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a
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o
r p

e
n

t u
p
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g

e
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n
d
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c
k
 

a
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p
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m
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n
d
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n

d
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m
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e
m

 c
o
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 fe

w
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f th
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e
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a
v
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rs th
a
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a
y
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d
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a
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p

e
n

d
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g
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le

n
c
e
 a

re
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• 
O

v
e
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a
c
tio

n
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 c
h

a
n

g
e
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 c
o
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o
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te
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o
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y

• 
T

h
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a
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v
e
n

 in
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 c

o
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e
rs o
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p

e
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• 
A

n
ta

g
o

n
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 b
e
h

a
v
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r a
n

d
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le

n
c
e
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c
h
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h
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u
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e
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e
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o
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p
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c
e
)

• 
F
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a
n

c
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l a
n

d
 le

g
a
l d
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u

ltie
s

• 
R

e
p

e
a
te

d
 v
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tio
n
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f c

o
m

p
a
n

y
 p

o
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y
• 

A
n
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d
e
 o

f b
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m
e
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n
d
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n
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v
e
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o
n

e
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g
a
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e
” 

m
e
n
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lity

• 
V

a
g

u
e
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fe
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n
c
e
s to

 a
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e
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g
 e

v
e
n
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n
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a
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e
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v
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• 
M
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o

d
 sw
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g
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d
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b
sta

n
c
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b
u
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• 

R
e
p

e
a
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d
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n
c
e
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e
a
p
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n
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w

n
e
d
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r p

ro
fic
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n

c
y
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w
e
a
p

o
n
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u
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n
y
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a
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n
 E
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P

 c
o
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n
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e
m

e
m

b
e
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h
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n

e
 

c
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e
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P
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a
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e
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 c
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n
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a
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A
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o
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n
c
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p
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y
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e
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 c
h
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a
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d

 e
a
rl

y
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e
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c
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 b
y
 a

 s
u

p
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c
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n
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n
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c
c
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T

h
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k
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t 
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m
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y
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a
t 
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p
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e
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D

o
 a

n
y
 o
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a
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 c
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b
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c
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c
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 p
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c
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c
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o

n
d
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c
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y
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b
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c
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E
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 c
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• 
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 d
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M
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o
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o
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p
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 c
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o
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D
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o
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g
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c
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u
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o
rm

a
n

c
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c
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n
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e
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a
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e
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W
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 r
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q
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t 
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f 
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• 
J
o

b
s 

ta
k
e
 l
o

n
g

e
r 

th
a
n

 e
x
p

e
c
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 d
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e

a
ra

n
c
e

• 
D
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h

e
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p
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c
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p
o

o
rl

y
 

d
re

ss
e
d
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B
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p

e
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n
c
e
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o
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o
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• 
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fi
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u
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y
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n

 r
e
c
a
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n
g
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c
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n
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d

e
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u
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n
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g
 c
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s
• 

D
if
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c
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s
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U
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c
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r 
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b
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u
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n
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o
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b
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s
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r 

W
o

rk
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e
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e
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a
te

 p
e
ri

o
d
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h
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d
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w

 p
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c
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v
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• 
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e
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k
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n
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h

e
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b
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se
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m
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n
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u
e
d
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b
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n

c
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m

 p
o

st
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h
a
n
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o

b
 r

e
q

u
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e
s

• 
F

re
q

u
e
n

t 
tr

ip
s 
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 t

h
e
 r

e
st

ro
o

m
• 

P
h

y
si

c
a
l 
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n
e
ss

 o
n

 t
h

e
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o

b
• 

L
o

n
g

 l
u

n
c
h

e
s;

 t
o

o
 m

a
n

y
 b

re
a
k
s

P
o

o
r 

E
m

p
lo

y
e

e
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e
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ti
o

n
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ip
s

• 
O

v
e
rr

e
a
c
ti

o
n

 t
o

 r
e
a
l 
o

r 
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a
g

in
e
d

 c
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ti
c
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m
• 

W
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e
 s

w
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g
s 
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 m

o
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 o

r 
m

o
o

d
• 

S
e
c
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ti
v
e
 b

e
h

a
v
io

r
• 

W
it

h
d

ra
w

a
l 
fr

o
m

 t
h

e
 r

e
st

 o
f 

st
a
ff

• 
O

ft
e
n

 a
n

g
ry

 a
n

d
 a

g
g
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ss
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e

• 
F

re
q

u
e
n
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y
 d

e
fe

n
si

v
e
 a

n
d

 
b
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m

e
s 

o
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e
rs

• 
H

a
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o
rs
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n
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a
so

n
a
b
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n
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e
n
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• 

F
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q
u

e
n

tl
y
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u
e
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n
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a
u
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o
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T
h

e
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ro
u

b
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d
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m
p

lo
y
e
e
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b

se
n

t 
te

n
 

ti
m

e
s 

m
o

re
 

o
ft

e
n

 
th

a
n

 
a
v
e
ra

g
e
, 

e
sp

e
c
ia

lly
 

o
n

 
F

ri
d

a
y
s,

 
M

o
n

d
a
y
s,

 a
n

d
 a

ft
e
r 

p
a
y
d

a
y.

