
NYS EAP Office Locations and Contact Information 

Main Office 
Agency Building 2, 11th Floor, Empire State Plaza 

Albany, NY 12223 
(518) 486-9769 or (800) 822-0244

FAX: (518) 486-9796
https://OER.ny.gov/eap

Adirondack Region 
Essex County Public Safety Bldg. 
PO Box 494, 702 Stowersville Rd. 
Lewis, New York 12950 
(518) 873-3201 * Fax: (518) 873-3202

Capital Region 
Corporate Plaza East, Suite 502 
240 Washington Ave. Ext. 
Albany, New York 12203 
(518) 486-9769 * Fax: (518) 486-9796

Central NY Region 
Hughes State Office Building 
333 E. Washington St., Room 420 
Syracuse, New York 13202 
(315) 428-4824 * Fax: (315) 428-4717

Alternate location: 
Dulles State Office Building 
317 Washington Ave. 6th Floor 
Watertown, New York 13950 
(315) 428-4824 * Fax: (315) 428-4717

Long Island Region 
250 Veteran’s Memorial Highway 
Suffolk State Office Building 
Room 2B-42 
Hauppauge, New York 11788 
(631) 992-7175 * Fax: (718) 923-4382

Mid-Hudson Region 
Eleanor Roosevelt State Office Building 
4 Burnett Boulevard 
Poughkeepsie, New York 12603 
(845) 431-5738 * Fax: (845) 431-5997

New York City Region 
55 Hanson Place, Room 916 
Brooklyn, New York 11217 
(718) 923-4321 * Fax: (718) 923-4382

Rochester/Finger Lakes Region 
1530 Jefferson Road, Room 131 
Rochester, New York 14623 
(585) 272-3399 * Fax:(716) 847-3936

Utica/Binghamton Region 
Utica State Office Building 
207 S. Genesee St. 9th Floor, 
Room 100 
Utica, New York 13502 
(315) 793-2518 * Fax: (518) 486-9796

Western NY Region 
Electric Tower Building 
535 Washington St., Suite 306 
Buffalo, New York 14203 
(716) 847-3911 * Fax: (716) 847-3936

https://goer.ny.gov/employee-assistance-program
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	F. Labor-Management Collaboration and Commitment 
	• Providing resources to help employees balance the demands of work and home 
	• Supporting the EAP committees and coordinators in fulfilling their responsibilities 
	• Promoting an awareness of EAP services 
	• Fostering collaboration between labor and management 
	• Supporting training for supervisors and union representatives on the early signs of work performance problems and the benefits of referring employees to EAP 
	• Providing orientations, training, workshops, seminars, and webinars for employees 
	• Providing crisis response services in the event of a critical incident 
	• Offering wellness programs to employees 

	G. Organizational Structure 
	A. Overview 
	B. Code of Ethics for NYS EAP Coordinators 
	1. Coordinators will maintain high standards of personal and professional integrity and ethics. 
	2. Coordinators will demonstrate honesty, respect, fairness, and accountability in their relationships with clients and colleagues. 
	3. Coordinators will provide clients with information, assessment, and referral services only. Coordinators will not provide treatment or counseling in their role as EAP Coordinator. 
	4. Coordinators will treat all client information as confidential and will refrain from discussing client information with anyone, including EAP committee members, without written authorization from the client. 
	5. Coordinators will explain the confidentiality policy to clients before engaging in any discussion of the client’s personal situation or concerns. 
	6. Coordinators will maintain neutrality and avoid involvement in personal relationships or activities that conflict with or have the appearance of conflicting with their role in EAP. 
	7. Coordinators will not create or retain client records, except for the Consent for Release of Information form, unless specifically required by the terms of a discipline settlement agreement. 
	8. Coordinators will make referrals based on the best interest of the client and will not accept gratuities or be influenced by a reward of any kind when making a referral to a resource provider. 
	9. Coordinators will abide by law, Executive Orders, agency work rules, NYS EAP policies and procedures, and applicable provisions of the Public Officers Law and its regulations. 
	10. Coordinators will maintain accurate statistical data and will submit this information to their regional representatives in a timely manner. 
	11. Coordinators will promote equal access to all EAP programs and services without discrimination based on age, race, color, national origin, sex, sexual orientation, gender identity or expression, creed, military status, disability, marital status, domestic violence victim status, predisposing genetic characteristics, arrest record, previous conviction record, and any other status or condition protected by law, rule, regulation, or Governor’s Executive Order. 

	C. Neutrality Policy 
	1. Policy Description 
	2. Statement of Neutrality 
	a. EAP coordinators must not be perceived as advocates or representatives of either management or labor while providing EAP services or representing EAP. Instead, they should function as facilitators of communication among all parties. EAP coordinators should avoid involvement in any activity or relationship that would compromise or appear to compromise their neutrality as EAP coordinators. 
	b. EAP committees must also strive to protect the integrity of the EAP by assuring that all EAP activities are provided in a neutral manner. It is recognized that labor and management representatives will bring different, and sometimes conflicting, perspectives and concerns to the EAP committee process. However, once an EAP committee reaches a decision on an issue, direction, activity, or event, members of the EAP committee are responsible for promoting the EAP and its activities in their agency or facility
	c. At times, employees may be referred to EAP for work performance issues or as part of a return-to-work agreement. The role of the EAP coordinator is to provide the employee with information, an assessment, and a referral to one or more resources to address the employee’s mental health, substance abuse, or other concerns. It is not to intervene in the discipline process or be an advocate for either the employee or the employer. EAP seeks only to support employees in understanding their situation and determ


	D. Confidentiality Policy for EAP Coordinators 
	1. Policy Description 
	2. Exceptions to the Confidentiality Requirement 
	a. The information is required to be disclosed by law, Executive Order, or agency work rule. 
	b. There is reasonable belief a client's conduct places the client or another person in imminent threat of bodily harm. Imminent threat is present if there is reasonable belief a client's conduct places the client or another person in immediate threat of physical harm. 
	c. There is reasonable belief to suspect that child abuse has been, or will be, committed. This includes physical, emotional, and psychological abuse and neglect. 

	3. Confidentiality Procedure 
	a. The EAP Confidentiality Policy must be posted in the EAP office so that it is clearly visible to clients (see Appendix, Confidentiality Poster). 
	b. The EAP coordinator must explain the policy on confidentiality to clients before engaging in any discussion of the client’s problems, issues, or concerns. 
	c. EAP coordinators and regional representatives must exercise reasonable and prudent judgment when deciding that a situation is excluded from the requirement of confidentiality. 
	d. If there is a concern about confidentiality, coordinators should consult with their regional representative about whether information needs to be disclosed, and if so, how and to whom it will be disclosed, including reporting suspected child abuse or neglect to the NYS Child Abuse Hotline. 


	E. Consent for Release of Information 
	1. Policy Description 
	2. Examples of Situations Requiring a Consent for Release of Information form 
	a. The client specifically asks the coordinator to contact another individual. 
	b. The client is requesting treatment and asks the coordinator to call a resource provider to schedule an appointment. 
	c. The client is about to be hospitalized or admitted to a rehabilitation program and is unable, emotionally or physically, to contact a supervisor, human resources department, union representative, or family member. 
	d. The EAP coordinator wishes or is required to consult with the EAP regional representative or other EAP staff about the client, and the consultation requires identifying the client by name. 
	e. A supervisor permits the client to visit EAP during work hours and requests confirmation that the client met with the EAP coordinator. 
	f. The client seeks the EAP coordinator’s assistance to obtain information from the insurance provider who requires the client’s name or other identifying information. 
	g. The client is told by a resource provider that there is a long waiting period for an appointment, and the coordinator offers to contact the provider to facilitate an earlier appointment. 

	3. Consent for Release of Information and Form Retention 
	a. The Consent for Release of Information form must be kept in a locked file cabinet in the coordinator’s EAP office until the expiration date specified on the form has passed or until revocation by the client. 
	b. Upon expiration or revocation of the Consent for Release of Information form, the form must be delivered by hand or by first class mail, marked “Confidential”, to an EAP regional representative. The regional representative will forward the form to the EAP main office for storage per NYS records retention policies. 
	c. Alternatively, the Consent for Release of Information form may be retained by the EAP coordinator in secure storage in the EAP office. The EAP coordinator assumes responsibility for safeguarding the confidentiality of consent forms and compliance with NYS records retention policies. 
	d. When an EAP coordinator vacates the coordinator position and another EAP coordinator is not appointed to replace the coordinator, all Consent for Release of Information forms and other records must be delivered by the EAP coordinator or the coordinator's designee to the EAP regional representative for secure storage. 


	F. Conflict of Interest: Relationships with Clients 
	1. Policy Description 
	2. Examples of Potential Conflicts of Interest 
	a. Two employees in the same agency have been friends for many years. One of the employees is selected to be an EAP coordinator. A relative of the other employee calls to request EAP services. 
	b. Two employees have been dating for a year. One employee is selected to be an EAP coordinator. The other employee’s son is charged with DWI while home from college and calls the EAP coordinator for assistance. 

	3. Conflict of Interest Procedure 

	G. Conflict of Interest: Relationships with Resource Providers 
	1. Policy Description 
	2. Examples of Potential Conflicts of Interest 
	a. An EAP coordinator is planning a wellness event. The EAP committee has secured an EAP grant to purchase promotional materials to be used at the event. The committee plans to purchase the promotional materials from a company where the coordinator’s family member is employed. 
	b. A speaker invited by EAP to do a lunchtime seminar about nutrition asks to sell copies of her diet book at the presentation. 

	3. Resource Provider Referral Procedure 
	a. EAP coordinators must not refer clients to a resource provider that employs the coordinator, a coordinator’s family member, or offers monetary rewards or incentives for such a referral. 
	b. EAP coordinators should not endorse, promote, or recommend a specific provider or treatment facility. 
	c. EAP coordinators should refer a client to at least two resource providers, preferably three, whenever possible. 
	d. To avoid the appearance of impropriety or a potential conflict of interest, EAP coordinators should only visit or tour resource facilities within the same geographic region as the EAP coordinator's worksite. Visits outside of the coordinator's region are permitted only with the prior approval of the local EAP committee and the EAP regional representative. 


	H. Conflict of Interest: Coordinator Role 
	1. Policy Description 
	2. Coordinator Restrictions 
	a. EAP coordinators may not serve as: 
	• Union officials 
	• Shop stewards 
	• Affirmative action officers 
	• Staff in a personnel or human resources function 
	• Domestic violence liaisons 

	b. EAP coordinators, committee members, regional representatives, and EAP staff are not permitted to sell or promote services or products to EAP clients in which the coordinator, committee member, regional representative, or EAP staff has a financial or other interest. 
	c. EAP coordinators must not promote or refer EAP clients to their private practices. 
	d. EAP coordinators should not be involved in the leave donation process including the solicitation of leave donations on behalf of an employee. 
	e. EAP coordinators are not authorized to grant leave of any kind, including leave under the Family and Medical Leave Act (FMLA) and New York State’s Paid Family Leave (PFL). 


	I. Transportation of Clients 
	1. Policy Description 
	2. Transportation Procedures 
	a. Coordinators should be knowledgeable about transportation options and assist clients in securing public transportation or transportation from family members, friends, agency personnel, medical personnel, or law enforcement, if necessary. 
	b. Coordinators should be knowledgeable about their agencies’ policies regarding transportation of employees. If directed by the agency to provide transportation for a client, the coordinator must advise the agency that the coordinator can do so only as an employee of the agency and not in the role of an EAP coordinator. 


