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Ideas on Best Practices for  

Employee Assistance Program Policies 

 

 

Abstract 
 

 

 

Policies are the foundation upon which Employee Assistance Programs are created.  Despite this, 

little literature exists concerning what should be included in a formal policy.  An outline is 

provided recommending attributes that would be of value to include and a mechanism to evaluate 

new and existing policies.  The best practices guideline includes what should be included in an 

opening statement of principles and what procedures should be put in place for referral, 

monitoring and evaluation. Recommended responsibilities for program development are also 

included as are recommendations regarding functions for different positions within the workplace 

with respect to an EAP. 
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INTRODUCTION 
 

Best practices are those actions that have the greatest impact on enhancing the delivery of 

services to the target population.  They include principles, guidelines, resources, research, the 

actual programs and the policies that guide the programs.  These actions need to be not only the 

most effective but also the most appropriate for a specific situation based upon available 

knowledge and capacities.  Best practices action thus necessitates the synthesis and consolidation 

of both empirical knowledge and practice wisdom (Manske and Maule, 2001).  In theory the goal 

of each organization’s EAP should be specified in a policy that is created prior to the 

implementation of the program and then regularly reviewed and updated.  However, the practice 

of EAP policy development and review has not been itself reviewed in any depth. 

 

The most extensive examination of EAP policies have been conducted in Ontario, Canada largely 

through the auspices of the Addiction Research Foundation (ARF) of Ontario, now the Centre for 

Addiction and Mental Health (CAMH). During the 1970’s and 1980’s ARF had a mandate to 

assist organizations in creating EAPs including developing formal policies.  In 1990 Macdonald 

and Dooley reviewed 91 of these policies from across Ontario. They found that policies written in 

the 1980’s and those that were endorsed by a labor association had a greater emphasis on 

voluntary referral, confidentiality of information and program promotion than did policies written 

in the 1970’s and those that did not have any formal union support.  Prior to that Albert and 

Macdonald (1982) reviewed the process of policy development in 135 organizations which then 

represented six per cent of the Ontario labor force.  They identified eight specific stages that most 

successful EAPs progressed through beginning with stimulating organizational interest in 

developing a program.  This was followed by preliminary program planning, obtaining 

organizational commitment, creating an EAP committee, preliminary policy development, 

formalization of the policy followed by institutionalizing the policy which entailed the 

assignment of resources to allow the EAP to be implemented.  The final phase, phase eight, 
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entailed the actual implementation of the policy, which implied that the EAP has become 

functional and was being used by employees.  The goal of this process was to formally 

institutionalize the Employee Assistance Program within the organization’s culture while 

maximizing the participation of both management and labor groups. 

 

Putname and Stout (1985) in their study of 377 organizations found that the likelihood that an 

organization would institute an EAP depended upon a variety of factors with two being more 

influential than the others.  The first key attribute was the attitude of the human resources 

department towards the issues of alcoholism and EAP while the second was the skill in program 

development of the external occupational consultant who worked with the company. 

Organizations that had implemented a policy also appeared to have greater concerns for worker 

welfare, were larger in size and had an active union.  Factors detrimental to policy development 

included reservations that program adoption and implementation would hinder the reputation of 

the organization, indicating that it had some type of internal problem, and that an EAP would 

usurp existing internal employee control protocols. 

 

The majority of the remaining literature relating to this topic details the value, importance or 

utility of having an EAP policy (Battle, 1988; Dixon, 1988; Soto, 1991 and Taylor et al, 1988).  

What this literature has in common is that it is supportive of the value of having a formal EAP 

policy, it is all more than a decade old and no where does it provide an outline, guidelines or 

recommendations for best practices regarding what an EAP policy should contain.   

