SC Johnson
Employee Assistance Program

Policy Statement

SC Johnson has a commitment to ensure the health safety and welfare of all employees at work.

The aim of the Employee Assistance Program (EAP) is to offer external professional, confidential counselling assistance to people who may need help with particular problems affecting their well being, both personally and in the workplace.

This service may be particularly applicable in situations where work performance has diminished and could have been the result of, or made worse by, a pressing personal problem.

Purpose

The use of the EAP may prevent personal problems and should not be used to deal with diminished work performances are the result of work related issues.  Referral to the EAP is not a substitute for normal performance management. 

EAP emphasises that managers are not expected to deal with employees’ personal problems, managers may suggest EAP if they feel the employee would benefit from professional counselling.  It still however, remains the manager’s accountability to address any work-related matters.

Scope

This policy covers all employees for ANZ and their immediate family members.

Exceptions

There will be no exceptions to this policy.

Authority and Responsibility 

This policy is the responsibility of Human Resources.

Policy 

The Employee Assistance Program (EAP) is a completely confidential counselling and advisory service, which is made available to all employees and their immediate families free of charge.

The service is provided by I.P.S., an independent company which employs counsellors who are professionally trained and registered psychologists with many years experience.  They provide support and advice on a wide range of personal and work-related issues.

Areas of Assistance

The service may be used for assistance with resolving any problems relating to the following that may be causing concern to an employee or their family.

· Relationship and family problems

· Stress and anxiety

· Financial and Legal Concerns

· Interpersonal conflicts

· Alcohol and other drug related problems

· Grief or Loss

· Concern over work related issues

The EAP may also be used to provide immediate assistance in the event of a traumatic or threatening incident during work times.

Managers may contact the EAP for advice on supporting an employee who is having problems in any of the above areas.  Human Resources may also be contacted.

Confidentiality

The EAP has a high level of confidentiality and respect for individual employee’s privacy.  All personal information remains with the external consultants and the counsellors will not talk to anyone else regarding an employee’s details unless the employee authorises them to do so in writing.

If SC Johnson requires assistance to resolve any work related issues then the employee’s written authority must be obtained before the counsellor can make contact with anyone in the workplace.

Where an employee makes a request to their immediate manager to attend an EAP appointment during normal working hours, they have the right to confidentiality regarding the reason for their appointment.

Participation

Participation in the EAP is always voluntary.  An employee has the right to decline an offer of referral to the EAP made by another person.

Referral to the EAP

Self Referral

Any employee or immediate family member may refer themselves to the EAP and an appointment may be made directly with I.P.S.

Manager Referral

Although the EAP is designed to encourage self-referral, there may be occasions where a manager may assist by suggesting the option of counselling to an employee.

Where work performance is being affected by a personal problem or there is other evidence of a problem, the offer of free and confidential counselling via the EAP should always be made.

Other Referrals

Anyone who know about the program and who is aware of situations where the program can help fellow employees, may make the suggestion that the EAP may be of help.  Colleagues and family members’ may be able to assist by suggesting self-referral at an early stage.

Leave Provisions

Employees may attend an EAP appointment outside normal working hours without SCJ being informed.

Employees may also be granted time off to attend an EAP appointment during normal working hours.  Employees will need to consult with their immediate manager to determine a suitable time.  When seeking leave for counselling, an employee retains the right to confidentiality regarding the reason.

Costs for the EAP

Consultation with the EAP will generally be free of charge to the employees and their immediate families.

In some instances the counsellor may suggest referral to a specialised service to address specific issues, for example legal advise.  Costs if applicable, for these services are the employee’s responsibility.  It is the employee’s choice whether or not to accept such a referral.  Every attempt will be made to refer the employee to agencies that meet any specific needs and are affordable.

Accountability

It is the accountability of the employee to:

· Seek the assistance of the EAP where they fell there is a need

· Be open to the suggestion of a referral to the EAP, where the suggestion is clearly in the best interest of the employee

· Seek approval from their immediate manager when leave is being requir4sted for an appointment with the EAP during work hours.

It is the accountability of the immediate manager to:

· Suggest the services of the EAP to employees where there is evidence of a personal problem existing

· Contact the EAP for urgent counselling assistance in the event of a traumatic or threatening incident in the workplace 

· Respect the privacy of an employee who has requested to attend an appointment with the EAP during working hours.

Employee Assistance Program Procedure

An EAP Appointment

The Employee

An EAP appointment may be made outside normal working hours without SCJ being informed

An appointment during working hours may also be made, however, approval must be received from their immediate manager.  On seeking approval, employees have the right of confidentiality of the reason.

Immediate Manager
Give approval to employees wishing to attend an EAP appointment during work hours, noting that the employee has the right to confidentiality regarding the reason.

I.P.S.

I.P.S. is an independent company which employees counsellors who are professionally trained and registered psychologists with many years experience.  They provide support and advice on a wide range of personal and work-related issues.

For more information on I.P.S. please refer to Human Resources or contact the EAP provider directly to make an appointment.
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