	J. Home Visit Prohibition 
	1. Policy Description 
	2. Proper Meeting Locations 
	a. Whenever possible, EAP coordinators should meet with clients in the coordinator’s EAP office or an alternative location at the worksite that provides for the safety of both the coordinator and the client and meets the need for privacy and confidentiality. 
	b. A coordinator may meet with a client in a public location if private space is not available at the worksite, or at the request of the client. However, because of privacy, confidentiality, and safety concerns, it is preferable for the coordinator to refer a client to an EAP coordinator at another agency or facility as an alternative to meeting in a public location. 
	c. The coordinator must make every effort to protect the client’s privacy and confidentiality regardless of the location of the meeting. 


	K. Subpoenas 
	1. Policy Description 
	2. Subpoena Procedures 

	L. Media Communications Policy 
	1. Policy Description 
	2. Media Communications Procedures 
	a. Requests from the Media 
	b. Information Disseminated by EAP 


	M. Funding for EAP Activities 
	1. Retention and Disbursement of EAP Funds 
	2. Fundraising by the Coordinator 
	3. Disclaimer Statement 

	A. Overview 
	B. EAP Committee 
	1. Role 
	2. Committee Organization 
	a. The first step in establishing a local EAP program is to form an EAP committee with representatives from labor and management. EAP regional representatives can assist in establishing new committees and in rejuvenating existing committees. 
	b. The EAP committee should represent both the unions and management and members should be knowledgeable about the culture of the agency or facility and the perspective of the constituency they represent. 
	c. Management and each union in the agency or facility have equal representation on the committee and select their own representative(s). 
	d. The committee should have at least three members. It is recommended the committee have no more than twelve members. 
	e. The EAP committee should have enough authority to ensure committee decisions will be acceptable to the unions and management. 
	f. The EAP committee should work collaboratively with other agency committees, such as the wellness committee or the employee engagement 
	committee but should avoid merging with another committee to protect theintegrity of the labor-management EAP committee model and the neutrality of EAP. 
	g. Committee members may serve as union officials, shop stewards (or the equivalent), in the personnel or human resource function, or as Affirmative Action officers or domestic violence liaisons but must avoid any conflict of interest when doing so. 
	h. The EAP committee is not a grievance or negotiation committee and should not function as one. 

	3. Responsibilities 
	a. Committee members must attend EAP New Committee Member Orientation and are encouraged to attend other training offered to committee members such as NYS EAP webinars. Committee members may not attend EAP training specifically developed for EAP coordinators. 
	b. Committees must establish and adhere to bylaws (see Appendix, Bylaws for Local EAP Committees). Bylaws should be reviewed annually and must establish, at a minimum, standards for meeting frequency, attendance, recording minutes, voting procedures, elections, and terms of officers. 
	c. Committee members are expected to attend and actively participate in regularly scheduled EAP committee meetings. Committees should meet at least quarterly and are encouraged to meet more frequently. When committee meetings are canceled, they should be rescheduled as soon as practical. 
	d. The committee should ensure the EAP coordinator participates in committee meetings except when excused during executive session. The EAP coordinator is a non-voting member of the EAP committee. 
	e. The committee should elect a chairperson. The chairperson position may rotate so that all committee members have an opportunity to serve, or the committee may elect to have co-chairpersons or a vice-chairperson. 
	f. The committee may select a secretary and other officers as deemed necessary by the committee. 
	g. A secretary or other designated committee member must take minutes at each meeting and distribute them to all committee members and the EAP regional representative before the next meeting (see Appendix, EAP Committee Meeting Minutes Outline). 
	h. Decisions of the committees must be reached through consensus. 

	4. Ethical Guidelines 
	a. The EAP committee should be responsive to the needs of both labor and management and a source of constructive and positive labor-management relationships. 
	b. Committee members must not act in the role of the EAP coordinator. They are not trained to provide EAP assessment and referral services. They should refer all such requests to an EAP coordinator. 
	c. Committee members must not request that the EAP coordinator share confidential information with them or disclose any confidential information they receive while serving in their role as EAP committee members. 
	d. EAP committee members must avoid involvement in activities or relationships that conflict with or have the appearance of conflicting with their role in EAP. 
	e. The EAP committee must not advocate for a particular resource provider to be used for client referrals. 
	f. The EAP committee must ensure EAP services are delivered in an impartial and neutral manner. 
	g. EAP committee members must promote equal access to all EAP programs and services without discrimination based on age, race, color, national origin, sex, sexual orientation, gender identity or expression, creed, military status, disability, marital status, domestic violence victim status, predisposing genetic characteristics, arrest record, previous conviction record, and any other status or condition protected by law, rule, regulation or Governor’s Executive Order. 
	h. The EAP committee should be familiar with the agency’s or facility’s crisis response policy and the role of EAP in a crisis as outlined in the policy. 

	5. Selection of the EAP coordinator Spaces between each statement, a-e   
	a. The EAP committee, in consultation with the EAP regional representative and the agency’s or facility’s human resources or personnel director, oversees the posting for a coordinator vacancy and interviews potential candidates. The regional representative can provide a sample coordinator posting and should review any coordinator posting provided by the agency. 
	b. The committee may appoint a subcommittee to screen applicants and conduct the interviews. 
	c. The committee must come to a consensus on the best candidate(s), preferably at least two candidates, and forward its recommendation to the appointing authority for final approval. 
	d. The committee must notify the regional representative of the selection and 
	arrange for orientation and training of the new coordinator. 
	e. The committee should notify candidates who were not selected of the committee’s decision. 

	6. EAP Coordinator Support and Evaluation Spaces between a-d 
	a. The committee should assess the needs of the coordinator, including release time, office space, cell phone, computer, internet service, travel, and professional development, and make appropriate recommendations to the appointing authority. 
	b. The committee should review the EAP coordinator’s statistical report monthly and other reports as necessary (see Appendix, Coordinator Statistical Report). Committee members are not entitled to any information about individual client contacts. 
	c. The committee should evaluate the coordinator annually (see Appendix, EAP Coordinator Evaluation). 
	d. The committee should create an annual report, with input from the coordinator and EAP regional representative, and distribute the report to stakeholders. A copy of the annual report should be provided to the EAP regional representative. 

	7. Promotion 
	a. Committee members should promote EAP to both labor and management at meetings, other events, and on the agency’s or facility’s intranet. 
	b. Committee members should participate in EAP promotional events as schedules permit. 
	c. The committee should promote EAP Training for Supervisors and advocate for the training to be presented to agency or facility supervisors to explain the benefits of EAP and how to make referrals to EAP. 
	d. The committee should take a leadership role in other promotional activities such as: 
	• Lunchtime programs 
	• Newsletters 
	• Health fairs and benefit fairs 
	• Wellness programs 
	• Information days 
	• “Meet and greets” 
	• Websites and other social media 
	• Distribution of brochures and flyers 
	• Celebration of EAP month (November) 
	• Open house 
	• Bulletin boards 
	• Poster campaigns 
	• Paycheck mailers 
	• Agency calendars 
	• EAP lending library 



	C. EAP Committee Chairperson 
	1. Role 
	2. Responsibilities 
	a. Comply with all EAP policies and procedures and act in a professional and ethical manner. 
	b. Maintain regular contact and open communication with the EAP coordinator. 
	c. Facilitate regularly scheduled committee meetings and special meetings when necessary. 
	d. Develop an agenda for committee meetings. Ensure meeting minutes are recorded and distributed before the next committee meeting and a copy is sent to the EAP regional representative. 
	e. Serve as a liaison between the EAP committee and the EAP regional 
	representative. 
	f. Participate in the selection or dismissal of the EAP coordinator in consultation with the regional representative and human resources personnel and other managers if necessary. 
	g. Promote the training needs of coordinators and committee members, ensure coordinators comply with EAP mandatory training requirements, and advocate for additional release time as needed. 
	h. Review and approve, if appropriate, all EAP training and related travel requests from the coordinator. 
	i. Review the coordinator’s monthly statistical report, approve EAP grant applications, and conduct annual coordinator evaluations in consultation with the committee. 
	j. Complete an annual report for EAP and disseminate the report to stakeholders. 
	k. Oversee the implementation of EAP promotional events and wellness initiatives, delegating responsibilities as appropriate. 


	D. EAP Coordinator 
	1. Role 
	2. Responsibilities 
	a. Act in a professional and ethical manner and comply with the Code of Ethics for EAP Coordinators (see Chapter 2, B., Code of Ethics for NYS EAP Coordinators) and all EAP policies and procedures. 
	b. Maintain confidentiality except when authorized or legally obligated to disclose information. 
	c. Maintain neutrality and avoid involvement in any activity that would compromise or appear to compromise neutrality. 
	d. Conduct assessments that are consistent with EAP Assessment Guidelines (see Appendix, Assessment Guidelines). 
	e. Create and maintain a resource file of local, state, and national resources, both public and private, and be familiar with those resources, including fees and eligibility requirements. 
	f. Be knowledgeable about health insurance benefits and other negotiated benefits for state employees, including the WLS programs. 
	g. Maintain regular contact and open communication with the EAP regional representative and committee chairperson. 
	h. Attend the New Coordinator Institute (NCI) and all mandated EAP professional development training. 
	i. Complete a monthly statistical report and submit it to the EAP regional office by the first day of the month following the month for which the data is reported. A copy of the report should be submitted to the committee chairperson. 
	j. Attend EAP committee meetings, report monthly statistics, and provide input on current issues to the committee. 
	k. Collaborate with the EAP regional representative to provide orientations and training for supervisors, management, union representatives, and employees. 
	l. At the request of an employee, arrange a return-to-work meeting when an employee has been out of work for an extended period. 
	m. Assist the agency or facility with developing a response to critical incidents in the workplace. This may include a needs assessment, referrals to community crisis response services, such as hospice and the Red Cross, monitoring the situation, policy development, training, and meeting with individual employees to provide assessment and referral services. 
	n. If eligible, obtain the Certified Employee Assistance Professional (CEAP) certification. 
	o. Provide backup coverage for other EAP coordinators based on availability and need. 
	p. Assist with other committee activities as requested. 


	E. EAP Regional Representative 
	1. Role 
	2. Responsibilities 
	a. Comply with all GOER and EAP policies and procedures. 
	b. Maintain open communication with unions, management, and other stakeholders. 
	c. Serve as a consultant to supervisors, union representatives, and managers to help them address workplace issues related to EAP. 
	d. Serve as liaison between the EAP main office staff and EAP coordinators, committee members, and other stakeholders. 
	e. Provide oversight to EAP committees and coordinators. 
	f. Assist with establishing new EAP committees and multi-agency committees and rejuvenating existing committees. 
	g. Attend all EAP committee meetings and special meetings in person, by phone, or virtually unless unable to do so because of a scheduling conflict. 
	h. Monitor local programs and assist in addressing coordinator and committee vacancies, EAP policy issues, release time issues, training attendance, grant questions, and other issues that may be affecting the local EAP. 
	i. Provide guidance to the EAP committee regarding the selection process for a new coordinator including posting, interviewing, and making a recommendation to the appointing authority. 
	j. Monitor new coordinators and serve as a mentor for inexperienced coordinators. 
	k. Provide guidance to coordinators on sensitive or complicated situations, including those that involve exceptions to the confidentiality policy. 
	l. Conduct regular business meetings for coordinators. 
	m. Provide orientation to new coordinators, committee chairpersons, and committee members. 
	n. Ensure coordinators and committee members adhere to EAP policies and procedures. 
	o. Facilitate training for coordinators and annual training for committee members. 
	p. Promote and deliver EAP Training for Supervisors and assist coordinators in delivering the training to agencies and facilities. 
	q. Assist agencies and facilities in developing a crisis plan and planning a crisis response in the event of a critical incident. 
	r. Assist coordinators and committees in applying for EAP grants and review and approve grant applications to ensure compliance with the grant guidelines. 
	s. Provide guidance to committees on planning and promoting seminars, workshops, wellness programs, and other training. 
	t. Be knowledgeable about health insurance benefits and other negotiated benefits available to state employees, including the WLS programs and advise coordinators how to help employees understand the complexities of these negotiated benefits. 
	u. Be knowledgeable about resources and provide guidance to coordinators on how to identify resources and establish a resource file. 
	v. Complete all reports in a timely manner. 


