpl oyee.

(d) Drug abuse. A health problemcharacterized by the inproper use of
a chem cal substance in a manner or to a degree, that it interferes with
the individual's health, interpersonal relations, econom c functioning,
or social standing.

(e) Drug dependence. A state of psychol ogi cal or physical dependence,
or both. The result of which stens fromchronic, periodic, or
conti nuous use of chem cal substances.

(f) Enotional -Behavioral problem A wide range of persona
difficulties involving, but not limted to, fanily, marriage, health,
death, retirenment, financial, or career problens; the experiencing of
anxi ety, stress, depression, or any other nmental or enotional disconfort
- any of which adversely affect one's health, interpersonal relations,
econom ¢ functioning, social standing, or job performance.

(g) Problemdrinker. A problemdrinker is any enpl oyee whose use of
al cohol frequently affects his/her work adversely.

(h) Program Coordinator. The individual assigned to carry out EAP
responsibility for enployees |ocated within his/her jurisdiction

(i) Rehabilitated enployee. A previously troubled enpl oyee who has
conpl eted treatnment for an al cohol, drug, or enotional/behaviora
probl em and whose subsequent job performance is considered adequate.

(j) Safety and Health Manager. The Safety and Healt h Manager is
responsi bl e for administering the EAP throughout the Agency.

(k) Troubled enployee. An enployee whose work performance or behavior
is frequently adversely affected because of what appears to be persona
probl ens. Excessive absences, poor work decisions, and high accident
rates are often synptons of a troubled enpl oyee
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§2063. 254 Policy.

(a) General policy. It is recognized that persons who suffer from
enot i onal - behavi oral probl ens, alcoholism or drug dependency are due
the sane respect, confidentiality of nedical treatnent, and record
handl i ng as enpl oyees who suffer fromany other health condition that
affects job performance. Treatnent and handling of nedical records will
be in accordance with Section 408 of Public Law 93-282 and Section 333
of Public Law 91-616 (The Conprehensive Al cohol Abuse and Al coholism
Prevention Treatnment and Rehabilitation Act of 1970).

(b) Alcoholismpolicy. Alcoholismis a treatable illness that may

af fect, now or at sone future time, the health, work perfornance, and
conduct of some enpl oyees. As an enployer, Rural Devel opnent is not
concerned with the personal decision of an enployee to uss or not to use
al cohol i ¢ beverages. However, when the use of al coholic beverages
directly affects job performance or creates a job-related problem than
t he use of al cohol becomes a concern to Rural Devel opnent.

(c) Drug abuse policy. The inproper or illegal use of chem ca
substances nmay inpair the health or interfere with the job performance
of some enpl oyees. Wen the enpl oyer establishes that an enpl oyee is
abusi ng chem cal substances, action will be taken to prevent that

enpl oyee from becom ng endangered, or endangering ot her enployees, or
bringing discredit to the Agency. Whether the enpl oyee can effectively
and safely carry out all of his/her duties is the concern of Rura

Devel opnent .

(d) Commtnent to specific actions. It is the policy of Rura
Devel opnent to

(1) Ofer assistance, or where available, counseling assistance to
enpl oyees with enotional - behavi oral problenms and al cohol / chemni ca
subst ance rel ated probl ens.

(2) Encourage enployees to use comunity resources and treatnent
facilities.

(3) Gant the use of annual |eave and/or sick |eave, including
advanced | eave in accordance with RD I nstruction 2066-A and Feder al
Personnel Manual (FPM 792, for the purpose of treatnent or
rehabilitation.

(9-7-88) PN 95



RD I nstruction 2063-F
§2063. 254 (d) (Con.)

(4) Not use disciplinary procedures agai nst an enpl oyee for
refusi ng assi stance. Disciplinary procedures can, however, be
instituted when, after a reasonable time, the enpl oyee does not
return to an acceptable | evel of perfornance or behavi or, whether
the result of treatnent or self-change.

(5) Confidentially encourage enpl oyees showi ng signs of having an
enot i onal - behavi oral problem even in the early stages, to

vol untarily seek assistance, except when limted by |aw or
conflicting with Departnmental regulation.