 

D
o

n
’t

 
o

v
e
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o

o
k
 

o
n
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h

e
-j

o
b

 
a

b
se

n
c
e

s 
su

c
h
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s 
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e

q
u

e
n

t 
tr

ip
s 
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e
 

b
a
th

ro
o

m
, 

lo
n

g
 

c
o

ff
e
e
 

b
re

a
k
s,

 
o

r 
se

e
k
in

g
 

o
u

t 
o

th
e
r 

e
m

p
lo

y
e
e
s 

to
 d

is
c
u

ss
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ro
b

le
m

s.
 

T
h

e
 

tr
o

u
b

le
d

 
e
m

p
lo

y
e
e
 

h
a
s 

sp
a
sm

o
d
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w
o

rk
 

p
a
tt

e
rn

s 
th

a
t 

re
su

lt
 
in

 
a
lt

e
rn

a
ti

n
g

 
p

e
ri

o
d

s 
o

f 
h

ig
h

 a
n

d
 l
o

w
 p

ro
d

u
c
ti

v
it

y.
 

E
m

o
ti

o
n

a
l s

tr
e
ss

 h
a
s 

b
e
e
n

 li
n

k
e
d

 
to

 
lo

w
e
r 

b
a
c
k
 

p
a
in

, 
g

a
st

ri
c
 

d
is

o
rd

e
rs

, a
n

d
 o

th
e
r 

a
ilm

e
n

ts
. B

y
 

m
a
n

a
g

in
g

 s
tr

e
ss

, 
m

a
n

y
 o

f 
th

e
se

 
sy

m
p

to
m

s 
c
a
n

 
b

e
 

p
re

v
e
n

te
d

, 
re

su
lt

in
g

 i
n

 l
e
ss

 u
se

 o
f 

m
e
d

ic
a
l 

b
e
n

e
fi

ts
. 

T
h

e
 
tr

o
u

b
le

d
 
e
m

p
lo

y
e
e
 
h

a
s 

a
n

 
a
c
c
id

e
n

t 
ra

te
 t

h
a
t 
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 f

o
u

r 
ti

m
e
s 

h
ig

h
e
r 

th
a
n

 
fe

llo
w

 
e
m

p
lo

y
e
e
s.

 
O

ff
-t

h
e
-j

o
b

 
a
c
c
id

e
n

ts
 

a
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o
 

h
a
v
e
 

a
n

 
e
ff

e
c
t 

o
n
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b
 

re
la

te
d

 
p

e
rf

o
rm

a
n

c
e
. 

A
b

u
se

 o
f 

le
g

a
l 

d
ru

g
s 

c
o

st
s 

U
.S

. 
b

u
si

n
e
ss

e
s 

$
10

0
 b

ill
io

n
 a

n
n

u
a
lly

. 
P

re
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ri
p

ti
o

n
 d

ru
g

 a
b

u
se

 c
a
u

se
s 

6
0

%
 

o
f 

h
o

sp
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a
l 

e
m

e
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e
n

c
y
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o
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a
d

m
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o

n
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n

d
 

n
e
a
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y
 

7
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a
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d
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g
 r
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d

 d
e
a
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T
h

e
 

U
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. 
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e
 

w
o
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d

’s
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e
st

 
d
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g

 
c
o

n
su

m
e
r,
 
a
c
c
o

u
n
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n

g
 
fo

r 
6

0
%
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f 
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e
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o
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d
’s
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g
a
l 

d
ru

g
 

c
o

n
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m
p
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o

n
.
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a
c
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T

h
e
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ro
u

b
le

d
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m
p

lo
y
e
e
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g
a
l 

d
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g
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o
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s 

U
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u
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ri
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s 

b
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n
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u
c
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v
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a
c
c
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e
n
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o
n
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e
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b
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m

e
d
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a
l 

c
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a
n

d
 

e
m

p
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y
e
e
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e
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W

h
e
n

 
a
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o
h

o
l 

a
b

u
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a
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o
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k
e
n
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c
o

n
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d
e
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n
, 
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n
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u

a
l 

c
o
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d
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$
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0

 b
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n

.

A
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o
h

o
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b
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 d
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A
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c
e
, 

a
n

d
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a
b
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m
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c
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s 
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e
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d
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g
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a
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e
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u
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r 
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e
g

a
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h
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w
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d

 
b
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c
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c
k
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a
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a
n

d
 

c
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a
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m
e
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a
m

p
h

e
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m
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b
u
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h
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c
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0
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t 
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y
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a
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d
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 p
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c
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e
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e
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u
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 c
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h

a
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 c
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d
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n
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d
 c
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 p
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r.
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S
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p
p
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d
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y
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.S
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D
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e
 

re
la

tio
n

sh
ip

 
b

e
tw

e
e
n

 
a
n

 
e
m

p
lo

y
e
e
’s 

p
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ity
 

is 
w

e
ll 

e
sta

b
lish

e
d

. 
T
ro

u
b

le
d

 
e
m

p
lo

y
e
e
s c

o
st c

o
m

p
a
n

ie
s in

 m
a
n

y
 w

a
y
s a

n
d

, w
h

ile
 p

ro
d

u
c
tiv

ity
 is 

th
e
 c

ritic
a
l m

e
a
su

re
, su

p
e
rv

iso
r fru

stra
tio

n
, lo

st tim
e
 sp

e
n

t in
 c

o
n

flic
t 

re
so

lu
tio

n
, a

tte
n

tio
n

 d
iv

e
rte

d
 fro

m
 p

rim
a
ry

 jo
b

 re
sp

o
n

sib
ilitie

s, b
e
n

e
fit 

u
tiliz

a
tio

n
, W

o
rk

e
r’s C

o
m

p
e
n

sa
tio

n
 c

la
im

s, a
n

d
 th

e
 “rip

p
le

 e
ffe

c
t” o

f 
stre

ss a
re

 a
lso

 im
p

o
rta

n
t.