	F. Council of Coordinators 
	1. Role 
	2. Responsibilities 
	a. Attend a minimum of three regional EAP coordinator business meetings per year to seek input from coordinators about issues and concerns to share at the Council meetings. 
	b. Submit agenda items from the region’s coordinators to the EAP main office for the Council meetings. 
	c. Attend all Council meetings unless unable to because of a scheduling conflict or travel restrictions. Council members may not be absent from more than one regularly scheduled Council meeting annually. 
	d. Serve on special Council subcommittees or work groups as needed and as schedules permit. 


	G. Work-Life Services Advisory Board 
	1. Role 
	2. Responsibilities 
	a. Support and promote EAP along with other WLS programs. 
	b. Recommend and approve policies and initiatives to improve the WLS programs. 
	c. Review the budgets for the WLS programs and make recommendations for appropriations. 
	d. Analyze data and review reports for the WLS programs to identify issues needing attention as well as best practices. 
	e. Attend WLS Advisory Board meetings unless unable to because of a scheduling conflict. 
	f. Serve on special WLS Advisory Board subcommittees or work groups as needed and as schedules permit. 


	H. NYS EAP 
	1. Role 
	2. Responsibilities 
	a. Oversee and direct the statewide EAP. 
	b. Promote an understanding and acceptance of EAP among employees, unions, management, and other stakeholders. 
	c. Establish policies and procedures for the effective operation of EAP. 
	d. Develop goals and objectives for EAP and gain support from stakeholders. 
	e. Maintain regular and positive communication with management and union leaders. 
	f. Provide support, guidance, and supervision for EAP staff. 
	g. Oversee the operation of the EAP main office and the regional offices. 
	h. Ensure the neutrality of EAP, its staff, coordinators, and committee members. 
	i. Ensure the confidentiality of employee assistance services and the privacy of EAP clients. 
	j. Manage training initiatives and provide training opportunities for coordinators, committee members, EAP staff, and when requested, management, unions, and other state employees. 
	k. Administer the EAP Grants program. 
	l. Oversee the promotion and marketing of EAP and develop and disseminate promotional materials. 
	m. Maintain a comprehensive data collection system and provide regular reports to stakeholders. 
	n. Enhance the professionalism of EAP by establishing and maintaining professional standards for EAP staff, coordinators, and committee members. 
	o. Encourage professional development opportunities, such as the Certified Employee Assistance Professionals (CEAP) certification. 
	p. Collaborate with regional representatives, committees, management, unions and the WLS Advisory Board to address issues having a negative impact on local EAP programs. 
	q. Evaluate EAP policies, procedures, programs, and services to identify best practices and implement program improvements. 


	I. Management 
	1. Role 
	2. Responsibilities 
	a. Promote EAP services and the EAP coordinator to all employees. 
	b. Respect the confidentiality and neutrality of EAP. 
	c. Ensure coordinators and committee members have enough release time to fulfill their EAP responsibilities in addition to their regular job assignment. 
	d. Appoint one or more management representatives to the EAP committee who represent management’s interests and who will demonstrate their commitment to furthering the mission of EAP through regular attendance at committee meetings. 
	e. Appoint management representatives to the EAP committee who have enough authority to ensure committee decisions will be acceptable to management 
	f. Ensure management representatives on the EAP committee understand the intent is to focus on the mission of EAP and not to use the committee for a forum to address labor-management issues. Refrain from using appointments to the EAP committee to promote the agency’s or the facility’s political interests. 
	g. Work cooperatively with the unions to foster the goals and objectives of EAP. 


	J. Agency 
	1. Role 
	2. Responsibilities 
	a. Adequate release time to fulfill the EAP coordinator’s role and responsibilities, and for committee members, adequate release time to attend committee meetings. 
	b. Private office space for the EAP coordinator (not a cubicle), suitable for confidential interviews. The office should not be near the human resources or personnel offices. 
	c. Office furniture and equipment, phone, computer, and internet service. 
	d. Standard EAP business cards. 
	e. Office supplies, including postage. 
	f. Transportation costs related to attendance at EAP training programs for coordinators including the New Coordinator Institute (NCI), and transportation costs for committee members to attend committee meetings. 
	g. Telephone or cell phone expenses, including voice mail. 
	h. Mailing and printing expenses. 
	i. Expenses for professional development training, journal subscriptions, and memberships are not required, but may be considered. 


	K. Unions 
	1. Role 
	2. Responsibilities 
	a. Promote the local EAPs and EAP coordinators to the union’s membership. 
	b. Respect the confidentiality and neutrality of EAP. 
	c. Appoint one or more union representatives to the EAP committee who represent the union’s interests and who demonstrate their commitment to furthering the mission of EAP through regular attendance at committee meetings. 
	d. Ensure union representatives on the EAP committee understand the intent is to focus on the mission of EAP and not to use the committee for a forum to address labor-management issues. Refrain from using appointments to the EAP committee to promote the union’s political interests. 
	e. Work cooperatively with management to foster the goals and objectives of EAP. 


	A. Overview 
	B. Information, Assessment, and Referral 
	1. Policy Description 
	2. Procedure 
	a. Eligibility 
	1) Employees and their family members 
	2) Employees who have been laid off 
	3) Employees who have left state service are eligible for EAP services for 30 days after leaving state service 

	b. The EAP coordinator may not initiate contact with an employee even if the referral is made by the employee’s supervisor. Participation in EAP is voluntary. Whether the referral to EAP is made by a supervisor, co-worker, family member, union representative, human resources or labor relations 
	c. If a supervisor asks an EAP coordinator to contact an employee, the coordinator should explain that EAP is a voluntary program and that coordinators cannot reach out to employees. The coordinator should suggest the supervisor refer the employee to EAP directly. 
	d. EAP coordinators should not retain any records related to clients. A coordinator may, however, temporarily retain a client’s contact information to facilitate scheduling an appointment or following up with a client. This information should be retained in a locked file cabinet, or otherwise secured, and destroyed as soon as practical. 
	e. The EAP coordinator should respond to client contacts within 24 hours, excluding weekends and holidays, and arrange a mutually convenient time to meet with the client if necessary. 
	f. The EAP coordinator must explain EAP’s confidentiality policy to the client before beginning an assessment and must inform the client that all information will remain confidential with the following exceptions: 
	1) Information is required to be disclosed by law, Executive Order, or agency work rule. 
	2) There is reasonable belief a client's conduct places the client or another person in imminent threat of bodily harm. Imminent threat is present if there is reasonable belief the threat is immediate. 
	3) There is reasonable belief to suspect that child abuse has been, or will be, committed. This includes physical, emotional, and psychological abuse and neglect. 

	g. The coordinator should complete an assessment with the client, allowing sufficient time for the client to discuss any problems or concerns (see 
	h. The coordinator should assess the client's needs based on the information provided by the client in the interview. Generally, the coordinator completes the assessment in the initial meeting. Occasionally, more than one meeting may be necessary. This should, however, be the exception rather than the rule. EAP coordinators must not provide counseling or engage in an ongoing relationship with the client. Clients requiring more in-depth assistance should be referred to a health care professional, counselor, 
	i. The coordinator should identify appropriate referral options for the client. Some factors to consider: 


	• Client’s financial situation and insurance coverage 
	• Location of resource providers and proximity to the client 
	• Client preferences (ex. gender, language) 
	• Appropriateness of resources for the client’s needs 
	• Availability of the provider (ex. evenings, weekends) 
	• Special needs (ex. interpreter services for a hearing-impaired client) 
	j. Coordinators must know and respect the limits of their knowledge. If a coordinator does not have the answer to a client’s question or needs to research a referral, the coordinator should establish a time frame and an acceptable way for the coordinator to contact the client, such as permission to leave a message or call a cell phone. 
	k. The coordinator should provide the client with the names of at least two referrals, preferably three, including a referral to the client’s health insurance provider, if applicable. The client can accept or decline the referral options presented. 
	l. If the client asks the EAP coordinator to contact anyone, the client must give written consent to release any information (see Appendix, Consent for Release of Information). If someone contacts the coordinator, for example, a supervisor calls to request information about the client, the coordinator may not provide any information without a Consent for Release of Information form signed by the client. 
	m. If a client meets with the EAP coordinator during work time, i.e., “on the clock”, the coordinator should ask if the client’s supervisor requested confirmation of the client’s appointment. If so, the client should sign the 
	n. With the client’s permission, the coordinator can follow up to make sure the client is satisfied with the referrals and ask if the client needs further assistance. The coordinator and client should agree on an acceptable means of contacting the client to follow up. Because the coordinator and client may meet one another in the workplace, the coordinator may also explain to the client that after their meeting the coordinator will not approach the client or discuss their interaction, if they should meet, u
	o. After concluding the meeting with the client, the coordinator should provide the client with the Client Satisfaction Survey and encourage the client to complete the survey (see Appendix, Client Satisfaction Survey). 


	C. Resources 
	D. Employee Leave and Return-to-Work Meetings 
	1. Policy Description 
	2. Procedure 
	a. Leave of Absence 
	b. Return-to-Work Meeting 
	c. Follow-up and Aftercare Services 


	E. EAP and the Disciplinary Process 
	1. Policy Description 
	2. Procedure 
	a. Informal and Formal Referrals 
	b. Formal Referrals 
	c. Settlement Agreements 


	F. Critical Incident Response 
	G. Relationship with the EAP Regional Representative 
	1. Policy Description 
	2. Communication with the EAP Regional Representative 
	a. The coordinator should consult with the regional representative whenever the coordinator has a question about policy or procedures, needs clarification about an issue, or in any situation where guidance is needed, for example: 


	• New coordinators must review all cases with their regional representative until they have completed the NCI. 
	• There is a difficult client situation and the coordinator is unsure how to proceed. 
	• There is reason to believe confidentiality must be broken. 
	• A question arises concerning confidentiality, neutrality, or voluntary participation in EAP. 
	• Labor or management requests the coordinator act in a way that may violate the ethics, neutrality, or other EAP policies. 
	• A critical incident occurs at the agency or facility. 
	• The coordinator receives a subpoena. 
	• The EAP coordinator asks to be exempted from training or to travel to training in another region. 
	• EAP Training for Supervisors is requested by the agency or facility. 
	• There is a question about the appropriateness of a topic for a lunchtime seminar or other workshop. 
	• The coordinator receives a settlement agreement. 
	b. The EAP coordinator can expect a call from the EAP regional representative when, for example: 

	• There is a question about the coordinator’s monthly statistical report, or it has not been submitted on time. 
	• The regional representative wants to follow up on a critical incident or there is a critical incident reported on the Monthly Statistical Report and no Critical Incident Report form has been submitted for the incident. 
	• The coordinator has missed a mandatory EAP training. 
	• There is a question about the EAP grant application. 
	• There is a complaint about EAP services, and the regional representative is seeking to resolve the complaint. 
	• Information is needed to complete a report. 
	H. Reports 
	1. Monthly Statistical Reporting 
	2. Critical Incident Reporting 

