Addendum IV

Employee Assistance Program (EAP) Policy



Hubbard County is concerned with an employee's personal problems when they adversely affect job performance or reflect discredit on the organization.  The Employee Assistance Program has been developed to provide assistance to employees with problems of a personal nature either on a voluntary basis or when referred by management.


The County of Hubbard recognizes that problems of a personal nature can have an adverse effect on an employee's job performance.  It is also recognized that most personal problems can be dealt with successfully when identified early and referred to appropriate resources.  The purpose of the Employee Assistance Program is to provide these services through special arrangements with an outside counseling resource.  The program is designed to deal with a broad range of human problems such as alcohol and/or drug, emotional/behavioral, family and marital, financial, legal and other personal problems.  The program provides problem assessment, short term counseling and referral.  Costs for these services are covered by the Minnesota Counties Insurance Trust.  If costs are incurred for other services that are not covered by MCIT, insurance or other benefits, that cost is the responsibility of the employee.  The overall objective of the Employee Assistance Program is to maximize the employee's ability to function in personal matters and maximize job performance.

UTILIZATION OF THE PROGRAM IS GOVERNED BY THE FOLLOWING

(
Hubbard County is concerned with an employee's personal problems when they adversely affect job performance or reflect discredit on the organization.

(
The policy applies to all employees of the organization regardless of job title or responsibilities.

(
The program is available to employees and their family on a self-referral basis since problems at home can affect the job.  If employees or family members have personal problems that may benefit from assistance, they are encouraged to use this program.

(
Participation in the program does not jeopardize an employee's job security, promotional opportunities or reputation, nor will it impair any rights of the employee or impede the organization in effecting disciplinary proceedings against any employee.

(
All records and discussions will be treated as confidential information to the fullest extent allowed by the law.  In cases referred by supervision or management, confidentiality requires that no information be revealed to supervisors or managers other than on a need to know basis for proper job functioning.  All written records will be kept by the designated counseling resource and will not become a part of the employee's personnel file.

· When performance problems are not covered with normal supervisory attention, employees are encouraged to seek assistance to determine if personal problems are causing unsatisfactory performance.  If performance problems persist, normal corrective procedures will be followed.

· Sick Leave and/or Family Medical Leave may be granted for treatment or rehabilitation on the basis as it is granted for other health problems pursuant to Hubbard County's leave policies.  Consideration may also be given for the use of annual leave or leave without pay if requested.

PROGRAM


Through the Employee Assistance Program, Hubbard County employees and their immediate family members obtain free diagnostic screening, brief counseling and referral services.

ACCESS TO THE PROGRAM


If an employee determines that counseling is needed, the employee and/or family members should contact The Sand Creek Group, Ltd., 1-800-550 MCIT to access the program.  In the event of a crisis, the individual can call the above number at any time.

COST


There is no cost to the employee for assessment and counseling sessions that the employee or family member may have with the Employee Assistance Program.  Should the EAP participant require additional service beyond the EAP, the Employee Assistance Counselor will refer the participant to an appropriate resource in accordance with the employee's insurance benefits and ability to pay.

CONFIDENTIALITY

No information about an individual using this EAP will be shared with others without the written consent of the person except in circumstances where disclosure is required by law.  Those who seek assistance need only to identify themselves as employees or as family members of a Hubbard County employee.


Before your initial appointment begins, you will be assured of the purpose and intended use of the information you provide; whether you may refuse to supply information or whether supplying it is legally required; any and all potential consequences arising from supplying or not supplying the information; and the identity of any persons or entities authorized by state or federal law to receive such information, if any.


This policy is not intended to alter or replace existing administrative policy or contractual agreements, but serves to assist in their utilization.
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