 

BEST PRACTICE GUIDELINES 

While EAPs are unique to each individual workplace, there are common characteristics that should 

enhance their success.   It is not only valuable but also prudent for an organization to prepare a 

formal, written policy, outlining the intent of the program.  The statement should contain an 
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introductory descriptive statement, define responsibilities of key work site persons and discuss 

procedural issues.  A policy also gains in status when it is signed by both senior management and 

labor officials.  The following items are presented as ideas in creating best practice guidelines when 

developing, reviewing or revising an EAP policy statement. 

 

i) Principals and Intent of the Program: 

 “The purpose of our EAP is to help all employees and their family members who 

may develop social, behavioral, work, or health problems that could effect their 

work performance, their health and safety or the productivity of the workplace.  

Our EAP will provide assistance to all employees, retirees and members of their 

immediate family in obtaining an assessment, counseling or appropriate referral 

and treatment for personal or work related problems.  Our EAP is restorative, it is 

preventative, it is not punitive in nature or intent.”  

 

 An introductory paragraph of an EAP policy should include an opening statement with a 

similar philosophy to the above example along with statements discussing: 

 a) additional reasons why the organization and affiliated labor groups endorse the 

Employee Assistance Program; 

 b) the employer's interest with employee problems being limited to their effects on 

absenteeism, job performance and related issues surrounding productivity; 

 c)  that any personal or family problem is responsive to counseling, treatment and 

rehabilitation or improvement; 

 d) that the EAP is completely confidential.  Rather than being held against an 

employee, a decision to enter EAP should be viewed as an indication of personal 

and professional responsibility; 

 e) that the EAP results in human and economic savings for both the employer and the 

employee; and, 
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f) that the existence of  an EAP does not alter management's responsibility or 

authority.  Neither does it alter union prerogatives. 

ii)   Management and Labor Endorsement 

 The written policy statement will ideally be signed by the Chief Executive Officer and 

senior labor leaders along with members of the EAP committee and be presented conjointly 

to all employees as a joint, cooperative endeavor. 

iii) Clear Procedures for Access 

 An EAP should facilitate easy access to services providing anonymity where possible while 

always maintaining confidentiality.  Access to the referral process should be such that 

confidentiality is preserved and undue attention avoided for voluntary, informal and formal 

referrals.  Any decision on the part of employees to seek help must not interfere with their 

position or employment. 

 a) Voluntary Use 

  It has been recognized that those who seek assistance for a problem voluntarily are 

the most successful in resolving their difficulties.  Training and educational 

procedures should be developed that both enable and motivate individuals to refer 

themselves for assessment to EAP staff, union counselors, referral agents or 

external resources.  These procedures should also allow employees access to 

evaluation by professionals, referrals for counseling, treatment and for follow-up.  

Employers and labor groups are encouraged to emphasize voluntary use of the 

Employee Assistance Program. 

 b)        Informal Referral 

An EAP policy should indicate the roles that labor, health services, peers and 

management have in the workplace in providing information about the EAP to 

colleagues who might benefit from the program or recommending that an 

individual or member of their family consider the merit of contacting the EAP. 
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 c) Formal Use 

  Each EAP should prepare written procedures for any action initiated by 

management, peers, health services and/or labor representatives to ensure 

successful formal referrals for those unable or unwilling to benefit from voluntary 

or informal referral.  These procedures should provide for assessment by EAP 

staff, union counselors or referral agents, evaluation by professionals, referral for 

counseling or treatment, feedback to and from the referral source and follow-up.  

Formal referrals should be based upon deteriorating job performance as noted by 

the immediate supervisor and discussed when appropriate with a union steward. 

 d) Follow-up 

  Individuals should have access to follow-up services to ensure they continue to 

receive the type of counseling or treatment support needed to successfully resolve 

their problems.  Follow-up is a key component of any preventative program, 

particularly if counseling is limited by a cap as it assists in averting a relapse into a 

crisis situation where a person's health, wellness or employment may again be 

threatened. 

iv) Confidentiality 

 The principal of confidentiality requires that no information of a personal nature be shared 

or discussed with anyone without the informed and written consent of the referred worker.  