T
h

e
 

E
A

P
 

h
e
lp

s 
su

p
e
rv

iso
rs 

a
n

d
 

m
a
n

a
g

e
rs 

id
e
n

tify
 

b
e
h

a
v
io

r 
a
n

d
 

m
a
rsh

a
l re

so
u

rc
e
s to

 h
e
lp

 th
e
 e

m
p

lo
y
e
e
 w

h
o

se
 p

e
rso

n
a
l p

ro
b

le
m

s 
a
re

 in
te

rfe
rin

g
 w

ith
 jo

b
 p

e
rfo

rm
a
n

c
e
. T

ra
in

in
g

 a
ssists su

p
e
rv

iso
rs in

 
e
a
rly

 d
e
te

c
tio

n
 o

f th
e
 p

a
tte

rn
s a

n
d

 sy
m

p
to

m
s th

a
t p

re
d

ic
t e

m
p

lo
y
e
e
 

d
iffic

u
lty. O

fte
n

, it is a
 c

h
a
lle

n
g

e
 fo

r su
p

e
rv

iso
rs to

 d
e
a
l w

ith
 “b

a
d

 
a
ttitu

d
e
,” 

p
ro

c
ra

stin
a
tio

n
, 

h
o

stility, 
c
o

m
p

la
in

e
rs, 

m
a
lin

g
e
rs, 

a
n

d
 

“k
n

o
w

-it-a
lls.”

T
h

e
 w

a
rn

in
g

 sy
m

p
to

m
s o

f ta
rd

in
e
ss, a

tte
n

d
a
n

c
e
 p

ro
b

le
m

s, a
b

u
se

 o
f 

le
a
v
e
s, a

n
d

 o
th

e
r e

a
sily

 d
o

c
u

m
e
n

ta
b

le
 ite

m
s a

re
 n

o
t e

a
rly

 sy
m

p
to

m
s. 

T
h

e
se

 
b

e
h

a
v
io

rs 
a
re

 
se

e
n

 
lo

n
g

 
a
fte

r 
a
 
p

ro
b

le
m

 
h

a
s 

e
n

te
re

d
 
in

to
 

th
e
 e

m
p

lo
y
e
e
’s p

e
rso

n
a
l life

 a
n

d
 in

filtra
te

d
 in

to
 th

e
 w

o
rk

p
la

c
e
. B

y
 

id
e
n

tify
in

g
 p

ro
b

le
m

s e
a
rly

 o
n

, a
 su

p
e
rv

iso
r is m

o
re

 lik
e
ly

 to
 h

a
v
e
 a

 
su

c
c
e
ssfu

l re
so

lu
tio

n
 o

f th
e
 w

o
rk

p
la

c
e
 issu

e
(s).

B
u

sin
e
ss 

c
o

n
su

lta
n

ts 
fin

d
 

m
o

st 
o

f 
a
 

m
a
n

a
g

e
r’s 

tim
e
—

a
n

d
 

th
e
ir 

m
o

st 
fre

q
u

e
n

tly
 

m
e
n

tio
n

e
d

 
c
o

m
p

la
in

t—
is 

sp
e
n

t 
try

in
g

 
to

 
c
o

p
e
 

w
ith

 a
n

d
 u

n
d

e
rsta

n
d

 th
e
 p

ro
b

le
m

 e
m

p
lo

y
e
e
. T

h
e
 e

m
p

lo
y
e
e
 w

h
o

se
 

p
e
rso

n
a
l p

ro
b

le
m

s d
ire

c
tly

 a
n

d
 n

e
g

a
tiv

e
ly

 im
p

a
c
t n

o
t o

n
ly

 th
e
ir o

w
n

 
p

e
rfo

rm
a
n

c
e
, b

u
t th

e
ir p

e
e
rs, b

o
sse

s, c
u

sto
m

e
rs, a

n
d

 th
e
ir o

w
n

 fa
m

ily. 
H

o
w

 to
 re

c
o

g
n

iz
e
, id

e
n

tify, a
n

d
 in

te
rv

e
n

e
 e

a
rly

 is th
e
 h

e
lp

 a
 su

p
e
rv

iso
r 

n
e
e
d

s.

O
v
e
rv

ie
w

 o
f

T
h

e
 S

u
p

e
rv

iso
ry

 R
e
fe

rra
l P

ro
c
e
ss

5

3
. 

P
e

rfo
rm

a
n

c
e

 Im
p

ro
v
e

m
e

n
ts

If th
e
 e

m
p

lo
y
e
e
 b

rin
g

s h
is o

r h
e
r p

e
rfo

rm
a
n

c
e
 o

r a
tte

n
d

a
n

c
e
 

in
 lin

e
 w

ith
 w

h
a
t is a

c
c
e
p

ta
b

le
, th

e
 m

a
n

a
g

in
g

 o
b

je
c
tiv

e
 is 

re
a
c
h

e
d

.

4
. 

