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 SALT LAKE COUNTY HUMAN RESOURCES POLICY AND PROCEDURE 
 
 EMPLOYEE ASSISTANCE PROGRAM 
 
REFERENCE 
Human Resour ces Pol i cy & Pr ocedur es:  

Gener al  Def i ni t i ons 
Fi t ness- For - Dut y Eval uat i ons 
Di sci pl i ne 
St andar ds of  Conduct  

Count y- Wi de Pol i cy:  GRAMA 
 
PURPOSE 
 
I t  i s  t he pol i cy of  Sal t  Lake Count y t hat  when empl oyees have 
j ob- r el at ed pr obl ems as a r esul t  of  per sonal ,  f ami l y,  f i nanci al ,  
subst ance abuse,  or  r el at ed pr obl ems,  i t  i s  i n t he i nt er est  of  
t he Count y t o hel p t he empl oyee el i mi nat e such pr obl ems so t hat  
she or  he can become f ul l y pr oduct i ve.  I t  i s  t he pol i cy of  Sal t  
Lake Count y t o r ehabi l i t at e empl oyees,  whenever  f easi bl e,  
t hr ough t he ser vi ces of  t he Empl oyee Assi st ance Pr ogr am or  
r ef er r al  t o an out si de ser vi ce pr ovi der .   Rehabi l i t at i on i n 
addi t i on t o or  i n l i eu of  di sci pl i nar y act i on,  f or  wor k- r el at ed 
per f or mance pr obl ems or  mi s- conduct ,  shal l  be i n accor dance wi t h 
t he Fi t ness- f or - Dut y Pol i cy and Di sci pl i ne Pol i cy.   
 
PROCEDURES 
 
1. 0 Scope of  Ser vi ces 

Empl oyee Assi st ance Pr ogr am ser vi ces shal l  be avai l abl e t o 
Count y empl oyees and t hei r  i mmedi at e f ami l y ( spouse and 
dependant  chi l dr en)  who have pr obl ems r el at i ng t o f ami l y,  
f i nances,  ment al  or  emot i onal  pr obl ems,  per sonal  pr obl ems,  
or  dr ug or  al cohol  abuse wher e t hose pr obl ems may have a 
pot ent i al  negat i ve i mpact  on t he empl oyee' s abi l i t y  t o 
per f or m hi s or  her  j ob or  r esul t  i n v i ol at i ons of  Count y 
Pol i cy.  

 
2. 0 Sel f  Ref er r al  
 2. 1 Count y empl oyees and i mmedi at e f ami l y member s can 

par t i c i pat e i n t he Empl oyee Assi st ance Pr ogr am on a 
sel f  r ef er r al  basi s.  Assi st ance i s pr ovi ded by 
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appoi nt ment  wi t h an Empl oyee Assi st ance Pr ogr am 
Manager .  

2. 2 The Empl oyee Assi st ance Pr ogr am Manager ,  t hr ough 
i nt er vi ew,  t aki ng of  hi st or i es,  psychol ogi cal  t est i ng 
and ot her  means,  shal l  assi st  t he empl oyee or  
i mmedi at e f ami l y member  t o def i ne t he nat ur e and 
r ami f i cat i ons of  t he pr obl em pr esent ed.  I f  t he Manager  
bel i eves t hat  t he nat ur e of  t he pr obl ems wi l l  r espond 
t o br i ef  i ndi v i dual  or  f ami l y counsel i ng,  up t o s i x 
subsequent  sessi ons wi l l  be schedul ed t o pr ovi de t hi s 
assi st ance.  
2. 2. 1 The Empl oyee Assi st ance Pr ogr am Manager  wi l l  

det er mi ne whet her  addi t i onal  counsel i ng 
sessi ons and/ or  r ef er r al s i n excess of  s i x i s 
necessar y.   However ,  emphasi s i n t he Empl oyee 
Assi st ance Pr ogr am shal l  r emai n on eval uat i on,  
r ef er r al ,  and shor t - t er m car e.  