The EAP will not operate effectively, nor for any length of time, without clear guidelines 

and a strong commitment to confidentiality.  Explicit written rules must be established 

specifying how records are to be maintained, for what length of time, who will have access 

to them, which information will be released to whom, and under what conditions, using 

what type of release form.  The policy should also indicate how employee EAP records will 

be used for purposes of monitoring, research, evaluation and internal and external reports.  

Client records kept for EAP statistical reports should never have names attached and 
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statistical reports should always be aggregate in nature so that no person or individual work 

unit can be recognized. 

 

 Any and all exemptions to confidentiality such as legal requirements to report suspected 

child abuse or neglect or harm to oneself or another should be clearly indicated in the 

policy and employees should be made aware of these exceptions prior to disclosing any 

information to the EAP service provider, volunteer or professional.  As well, the EAP 

policy should explicitly state that the workplace has no control over nor can supersede the 

authority of the courts of law to subpoena information pertinent to matters before them at 

any time. EAP records should never become part of an employee's personnel file.  Work 

performance records prepared by management separate from the EAP can of course remain 

part of the employee’s permanent personnel record.  However, all records of participation 

in the EAP itself, need to remain strictly confidential. 

 

 While anonymity is the ultimate goal of the EAP, confidentiality and anonymity are not the 

same.  It is impossible to prevent co-workers from noticing that a fellow employee is not at 

work for an extended period of time or is off at a particular time each week.  Nonetheless, 

the reasons for the absence are not to be disclosed, keeping the nature of the problem 

situation confidential, though not wholly anonymous.   

v) Joint Labor-Management Committee 

Endorsement of the program, its ongoing maintenance, monitoring and evaluation should 

be done whenever feasible through a committee equally representing management, labor, 

both union and non-union and interested third parties such as the external EAP service 

provider.  As the committee's primary function is not directed toward individual assessment 

or counseling a lack of clinical training should not act as a deterrent to membership.  The 

essential qualifications for EAP committee members are an interest and concern in helping 
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fellow employees and their family members and a desire to obtain as much information as 

possible with respect to the operations of the Employee Assistance Program. 

vi) Education and Promotion 

a) Management, labor representatives, health and other counseling staff should be 

thoroughly informed about their respective roles in facilitating usage of the EAP. 

 Training for all groups should be undertaken and regularly updated. 

 b) It is important that employees, their families, and all others eligible for the program 

be informed about the organization's EAP and the services it offers and be 

continually updated on new program initiatives. Information about the EAP should 

be made available to all new employees and their families and be part of both the 

orientation process and the employees’ handbook. 

 c) An organization should also make a commitment through the EAP to ongoing 

education dealing with prevention, health promotion and the broad range of 

problems facing both individuals and their families. 

 d) Both labor's and management's input should be sought when developing training 

programs.  Distinct educational components for each group should be prepared and 

presented regularly. 

vii) Communication 

 Communication should regularly occur between the EAP committee and senior 

management and labor, employees, the health and safety committee, medical department, 

EAP provider and EAP associations.  Information updates about the program, within the 

confines of confidentiality, need to occur regularly to maintain the spotlight on the program 

and ensure its continued support and usage. 

viii) Monitoring and Evaluation 

 a) The EAP should develop a record keeping system that: 

  1. protects the identity of the client; 
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  2. facilitates case management and follow-up; 

  3. provides ready access to statistical information; 

  4. indicates under utilization by a specific sector or group; and, 

  5. can follow emerging trends or patterns in EAP need. 