P
e

rfo
rm

a
n

c
e

 P
ro

b
le

m
s C

o
n

tin
u

e
If th

e
 e

m
p

lo
y
e
e
 d

o
e
s n

o
t b

rin
g

 h
is o

r h
e
r p

e
rfo

rm
a
n

c
e
 o

r 
a
tte

n
d

a
n

c
e
 in

 lin
e
 w

ith
 w

h
a
t is a

c
c
e
p

ta
b

le
, n

o
t o

n
ly

 sh
o

u
ld

 
th

e
 d

isc
ip

lin
a
ry

 p
ro

c
e
ss c

o
n

tin
u

e
 to

 th
e
 n

e
x
t le

v
e
l, b

u
t th

e
 

su
p

e
rv

iso
r sh

o
u

ld
 c

o
n

su
lt w

ith
 th

e
 E

A
P

 c
o

n
c
e
rn

in
g

 th
e
 

re
fe

rra
l. O

fte
n

 e
m

p
lo

y
e
e
s a

g
re

e
 to

 c
o

u
n

se
lin

g
 b

u
t d

o
 n

o
t 

fo
llo

w
 th

ro
u

g
h

. R
e
m

e
m

b
e
r, c

o
n

fid
e
n

tia
lity

 a
p

p
lie

s to
 th

e
 

c
o

u
n

se
lo

rs, n
o

t to
 y

o
u

. Y
o

u
 c

a
n

 g
iv

e
 in

fo
rm

a
tio

n
 h

e
lp

fu
l to

 
th

e
 p

ro
c
e
ss.

5
. 

R
e

fe
rra

l
A

. 
T

h
e
 e

m
p

lo
y
e
e
 is b

e
in

g
 re

fe
rre

d
 to

 th
e
 E

A
P

 b
e
c
a
u

se
 o

f a
 

p
e
rfo

rm
a
n

c
e
 p

ro
b

le
m

, a
n

d
 th

a
t th

is is in
 c

o
m

p
lia

n
c
e
 w

ith
 

o
rg

a
n

iz
a
tio

n
 p

o
lic

y
 w

h
ic

h
 re

q
u

ire
s th

a
t e

m
p

lo
y
e
e
s b

e
 g

iv
e
n

 
a
n

 o
p

p
o

rtu
n

ity
 to

 p
a
rtic

ip
a
te

 in
 th

e
 p

ro
g

ra
m

. 

B
. 

A
d

v
ise

 th
e
 e

m
p

lo
y
e
e
 th

a
t th

e
 E

A
P

 p
ro

c
e
ss w

ill b
e
 h

e
ld

 in
 a

 
co

n
fid

e
n

tia
l m

a
n

n
e
r, a

n
d

 h
a
v
e
 a

n
 E

A
P

 b
ro

c
h

u
re

 a
t h

a
n

d
. T

h
e
 

E
A

P
 p

ro
g

ra
m

 is a
 re

so
u

rc
e
 fo

r c
o

rre
c
tin

g
 jo

b
 d

e
fic

ie
n

c
ie

s.

C
. 

B
e
fo

re
 c

o
n

c
lu

d
in

g
 th

e
 se

ssio
n

, stre
ss th

a
t c

o
n

tin
u

e
d

 p
o

o
r 

w
o

rk
 p

e
rfo

rm
a
n

c
e
 m

a
y
 re

su
lt in

 n
e
g

a
tiv

e
 c

o
n

se
q

u
e
n

c
e
s, 

re
g

a
rd

le
ss o

f w
h

e
th

e
r th

e
 e

m
p

lo
y
e
e
 a

c
c
e
p

ts th
e
 re

fe
rra

l to
 

th
e
 E

A
P
.

M
a
n

a
g

e
m

e
n

t-In
itia

te
d

 R
e
fe

rra
l

10



2
. 

D
is

c
u

ss
io

n
A

. 
W

h
e
n

 a
 p

ro
b

le
m

 i
s 

o
b

se
rv

e
d

 o
r 

id
e
n

ti
fi

e
d

, 
th

e
 s

u
p

e
rv

is
o

r 
sh

o
u

ld
 r

e
v
ie

w
 t

h
e
 c

o
rp

o
ra

te
 p

o
lic

y.
 T

h
e
 f

a
c
ts

 s
h

o
u

ld
 b

e
 

sp
e
c
if

ic
, 
o

b
se

rv
a
b

le
, 
a
n

d
 v

e
ri

fi
a
b

le
. 
B

e
 s

u
p

p
o

rt
iv

e
, 
c
a
n

d
id

, 
a
n

d
 d

ir
e
c
t.

B
. 

T
h

e
 H

R
 o

r 
P

e
rs

o
n

n
e
l 
d

e
p

a
rt

m
e
n

t 
c
a
n

 b
e
 v

e
ry

 h
e
lp

fu
l 
in

 
re

v
ie

w
in

g
 y

o
u

r 
p

la
n

, 
su

g
g

e
st

in
g

 t
h

e
 n

e
x
t 

st
e
p

, 
a
n

d
 p

ro
v
id

in
g

 
d

a
ta

 f
ro

m
 o

th
e
r 

so
u

rc
e
s.

 I
n

c
lu

d
e
 t

h
e
m

 e
a
rl

y
 o

n
 i
n

 t
h

e
 

p
ro

c
e
ss

. 

C
. 