	I. Basic Training Tasks 
	a. The EAP regional representative meets with each new coordinator individually for orientation. This orientation provides the new coordinator with the basic knowledge and skill needed to begin assisting clients prior to attending the New Coordinator Institute (NCI). Both the regional representative and the coordinator must sign an acknowledgement that the EAP program manual has been reviewed and the orientation has been completed. 
	b. EAP training is required for all coordinators. EAP training is customized to teach the coordinators the assessment and referral skills that are specific to the role of the NYS EAP coordinator within the context of a peer model. A training catalog is distributed at the beginning of the training cycle with detailed information about the trainings offered in that cycle. Coordinators must attend each class in its entirety. 
	c. The regional representative schedules a business meeting in conjunction with training (see Chapter 6, EAP Training Program). Coordinators should arrive on time to the business meeting to receive EAP updates and news. 
	d. EAP orientations raise awareness among state employees, management, and union representatives about the availability and benefit of EAP services. Regional representatives and experienced coordinators partner to deliver these training sessions at agency, facility, and union events. Coordinators should discuss how they can participate in training opportunities with their regional representatives. 
	e. If a coordinator presents or facilitates EAP Training for Supervisors at an agency or facility, a sign-in sheet from the training or an attendance verification form should be submitted to the training director as soon as the training is completed. 
	J. Promoting EAP 
	1. Policy Description 
	2. Promotional Activities 
	a. Post the EAP promotional video, The Employee Assistance Program: Life Less Complicated, on the agency’s website. 
	b. Distribute EAP brochures and the EAP Connection to employees throughout the agency or facility. 
	c. Place a sign on the EAP coordinator’s office door with the coordinator’s name and office hours. 
	d. Attach an envelope to the EAP coordinator’s office door with business cards or a few brochures in it so employees who stop by can take information if the coordinator is not available. 
	e. Order business cards with the EAP coordinator’s picture on them. (grant funding available) 
	f. Distribute EAP magnets to employees. (grant funding available) 
	g. Distribute wellness or EAP calendars. (grant funding available) 
	h. Distribute educational materials to employees. (grant funding available) 
	i. Purchase an EAP display and table cover for use at meetings, orientations, and health fairs. (grant funding available) 
	j. Post EAP posters throughout the agency or facility. 
	k. Distribute topical flyers through mailboxes, bulletin boards, email, and online. 
	l. Arrange a health fair, benefit fair, or EAP awareness event at the agency or facility. 
	m. Sponsor a blood drive or food drive or collect cell phones or eyeglasses for a local charity. 
	n. Add a signature line to the EAP coordinator’s email promoting EAP. (Be sure to comply with agency or facility policy) 
	o. Celebrate EAP month in November. 
	p. Purchase a wellness video to share with employees. (grant funding available) 
	q. Use the EAP logo on promotional materials whenever possible. 
	r. Include EAP information and articles about EAP on the agency website. 
	s. Maintain an EAP bulletin board. 
	t. If the EAP office is new or has recently moved, hold an Open House; if not, hold an annual Open House. 
	u. Provide an EAP overview to new employees, unions, management, supervisors, and labor relations and human resources personnel. 
	v. Conduct EAP Training for Supervisors. 
	w. Meet with stakeholders, such as human resources and labor relations personnel, directors, superintendents, and union representatives to introduce yourself and share information about EAP. 
	x. Hold a lunch-time seminar or workshop for employees. 
	y. Follow up with management after a critical incident. Ask if additional EAP services are needed and ask for feedback on the services provided. 
	z. Offer a wellness program, such as a walking program. 
	aa. Start an EAP lending video or book library on EAP and wellness topics. 


	A. Overview 
	B. Selection of the EAP Coordinator 
	1. When a vacancy occurs in the EAP coordinator position, the EAP committee chairperson and the EAP regional representative should work together to begin the process of selecting a new EAP coordinator. 
	2. The EAP committee chairperson must first obtain the agency’s or facility’s approval to fill the position. 
	3. The posting to fill the vacant EAP coordinator position must comply with the agency’s or facility’s policy. The posting should include a description of the EAP coordinator’s role and responsibilities, release time requirements, and that attendance at the NCI and other EAP training is mandatory. (See Appendix. Guidelines for the EAP Coordinator Posting.) The EAP regional representative should review the posting prior to its publication. See Appendix, EAP Sample EAP Coordinator Posting.) 
	4. All current employees are eligible to apply for the EAP coordinator position, regardless of bargaining unit affiliation, except for union officials, shop stewards (or the equivalent), employees of the personnel or human resources department, and affirmative action officers. These employees are not eligible because of the potential for a conflict of interest and the perception of the lack of neutrality and confidentiality. Retirees are also ineligible for the coordinator position. 
	5. The EAP committee, in consultation with the EAP regional representative, should review the applications and identify the most qualified applicants to interview. 
	6. The EAP committee should schedule and conduct the interviews (see Appendix, EAP Coordinator Position: Sample Interview Questions). The entire EAP committee may conduct the interviews or the committee may designate a subcommittee to interview applicants. The EAP regional representative should attend the interviews whenever possible, either in person or via conference call. 
	7. The EAP committee should confirm that the candidate’s supervisor is aware of the candidate’s selection and will approve the release time required to fulfill the coordinator’s responsibilities. 
	8. The EAP committee or subcommittee must reach a consensus on the best candidate(s) and forward its recommendation to the appointing authority for approval. The recommendation should include at least two candidates, whenever possible. The regional representative may participate in discussions about the selection, but the regional representative cannot vote on the selection. 
	9. Once the appointing authority has appointed the new EAP coordinator, the EAP committee should notify the candidates who were not selected. 
	10. The EAP regional representative should schedule orientation of the newly appointed coordinator as soon after the coordinator’s appointment as practical. Following the orientation, the regional representative should forward the coordinator’s signed acknowledgment of orientation form to the training director to register the new coordinator for the New Coordinator Institute (NCI). 
	11. The new EAP coordinator is required to attend all EAP training and the NCI. Until they complete the NCI, new coordinators must review each case with the EAP regional representative. 

	C. Supervision and Evaluation of the Coordinator 
	1. EAP committee chairpersons are responsible for supervising the EAP work of both full- and part-time EAP coordinators. Where it is inappropriate or prohibited for the committee chairperson to supervise the coordinator, for example, due to the grade levels or workplace relationship, such as a relative or co-worker in the same unit, the committee may elect to have another committee member or manager serve as the coordinator’s supervisor. This should be done in consultation with the EAP regional representati
	2. Among other things, the coordinator is expected to: 
	• Maintain confidentiality and neutrality 
	• Act professionally and ethically 
	• Comply with EAP policies and procedures 
	• Respond to requests for services in a timely manner 
	• Maintain a current resource file 
	• Attend mandatory training, including the NCI 
	• Submit monthly statistics on time 
	• Attend EAP committee meetings 
	• Maintain open communication with the EAP chairperson 
	• Maintain open communication with the EAP regional representative 

	3. Evaluation 

	a. Six-Month Evaluation (Optional) 
	b. Annual Evaluation 
	D. Resignation or Retirement of the EAP Coordinator 
	1. The coordinator should notify the EAP chairperson and the regional representative as soon as possible when the coordinator intends to leave the position. 
	2. The coordinator should complete an exit interview with the EAP regional representative. The exit interview includes the reason for leaving, a summary of the coordinator’s experience with EAP, and any recommendations for possible improvements to the program (see Appendix, Coordinator Exit Survey). 
	3. Before leaving, the coordinator must secure all confidential materials or arrange to give them to the EAP regional representative when they meet for the exit interview. The office key should be left with the EAP committee chairperson or the designee at the agency or facility who can protect the privacy of the EAP office and the confidentiality of any materials, documents, or equipment in the office. 

	E. Dismissal of an EAP Coordinator 
	1. The EAP committee chairperson should schedule a committee meeting to discuss concerns about the coordinator’s work performance and any other concerns about the coordinator, without the EAP coordinator in attendance. The EAP regional representative should attend this meeting. All discussions at this meeting must be kept confidential. 
	2. The EAP chairperson should schedule a second committee meeting no later than two weeks after the first meeting and include the coordinator. The EAP regional representative should attend this meeting as well. The purpose of the meeting is to provide an opportunity for the coordinator, the committee, and the regional representative to discuss the committee’s or the regional representative’s concerns and for the coordinator to respond. 
	3. The EAP committee must make a written record of the outcome of both meetings and provide copies to the EAP regional representative. If the concerns are of a serious nature, the management representative on the committee and the chairperson can seek guidance from the agency’s or facility’s human resources department. 
	4. After considering all the information and possible solutions to the problem, and in consultation with the EAP regional representative, the EAP committee should decide on a course of action. If appropriate, the EAP committee should try to retain the coordinator. The EAP committee should reach consensus prior to the dismissal of an EAP coordinator. 
	5. In the event the EAP committee members cannot reach a consensus about whether to dismiss a coordinator, the committee may request a written decision from the EAP program manager. This decision may be appealed to the WLS Advisory Board. 

	F. EAP Coordinator Release Time 
	1. The EAP committee must assess the release time needs of the coordinator and ensure the coordinator has sufficient time to perform the duties and responsibilities of the coordinator position in addition to his or her other job responsibilities. Staff restrictions due to job commitments and declining staff coverage are legitimate considerations which can affect release time determinations. 
	2. After determining the appropriate amount of release time, the EAP committee should request approval of the release time from the agency director and the EAP coordinator’s supervisor. 
	3. The EAP regional representative and EAP committee should regularly review the coordinator’s monthly statistical report to evaluate the adequacy of the 

	G. EAP Coordinator Time and Attendance 
	1. Coordinators must comply with their agency’s or facility’s time and attendance rules and policies. 
	2. Generally, the EAP committee chairperson is responsible for signing the time card of a full-time EAP coordinator. If the chairperson is responsible for signing the time card, it is incumbent upon the chairperson to be cognizant of the responsibilities of a supervisor who certifies the time and attendance of an employee. 
	3. The NYS EAP regional representative has no authority to sign an EAP coordinator’s time card under any circumstances. 
	4. If an issue arises regarding who will be responsible for signing a coordinator’s timecard, the EAP regional representative should discuss the issue with the EAP committee chairperson and, if necessary, the EAP program manager. 

	H. EAP Office Administration Policies 
	1. EAP Coordinator Forms of Identification 

	a. Photo Identification 
	b. Business Cards 
	c. Posting Coordinator’s Name and Hours on the EAP Office Door 
	d. Change in Contact Information 
	2. EAP Office 

	a. Office Space and Location 
	b. Office Equipment and Supplies 
	c. Office Appearance 
	• The EAP office should be neat and comfortable. 
	• EAP coordinators must not display any pictures or materials in the EAP office that would violate the Code of Ethics for NYS EAP Coordinators or could be considered offensive, controversial, political, or religious. 
	• The NYS EAP Confidentiality Policy should be posted in the EAP office so that it is clearly visible to clients (see Appendix, Confidentiality Poster). 
	3. Telephones and Email 

	a. Responding to Clients 
	b. EAP Standard Voice Mail Message 
	c. Voice Mail When Coordinator is Out of the Office 
	4. Scheduling Appointments 

	a. Appointments should be scheduled within 24 hours of a coordinator’s receiving a request for services and sooner in emergency situations. 
	b. Location of Appointments 
	A. Overview 
	B. Policy Description 
	1. Develop core competencies for coordinators. NYS EAP collaborates with subject matter consultants to deliver training on topics frequently encountered by coordinators, and the practical application of the assessment and referral skills related to these issues. 
	2. Develop, maintain, and update a comprehensive file of current health benefits information, appropriate resources, and local service providers. 
	3. Emphasize to agency supervisors, managers, and union representatives the ways in which early identification of poor job performance and prompt referral to EAP can benefit the employee, the supervisor, the agency, and the state. 
	4. Support coordinators in becoming eligible to attain the national Certified Employee Assistance Professional (CEAP) credential. 
	5. Promote a variety of educational events to improve the quality of life for all employees, while raising awareness of EAP as a negotiated benefit. 

