5540
SALT LAKE COUNTY HUMAN RESOURCES POLI CY AND PROCEDURE
EMPLOYEE ASSI STANCE PROGRAM

REFERENCE
Human Resources Policy & Procedures:
Ceneral Definitions
Fi t ness- For-Duty Eval uati ons
Di sci pline
St andards of Conduct
County-Wde Policy: GRAVA

PURPOSE

It is the policy of Salt Lake County that when enpl oyees have
job-rel ated problens as a result of personal, famly, financial,
substance abuse, or related problens, it is in the interest of
the County to help the enpl oyee elimnate such problens so that
she or he can becone fully productive. It is the policy of Salt
Lake County to rehabilitate enpl oyees, whenever feasible,

t hrough the services of the Enpl oyee Assistance Program or
referral to an outside service provider. Rehabilitation in
addition to or in lieu of disciplinary action, for work-rel ated
performance problens or m s-conduct, shall be in accordance with
the Fitness-for-Duty Policy and D scipline Policy.

PROCEDURES

1.0 Scope of Services

Enpl oyee Assi stance Program services shall be available to
County enpl oyees and their imediate famly (spouse and
dependant children) who have problens relating to famly,
finances, nental or enotional problens, personal problens,
or drug or al cohol abuse where those problens may have a
potential negative inpact on the enployee's ability to
performhis or her job or result in violations of County
Pol i cy.

2.0 Self Referral

2.1 County enployees and i mediate fam |y nenbers can
participate in the Enpl oyee Assistance Programon a
self referral basis. Assistance is provided by
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appoi ntment with an Enpl oyee Assi stance Program
Manager .

The Enpl oyee Assi stance Program Manager, through
interview, taking of histories, psychol ogical testing
and ot her neans, shall assist the enpl oyee or

i medi ate fam |y nmenber to define the nature and

ram fications of the problem presented. If the Manager

believes that the nature of the problens will respond
to brief individual or famly counseling, up to six
subsequent sessions will be scheduled to provide this

assi st ance.

2.2.1 The Enpl oyee Assistance Program Manager w ||
det erm ne whet her additional counseling
sessions and/or referrals in excess of six is
necessary. However, enphasis in the Enpl oyee
Assi stance Program shall remain on eval uation
referral, and short-termcare.

| f the nature of the problemis such that |onger term
assistance is indicated, the Enpl oyee Assi stance
Program Manager wi || discuss various options and
services with the enployee or imediate fam |y nenber
and will arrange for referral to the appropriate
service delivery agency in the area.

There will be no charge to the enpl oyee or i mmedi ate
famly nmenber for the actual services of the Enployee
Assi stance Program however, if the enployee or famly
menber needs long termcare in an outside referral
programto solve the problem it will be the

enpl oyee's responsibility to neet the expenses for
such services. The various enployee health benefits
offered by the County to its enpl oyees may pay for a
portion of such services.

I f the enpl oyee who i s seeking assistance fromthe
Enpl oyee Assi stance Program believes that it is in his
or her best interest to notify the supervisor that a
personal problem may be affecting job performance, he
or she may notify the supervisor personally or, by
signing a rel ease, authorizing the Enpl oyee Assi stance
Program Manager, to notify the supervisor of the
general nature of the situation and steps being taken
for resolution. |If the nature of the problem
confronting the enployee is such that relatively |ong
term counsel ing or assistance is needed, the enployee

Page 2 of 4



2.

6

may ask either the Enpl oyee Assistance Program Manager
or the outside provider of services to periodically
notify the supervisor of his or her general progress.
In cases of self-referrals under this paragraph
notice to and conmuni cation with the enpl oyee's
supervi sor shall be wholly at the enpl oyee's

di scretion.

The Enpl oyee Assistance Programw || protect the
confidentiality of all enployees or immedi ate famly
menbers and no information regardi ng Program services
shal | be rel eased except in accordance wth the
provi si ons of paragraph 5.0.

3.0 Supervisory Responsibility

3.

3.
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Salt Lake County believes that the personal |ife of
each of its enployees is a private matter. However, it
is still the responsibility of supervisors to nonitor

and take action on work-related performance
deficiencies and m s-conduct.

3.1.1 Supervisors should limt questions to work
related i ssues and job perfornmance.
Supervi sors should not attenpt to diagnosis
enpl oyee personal or nedical problens.

3.1.2 A supervisor may informan enpl oyee of the
services of the Enpl oyee Assistance Program
upon learning fromthe enployee that persona
probl ens may be affecting work perfornmance or
conduct .

Disciplinary action referrals, mandatory referrals,
rehabilitation in lieu of or in addition to
disciplinary action and fitness-for-duty referrals
shal |l be as provided in Human Resources Policy &
Procedure: Fitness-for-Duty Evaluations. These
services are not provided by the Enpl oyee Assi stance
Program but by outside providers.

3.2.1 Disciplinary action may not include mandatory
referral to the Enpl oyee Assi stance Program

4.0 Training and Qutreach
4.1 The Human Resources Division and the Enpl oyee

Assi stance Program Manager wi || cooperatively plan to
i nclude problemidentification and the process of
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referrals to the Enpl oyee Assistance Program as part

of the regular benefits notification procedures,

enpl oyee orientation and training sessions offered by
t he County. Enpl oyee Assistance Program services to

enpl oyees and their household is one of the enployee

benefits provided by the County.

The Enpl oyee Assi stance Program nmay engage in such
outreach services as appear, to the Manager of the
Enpl oyee Assi stance Program in consultation with the
Human Resources Division Director, to be appropriate.

dentiality

Confidentiality of all Enployee Assistance Program
eval uati ons shall be preserved as required by |aw
Confidentiality in rehabilitation and other services
shal | be bound by the provisions of professional
ethical principles, licensure, Federal and State |aws,
and regul atory requirenents.

The perm ssible release of information will only be
for professional purposes, will be limted to persons
clearly concerned wwth the matter at issue, shal
include only information which is clearly and directly
germane to enpl oynent purposes and shall avoid undue

i nvasi ons of privacy. The Enpl oyee Assi stance Program
Manager has a responsibility to clarify with the
client these limts on confidentiality.

| nformati on regardi ng enpl oyees shall only be

rel eased, in accordance with the standards set out
above at Paragraph 5.2, and only under circunstances
in which the enpl oyee expressly authorizes, in
witing, such rel ease.

Records Prohibited - Gievances and Disciplinary Action

6.1

The Enpl oyee Assistance Programand its records and
services are not to be used in the disciplinary or

gri evance processes, except as provided herein and in
ci rcunstances of rehabilitation in lieu of or in
addition to discipline. The Enpl oyee Assistance
Program Manager shall not act as a wi tness regarding
Program activities in any disciplinary or grievance
pr oceedi ng.

APPROVED AND PASSED THI'S 15™ DAY OF JULY, 2008
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