A
 c

a
ll 

to
 y

o
u

r 
H

R
 d

e
p

a
rt

m
e
n

t 
o

r 
th

e
 E

A
P

 s
h

o
u

ld
 i
n

c
lu

d
e
:

i. 
W

o
rk

 a
sp

e
c
ts

 t
h

a
t 

a
re

 s
lip

p
in

g
, 
n

o
t 

m
e
e
ti

n
g

 
e
x
p

e
c
ta

ti
o

n
s,

 o
r 

n
o

t 
c
o

n
si

st
e
n

t 
w

it
h

 t
ra

in
in

g
, 
y
e
a
rs

 o
f 

e
x
p

e
ri

e
n

c
e
, 
c
h

a
n

g
in

g
 d

e
m

a
n

d
s,

 a
n

d
 s

o
 f

o
rt

h
ii.

 
R

e
c
o

rd
s 

o
f 

a
b

se
n

c
e
s,

 t
a
rd

in
e
ss

, 
a
n

d
 A

W
O

L
 (

p
re

se
n

t 
b

u
t 

n
o

t 
a
t 

w
o

rk
st

a
ti

o
n

)
iii

. 
In

te
rp

e
rs

o
n

a
l 
re

la
ti

o
n

sh
ip

s 
w

it
h

 o
th

e
r 

e
m

p
lo

y
e
e
s

iv
. 

S
a
fe

ty
 r

e
c
o

rd
 (

if
 i
t 

is
 a

 c
a
u

se
 f

o
r 

c
o

n
c
e
rn

)
v.

 
A

n
y
 o

th
e
r 

p
e
rt

in
e
n

t 
p

o
in

ts

D
. 

A
d

v
is

e
 t

h
e
 e

m
p

lo
y
e
e
 t

h
a
t 

h
is

 o
r 

h
e
r 

w
o

rk
 p

e
rf

o
rm

a
n

c
e
 

is
 u

n
a
c
c
e
p

ta
b

le
 a

n
d

 w
h

a
t 

is
 e

x
p

e
c
te

d
 t

o
 b

ri
n

g
 i
t 

w
it

h
in

 
a
c
c
e
p

ta
b

le
 l
im

it
s.

 B
e
 s

p
e
c
if

ic
 a

n
d

 s
e
t 

m
e
a
su

ra
b

le
 g

o
a
ls

.

E
. 

G
iv

e
 t

h
e
 e

m
p

lo
y
e
e
 a

 s
p

e
c
if

ic
 t

im
e
 l
im

it
 t

o
 b

ri
n

g
 p

e
rf

o
rm

a
n

c
e
 

o
r 

a
tt

e
n

d
a
n

c
e
 u

p
 t

o
 a

n
 a

c
c
e
p

ta
b

le
 s

ta
n

d
a
rd

. 
B

e
 p

re
p

a
re

d
 t

o
 

fo
llo

w
 t

h
ro

u
g

h
 w

it
h

 t
h

e
 n

e
x
t 

st
e
p

 i
n

 d
is

c
ip

lin
a
ry

 p
ro

c
e
ss

 u
p

 
to

 a
n

d
 i
n

c
lu

d
in

g
 t

e
rm

in
a
ti

o
n

.

F
. 

T
h

e
 s

u
p

e
rv

is
o

r 
sh

o
u

ld
 i
n

fo
rm

 t
h

e
 e

m
p

lo
y
e
e
 a

b
o

u
t 

th
e
 E

A
P

 
p

ro
g

ra
m

. 
It

 i
s 

im
p

o
rt

a
n

t 
to

 s
tr

e
ss

 t
h

a
t 

th
e
 p

ro
g

ra
m

 i
s 

e
n

ti
re

ly
 

v
o

lu
n

ta
ry

 a
n

d
 f

u
lly

 c
o

n
fi

d
e
n

ti
a
l.

M
a
n

a
g

e
m

e
n

t-
In

it
ia

te
d

 R
e
fe

rr
a
l

9

C
o

m
p

a
n

y
 

p
o

lic
y
 

w
ill

 
d

ic
ta

te
 

th
e
 

st
e
p

s 
in

 
d

e
a
lin

g
 

w
it

h
 

d
if

fi
c
u

lt
 

e
m

p
lo

y
e
e
s.

 R
e
v
ie

w
 t

h
e
 c

o
rp

o
ra

te
 p

o
lic

y
 a

n
d

 p
ro

c
e
d

u
re

s 
re

la
te

d
 t

o
 

th
e
 E

A
P

 r
e
fe

rr
a
l 

p
ro

c
e
ss

. 
It

 m
a
y
 b

e
 h

e
lp

fu
l 

to
 s

p
e
a
k
 w

it
h

 t
h

e
 H

u
m

a
n

 
R

e
so

u
rc

e
s 

o
r 

o
th

e
r 

m
a
n

a
g

e
m

e
n

t 
re

p
re

se
n

ta
ti

v
e
 t

o
 r

e
v
ie

w
 t

h
e
 s

te
p

s 
th

a
t 

b
e
st

 r
e
la

te
 t

o
 t

h
e
 c

o
m

p
a
n

y
 p

o
lic

y.
 T

h
e
 E

A
P

 is
 a

 r
e
so

u
rc

e
 p

ro
v
id

e
d

 
to

 t
h

e
 c

o
m

p
a
n

y
; i

ts
 m

a
n

a
g

e
rs

, s
u

p
e
rv

is
o

rs
 a

n
d

/o
r 

o
th

e
r 

a
d

m
in

is
tr

a
ti

v
e
 

p
e
rs

o
n

n
e
l.