	1. New Employee Orientation 
	2. New Coordinator Orientation 
	3. New Coordinator Institute 
	a. EAP history 
	b. coordinator core competencies 
	c. the role of the coordinator, committee members, chairperson, unions, management, and NYS EAP staff 
	d. confidentiality, and neutrality policies 
	e. EAP policies, ethics, procedure, and practice 
	f. basic interviewing and assessment skills 
	g. assessment strategies for mental health issues, suicide risk, alcohol and drug abuse and addiction, and domestic violence 
	h. the role of the coordinator in critical incident response 
	i. labor-management collaboration 
	j. program promotion 
	k. wellness initiatives 
	l. resource gathering skills and linkages 
	m. practical tips for quality service 
	n. overview of the health benefits system and Work-Life Services benefits 
	o. the practical application of material learned through case studies and sharing best practices 

	4. Foundational Training 
	a. motivational interviewing and assessment skill 
	b. physical health and wellness issues 
	c. mental health issues, including suicide prevention and awareness 
	d. dealing with grief and loss 
	e. alcohol and substance abuse 
	f. stress management 
	g. behavioral addictions 
	h. elder care concerns 
	i. change and resilience 
	j. relationships 
	k. parenting and childcare 
	l. domestic violence 
	m. violence in the workplace 
	n. diversity 
	o. EAP promotion 
	p. creating, evaluating, and updating a resource file 

	5. Advanced Training 
	a. consultation to the organization about EAP-related issues and the provision of internal services to the organization, such as critical incident response and return-to-work meetings 
	b. management and union orientation to EAP services 
	c. coordination of EAP services with related services 
	d. train-the-trainer workshops to deliver new employee and committee orientation 
	e. presentation and platform skills 
	f. quality assurance measures and data reporting 
	g. designing standards for program effectiveness 
	h. EAP trends, technologies, and regulatory considerations 
	i. ethics and legal standards 
	j. communication with stakeholders 
	k. consensus building and group facilitation 
	l. constructive conflict resolution 

	6. Regional Resource Training 
	7. New EAP Committee Member Orientation 
	a. an overview of EAP 
	b. the role and scope of the EAP committee, chairperson, and coordinator 
	c. ethics and legal issues 
	d. coordinator interviews, selection, supervision, evaluation, and dismissal 
	e. reporting requirements 
	f. applying for EAP grants 
	g. program promotion 
	h. requesting crisis response 

	8. New Chairperson Orientation 
	9. EAP Training for Supervisors 
	a. benefits for the client of early problem identification and referral to EAP 
	b. benefits of EAP services for employees, families, management, unions, and the agency 
	c. roles and limits of the EAP coordinator and the EAP committees 
	d. approaching an employee about accepting a referral 
	e. referral resources and linkages 
	f. providing support to the EAP committee 
	g. privacy, confidentiality, and neutrality 
	h. required forms 
	i. return-to-work meetings 
	j. formal and informal referrals 
	k. disciplinary process and settlements 

	10. Orientation for Management and Unions 
	11. Human Resources and Labor Relations Orientation 
	12. Online Learning 
	13. Educational Lunchtime Seminars 
	D. Training Registration Process 
	1. Registration for EAP training is managed through the Statewide Learning Management System (SLMS). Coordinators are responsible for keeping their supervisors and HR office apprised of any change to their SLMS profile, so that they will continue to have access to the EAP Learner Group. 
	2. To ensure that registration is processed efficiently, all coordinators are required to complete the registration form distributed with the training catalog. The catalog is distributed by email, or in hardcopy, and is posted to the EAP SharePoint site approximately one month prior to the start of the training cycle. The form must be completed by the coordinator, and may be submitted by mail, email, or fax to the regional EAP office. The regional support staff will enroll the coordinator in the training cl
	3. Coordinators must indicate the title of the program, the date, and the location for each training class they wish to attend. Coordinators are encouraged to register for all programs on the same form. Inaccurate or incomplete registration forms will delay processing and may cause the coordinator to be closed out of a class. 
	4. All coordinators are expected to attend training in their own region, unless approval is obtained, in advance, to attend training in another region. Permission must be obtained from both the coordinator’s own EAP regional representative and the EAP regional representative hosting the training. 
	5. EAP coordinators must obtain advanced approval from their supervisor and the EAP committee chairperson for release time, travel expenses, and overtime that will be incurred as a result of attending an EAP training program, including the NCI. 
	6. When registering, the coordinator should notify the EAP regional office of any special accommodations they may need at the training site. 

	E. Registration Status 
	1. Pending Approval - All coordinators will be entered in the mandatory classes for each training by the regional support staff prior to each class. Their status will be entered as “pending approval” and will remain as such until the written registration form is received. 
	2. Enrolled - Coordinators will be required to submit a written registration form to the regional office. When a coordinator’s written registration is received in the regional office, their attendance status will be updated to “enrolled”. Each enrolled coordinator will receive directions to the training site through SLMS and will be notified of any cancellations. 
	3. Completed - The coordinator’s status will be updated to “completed” after the training class has been held, and it has been determined that the coordinator attended the training in its entirety. 
	4. Incomplete/Partial Day - If a coordinator arrives late, leaves the training before it has ended, or misses portions of the training, the status will be recorded as “Incomplete.” No PDHs or Certificates of Completion can be awarded for attending a partial day of training. 
	5. Dropped - A coordinator’s status will be “dropped” when a coordinator registers for a training and later discovers that attendance is not possible. Coordinators must call the EAP regional office to indicate that they will not attend. 
	6. No Show - The status for any coordinator who is enrolled but does not attend the training class without notifying the EAP regional office in advance, will be recorded as “no show.” No PDHs or Certificates of Completion can be awarded to coordinators whose status is recorded as “no show.” 
	7. Excused - A coordinator may apply to be exempted or “excused” from a particular training class. The exemption will be granted if, in the opinion of the EAP regional representative, the coordinator’s attendance would create a substantial conflict with work duties that cannot be resolved by attending in another region on a different day or, the coordinator is scheduled to perform work on behalf of EAP on the same day as the training (such as hosting a health fair or wellness event) or, the coordinator’s cr

	F. Confirmation of Enrollment Email 
	G. Certificate of Completion 
	H. Registration Cancellation Policy 
	1. If an enrolled coordinator needs to cancel their registration for a training program, the regional office must be notified as soon as possible. All cancellations are handled through the EAP regional offices. If an enrolled coordinator is unable to attend a training class and does not call the EAP regional office to cancel, the coordinator’s registration status will be recorded as “no show” (see Section F. 5). 
	2. NYS EAP reserves the right to cancel or reschedule training classes due to trainer illness or inclement weather. All enrolled coordinators will be notified of the changes. Information will also be available on the EAP Training Voice Line at (518) 474-8086. 
	3. If inclement weather is forecast the day before, or the day of the program, coordinators should call the Training Voice Line, for cancellation information before traveling to the program. Cancellation information will be recorded by 7:00 

	I. Training Costs 
	J. Training Records 
	K. Business meetings 
	L. Training Environment 
	M. Questions 
	N. Certified Employee Assistance Professional Credential (CEAP) 
	1. Overview 
	2. Eligibility Requirements 
	a. The coordinator must be authorized by the appointing authority to engage in EAP activities for at least 50% of the coordinator’s work assignment. 
	b. The coordinator must obtain written permission from the EAP committee chairperson to participate in the CEAP program. A sample letter can be requested from the CEAP program manager at the EAP Main Office. 
	c. The EAP regional representative and the coordinator’s direct supervisor must approve the coordinator’s participation in the CEAP program. 
	d. The coordinator must have completed 1,000 hours of work experience in an EAP setting over a minimum of one year, obtained within 10 years immediately preceding the date of application to take the CEAP exam. 
	e. The coordinator is required to attend all NYS EAP mandatory training unless excused by the regional representative. 
	f. The coordinator must earn a total of 60 Professional Development Hours (PDHs); 10 hours specifically in the areas of EAP program design, administration, and management (Domain I); 20 hours in the area of EAP services to the organization (Domain II); and, 30 hours in EAP services to employees and family members (Domain III). 
	g. The coordinator must complete the three-hour CEAP® Orientation Course, the two-hour Elevating Ethical Awareness Course, and the six-hour CEAP Exam Prep Course, all of which are offered by the EACC online. Candidates will receive information about these courses after enrolling in the program. 

	3. Cost 
	4. Application Process 
	5. Enrollment 
	6. Training 
	7. CEAP Exam Application 
	8. Scheduling the CEAP Exam 
	9. Successful Candidates 
	10. Retesting Procedure 
	11. Recertification 

	A. Overview 
	B. Minimum/Maximum Grant Requests 
	C. Selection of Vendors 
	D. Deadlines 
	E. Grant Application Process 
	1. The applicant completes the grant application and obtains the EAP committee chairperson’s signature. 
	2. The applicant contacts the agency or facility fiscal officer to discuss the grant process and obtains the fiscal officer’s signature. 
	3. The application is submitted to the EAP regional representative who reviews it to ensure compliance with the EAP grant guidelines and NYS branding guidelines. The regional representative then signs the application and submits it to the EAP main office for final review. 
	4. The EAP program manager sends a letter to the applicant, approving or denying the grant, with a copy to the regional representative and the agency’s or facility’s fiscal officer. In addition to the letter, the fiscal officer will receive the original grant and General Ledger Journal Entry form to process the orders and payments. No purchases with grant funds should be made until an award letter has been received. 

	F. Payment of EAP Grant Money 
	G. Appropriate Grant Requests 
	A. Overview 
	B. Procedures 
	1. The EAP coordinator should complete and submit the Coordinator Statistical Report electronically each month (see Appendix, Coordinator Statistical Report). 
	2. If the coordinator is not able to submit statistics electronically, the coordinator should complete and submit a hard copy of the statistical report to the regional office. 
	3. If there is more than one coordinator in an agency, each coordinator must complete and submit a separate report. 
	4. The coordinator must submit a separate report for each agency for which the coordinator is reporting statistics. 
	5. The coordinator should also complete a critical incident report (CIR) for each critical incident reported on the statistical report (see Chapter 10, Critical Incident Response, Documentation of Critical Incidents). 
	6. After submitting the Coordinator Statistical Report, the coordinator should provide a copy of the report to the EAP committee chairperson for review at the next EAP committee meeting. 
	7. The deadline for submitting the Coordinator Statistical Report is the first of the month following the month for which the statistics are reported. 
	8. A reminder notice will be sent to the EAP coordinator. The EAP regional representative will follow up with the coordinator if necessary. Repeated failure to submit the statistical report in a timely manner may result in the reevaluation of the coordinator’s status as an EAP coordinator. 
	9. EAP committees may request statistics for their agency or facility from EAP. 
	10. Detailed instructions for completing the Coordinator Statistical Report can be found in the Appendix. 

	A. Overview 
	B. EAP Committees and Wellness 
	1. Assessment of employee interest and the needs of employees related to wellness programs. 
	2. Selection of specific wellness initiatives, based on the needs assessment, for implementation in the agency or facility 
	3. Organization, promotion, and implementation of wellness initiatives 
	4. Evaluation of the wellness initiatives and dissemination of the results to stakeholders 

	C. Three Types of Wellness Programs 
	1. Awareness Programs 
	2. Lifestyle Change Programs 
	3. Supportive Environmental Modifications 

	D. Assessing Employee Wellness Needs 
	E. Scheduling and Promoting Wellness Programs 
	1. Create a flyer and include the name of the program, date(s), and clear and complete registration information. Post the flyer on bulletin boards and online. Ask managers to circulate the flyer within their departments. 
	2. Begin to promote the program at least three to four weeks before the program’s official kickoff. In advertising, there is the “Rule of Seven”, i.e., people see an ad seven times before they respond to it. 
	3. Consider the audience: For example, if the program will be promoted on the agency’s or facility’s intranet, in many state agencies all the employees will see the promotion. If the program will be offered in a specific location, it may be better to target only the employees in that location. 

