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Office of Employee Assistance (OEA) Overview
· What are the most common types of employee problems:

· How these employee problems affect co-workers, supervisors, and job performance;

· How employee assistance helps employee in trouble;

· How employee assistance benefits the supervisor;
Types of employee problems
· Family and Marital Issues





· Mental & Nervous Problems





· Job-Related Stress






· Alcohol & Drugs





 

· Legal & Financial Difficulties



 

· Medical or Physical




  

· Childcare/Eldercare Needs



 
  

· Children’s Schooling




  

· Mandatory Referrals (policy violation)


  

How employee problems affect co-workers, supervisors, and job performance

It is as unrealistic to expect someone to leave all of their personal problems at home as it is to expect you to leave thoughts of the workplace at work.  

· Absenteeism, tardiness, sick time

· Poor performance and productivity

· Accidents and injuries, work comp claims, short term disability (STD), long term disability (LTD)
· Discrimination and harassment

· Bullying and troubled relationships with co-workers

· Acts or threats of violence
How employee assistance helps employees in trouble

Employees and family members experiencing problems can connect with counselors on the telephone, be connected to a master level professional, have their problems evaluated and 

assessed properly, receive short-term solution focused help, and learn to how to find additional help in their community.
Frequently Asked Questions (FAQs)
What is an OEA?
Your OEA gives you (the employee) and your family members easy, free and confidential access to professional counseling and referrals to community resources.  The goal of the EAP is to help you with any problem that might affect life at work or at home.

What kinds of problems does the OEA address?

The OEA addresses a wide range of personal problems and issues.  Often these will include emotional or behavioral issues.  When financial or legal issues create stress in your life, your EAP can connect you to resources and information.  People may use OEA to resolve marital, family or work problems.

The OEA is not designed to address chronic mental health concerns or substance abuse problems that require intensive interventions.  These problems require referral to a specialist for longer-term care and attention, drawing on the behavioral health provisions of your group health plan.  However, your OEA provider will be able to refer you to an appropriate treatment option.
Who do I call to get help from the OEA?
Call 720-913-3200.  This number is a 24 hour line.

What does it cost?

Nothing, provided you see the Office of Employee Assistance counselor.  The OEA sessions received are free of charge; however, any care above and beyond the EAP is subject to the limits and requirements of your mental health benefits.  

Who would I see?

Our counselors have Master degrees, many years of experience, a state license, and are fully insured.  You would be scheduled with the counselor that best meets your individual needs.

How long does a counseling session last?

Counseling sessions last approximately one hour.  

Who will know that I’ve used the OEA?  How can I, or anyone else, find out if my dependents are using the OEA?

No one.  The OEA adheres to all the federal and state laws regarding confidentially and privacy in mental health and substance abuse treatment.  No information will be released to anyone without a signed Release of Information.  
What if an emergency occurs after work or on the weekend?

Counselors are available to speak with you on a 24-hour basis, seven days a week.  
Can I arrange for a counseling appointment in the evening? 
We are open during regular business hours.  Our business hours are 7:30 a.m. to 5:30 p.m. Monday through Friday.
How is the OEA different from my health plan benefits?

Your group health benefits are available only to those enrolled in the plan as employees or eligible dependents.  The OEA is available to employees and family members and retirees.  
Most group health plans have a per visit co-payment or deductible for mental health services.  The OEA does not.

Group health plans cover problems and services that meet medical necessity requirements.  The OEA can help with all kinds of issues including problem behaviors, grief, relationships, stress and referrals for financial and legal concerns.  

Are psychological testing and court-ordered treatment provided through the OEA?

No.  We do not provide court-ordered treatment or psychological testing.
Do I need to go through my agency or anyone else to access OEA services?

No.  Simply begin by calling our phone number, 720-913-3200.  Everything you do from that point forward is confidential and is not documented in your personnel files.  As a self-referral, the OEA will not reveal the use of the program to others.
How is my time recorded when using the OEA during work time?
It varies by the agency and at the supervisor discretion.
What are the number of sessions available through the OEA?
The aim and objective of the OEA is short-term problem assessment, brief intervention and appropriate referral.  Your allowable visits are enough to evaluate issues and make plans to begin resolving them. The guideline is a 6 session model per problem. 
Can my dependent(s) use the OEA services?

Your spouse, dependent children or immediate family are eligible for the OEA if they reside in your home or are under your financial auspices.  
What if I’m divorced and my children only live with me part of the time?

The answer depends upon the specifics of the divorce decree and who has legal authority to make decisions for the child.  If the parent having the child living with them only part of the time does not have legal authority, the other parent would have to provide consent.  With consent, the child can be seen. 
Identifying a Troubled Employee

If any employee or family member of that employee is suffering from serious personal problems,  sooner or later it will have an impact on their ability to function at work.  Some employees can hide problems for a long time, but those problems will still impact their behavior, their attitude, and their morals.

NOTE:  All employees, including managers and supervisors, exhibit some of these job performance problems occasionally.  

These are some examples:

Absenteeism

Patterns of absenteeism vary.  Generally, any increased absenteeism should be noted.  The following are some typical patterns.

· Unauthorized leave

· Excessive leave

· Monday & Friday absences

· Excessive tardiness
· Peculiar and increasingly improbable excuses for absences

· Higher absenteeism rate than other employees, for colds, flu, etc.