 2. 3 I f  t he nat ur e of  t he pr obl em i s such t hat  l onger  t er m 
assi st ance i s i ndi cat ed,  t he Empl oyee Assi st ance 
Pr ogr am Manager  wi l l  di scuss var i ous opt i ons and 
ser vi ces wi t h t he empl oyee or  i mmedi at e f ami l y member  
and wi l l  ar r ange f or  r ef er r al  t o t he appr opr i at e 
ser vi ce del i ver y agency i n t he ar ea.  

 2. 4 Ther e wi l l  be no char ge t o t he empl oyee or  i mmedi at e 
f ami l y member  f or  t he act ual  ser vi ces of  t he Empl oyee 
Assi st ance Pr ogr am;  however ,  i f  t he empl oyee or  f ami l y 
member  needs l ong t er m car e i n an out si de r ef er r al  
pr ogr am t o sol ve t he pr obl em,  i t  wi l l  be t he 
empl oyee' s r esponsi bi l i t y  t o meet  t he expenses f or  
such ser vi ces.   The var i ous empl oyee heal t h benef i t s 
of f er ed by t he Count y t o i t s empl oyees may pay f or  a 
por t i on of  such ser vi ces.  

 2. 5 I f  t he empl oyee who i s seeki ng assi st ance f r om t he 
Empl oyee Assi st ance Pr ogr am bel i eves t hat  i t  i s  i n hi s 
or  her  best  i nt er est  t o not i f y t he super vi sor  t hat  a 
per sonal  pr obl em may be af f ect i ng j ob per f or mance,  he 
or  she may not i f y t he super vi sor  per sonal l y or ,  by 
s i gni ng a r el ease,  aut hor i z i ng t he Empl oyee Assi st ance 
Pr ogr am Manager ,  t o not i f y t he super vi sor  of  t he 
gener al  nat ur e of  t he s i t uat i on and st eps bei ng t aken 
f or  r esol ut i on.   I f  t he nat ur e of  t he pr obl em 
conf r ont i ng t he empl oyee i s such t hat  r el at i vel y l ong 
t er m counsel i ng or  assi st ance i s needed,  t he empl oyee 
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may ask ei t her  t he Empl oyee Assi st ance Pr ogr am Manager  
or  t he out si de pr ovi der  of  ser vi ces t o per i odi cal l y 
not i f y t he super vi sor  of  hi s or  her  gener al  pr ogr ess.  
I n cases of  sel f - r ef er r al s under  t hi s par agr aph,  
not i ce t o and communi cat i on wi t h t he empl oyee' s 
super vi sor  shal l  be whol l y at  t he empl oyee' s 
di scr et i on.  

2. 6 The Empl oyee Assi st ance Pr ogr am wi l l  pr ot ect  t he 
conf i dent i al i t y  of  al l  empl oyees or  i mmedi at e f ami l y 
member s and no i nf or mat i on r egar di ng Pr ogr am ser vi ces 
shal l  be r el eased except  i n accor dance wi t h t he 
pr ovi s i ons of  par agr aph 5. 0.  

 
3. 0 Super vi sor y Responsi bi l i t y  
 3. 1 Sal t  Lake Count y bel i eves t hat  t he per sonal  l i f e of  

each of  i t s  empl oyees i s a pr i vat e mat t er .  However ,  i t  
i s  st i l l  t he r esponsi bi l i t y  of  super vi sor s t o moni t or  
and t ake act i on on wor k- r el at ed  per f or mance 
def i c i enci es and mi s- conduct .  
3. 1. 1 Super vi sor s shoul d l i mi t  quest i ons t o wor k 

r el at ed i ssues and j ob per f or mance.   
Super vi sor s shoul d not  at t empt  t o di agnosi s 
empl oyee per sonal  or  medi cal  pr obl ems.  

3. 1. 2 A super vi sor  may i nf or m an empl oyee of  t he 
ser vi ces of  t he Empl oyee Assi st ance Pr ogr am 
upon l ear ni ng f r om t he empl oyee t hat  per sonal  
pr obl ems may be af f ect i ng wor k per f or mance or  
conduct .  