	F. WellNYS Everyday 
	1. WellNYS Daily To-Do 
	2. NYS Workplace Walking Maps 
	3. Physical Activities around NY 
	4. WellNYS in the Workplace 
	5. I Did It! 
	6. Monthly Challenge 
	7. My First or Next 5K 
	8. Olympic Experience 
	9. Wellness Resources 
	10. Headspace 
	11. The New York State Smokers’ Quitline (NYSSQL) is a New York State Department of Health Tobacco Control Program based at Roswell Park Comprehensive Cancer Center in Buffalo, N.Y.  It is a free and confidential program providing evidence-based services to New York State residents who want to stop vaping, smoking, using other forms of tobacco – a program with experience, care, and expertise.  This portal directly links to  

	G. Components of a Worksite Wellness Program 
	1. Physical Activity or Fitness 
	a. Develop Walking Paths/Routes 
	• Map My Walk (
	• Use a wrist fitness tracker to map a route around the work location. 

	b. Fit Physical Activity into the Workday 
	c. Promote Stair Climbing 

	2. Good Nutrition and Healthy Eating 
	a. Fresh Produce at Worksites: 
	• Search online at 
	• Organize a Community Supported Agriculture (CSA) program for employees. CSAs have become a popular way for consumers to buy local, seasonal food directly from the farm. In a typical CSA, the farmer offers a certain number of “shares” to the public. A share generally consists of a box of organic vegetables, but other farm produce may be included. The consumer purchases a share and in return receives a box or bag of seasonal produce each week throughout the growing season. Farmers may be willing to make del
	• A Healthy Salad Bowl Luncheon is an easy way to organize a healthy luncheon for employees. The organizer provides a list of salad ingredients to participants and invites them to bring one or more ingredients to share with the group. The group can be large or small. Employees are encouraged to bring a portion large enough for everyone who will be attending. Employees bring their own plate or bowl as well as salad dressing. Healthy Salad Bowl luncheons can be a one-time event, or they can be held on a regul
	• Presentations on Nutrition and Healthy Eating can be on any topic related to nutrition or healthy eating, for example, healthy eating on the run, healthy lunches, healthy recipes, or healthy ways to lose weight. Invite a local dietitian to present a lunchtime seminar. 


	3. Managing Stress 
	a. Managing stress effectively in the workplace can be encouraged with activities such as meditation. Offer a lunchtime program, such as Guided Imagery Meditation in a quiet, comfortable environment, such as a conference room, and ask a volunteer to read a meditation script for 10-20 minutes. 
	b. Create a quiet room with comfortable furniture, soft lighting, and calming pictures on the walls. Encourage employees to visit this room on a break or at lunchtime if they are feeling stressed or just need a place to relax. Make sure you advertise the location of the room, hours, and any rules, such as “no food allowed.” 
	c. Offer employees brochures or booklets on mindfulness, breathing, yoga, tai chi, coloring, and meditation, or other information on healthy ways to deal with stress. 
	d. Request the wellness webinar, Solutions for Managing Stress, from the EAP Wellness Coordinator. 

	4. Weight Management 
	5. Smoking Cessation, Vaping, and E-cigarettes 
	a. Smoking Cessation 
	• The NYS Smokers’ Quitline (NYSSQL): The Quitline is a free service of the NYS Department of Health that provides New York State residents with help when they are ready to stop using tobacco. EAP has partnered with the Quitline to promote the Quitline’s smoking cessation program to state employees. EAP committees and coordinators can access smoking cessation information and educational materials to promote the Quitline at 
	• American Cancer Society: The Great American Smoke Out is held on the third Thursday in November and is an opportunity for EAP committees and coordinators to promote smoking cessation. Information on quitting, smoking cessation kits, and hard candy can be provided to employees to motivate them to quit smoking or support their decision to quit. 

	b. Vaping and E-cigarette Cessation 
	• For the latest information, and resources on vaping and e-cigarettes, contact: 



	H. WellNYS Ambassadors 
	I. Health Fairs, Benefits Fairs, and Resource Awareness Days 
	1. Health Fairs 
	a. EAP promotes health fairs as an efficient and effective way to make health information, employee health benefits, screenings, and other health resources available to large numbers of employees in one convenient location. They are popular and well-attended events, and many agencies and facilities hold annual health fairs. (See a sample timeline on how to organize a health fair in the Appendix.) 
	b. Generally, the EAP committee organizes and sponsors an EAP Health Fair. The human resources department or the unions may also sponsor such an event. Whether or not EAP sponsors the health fair, the EAP committee should request information about EAP services be available at the event, and the EAP coordinator and committee members should staff a table with promotional materials at the event. If EAP sponsors the event, the EAP logo should be on the promotional materials. 
	c. EAP Health Fairs typically consist of staffed booths or tables that offer information, demonstrations, activities, screenings, and other resources to educate employees and promote awareness of employee health benefits. Screenings generally include cholesterol, blood pressure, glucose, hearing, vision, and breathing. Local hospitals often provide worksite screenings at a reasonable cost. EAP grants are available for screenings and may cover all or a portion of the cost of the screenings. 
	d. The EAP committee should invite only nonprofit organizations to participate in EAP Health Fairs to avoid a conflict of interest or the appearance of a conflict of interest, preferential treatment of one vendor over another, or the circumventing of the State’s contracting process. If the EAP committee wishes to include other vendors, the committee should discuss this with the EAP regional representative and obtain approval from the human resources director or management of the agency or facility. 
	e. If the agency or facility wants to include for-profit organizations in the health fair, EAP can still participate in the fair, but cannot sponsor it. 
	f. Any participation in an EAP Health Fair by NYSHIP health plans, i.e., Empire Plan and NYSHIP HMOs, must be approved and coordinated through the Employee Benefits Management Unit (EBMU) (see Appendix, Guidelines for NYSHIP Participation at New York State Agency Health Fairs). 
	g. EAP Health Fairs must include information on tobacco, vaping and e-cigarette cessation. The NYS Smokers’ Quitline and many not-for-profit organizations, such as the American Heart Association and the American Cancer Society will provide educational materials on smoking, vaping and e-cigarette cessation and some may staff a booth at a health fair. 
	h. Resource providers should not sell products or services at the EAP Health Fair but should instead offer education in their area of expertise. For example, a local chiropractor might provide education about spine health, but should not sell his or her book on spine health at the EAP Health Fair. 

	2. Benefit Fairs 
	3. Resource Awareness Events 

	J. WellNYS Grants 
	• Walking programs 
	• Healthy eating programs 
	• Weight management programs 
	• Wellness awareness programs 
	• Creative Choice programs 
	K. Disclaimer 
	A. Overview 
	B. Crisis and Critical Incident 
	• Death of an employee, resident, inmate, student, patient, client, contractor, visitor, volunteer, customer, etc. 
	• Serious workplace injury 
	• Suicide or homicide 
	• Workplace violence 
	• Serious health emergency 
	• Localized natural disaster such as a flood, hurricane, ice storm, or tornado (if prolonged, these may become a major crisis) 
	• Employees witness the accidental death of a co-worker in the workplace. 
	• A supervisor goes to the home of an employee who fails to show up for work and finds the employee dead. 
	• An employee has a heart attack in the workplace. 
	• Several employees are seriously injured in an automobile accident while working 
	• An employee commits suicide over the weekend and co-workers learn of this when they arrive for work Monday morning. 
	• Employees witness a co-worker being removed from the workplace by police. 
	• Employees experience widespread layoffs or job relocations. 
	• Employees discover an inmate has hanged himself in his cell. 
	• A fire destroys part of a facility including many files and other documents. 
	• An employee is involved in a murder/suicide. 
	• Major floods damaged or destroyed the homes of many employees. 
	• Employees witness a robbery in the workplace. 

	C. Policy 
	1. If an agency has a crisis policy, that policy should be followed. The EAP coordinator should know whether the agency has a crisis policy and should be familiar with the policy. The EAP coordinator should also understand the role of EAP and the EAP coordinator as delineated in the policy. Note: Some agencies include the crisis policy in their workplace violence policy. 
	2. If an agency does not have a crisis policy, the following guidelines should be followed: 
	a. When a crisis or critical incident occurs, management or a union official should inform the local EAP coordinator. The EAP coordinator should offer to assist the agency in formulating a response to the event. 
	b. If the EAP coordinator learns of a critical incident, the coordinator should contact management to offer EAP services, including a needs assessment, and notify the regional representative of the critical incident. 
	c. Immediately following a critical incident, the EAP coordinator can meet with employees individually or in groups to offer support, explain the role of EAP, and provide information and educational materials on issues such as stress or grief and what to expect after a critical incident. 
	d. Coordinators may offer assessment and referral services to individuals to help them deal with the effects of the critical incident and move through the grieving process. 

	D. Critical Incident Response: Agency 
	1. The coordinator can meet with management or a supervisor to gather information about the nature of the death (whether the death was an accident or the result of an illness, whether it was offsite or onsite, the employee’s position in the agency or facility and relationship to other employees, length of service, etc.) 
	2. The coordinator can share with management what services and information EAP can provide to the agency (needs assessment, bereavement literature, help planning a memorial service, referrals to professionals trained in CISD and grief counseling, how to share information about the death with co-workers, etc.) 
	3. The coordinator can share with management what services EAP can provide to the employees (information, support, individual assessments, referrals, etc.) 
	4. In conducting a needs assessment, the EAP coordinator should consider such factors as the nature of the death, the number of employees affected, the relationship between the employees and the deceased, and the impact of the event over time. EAP coordinators can assess these and other factors and help management decide on a plan of action. 
	5. The EAP coordinator should have ongoing communication with management during the assessment phase and should continually monitor and evaluate the effectiveness of interventions and the overall recovery of the workplace. 
	6. The EAP coordinator should maintain a presence in the workplace after a critical incident to increase awareness of the availability of EAP services and to encourage employees who are having difficulty dealing with the stress of the critical incident to seek assistance. The coordinator, and the regional representative, should follow up with management as well. 
	7. If requested, the EAP coordinator may assist the agency in developing a crisis policy and providing training to address issues arising from the critical incident, for example, training on stress management, dealing with loss, or wellness. 
	E. Critical Incident Response: Employees 
	1. Listening, often one of the most important and effective ways to help and support someone who has experienced a stressful event. 
	2. Sharing information about EAP services, including how to access EAP services and that services are confidential.    
	3. Providing general information about resources to deal with the critical incident, such as information about government assistance programs in the event of a flood or hurricane or how to talk to children about death. 
	4. Providing information about common reactions to grief and loss and what the employee can expect to experience after a critical incident as well as healthy ways to cope with stressful events. 
	5. Meeting with employees to do an assessment and providing referrals to community resources for additional assistance if needed. 
	F. Documentation of Critical Incidents 
	G. Speaking with Media 
	A. Overview 
	B. Resource Development 
	1. Policy Description 
	2. Procedures 
	a. EAP coordinators are encouraged to contact local providers, as schedules permit, to learn about the services the providers offer and to establish lines of communication for facilitating future referrals. In-person visits to providers and facilities must be approved by the EAP regional representative and the EAP committee. 
	b. Many providers, if invited, will meet a coordinator in the EAP office to share information about their practices, organizations, or treatment facilities. 
	c. Part-time coordinators are not expected to spend an inordinate amount of time meeting providers. They must balance the time spent on their EAP duties with the need to fulfill the responsibilities of their other jobs. They should, however, consider developing resources an integral part of their coordinator responsibilities and should plan to use some of their allotted time each week for resource development, especially if they have not used the time to meet with clients. 
	d. Coordinators should create and maintain a file of current local, state, and national resources and update the file annually. The Resource Provider Information form may be used as a guide (see Appendix, Resource Provider Information). 
	e. Coordinators should share resources with other coordinators and with their regional representatives. 
	f. Regional representatives should share resources with coordinators. Coordinators are encouraged to take advantage of the regional representative’s in-depth knowledge of resources, especially part-time coordinators who may have limited time to develop resource files themselves. 
	g. EAP coordinators should be knowledgeable about NYS health insurance benefits and should verify a provider is covered by the employee’s insurance plan when making a referral. 
	h. EAP coordinators should be familiar with the WLS programs and other negotiated benefits for state employees and include information about these programs in their resource files. 
	i. EAP coordinators, as well as regional representatives and other EAP staff, must avoid any conflict of interest in the selection of resources. They may not refer employees to their own private practices. They may not refer a client to an agency or facility where they or a family member are employed. However, in areas where there are limited resources, a coordinator may refer a client to an agency or facility where he or she is employed, but the client must be assigned to another staff at the agency or fac
	j. EAP coordinators and committee members may not accept gifts from resource providers. However, EAP policy permits EAP coordinators and committee members invited, as part of a larger group, to tour a treatment facility to accept food or beverage valued at $15 or less per occasion when the meal is offered to all the attendees. (See Chapter 2. EAP Ethical and Legal Policies, Gift Prohibition.) 
	k. The EAP regional representative and the EAP committee should review the EAP coordinator’s resource file annually. 