· Frequent, unscheduled short-term absences (with or without medical explanation)

Work Pattern and Production

· Current work assignments take more effort than before
· Work takes more time to produce
· Difficulty in recalling instructions
· Display of disinterest in work
· Alternate periods of high and low productivity
· General absentmindedness, forgetfulness
· Repeatedly making same mistakes, despite corrections
· Increased difficulty in handling complex tasks
· Outside complaints about the employee’s work
· Fellow employees complain about covering for the employee
· Improbable excuses for poor work patterns
Employee Relationships on the Job

· Over reaction to real or imagined criticism

· Borrowing money from co-workers

· Unreasonable resentments against co-workers

· Complaints from other employees 

· Persistent request for job transfer

· Unrealistic expectations for promotion

· Avoidance of co-workers

· Repeated and compulsive criticism of the organization

· Abrasiveness with others (supervisors, co-workers, or subordinates)

· Swings in morale of co-workers related to employee behavior

· Aggressive, belligerent, or grandiose interactions

Work Related Relationships in the Community

· Complaints from the community concerning the employee
Symptoms Not Directly Related to Work

· Sloppy appearance
· Inappropriate clothing
· Withdrawn
· Mood swings, high and low
· Suspiciousness or paranoia
· Extreme sensitivity
· Anxiety and nervousness
· Frequent irritability with others
· Unduly talkative
· Preoccupation with illness or death
· Frequent arguments
· Physically assaulting or threatening
· Frequent outbursts of crying
· Excessive personal telephone time
· Making incoherent or irrelevant statements on the job
Alcohol and/or Drugs in the Workplace
All agencies in the City & County of Denver follow Executive Order (EO) 94 (appendix 1) to determine how to respond to the use of alcohol and/or drugs in the workplace.  Individual agencies may develop unique protocols but remain under the requirements of EO 94.  Additional information can also be found in Career Service Rule # 15.  
Steps to Successful “People-Problem Management

It is strongly recommended that supervisors consult with an OEA counselor before beginning the referral process.   This is to help identify the differences between employee behavior and supervisory judgments.  
Step One:  Observing and Measuring Performance
Consider the following and focus on behavior/performance:
· Job Description

· Standards for Performance

· Codes of Conduct

· Personnel Policies and Procedures

Step Two:  Documentation
Consider the following with a focus on behavior/performance:
· What has occurred

· Where did it occur

· Who was involved

· When did it occur

· Supervisors are encouraged to AVOID describing “Why” when addressing a performance concern because that gets into judgment.

· Supervisors should refrain from documenting opinions, judgments, or any other subjective comments

· Supervisors should be concerned with specific performance related data only and are advised NOT to diagnose –Supervisors are not qualified to make diagnosis.  
Step Three:  Meeting with an Employee to Discuss Performance and Improvement
Consider the following, keeping the focus on behavior/performance:
· You may want to include another manager or HR officer who can serve as a witness.
· Clearly state that you are “concerned with performance.”

· Give your examples of deteriorating performance.  State them clearly, firmly and use specificity.

· Site the elements of the job description, standards and codes, and /or agency policies you are using.
· Performance improvement plans may be included at this time.  Consult your HR representative for details.  

· It is in this setting that a supervisor may make an informal (voluntary) referral, more formal referral or mandatory referral to the OEA.  Remember, a mandatory referral should respect a clear policy violation and it is recommended that the employee have been made aware of OEA referral as a consequence at some point in their orientation as an employee.
The Benefits of an OEA
· More cost effective to help an employee than to replace the employee
· You and your agency care for the employees’ well-being as well as performance and productivity

· You can help with performance, training, additional resources - the OEA can help with the employees’ personal problems
· If you believe an employee can use some personal assistance,  OEA is available (free, accessible and private)

Types of Supervisory Referrals
Informal  
The supervisor is made aware that something is troubling the employee, such as:

· Marital or family issues

· Legal or financial problems

· Medical or physical problems

· Unknown, but the employee’s behavior indicates that there is a problem
The supervisor suggests the OEA might be of assistance.  The supervisor may also provide the employee with information (i.e., brochures, OEA’s web address www.denvergov.org/oea, and telephone number 

720-913-3200. The employee utilizes the OEA without the employer having any knowledge.

Formal 
The supervisor clearly and specifically documents any behaviors that are negatively effecting the work environment, work productivity, safety, morale, etc.  Documentation should include the time, place and people involved in each incident.  The supervisor will meet with the employee to discuss disciplinary options and strongly recommend use of the OEA.  The employee is strongly encouraged to contact the Office of Employee Assistance.  If the employee chooses to utilize the OEA the supervisor will be informed if and only if a signed Release of Information form is signed for attendance and compliance only.  
Mandatory 
There are only two types of mandatory referrals.  The first is a disciplinary stipulation and agreement, which is a legal contract between the employer and the employee.  Usually a stipulation and agreement is implemented when an employee has violated Executive Order 94 or Executive Order 112.  For information about these Executive Orders go to your Human Resource Department.
The second is a mandatory referral for an assessment to determine if the employee’s anger needs to be formally addressed.  This referral must be accompanied by a copy of the disciplinary action.  

There are no other mandatory referrals.
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