(6) Wen feasible, and when it will enhance the performance of the
enpl oyee, counseling services nmay be extended to fanilies of

enpl oyees where either the enployee or the famly menber is

experi encing al cohol, drug, or other enotional-behavioral problens
whi ch affect the enployee's job performance.

82063. 255 Responsibilities.

(a) The Designated Safety and Health Oficial is the Deputy
Adm ni strator for Managenent. This person is responsible for overall
devel opnent, inplenmentation, and review of the Agency's EAP.

(b) The Rural Devel opment Safety and Heal th Manager shall assist the
Personnel Director in the overall devel opnent, inplenentation,

eval uation, and review of the Agency's EAP, and will serve as Program
Coordi nator for the Washington, D.C. nmetropolitan area.

(c) Each State Director and the Assistant Adm nistrator, Finance

O fice, shall designate a Program Coordi nator. The i ndividual
designated by the State Director shall be at the State Ofice |evel.
Initial designation of Program Coordi nators and any changes in
designation will be reported to the Rural Devel opnent Safety and Heal th
Manager within 15 days. Each Program Coordi nator shall obtain a current
copy of their State Human Resource Services Directory. To obtain a copy
of this directory, contact your State Ofice of Human Resources.

Pr ogram Coor di nators shall :




§2063. 255

(d)

(9-7- 88)

(c) (Con.) RD I nstruction 2063-F

(1) Provide supervisors and enpl oyees with information on the
identification and treatnment of al coholism drug abuse, and
enot i onal - behavi or prograns.

(2) Assist supervisors to arrive at the best nethod of approaching
an enpl oyee who shows signs of drinking, drug or enotional-

behavi oral problem \Wen appropriate, the Program Coordi nator will
refer enployees to outside treatnment facilities. |f available, the
U S. Departnent of Agriculture (USDA) nedical staff should be used
as a resource when the case warrants, to assist supervisors in
devel opi ng necessary docunentation to initiate enpl oyee assistance
pr ocedures.

(3) Encourage support and hel p enpl oyees to obtain assistance from
treatment facilities, and conmmunicate with supervisors of troubled
enpl oyees concerning treatnment progress. This dialogue nust always
be within the confines of confidentiality regul ations (FPM 792).

(4) Assist enployees in seeking help for nmenbers of their inmedi ate
fam |y, when the problens of famly nenbers begin to affect the
enpl oyees' work performance or behavi or

(5) Miintain followp on all cases.

(6) Assist and direct willing enployees to a suitable source of
rehabilitative assistance, taking into consideration the nature and
extent of the enployee's problem the type and cost of the
rehabilitative facilities available, and the enployee's financi al
situation.

(7) Miintain a system of records and docunents as defined by the
Department regul ation

Supervi sors shall:

(1) Be alert to changes in work perfornance and behavior; refer
enpl oyees to the Program Coordinator after consultation with the
enpl oyee, and informthe enpl oyee of non-acceptabl e work

per f or mance.
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RD I nstruction 2063-F
§2063. 255 (d) (Con.)

(2) Docurent discussions with the enpl oyee and ot her actions taken
to notivate the enployee to correct deficiencies.

(3) Docurent deficiencies or inprovenments which occurred after the
di scussion with the enpl oyee or after rehabilitative assistance was
provi ded.

(4) Contact the Program Coordi nator to obtain guidance as to how to
deal with the troubl ed enpl oyee. Supervisors should not attenpt to

det erm ne or di agnose the specific problemnor nake reference about

the potential problemto the enpl oyee

(5) Recommend and grant |eave for treatnment and rehabilitation on
the sane basis that is granted for any other illness.

(6) Be supportive of an enpl oyee who has entered a treatnent
program

(e) Enployees shall:

(1) Be pernmitted a reasonabl e anmount of duty-time for
conmuni cati ons with Program Coordinator(s). GCbtain permssion from
their supervisor prior to leaving the worksite and notify the
supervisor upon return.

(2) Assume the costs associated with treatnment.

(3) Take appropriate personal actions to correct job perfornance
pr obl ens.

82063. 256 Sel ection of Program Coordi nators.