	3. Examples of Information to be Included in a resource file: 

	• Contact information including hours and location 
	• Availability and flexibility in scheduling routine and emergency appointments with providers 
	• Fees and payment options including whether there is a sliding fee scale and acceptance of various insurance plans 
	• Feedback from employees and other EAP coordinators who have referred to the provider or used the resource 
	• Populations served (ex., adolescents, children) 
	• Specialties (ex., addiction, anger management, relationships) 
	• Diversity 
	• Accessibility 
	C. Provider Request for Distribution of Information 
	1. Policy Description 
	2. Procedures 
	a. When the EAP main office receives information from providers about their services, the information will be reviewed and forwarded to the appropriate EAP regional representative for inclusion in the regional representative’s resource file and distribution to EAP coordinators in the region, if appropriate. The resource can also be posted on the SharePoint site. 
	b. When EAP coordinators receive unsolicited information directly from providers, they should forward the information to their EAP regional representatives for review, and if appropriate, distribution to other coordinators in the region. The resource can also be posted on the SharePoint site. 


	1. Source of Referral 
	 Self  Supervisor  Union  Co-worker  Family  Other 

	2. Request for information only 
	3. Presenting Issues 
	a. Work issues: 
	 Time and attendance  Safety  Work relationships  Work rule violation 
	 NOD/settlement agreement  Career  Other    Brief Description: 

	b. Personal issues: 
	 Mental health  Finances  Stress  Relationships  Bereavement 
	 Legal issues  Housing  Addiction  Other    Brief Description: 

	4. Health Information 
	a. Have you had a physical within the past year?  Yes  No 
	b. Current medical conditions:    
	c. Name of health insurance plan:    
	d. Have you seen a therapist or counselor in the past?  Yes  No 
	5. Screening for Suicide 
	a. Are you thinking of suicide? 
	b. Have you thought about suicide in the last two months? 
	c. Have you ever attempted to kill yourself? 
	6. Screening for Domestic Violence 
	a. Do you ever feel unsafe at home? 
	b. Are you in a relationship in which you have been physically hurt or felt threatened? 
	c. Have you ever been or are you currently concerned about harming your partner or someone close to you? 
	7. Screening for Alcohol/Substance Abuse 
	a. C – Have you ever felt the need to CUT DOWN on your drinking and/or drug use? 
	b. A – Have you ever been ANNOYED by criticism of your drinking and/or drug use? 
	c. G – Have you ever felt GUILTY about your drinking and/or drug use? 
	d. E – Have you ever felt the need for an EYE OPENER (alcohol/drugs) first thing in the morning to steady your nerves, i.e. to be able to function at work or at home, or to get rid of a hangover? 
	• There is reasonable belief a client's conduct places the client, or another person, in imminent threat of bodily harm. Imminent threat is present if there is reasonable belief the threat is an immediate threat of physical harm 
	1. Select ONE TIME if the Release of Information is for a SINGLE EVENT. 
	2. Select Periodic if Information is to be Released PERIODICALLY during an episode of service. 
	3. If the client is under 18 years of age, only the responsible parent, relative, or guardian must sign. 
	1. Where information is required by law or executive order to be disclosed; or 
	2. Where there is reasonable belief that an employee=s conduct places him or her or another person in imminent threat of bodily harm; or 
	3. Where there is reasonable cause to suspect child abuse has been or will be committed. 
	1. Seleccione UNA VEZ si la divulgación de información es SOLO para una vez 
	2. Seleccione PERIODICAMENTE si la información se divulgara periódicamente durante un tiempo definid de servicio. 
	3. Si el cliente es menor de 18 años, solo debe firmar los padres, pariente, o guardián responsable. 
	1. cuando la ley u orden ejecutiva exijan la divulgación de información; o 
	2. cuando exista una creencia razonable de que la conducta de un empleado lo coloca a él u otra persona en una amenaza inminente de daño físico. 
	3. donde haya una causa razonable para sospechar que se ha cometido o se cometerá abuso infantil. 
	1. Client First Contacts: 
	- An employee called to request information about summer programs for children. A summer camp catalog was provided. 
	- An employee emailed a coordinator requesting information about elder care for a family member and information was provided. 
	- A supervisor called requesting help in dealing with a troubled employee. Suggestions for dealing with the employee were provided. 
	- A family member called asking for assistance in dealing with his depressed daughter (who works for NYS). Information was provided and various options were discussed. 
	- An employee called to schedule an appointment. 
	- An employee called to ask for office hours so she could stop by and get information about summer programs for children. 
	- An employee emailed the coordinator asking if the coordinator knew of any elder care resources. No resources were provided, just confirmation that EAP can help. 
	- A supervisor called to schedule an appointment. 
	- A family member called to see whether EAP would be a place to start to find help for his depressed daughter. 
	2. Sources of Referral: 
	3. Follow-up Contacts: 
	• An employee is returning to work after treatment and calls the coordinator to let the coordinator know. 
	• An employee visited a local treatment provider and wanted to let the coordinator know how treatment is progressing. 
	• A coordinator has a signed Consent for Release of Information from a client to speak with the client’s supervisor and calls the supervisor. 
	• A client was assessed on the phone (first contact) and then calls for an appointment and meets with the coordinator. 
	• A coordinator has an informal, brief discussion in the cafeteria with a client, who informs the coordinator that a resource was very helpful. 
	• A coordinator researches resources for a client and follows up with the client to provide the resources. 

	4. Assessed Problems/Issues: 
	5. Critical Incidents: 
	• An employee is shot while on duty. 
	• An employee commits suicide over the weekend and employees learn of it when they return to work Monday morning. 
	• An employee has a heart attack at work and later dies at the hospital. 
	• An employee is assaulted by a patient at work and is seriously injured. 
	• A long-time, well-liked supervisor dies at home after a lengthy illness leaving co-workers grief- stricken. 
	• There is a riot at a prison and hostages are taken. 
	• Several employees witness a fatal accident. 
	• An employee is injured in a traffic accident while on duty. 
	• Only the EAP coordinator who was primarily responsible for responding to the critical incident should report the critical incident on the statistical report. This same coordinator should complete the Critical Incident Report (CIR) (EAP-2) and submit it to the regional representative 

	6. Client Consultations: 
	• EAP regional representative/EAP coordinator: a coordinator called regarding a complex case. 
	• Employee: a coordinator received a call from an employee worried about a co-worker. The coordinator advised the employee to refer the co-worker to EAP. 
	• Health Insurance Provider: a coordinator called a health-care provider to clarify a coverage question. 
	• Healthcare or Other Provider: a coordinator contacted the local food bank for services for a client. 
	• Supervisor: a supervisor called to alert the coordinator that he or she is making a referral to EAP. 
	• Union: a coordinator called a union representative for clarification on a union benefit. 

	7. Orientation/Training: 
	8. Promotion/Wellness Programs: 
	• Promotion includes events such as “meet and greets”, union meetings, health fairs, lunch-time seminars, and wellness programs. 
	• Enter the number of health and wellness events and the total number of attendees. 
	• Enter the number of “meet and greet” events and the total number of attendees. 
	• Enter the number of union meetings and the total number of attendees. 
	• Enter the number of other meetings in "Other" category. This may include presenting information about EAP at various other agency or facility meetings. 

	1. Collect the necessary information and include the following: 
	a. Committee members and affiliations 
	b. List of worksite locations covered 
	c. EAP coordinator report 
	d. Summary of coordinator statistics and training (available from EAP regional representative) 
	e. Summary of committee activities and wellness events 
	f. Goals for the following year 
	g. List of people to thank 

	2. Enter data in the graph by double clicking on the graph (so a box appears around it). At the bottom of this box, click on Sheet1. This opens up a spreadsheet and you can change or add information. Then click on Chart1 to get back to the chart and then click into any other part of the document to return to the main document. 
	3. After information is added, print and proofread, and ask the committee for any additional suggestions or changes. Finalize and send to both union and management leadership with a cover letter. 
	4. Congratulate yourself for documenting the accomplishments of the EAP program for the past year. 
	- new employee orientations 
	- management orientations 
	- union orientations 
	- EAP Training for Supervisors 
	1. Ensure the Committee complies with NYS EAP policies and procedures as outlined in the NYS EAP Program Manual. 
	2. Select the EAP Coordinator, in consultation with the NYS EAP Regional Representative. 
	3. Monitor the effectiveness of the EAP Coordinator and conduct an annual performance review. 
	4. Publish an Annual Report that summarizes the Committee’s and Coordinator’s activities. 
	5. Ensure the confidentiality and neutrality of EAP and EAP services. 
	6. Ensure EAP orientations and training are available to employees, including training for supervisors on the early signs of work performance problems and the benefits of referring to EAP. 
	7. Implement other programs, activities, and events, approved by management and the unions, which will be beneficial to employees and enhance the visibility of EAP such as educational seminars, wellness programs, and health fairs. 
	8. Know the culture of the agency and the perspective of the constituency they represent. 
	9. Foster collaboration between labor and management. 
	1. The Coordinator will comply with NYS EAP policies and procedures as outlined in the NYS EAP Program Manual. 
	2. The Coordinator will report on current issues, trends, and concerns that arise in the course of acting as an EAP coordinator and will make recommendations to the Committee for the Committee’s consideration and possible action. 
	3. The Coordinator attends Committee meetings, but is not a member of the Committee and does not have voting privileges. 
	4. The Coordinator reports to the Committee which provides support and supervision to the Coordinator. 
	1. Each recognized union with (Agency) may appoint Committee member(s) to represent their bargaining unions. 
	2. The (Superintendent) (Director) (Commissioner), or his or her designee, will appoint Committee member(s) to represent management. 
	3. A Committee member may resign at any time and the appropriate labor or management leader will appoint a new member to complete the remainder of the term. 
	4. The Chairperson (Co-chairpersons) (Vice-Chairperson) will be elected annually by the Committee during the month of . The Chairperson may designate another Committee member to act as Chairperson in his or her absence. 
	5. The Recording Secretary and Treasurer will be elected annually by the Committee during the month of . 
	6. The appointing authorities for management and the unions will be considered ex-officio members of the EAP Committee. They may attend meetings, but will not have voting privileges. 
	7. The appointed representatives from both union and management have voting privileges. 
	8. Committee members may serve as Committee officers. However, no member may serve in more than one officer position at the same time. 
	9. A voting member may designate, in writing, a voting proxy to represent him or her at any EAP Committee meeting, but the proxy's presence shall not constitute attendance for the member. 
	1. The Committee will meet (monthly) (bi-monthly) (quarterly) or more often as needed. All 
	2. The Chairperson will distribute an agenda at least one week prior to each meeting. 
	3. A quorum of two-thirds of the voting members is required to conduct the voting process. 
	4. If a member is unable to attend a meeting, it is the member’s responsibility to notify the Chairperson. 
	5. If a member fails to attend (three consecutive meetings in one year) (at least half of all meetings yearly), his or her membership on the Committee will be reviewed by the Committee and a recommendation referred to the appointing authority for determination. 
	6. Minutes will be taken at each meeting by the Recording Secretary and distributed to committee members and the NYS EAP Regional Representative before the next regular meeting. 
	1. Proposed amendments to the bylaws and procedures must be in writing and distributed to all Committee members and the NYS EAP Regional Representative at least one week prior to the scheduled vote. 
	2. Amendments to by-laws and procedures shall be approved by (majority) (unanimous) vote of Committee members. 
	2.    For: CSEA 
	3.    For: DC-37 
	4.    For: GSEU 
	5.    For: M/C 
	6.    For: NYSCOPBA 
	7.    For: PEF 
	8.    For: UUP 
	1. Approval of Previous Committee Meeting Minutes 
	2. Coordinator Report 
	3. Regional Representative Report 
	4. Wellness Report 
	5. Treasurer Report 
	6. Discussion Topics 
	a. Upcoming Events 
	b. Grant Application 
	c. Review of Bylaws 
	d. Coordinator Evaluation 
	e. Annual Report 