H
o

w
 t

o
 I

n
it

ia
te

 a
 R

e
fe

rr
a
l

To
 i

n
it

ia
te

 a
 r

e
fe

rr
a
l, 

fi
ll 

o
u

t 
a
 S

u
p

e
rv

is
o

ry
 R

e
fe

rr
a
l 

F
o

rm
 w

it
h

 t
h

e
 

e
m

p
lo

y
e
e
 a

n
d

 e
it

h
e
r 

fa
x
 o

r 
sc

a
n

 a
n

d
 e

m
a
il 

it
 t

o
 A

C
I. 

R
e
g

a
rd

le
ss

 o
f 

th
e
 
ty

p
e
 
o

f 
jo

b
 
p

e
rf

o
rm

a
n

c
e
 
p

ro
b

le
m

, 
a
 
fa

x
e
d

 
re

fe
rr

a
l 

w
ill

 
b

e
g

in
 

th
e
 p

ro
c
e
ss

. 
P

ro
v
id

e
 s

p
e
c
if

ic
 i

n
fo

rm
a
ti

o
n

 a
s 

to
 t

h
e
 r

e
a
so

n
 f

o
r 

th
e
 

re
fe

rr
a
l—

b
y
 d

e
sc

ri
b

in
g

 t
h

e
 s

p
e
c
if

ic
 j

o
b

 p
e
rf

o
rm

a
n

c
e
 i

ss
u

e
 a

t 
h

a
n

d
, 

a
n

 a
p

p
ro

p
ri

a
te

 p
la

n
 o

f 
a
c
ti

o
n

 c
a
n

 b
e
 i
m

p
le

m
e
n

te
d

. 
O

n
c
e
 t

h
e
 r

e
fe

rr
a
l 

is
 r

e
c
e
iv

e
d

 b
y
 A

C
I, 

a
n

 A
C

I 
c
lin

ic
ia

n
 w

ill
 c

o
n

ta
c
t 

H
u

m
a
n

 R
e
so

u
rc

e
s 

o
r 

M
a
n

a
g

e
m

e
n

t 
v
ia

 e
m

a
il 

a
n

d
/o

r 
p

h
o

n
e
 t

o
 c

o
n

fi
rm

 t
h

a
t 

th
e
 r

e
fe

rr
a
l 

w
a
s 

re
c
e
iv

e
d

. 
P

h
o

n
e
 c

o
n

su
lt

a
ti

o
n

s 
w

it
h

 a
n

 A
C

I 
c
lin

ic
ia

n
 a

re
 a

lw
a
y
s 

a
v
a
ila

b
le

 b
e
fo

re
 o

r 
d

u
ri

n
g

 a
n

y
 s

te
p

 o
f 

th
e
 p

ro
c
e
ss

. 

C
o

n
fi

d
e

n
ti

a
li

ty
In

 
a
ll 

in
st

a
n

c
e
s,

 
th

e
 

u
se

 
o

f 
th

e
 

E
A

P
 

b
y
 

th
e
 

e
m

p
lo

y
e
e
 

is
 

st
ri

c
tl

y
 

c
o

n
fi

d
e
n

ti
a
l. 

T
h

a
t 

is
, 

a
ll 

st
a
te

 
a
n

d
 

fe
d

e
ra

l 
la

w
s,

 
e
sp

e
c
ia

lly
 

H
IP

P
A

 
(H

e
a
lt

h
 
In

su
ra

n
c
e
 
P

o
rt

a
b

ili
ty

 
a
n

d
 
A

c
c
o

u
n

ta
b

ili
ty

 
A

c
t)

, 
p

ro
te

c
t 

th
e
 

in
fo

rm
a
ti

o
n

 p
ro

v
id

e
 b

y
 t

h
e
 e

m
p

lo
y
e
e
. 

S
h

o
u

ld
 t

h
e
 c

o
u

n
se

lo
r 

fe
e
l 

it
 i

s 
in

 t
h

e
 b

e
st

 i
n

te
re

st
s 

o
f 

a
n

 e
m

p
lo

y
e
e
 t

o
 r

e
v
e
a
l 

p
ri

v
ile

g
e
d

 i
n

fo
rm

a
ti

o
n

 
to

 a
 t

h
ir

d
 p

a
rt

y,
 a

n
d

 t
h

e
 e

m
p

lo
y
e
e
 a

g
re

e
s,

 s
a
id

 e
m

p
lo

y
e
e
 m

u
st

 s
ig

n
 a

 
re

le
a
se

 o
f 

p
ri

v
ile

g
e
, 
o

r 
c
o

n
fi

d
e
n

ti
a
lit

y
 r

e
le

a
se

. 
N

o
 i

n
fo

rm
a
ti

o
n

 w
ill

 b
e
 

p
ro

v
id

e
d

 t
o

 a
n

y
 t

h
ir

d
 p

a
rt

y
 e

x
c
e
p

t 
a
s 

re
q

u
ir

e
d

 b
y
 s

ta
te

 a
n

d
/o

r 
fe

d
e
ra

l 
la

w
s 

w
it

h
o

u
t 

a
 w

ri
tt

e
n

 r
e
le

a
se

 o
f 

in
fo

rm
a
ti

o
n

. 