The desi gnati on of Program Coordinators is critical to the successfu
operation of this programparticularly at the infornmal stage of the enployee
being referred or requesting assistance. It is incunbent upon the designating
officials to seek out enployees with the foll ow ng:



§2063. 256 (Con.) RD Instruction 2063-F

(a) Characteristics. Personal characteristics of enpathy, objectivity,
percepti veness, resourcefulness, flexibility, stability, maturity,
honesty, and a personal conmitment to pronote the EAP for all enpl oyees.

(b) Know edge. GCeneral know edge of the basic goals of the EAP in
accordance with Departnental Regul ations 4430 Series and FPM Suppl enent
792.

(c) _Abilities. Denonstrated ability to comunicate effectively with
enpl oyees of different races, sexes, national origins, ages, physica
conditions, and econonmic, cultural and educational backgrounds; ability
to comuni cate wi th managers and supervisors; ability to gather and

anal yze pertinent facts; and the ability to prepare a witten summary of
action taken and advice given to nanagenent and the enpl oyee.

§§2063. 257 - 2063.258 [Reserved]

8§2063. 259 O gani zation/location of EAP functions.

The EAP function is |ocated within the Personnel D vision

§2063. 260 Enpl oyee rights.

(a) Enploynent security. Enployees, or prospective enployees, shal
not be deni ed enpl oynent or deprived of job security or pronotiona
opportunities solely on the grounds of prior alcohol, drug or enotiona
probl ens, nor when or because an enpl oyee requests counseling and/or
referral assistance.

(b) Confidentiality of information

(1) Confidentiality of all records and reports concerni ng EAP nust
be strictly maintained. Information will not be divul ged w thout
the witten consent of the enpl oyee concerned, other than the
exceptions bel ow
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§2063. 260 (b) (1) (Con.)

(i) Comrunication of information within a program between

per sonnel having a need for such information in connection with
their duties (such as conmmunication for nedical or health
personnel, program adnm nistrators, and Program Coordi nators and
counsel ors of the Rural Devel opnment and Departnent's EAP)

(ii) Conmuni cation between personnel assigned to the EAP and
staff nenmbers of a qualified service organization to perform
needed services to the EAP. Exanples of such organizations
are: referral facilities within the community that ere
involved in the diagnosis, treatnent or rehabilitation, for
enpl oyees experienci ng enotional, al cohol, or drug problens;

| aboratories for blood work or other medical tests, or
procedures, the Public Health Service; or contract personne
retai ned by the Agency specifically for the purpose of
conducti ng EAP.

(iii) Comunication of statistical information w thout

enpl oyee identification; annual reports to the Departnent and
OPM rmanagenent audits, financial audits, or program

eval uati ons.

(2) Records and reports of the EAP shall be mamintained in
accordance with requirenments prescribed in FPM 792. O ficia
Personnel Fol ders shall not include references to EAP servi ces,
except when such information is part of specific charges leading to
di sciplinary or separation actions.

§2063. 261 Trai ni ng.

As training courses and prograns are devel oped, the Personnel Division
will informState Directors, Assistant Administrator, Finance Ofice, and
Program Coordi nators of the availability of these courses.

§82063. 262 - 2063.263 [Reserved]

§2063. 264 Annual report on Enpl oyee Assi stance Program

See Fornms Manual Insert for instructions on conpleting OPM Form 1210.
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8§2063. 265 Relationship to other regul ations.

Thi s suppl enents, but does not replace, existing regulations and
procedures concerning the use of intoxicants and chenical substances. Wile
it is the Department's and Rural Devel opnent's policy to try to assi st
enpl oyees to overcomne i nproper use o( al cohol or chem cal substances, this
does not in any way relieve the Departnent or Rural Devel opnent of the
responsibility to prombte the integrity and efficiency of the service and
protect the interest of national security.

8§2063. 266 Rehabilitative resources.

An effective al coholismand drug program nmust use suitable community
resources; Al coholics Anonynmous groups, Al-Anon for enployee's fam |y nenbers,
Al - A-Teen for enpl oyee's children, hospitals which accept al coholics,
al coholisminformation centers of the National Council on Al coholismand other
organi zati ons, doctors specializing in alcoholism State and | ocal governments
clinics, and the |ike.

§§2063. 267 - 2063.300 [Reserved]
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