  Monitoring can also assist in planning educational and promotional activities for 

the workplace. 

 b) Specific review periods should be established to examine the effectiveness of the 

policy and procedures and to provide an objective evaluation of operation and 

performance.  The information can also be used to determine future program 

planning, education and promotion. 

ix) Insurance and Compensation Coverage 

 Those seeking assistance through an EAP should be eligible for the same medical and 

disability benefits as employees with other illnesses or issues.  A review of benefits and 

insurance should be completed prior to an EAP's implementation, ensuring that plans 

adequately cover appropriate assessment, counseling and treatment for a broad range of 

situations.  These concerns include but are not limited to critical incident stress, alcohol and 

other drug use, misuse and abuse, mental health issues, work-related problems, family and 

marital issues and other personal concerns.  All persons involved with the EAP should be 

familiar with provisions of the medical and disability benefit plans so that they can advise 

employees and their family members clearly as to the extent, nature and additional cost of 

any recommended counseling or treatment and the available reimbursement.  

x) Roles  

 One final inclusion is the descriptions and definitions of the responsibilities of work site 

participants involved with the EAP.  These may be included in the policy document itself or 

as an appendix.  Any additional role-specific responsibilities arising out of the development 

of an EAP policy should also be added to an individual employee’s job description.  The 
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following is an extensive list of roles and responsibilities though not all positions will exist 

in every organization.  In many workplaces some functions will not come into play such as 

a union counselor or referral agent while in other work sites roles may be combined such as 

when an occupational health nurse takes on the additional responsibilities of also becoming 

the EAP coordinator. 

 

i)  Senior Management: 

 a) Support the concept of EAP and work in conjunction with labor in program 

development.  

 b) Endorse the written policy. 

 c) Provide adequate staff time to plan and develop the program. 

 d) Allocate financial resources to the EAP. 

 e) Assign representative(s) to the EAP committee. 

 f) Provide time for staff orientation to the program. 

 g) Provide time for training and orientation for all managers, supervisors, and union 

officials. 

 h) Ensure full job and benefit protection for any employee using the program. 

 i) Request and respond to regular reports from the EAP committee. 

 j) Provide adequate sick leave provisions for persons presenting serious personal 

problems to the EAP. 

 k) Review and if required revise the employee benefits plan.  

ii)  Senior Labor: 

 a) Support the concept of EAP and work in conjunction with management in 

developing a program. 

 b) Formally endorse the written policy. 

 c) Assign representative(s) to the EAP committee. 
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 d) Morally and financially support members interested in becoming union 

counselors/referrals agents. 

 e) Ensure job benefits and promotion opportunities are not effected by members' use 

of the program. 

 f) Encourage the membership to use the program voluntarily if they have personal 

problems. 

 g) Ensure that the confidential integrity of the program is maintained. 

 h) Assist in publicizing and promoting the program. 

 i) Ensure formal interviews are restricted to job performance concerns. 

iii) Joint Committee:  

 a) Ensure committee composition represents all sectors of the organization. 

 b) Define the mandate of the and its procedures. 

 c) Write the policy statement including descriptions of the responsibilities of key 

work site participants. 

 d) Schedule regular committee meetings. 

 e) Become informed about community resources determining the availability of 

facilities, the timeliness and cost for available counseling or treatment.  Where 

facilities are unavailable, or there are lengthy delays for appointments, the joint 

committee should work within the community to upgrade the level of services, 

improve the timeliness of counseling and ensure the affordability of assistance in a 

manner that makes it readily available to all. 

 f) Interpret program policies, responsibilities and procedures to union, management, 

referral agents, social service agencies in the community and others, as required. 

g) Determine the structure of the EAP including what type of services will be 

delivered to which groups, including family members, and how they will be 

delivered. 
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h) Select an external service provider if required. 

 i) Obtain adequate resources to ensure the program's viability and success. 

 j) Prepare promotional materials and conduct orientation sessions for senior 

management and labor, employees and family members highlighting the 

confidential nature of the EAP and the distinction between confidentiality and 

anonymity. 

 k) Develop or assist in the development of a training package for supervisors. 

 l) Develop a monitoring system and evaluation process for the EAP in order to revise 

goals and make appropriate program changes as new needs dictate. 

 m) Maintain confidentiality and work for anonymity by monitoring all procedures and 

if any breaches in confidentiality occur ensure that they are immediately addressed. 

 n) Maintain open lines of communication and make regular reports to senior 

management, labor officials, employees, employee families, and community 

resources.  Minimally, an annual report of EAP activity should be prepared. 

