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PURPOSE: To assist in addressing productivity issues by supporting employees in identifying and resolving personal concerns that adversely affect job performance or personal conduct.

Order of  Steps for the Process
Responsible Party
Responsibility Task



Management Referral

1
Supervisor or Manager
· Contact Division HRM to discuss the situation.



2
Division HRM
· Contact DENR Employee Relations Manager to discuss the situation and appropriate course of action up to and including mandatory or optional basis referral to EAP.  

· Provide the following

· reason(s) for the referral

· documented performance and/or behavioral concerns

· current and prior disciplinary action(s)

· appropriate background information



3
DENR Employee

Relations Manager
· Contact EAP to discuss situation providing any necessary information.

· Notify Division HRM/Supervisor/Manager of appropriate course of action.



4
Supervisor or Manager
· Must notify employee in writing of the specific reason(s) for the referral including if mandatory or optional. 

· Convey to the employee that refusal to accept the mandatory referral is viewed as a decision to rely on the disciplinary process to resolve the issue.



5
EAP Staff
· Notify DENR Employee Relations Manager with appropriate feedback and information with the employee’s written consent.  This information shall include the following:

· whether or not the employee kept the initial EAP appointment

· whether or not the employee agreed or disagreed to follow recommendations

· continuing compliance updates

· closure of services



6
DENR Employee

Relations Manager
· Notify Division HRM/Supervisor/Manager with appropriate feedback.
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Fitness-For-Duty/Risk Evaluation

1
Supervisor or Manager
· Contact Division HRM to discuss the situation.



2
Division HRM
· Contact DENR Employee Relations Manager to discuss the situation.
· Provide the following
· precipitating event(s)

· documented performance and/or behavioral concerns

· pending or previous disciplinary action

· employee’s job description and essential job functions

· sign Memorandum of Agreement (MOA) of financial responsibility

3
DENR Employee

Relations Manager
· Contact EAP to discuss situation providing any necessary information.

Note:  If the situation is so critical or severe that immediate action is necessary and prior consultation is not prudent.

· Notify Division HRM/Supervisor/Manager of appropriate course of action.

· Maintain file.



4
Supervisor or

Manager
· Shall communicate the following to the employee:
· workplace concerns
· specific reason(s) for the Fitness-for-Duty/Risk Evaluation and any other concerns that negatively impact the workplace
· expectations for compliance in resolving the concern(s)
· consequences for failure to accept all conditions of the referral
· Convey to employee if failure to comply with a Fitness-for-Duty/Risk Evaluation the following SHALL occur:
· fails to comply with a management directive to undergo a Fitness-for-Duty/Risk Evaluation, or
· fails to comply with EAP recommendations or any other conditions of the evaluation, or
· fails to make the required improvements in performance or conduct
· Follow-up with DENR Employee Relations Manager.
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