At a Glance
Employee Assistance Program Referrals

In accordance with FGCU HR guidelines, a supervisor may refer an employee to Human Resources based upon concerns they observe on the job (see examples of indicators below):


	POSSIBLE INDICATORS FOR A REFERRAL

	Failure or difficulty in completing assignments
	Suspected drug abuse or alcoholism

	Excessive absenteeism and/or tardiness
	Legal difficulties

	Unauthorized and/or patterns of absence
	Depression, grief stress or anxiety

	Altercations with fellow employees or the public
	Marked changes in mood

	Extended lunch/break times or unauthorized disappearances from workstation
	Financial difficulties, including gambling, bankruptcy, foreclosure, inappropriate and excessive spending habits



A referral may be initiated in two ways: 

· a discussion with Human Resources  
· submission of “Supervisory Referral  to Human Resources” form which is maintained by HR in a confidential EAP file

When the discussion with Human Resources and the supervisor leads to a decision to refer the employee to the Employee Assistance Program, it must be determined which type of referral will be used. 

[bookmark: _GoBack]Types of Referrals
Referring an employee to EAP demonstrates that you are concerned about the well being of your employee, as well as the affect the employee’s behavior is having on your department/unit.

Voluntary – In this case the employee agrees to cooperate with the recommendation to participate in the EAP. This may be in lieu of disciplinary and/or performance evaluation action for the specific behaviors and/or violations being addressed through the referral recommendation.

Involuntary – When the employee does not agree with the recommendation to participate in the EAP. The supervisor, employee and Human Resources meet to review and discuss the reasons for the referral and to see if the employee will agree to cooperate after additional consideration.  If not, an involuntary referral may be made.

HR will provide employee with a letter documenting procedures and time requirements for setting up an appointment with the EAP. The employee’s participation in the process is documented, for example, whether the appointment is scheduled, attended, or missed.  Lack of cooperation in an involuntary referral could lead to further disciplinary action. Applicable provisions of University employment policies, regulations and collective bargaining agreements will be followed. All documentation related to an EAP referral is maintained by Human Resources in a confidential EAP file.
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