 o) Become involved in local, regional and national EAP groups and associations. 

 note: Joint labor-management committees exist in both unionized and non-unionized 

settings.  In the latter, non-management persons play the same roles and can have 

the same impact on the program as their peers in unionized work sites. 

iv)  Program Coordinator: 

 a) Membership on the EAP committee, typically as the committee chair. 

 b) Assist in policy, procedure and program development. 

 c) Assist in developing promotional and educational training for employees, labor, 

management, families and referral agents. 

 d) Be familiar with and inform the EAP committee about community services. 

 e) Assess and refer employees and family members as required. 
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 f) Provide short-term counseling and case management to employees and family 

members. 

 g) Ensure follow-up of employees and family members who have sought assistance. 

 h) Provide general statistics about the program ensuring confidentiality of all records 

and anonymity of clients.  

 i) Keep the committee updated about the EAP's operation both orally and through 

written reports. 

v)  Referral Agent/Union Counselor: 

 a) Understand the principles and concepts of the EAP policy and associated 

procedures. 

 b) Complete specified training, including knowledge of interviewing skills, 

community resources and the organization’s benefit package. 

 c) Act as resource to the EAP and Health and Safety committees as well as to any 

manager, steward, or employee who requests your assistance. 

 d) Keep apprised of relevant community agencies and organizations and share 

information with fellow referral agents/union counselors regarding the quality and 

timeliness of services offered by various groups and services including waiting 

lists. 

 e) Encourage members to seek assistance when applicable. 

 f) Make workers aware of the services of the EAP and what their rights are when they 

use the program. 

 g) Be available to colleagues and peers who wish to talk. 

 h) Appropriately refer peers and be available for follow-up support if necessary. 

 i) Ensure confidentiality at all times and anonymity when possible. 

 j) Explain the consequences to employees, who decline assistance, if the behaviors 

that lead to the EAP referral do not change. 



 
 

14    

k)        Union counselors have the additional responsibility of being accountable to the  

  Unit Chief Steward and ensuring the Chief Steward is informed of all cases of 

  employee discipline. 

 note: The Canadian Labour Congress recommends a minimum of one union 

counselor/referral agent per one hundred employees.  

vi)  Supervisor: 

 a) Do not act as a diagnostician or counselor, rather limit intervention in an EAP 

context to discussing issues of employee performance. 

 b) Understand the principle concept of the EAP policy and associated procedures. 

 c) Establish acceptable consistent performance standards for all employees. 

 d) Recognize, document and monitor changes in employee work and behavior 

patterns. 

 e) Consult with union counselors, external service providers, referral agents, and/or 

occupational health nurses, if unsure of what action to take. 

 f) Encourage employees and colleagues exhibiting performance deterioration to 

consider using the EAP voluntarily. 

 g) Help employees identify job performance problems and provide suggestions for 

improvement.  If a union exists and the employee requests representation arrange 

for a union steward to be present at the meeting.  Avoid any reference to specific 

problems. 

 h) Continue to monitor performance.  If it continues to decline, re-state the options an 

employee has, including using the EAP.  Outline possible consequences of 

continued job performance decline (disciplinary steps). 

 i) Ensure confidentiality throughout the process.  

vii) Union/Employee Representative (Steward): 
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 a) Understand the principles and concept of the EAP policy and associated 

procedures. 

 b) Encourage employees who indicate that they have a problem to seek help through 

the organization's EAP program. 

 c) Explain that the EAP program offers confidential help and time off, if required, and 

explain disciplinary consequences to employees who decline help offered though 

the program. 

 d) Act as an advisor when approached. 

 e) Ensure that employees’ requests for help do not effect their job security and 

promotional opportunities.  Also ensure that interviews are restricted to job 

performance concerns and that  all records are kept strictly confidential. 

 f) Ensure the rights of all members of the bargaining unit are explained to them at the 

time of referral. 