O
v
e
rv

ie
w

 o
f 

T
h

e
 S

u
p

e
rv

is
o

ry
 R

e
fe

rr
a
l 
P

ro
c
e
ss
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T
h

e
re

 a
re

 se
v
e
ra

l w
a
y
s to

 u
se

 th
e
 E

A
P

:

In
fo

rm
a
l

In
 so

m
e
 in

sta
n

c
e
s it m

a
y
 b

e
 h

e
lp

fu
l sim

p
ly

 to
 re

m
in

d
 a

n
 e

m
p

lo
y
e
e
 o

f 
th

e
 E

A
P

 a
s a

 re
so

u
rc

e
—

 su
c
h

 a
s p

ro
v
id

in
g

 a
 b

ro
c
h

u
re

 o
r o

th
e
r c

o
n

ta
c
t 

in
fo

rm
a
tio

n
. F

o
r e

x
a
m

p
le

, a
n

 e
m

p
lo

y
e
e
 m

a
y
 c

o
n

fid
e
 th

a
t a

 d
iv

o
rc

e
 is 

d
istra

c
tin

g
 fro

m
 jo

b
 p

e
rfo

rm
a
n

c
e
. In

 th
is e

x
a
m

p
le

 th
e
 su

p
e
rv

iso
r, le

a
d

 
o

r m
a
n

a
g

e
r m

a
y
 su

g
g

e
st th

e
 E

A
P

 a
s a

 re
so

u
rc

e
 th

a
t in

c
lu

d
e
s le

g
a
l, 

fin
a
n

c
ia

l a
n

d
 o

th
e
r se

rv
ic

e
s.

P
e

rfo
rm

a
n

c
e

 R
e

fe
rra

l
A

 jo
b

-p
e
rfo

rm
a
n

c
e
 re

fe
rra

l m
a
y
 b

e
 m

a
n

a
g

e
m

e
n

t-in
itia

te
d

. W
h

e
th

e
r 

w
ritte

n
 

o
r 

o
ra

l, 
sp

e
c
ific

s 
o

f 
th

e
 

p
e
rfo

rm
a
n

c
e
 

p
ro

b
le

m
 

sh
o

u
ld

 
b

e
 

in
c
lu

d
e
d

. T
h

e
 E

A
P

 is su
g

g
e
ste

d
 a

s a
 re

so
u

rc
e
 to

 h
e
lp

 th
e
 e

m
p

lo
y
e
e
 

c
o

rre
c
t th

e
 jo

b
 p

e
rfo

rm
a
n

c
e
 d

e
fic

ie
n

c
ie

s.

M
a
n

d
a
to

ry
 R

e
fe

rra
l

A
 m

a
n

d
a
to

ry
 re

fe
rra

l is u
se

d
 a

c
c
o

rd
in

g
 to

 c
o

m
p

a
n

y
 p

o
lic

y. U
su

a
lly

 a
 

w
ritte

n
 p

o
lic

y
 w

ith
 re

la
te

d
 p

ro
c
e
d

u
re

s d
ic

ta
te

s h
o

w
 th

e
 E

A
P

 is u
se

d
. 

A
 m

a
n

d
a
to

ry
 re

fe
rra

l re
q

u
ire

s th
a
t c

e
rta

in
 p

e
rfo

rm
a
n

c
e
 sta

n
d

a
rd

s 
b

e
 m

e
t in

 a
 tim

e
ly

 m
a
n

n
e
r. F

a
ilu

re
 to

 m
e
e
t su

c
h

 sta
n

d
a
rd

s re
su

lts 
in

 n
e
g

a
tiv

e
 c

o
n

se
q

u
e
n

c
e
s d

e
fin

e
d

 b
y
 m

a
n

a
g

e
m

e
n

t. A
g

a
in

, th
e
 E

A
P

 
is a

 re
so

u
rc

e
 fo

r p
ro

v
id

in
g

 a
ssista

n
c
e
 to

 th
e
 e

m
p

lo
y
e
e
 in

 c
o

rre
c
tin

g
 

jo
b

 
p

e
rfo

rm
a
n

c
e
. 

T
h

e
re

 
a
re

 
to

 
tw

o
 

ty
p

e
s 

o
f 

m
a
n

d
a
to

ry
 

re
fe

rra
ls 

d
e
p

e
n

d
in

g
 o

n
 th

e
 u

rg
e
n

c
y
 o

f th
e
 n

e
e
d

 fo
r se

rv
ic

e
 a

n
d

 th
e
 se

v
e
rity

 o
f 

th
e
 e

m
p

lo
y
e
e
’s b

e
h

a
v
io

r:

• 
S

ta
n

d
a
rd

 R
e

fe
rra

l: M
o

st re
fe

rra
ls w

ill fa
ll u

n
d

e
r th

is c
a
te

g
o

ry. S
o

m
e
 

e
x
a
m

p
le

s 
o

f 
sta

n
d

a
rd

 
re

fe
rra

l 
issu

e
s 

a
re

: 
stre

ss 
m

a
n

a
g

e
m

e
n

t, 
a
n

x
ie

ty, m
ild

 d
e
p

re
ssio

n
, c

o
m

m
u

n
ic

a
tio

n
 p

ro
b

le
m

s, e
tc

.
• 

U
rg

e
n

t R
e

fe
rra

l: A
n

 u
rg

e
n

t re
fe

rra
l sh

o
u

ld
 o

n
ly

 b
e
 u

se
d

 w
h

e
n

 a
n

 
e
m

p
lo

y
e
e
’s situ

a
tio

n
 is se

rio
u

s. S
o

m
e
 e

x
a
m

p
le

s o
f u

rg
e
n

t re
fe

rra
l 

issu
e
s a

re
: e

m
p

lo
y
e
e
 is in

 im
m

in
e
n

t d
a
n

g
e
r o

f h
a
rm

in
g

 se
lf o

r 
o

th
e
rs, p

ro
d

u
c
e
s a

 p
o

sitiv
e
 d

ru
g

 sc
re

e
n

, o
r (s)h

e
 is p

la
c
e
d

 o
n

 
le

a
v
e
 u

n
til a

sse
sse

d
 b

y
 a

 p
ro

v
id

e
r.

O
v
e
rv

ie
w

 o
f T

h
e
 S

u
p

e
rv

iso
ry

 R
e
fe

rra
l P

ro
c
e
ss
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W
h

e
n

 
it 

is 
first 

re
c
o

g
n

iz
e
d

 
th

a
t 

a
n

 
e
m

p
lo

y
e
e
’s 

a
tte

n
d

a
n

c
e
, 

jo
b

 
p

e
rfo

rm
a
n

c
e
, 

o
r 

c
o

n
d

u
c
t 

is 
d

e
te

rio
ra

tin
g

, 
th

e
 

su
p

e
rv

iso
r 

sh
o

u
ld

 
d

o
c
u

m
e
n

t in
 o

rd
e
r to

 b
e
 sp

e
c
ific

 w
h

e
n

 d
isc

u
ssin

g
 jo

b
 p

e
rfo

rm
a
n

c
e
 

w
ith

 th
e
 tro

u
b

le
d

 e
m

p
lo

y
e
e
, H

u
m

a
n

 R
e
so

u
rc

e
s o

r th
e
 E

A
P
.

1. 
D

o
c
u

m
e

n
ta

tio
n

A
. 

D
e
ta

ile
d

 re
c
o

rd
s o

f ta
rd

in
e
ss, u

n
a
u

th
o

riz
e
d

 a
b

se
n

c
e
s, v

e
h

ic
le

 
a
c
c
id

e
n

ts, a
c
c
id

e
n

ts o
n

 d
u

ty, a
n

d
 o

th
e
r a

c
c
id

e
n

ts a
t w

o
rk

 
sh

o
u

ld
 b

e
 ro

u
tin

e
ly

 k
e
p

t, b
u

t a
lso

 k
e
e
p

 re
c
o

rd
s o

f a
 p

a
tte

rn
 

o
f jo

b
 p

e
rfo

rm
a
n

c
e
 o

r fu
n

c
tio

n
 d

e
te

rio
ra

tin
g

.

B
. 

It is im
p

o
rta

n
t fo

r su
p

e
rv

iso
rs to

 d
o

c
u

m
e
n

t th
e
 e

m
p

lo
y
e
e
’s 

d
e
fic

ie
n

c
ie

s in
 jo

b
 p

e
rfo

rm
a
n

c
e
, n

o
t m

e
re

ly
 fo

r u
se

 in
 

d
e
te

rm
in

in
g

 p
o

ssib
le

 d
isc

ip
lin

a
ry

 a
c
tio

n
, b

u
t a

lso
 a

s a
 c

lu
e
 

o
r sy

m
p

to
m

 o
f a

n
 u

n
d

e
rly

in
g

 p
ro

b
le

m
 in

 o
rd

e
r to

 a
ssist th

e
 

in
d

iv
id

u
a
l to

 se
e
k
 h

e
lp

 a
n

d
 re

tu
rn

 to
 e

ffe
c
tiv

e
 se

rv
ic

e
. T

h
is 

d
o

c
u

m
e
n

ta
tio

n
 c

a
n

 h
e
lp

 le
v
e
ra

g
e
 th

e
 e

m
p

lo
y
e
e
 in

to
 a

n
 E

A
P

 
c
o

n
ta

c
t.

C
. 

In
 th

e
 a

d
m

in
istra

tiv
e
 h

a
n

d
lin

g
 o

f u
n

sa
tisfa

c
to

ry
 p

e
rfo

rm
a
n

c
e
 

c
a
se

s, th
e
 c

o
m

p
a
n

y
’s p

o
lic

y
 c

o
m

e
s first. 

D
. 

D
o

c
u

m
e
n

ta
tio

n
 sh

o
u

ld
 c

o
n

ta
in

 jo
b

 p
e
rfo

rm
a
n

c
e
 a

n
d

 d
a
te

s. 
S

tic
k
 to

 th
e
 o

b
se

rv
e
d

 fa
c
ts, a

n
d

 m
a
k
e
 n

o
 re

fe
re

n
c
e
 to

 
su

sp
e
c
te

d
 c

a
u

se
s o

f th
e
 p

e
rfo

rm
a
n

c
e
 p

ro
b

le
m

s. R
e
m

e
m

b
e
r, 

id
e
n

tific
a
tio

n
, n

o
t d

ia
g

n
o

sis.

M
a
n

a
g

e
m

e
n

t-In
itia

te
d

 R
e
fe

rra
l
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