3. 2 Di sci pl i nar y act i on r ef er r al s,  mandat or y r ef er r al s,  
r ehabi l i t at i on i n l i eu of  or  i n addi t i on t o 
di sci pl i nar y act i on and f i t ness- f or - dut y r ef er r al s 
shal l  be as pr ovi ded i n Human Resour ces Pol i cy & 
Pr ocedur e:   Fi t ness- f or - Dut y Eval uat i ons.   These 
ser vi ces ar e not  pr ovi ded by t he Empl oyee Assi st ance 
Pr ogr am,  but  by out si de pr ovi der s.  
3. 2. 1 Di sci pl i nar y act i on may not  i ncl ude mandat or y 

r ef er r al  t o t he Empl oyee Assi st ance Pr ogr am.  
 
4. 0  Tr ai ni ng and Out r each 
 4. 1 The Human Resour ces Di vi s i on and t he Empl oyee 

Assi st ance Pr ogr am Manager  wi l l  cooper at i vel y pl an t o 
i ncl ude pr obl em i dent i f i cat i on and t he pr ocess of  
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r ef er r al s t o t he Empl oyee Assi st ance Pr ogr am as par t  
of  t he r egul ar  benef i t s not i f i cat i on pr ocedur es,  
empl oyee or i ent at i on and t r ai ni ng sessi ons of f er ed by 
t he Count y.   Empl oyee Assi st ance Pr ogr am ser vi ces t o 
empl oyees and t hei r  househol d i s one of  t he empl oyee 
benef i t s pr ovi ded by t he Count y.  

4. 2 The Empl oyee Assi st ance Pr ogr am may engage i n such 
out r each ser vi ces as appear ,  t o t he Manager  of  t he 
Empl oyee Assi st ance Pr ogr am,  i n consul t at i on wi t h t he 
Human Resour ces Di vi s i on Di r ect or ,  t o be appr opr i at e.  

 
5. 0 Conf i dent i al i t y  

5. 1 Conf i dent i al i t y  of  al l  Empl oyee Assi st ance Pr ogr am  
eval uat i ons shal l  be pr eser ved as r equi r ed by l aw.  
Conf i dent i al i t y  i n r ehabi l i t at i on and ot her  ser vi ces 
shal l  be bound by t he pr ovi s i ons of  pr of essi onal  
et hi cal  pr i nci pl es,  l i censur e,  Feder al  and St at e l aws,  
and r egul at or y r equi r ement s.  

5. 2 The per mi ssi bl e r el ease of  i nf or mat i on wi l l  onl y be 
f or  pr of essi onal  pur poses,  wi l l  be l i mi t ed t o per sons 
cl ear l y concer ned wi t h t he mat t er  at  i ssue,  shal l  
i ncl ude onl y i nf or mat i on whi ch i s c l ear l y and di r ect l y 
ger mane t o empl oyment  pur poses and shal l  avoi d undue 
i nvasi ons of  pr i vacy.  The Empl oyee Assi st ance Pr ogr am 
Manager  has a r esponsi bi l i t y  t o c l ar i f y wi t h t he 
c l i ent  t hese l i mi t s on conf i dent i al i t y .  

5. 3 I nf or mat i on r egar di ng empl oyees shal l  onl y be 
r el eased,  i n accor dance wi t h t he st andar ds set  out  
above at  Par agr aph 5. 2,  and onl y under  c i r cumst ances 
i n whi ch t he empl oyee expr essl y aut hor i zes,  i n 
wr i t i ng,  such r el ease.  

 
6. 0 Recor ds Pr ohi bi t ed -  Gr i evances and Di sci pl i nar y Act i on 

6. 1 The Empl oyee Assi st ance Pr ogr am and i t s r ecor ds and 
ser vi ces ar e not  t o be used i n t he di sci pl i nar y or  
gr i evance pr ocesses,  except  as pr ovi ded her ei n and i n 
c i r cumst ances of  r ehabi l i t at i on i n l i eu of  or  i n 
addi t i on t o di sci pl i ne.   The Empl oyee Assi st ance 
Pr ogr am Manager  shal l  not  act  as a wi t ness r egar di ng 
Pr ogr am act i v i t i es i n any di sci pl i nar y or  gr i evance 
pr oceedi ng.  

 
 APPROVED AND PASSED THI S 15TH DAY OF JULY,  2008.  