 g) Accompany employees in formal interviews with management upon request and 

support employees when an offer of EAP use is appropriately made. 

 h) Join with supervisors in providing support and follow-up on the job. 

 i) Assist in EAP education and awareness to the membership. 

 j) Ensure confidentiality throughout the process and anonymity when possible. 

             k) Work in conjunction with the union counselor to ensure both the wellness and 

rights of a fellow employee using EAP are protected. 

viii) Employee: 

 a) The employee is encouraged to seek assistance voluntarily, when necessary, for 

any behavioral or health problem. 

 b) The employee is responsible for maintaining or regaining satisfactory work 

performance. 
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 c) When there is a problem detrimentally effecting work performance and appropriate 

counseling or treatment is obtained the employee should continue with the 

negotiated counseling contract until its completion. 

 d) If an employee declines the help that is offered and his/her job performance and 

attendance do not improve, or continues to deteriorate, the employee may be 

subject to the standard disciplinary process as in the provisions of the collective 

agreement. 

 e) When an employee accepts assistance and/or counseling but after a reasonable 

period of time is still unable to bring work performance up to an acceptable level 

the disciplinary process may still be applied. 

 f) Employees should respect the right to confidentiality of all fellow workers. 

 g) The employee is urged to forward concerns, suggestions or recommendations 

about the EAP to the EAP committee or coordinator. 

 h) Employees should inform their family members about the purpose of the EAP and 

how family members can access the program voluntarily and anonymously. 

ix)  Co-Workers: 

 a) Be aware that the EAP is designed to help employees and their family members, 

not to punish or terminate them. 

 b) Understand that covering up for fellow employees with personal problems only 

worsens the situation. 

 c) Attend all EAP orientation and training sessions. 

 d) Be supportive of any employee who is seeking assistance. 

x) Medical Services: 

 When a Medical Services department exists it can play a key role in the EAP process. The 

involvement of physicians is advantageous as they are able to make a diagnosis that is 

recognized as valid for insurance purposes.  The occupational health nurse, in the absence 
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of a physician, becomes the medical liaison and can also operate as the liaison person 

between the company, external EAP service provider and joint labor-management 

committee. 

 

 Employees often present themselves to Medical Services when voluntarily seeking help for 

personal problems.  Occupational physicians and occupational health nurses are able to 

intervene positively when employees arrive with minor complaints which may be 

suggestive of other more serious behavioral or health problems.  When applicable the 

medical staff: 

 a) Appoints a representative to serve on the EAP committee. 

 b) Assesses, refers and provides follow-up services to employees. 

 c) Familiarizes themselves with the EAP policy statement and referral procedures. 

 d) Is aware of how the employee health and benefits plan applies to the EAP. 

 e) Works with other EAP personnel to encourage all employees to voluntarily 

participate in the EAP when necessary. 

 f) Maintains confidentiality and attempts to protect anonymity at all times. 

 g) Compiles a reference system of resources in the community. 

 h) Promotes health education and provides information on prevention to employees.  

 i) Acts as a referral agent in arranging for outside services when necessary. 

xi)     Human Resources Department 

 It is frequently politically prudent to have the human resources department only 

peripherally involved with the EAP.   However, in some organizations the human resources 

department does take on a more active involvement with the program.  If this is not 

necessary the EAP committee, coordinator, external consultant or Medical Department may 

take responsibility for some or all of the following roles. 
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 a) Serve a coordinating function between the employer, external service provider(s) 

and the EAP committee. 

 b) Interpret company disciplinary and supervisory procedures as they relate to the 

Employee Assistance Program. 

 c) Monitor absenteeism, accidents, unusual behavior and other job performance 

indicators. 

 d) Inform new employees and their family members about the EAP. 

 e) Circulate EAP information to employees and their families on a regular basis. 

 f) Keep apprised of EAP-related company benefits.   

 g) Keep management and union updated on all EAP modifications to which the 

committee agrees. 

 h) Coordinate and integrate human resources and EAP policies. 

 i) Provide performance appraisal mechanisms to all supervisors to assist them in 

monitoring employee performance. 

 

APPLICATION 

While the literature that exists discusses the importance of each EAP having a formal policy little 

guidance on what should constitute a policy has appeared recently.  The ideas proposed in this 

article have been applied to create an EAP policy best practices guide (Figure 1).  The guidelines 

include five distinct sections; an introductory statement of principles, procedures, program 

development, roles and an overall document critique.  Each section is sub-divided to further allow 

each aspect of the EAP policy to be separately appraised. 

 

The introductory statement of principles tests for union/management endorsement, the range of 

issues the program covers, a discussion of job protection, confidentiality and anonymity and for a 

discussion of benefits provision.  Section two, procedures, reviews the three access routes for EAP, 
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voluntary, informal and formal along with checking for the inclusion of follow-up procedures, 

program monitoring and program evaluation.  The program development section evaluates if the 

EAP policy includes sections on training, orientation, and promotion of the EAP to employees as 

well as to family members and if there is any indication of liaison with EAP resources outside the 

workplace.  The fourth section is a review of the various roles pertaining to EAP that can be found 

within a workplace while the final section allows an appraiser to assess the clarity and thoroughness 

of the policy. 

 

Each item in each section can also be individually rated thus not only can the presence of absence of 

a characteristic be determined so too can its thoroughness. This best practices guideline can be 

employed during the initial creation of an EAP policy or during subsequent reviews.  The utility of 

the guidelines will be tested in a subsequent article reviewing existing EAP policies. 
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Figure 1: EAP POLICY BEST PRACTICES GUIDELINES 

         Maximum Policy 

         Score  Score 

 

1. INTRODUCTORY STATEMENT OF PRINCIPLES 

 

 Union and Management Support/Endorsement   10  _____       

 

 Range of Problems Covered by EAP    10  _____       

 

 Job Protection       10  _____       

 

 Confidentiality of Program     10  _____       

 

 Anonymity of Program       10  _____       

 

 Benefit Provision        10  _____       

 

 Area 1 sub-total (maximum 60)                      

 

 

 

2. PROCEDURES: 

 

 Voluntary access to program      10  _____       

 

 Informal referrals to program      10  _____       

 

 Formal referrals to program      10  _____       

 

 Follow-up        10                         ____ 

 

 Monitoring        10  _____     

 

 Evaluation        10  _____     

 

 Area 2 sub-total (maximum 60)     ____       _____      

 

 

 

 

3. PROGRAM DEVELOPMENT: 

 

 Training of Supervisors/Stewards      10  ______       

 

 Orientation of Workforce       10                ______      

 

 Publicizing Program to Workforce        10  ______       

 

 Publicizing Program to Families/Family Orientation    10  ______       

 

 Community Liaison       10  ______       

 (EAP groups, community services and related agencies) 
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 Area 3 Sub-total  (maximum 50)      ____  ______                          

 

 

4. ROLES:    

 

 EAP committee          10     _____        

 

 Management        10     _____        

 

 Union         10     _____        

 

 Employees Group (non-unionized)             10     _____        

 

 Supervisors        10     _____        

 

 Stewards        10     _____        

 

 Employees        10     _____        

 

 EAP Coordinator        10     _____        

 

 Referral Agents/Union Counselors      10     _____        

 

 Human Resources (personnel/industrial relations)     10     _____        

 

 Medical Department (OHN/Occupational Physician)     10    _____         

 

 Area 4 Sub-total (maximum 110)               ____   ______             

 

 

 

 

 

5. OVERALL DOCUMENT CRITIQUE                          

 

 Clarity         10     _____        

 

 Thoroughness              10     _____        

  

 

 Area 5 Sub-total (maximum 20)                   ____      _____        

 

 

 TOTAL: (maximum 300)           ____     _____        

 

  

 

PERCENTAGE SCORE:                                                         

       (total score/300) 

 

 

  