	7. Other 
	a. Presentation 

	8. Next Meeting Date and Location 
	1. Please check your level of interest in the topics below: (Check one for each category) 
	2. Which of the following activities would you most likely participate in if they were offered by your agency? 
	3. How would you prefer to receive information about upcoming health and wellness activities at work? 
	4. What is the best time of day for you to participate in wellness activities? 
	5. Are you aware of the statewide wellness initiative WellNYS Everyday (
	a. Do you subscribe to the WellNYS Daily To-Do? yes    no 
	b. Have you participated in any Monthly Challenges or Olympic Experience?       yes no 

	6. What do you see as a deterrent to employee participation in a wellness program or activity at work (check all that apply)? 
	7. If you have any suggestions, comments or ideas regarding health and wellness programming, we’d like to know. Your response will be used to plan future programs and 
	1. Coordinators will maintain high standards of personal and professional integrity and ethics. 
	2. Coordinators will demonstrate honesty, respect, fairness, and accountability in their relationships with clients and colleagues. 
	3. Coordinators will provide clients with information, assessment, and referral services only. Coordinators will not provide treatment or counseling in their role as EAP Coordinator. 
	4. Coordinators will treat all client information as confidential and will refrain from discussing client information with anyone, including EAP committee members, without written authorization from the client. 
	5. Coordinators will explain the confidentiality policy to clients before engaging in any discussion of the client’s personal situation or concerns. 
	6. Coordinators will maintain neutrality and avoid involvement in personal relationships or activities that conflict with or have the appearance of conflicting with their role in EAP. 
	7. Coordinators will not create or retain client records, except for the Consent for Release of Information form, unless specifically required by the terms of a discipline settlement agreement. 
	8. Coordinators will make referrals based on the best interest of the client and will not accept gratuities or be influenced by a reward of any kind when making a referral to a resource provider. 
	9. Coordinators will abide by law, Executive Orders, agency work rules, NYS EAP policies and procedures, and applicable provisions of the Public Officers Law and its regulations. 
	10. Coordinators will maintain accurate statistical data and will submit this information to their regional representatives in a timely manner. 
	11. Coordinators will promote equal access to all EAP programs and services without discrimination based on age, race, color, national origin, sex, sexual orientation, gender identity, creed, military status, disability, marital status, domestic violence victim status, predisposing genetic characteristics, arrest record, previous conviction record, and any other status or condition protected by law, rule, regulation or Governor’s Executive Order. 
	• Agency name:    
	• Posting date: Expires on:    
	• Location of position (office site):    
	• Locations that the EAP coordinator covers (may be multiple sites):    
	• Time allocated for coordinator (full time or part-time percentage). If EAP time needs to be flexible to accommodate different shifts. 
	• Selected applicant stays in current civil service item. There is no additional compensation. 
	• How to apply (i.e. form or letter of interest.) Include a statement that the applicant’s current supervisor must sign off on the application prior to the interview. 
	• Who to send the request to: (committee chairperson or HR, name, address, phone, email) 
	• All employees are eligible, regardless of bargaining unit affiliation, except union officials, shop stewards (or the equivalent), employees of the personnel or human resources functions, and affirmative action officers. 
	• Employees should be in good standing with the agency (i.e. no pending NOD’s) 
	• The EAP committee, in consultation with the EAP regional representative, reviews the applications and identifies the most qualified applicants. 
	• The EAP committee schedules and conducts interviews. The entire EAP committee may participate in the interviews or the committee may designate a sub-committee to interview applicants. The EAP regional representative attends the interviews as a non-voting participant. 
	• The EAP committee, or sub-committee, must reach a consensus on the best candidates and forward a recommendation of at least two candidates, whenever possible, to the appointing authority. 
	• Once the appointing authority has appointed the new EAP coordinator, the EAP committee notifies the non-selected candidates. 
	• The EAP committee chairperson supervises the EAP coordinator when the EAP coordinator is doing EAP work. 
	• EAP Coordinators are evaluated annually by the EAP committee. For part-time EAP coordinators this is in addition to the evaluation of their regular job assignment by their supervisor. 
	• act in a professional and ethical manner at all times. 
	• maintain confidentiality, except when authorized or legally obligated to disclose information. 
	• avoid involvement in any activity that would compromise, or appear to compromise, neutrality as an EAP coordinator. 
	• comply with all NYS EAP policies and procedures. 
	• conduct assessments that are consistent with NYS EAP Assessment Guidelines. 
	• create and maintain a resource file of local public and private services, and be familiar with those services and any fees or restrictions associated with those services, to facilitate appropriate referrals. 
	• be knowledgeable about health insurance benefits and other negotiated benefits for state employees. 
	• maintain regular contact and open communication with the EAP regional representative and committee chairperson. 
	• attend EAP professional development training as required, as well as other recommended training, conferences, and workshops. 
	• attend EAP committee meetings and provide input on current issues to the committee, as appropriate. 
	• complete monthly statistical reports and submit the report to the EAP regional office and to the committee chairperson in a timely manner, for review at each committee meeting. 
	• collaborate with the EAP regional representative to provide orientation and training for supervisors, union representatives, and new employees. 
	• at the request of an employee, arrange a return-to-work meeting to ease the employee’s transition back to the workplace following an extended absence. 
	• assist the agency in formulating a response to critical incidents that occur in or out of the workplace. 
	• assist with other committee activities, as requested. 
	• provide New Employee Orientation, EAP Training for Supervisors, and other promotional presentations or training, as needed. 
	• assist in the preparation of EAP announcements, flyers, newsletters, and other promotional materials. 
	• work with the EAP committee to plan and implement activities for the employees, focusing on health and wellness programs. 
	• Provide confidential assessment and referral services to other employees and their families. 
	• Remain neutral and avoid any conflicts of interest. 
	• Comply with all NYS EAP policies and procedures and act in a professional and ethical manner. 
	• Create and maintain a resource file of local public and private services; be knowledgeable about health insurance benefits and other negotiated benefits for state employees. 
	• Maintain regular contact and open communication with the EAP regional representative and committee chairperson. 
	• Attend EAP committee meetings and provide input on current issues to the committee. 
	• Complete a monthly statistical report and submit it to the EAP regional office and to the committee chairperson, in a timely manner, to be reviewed at each committee meeting. 
	• At the request of an employee, arrange a return-to-work meeting to ease an employee’s transition back to the workplace following an extended absence. 
	• Assist the agency in formulating a response to critical incidents in and outside the workplace. 
	• Provide New Employee Orientation, EAP Training for Supervisors, and other promotional presentations or training, as needed. 
	• Assist with preparing EAP announcements, flyers, newsletters, and other promotional materials. 
	• Work with the EAP committee to plan and implement activities for the employees, focusing on health and wellness programs. 
	• The EAP regional representative will provide orientation and training for the new coordinator. 
	• The new EAP coordinator is required to attend the New Coordinator Institute (NCI). 
	• The coordinator will attend NYS EAP training and other appropriate training, as required 
	1. To request an Empire Plan representative for your health fair submit a request to EBD’s Communications Unit at least four weeks prior to the event date, using the Employee Information Day/Health Fair Planning Information Form available on HBA Online. This is the quickest, most direct way to submit your request. From the home page select: Publications and Forms> Employees of State of NY> Employee Information Day/Health Fair Planning Information Form> Choose the Format 
	2. After you have submitted your health fair request we will contact you either by phone or email to confirm your request has been received. If you do not receive confirmation 
	3. To prevent a delay in the scheduling of your event, please complete the request form accurately and in its entirety. Scheduling for health fairs is on a first-come, first serve basis; incomplete requests will be returned and we cannot hold or reserve dates. Please be aware that due to limited availability, it may be necessary to reduce the duration of time an Empire Plan representative is available to staff your health fair. If this is necessary you will be notified prior to your event and we ask that yo
	4. Following the approval of your event and the scheduling of an Empire Plan representative by EBD, you may contact the NYSHIP Health Maintenance Organizations (HMOs) in your area to invite them to participate. A courtesy list of NYSHIP HMO Contact Information is attached to assist you in the planning process. 

	• Request that maintenance staff reserve the number of tables and chairs and any other equipment needed for each vendor equipment and plan for set up after you have had RSVPs from the vendors. 
	• Begin to promote the health fair to employees. 
	• Plan layout and flow of room when you know what vendors have made a commitment to attend the event. 
	• Put up posters and distribute flyers. 
	• Recruit volunteers to escort vendors to their assigned tables and hold a pre-event meeting with health fair committee and volunteers. 
	• Double check if supplies are ordered or have been received. 
	• Confirm attendance with all vendors and that they understand your building’s security protocol to enter the building, unload and park. 
	• Ensure each vendor’s name is listed in your agency’s visitor’s log. 
	• Make vendor, volunteer, name tags/table tents. 
	• Purchase perishable items (fruit, etc.). 
	• Finalize plan for the registration table and registration process. 
	• Set up room and arrange table/chairs for vendors. It helps to tape a label on each table when you are assigning vendor locations. 
	• Set up registration table, including sign-in sheets, and name tags for vendors. Have business cards available. 
	• Have any heavy boxes mailed to your site in advance and brought to the vendor’s table. This probably should be done earlier. Could check day before to see they have arrived. 
	• Have a cart reserved and available to bring all your own supplies and giveaways to your own table. They should include your business cards. 
	• Conduct a final promotion of the health fair to employees (e.g., email the vendor locator list to all employees). 
	• Set up as needed. (e.g., put up signs, set up tablecloths on tables, food or drinks on refreshment table, send out email to employees reminding them of the event, put up decorations, put out door prizes, etc.) 
	• Direct and instruct volunteers and remind them not to permit vendors to relocate to another table other than the one they are assigned. 
	• Greet vendors at the entrance and familiarize them with the building and health fair layout. 
	• Make arrangement for break and lunch time for vendors. 
	• Be sure someone walks through the health fair to assess additional employee and vendor needs. 
	• Clean up area when necessary and remind vendors to take leftover materials with them unless they have made prior arrangement with someone in your agency who may want them. 
	• Maintain registration and refreshment tables throughout the health fair. 
	• Make sure to thank vendors, and employees who volunteered. 
	• Estimate attendance of health fair participants. 
	• Collect evaluations 
	• Send thank you letters to vendors, volunteers, maintenance staff, agency, union, management, etc. 
	• Determine and document possible improvements for the next health fair. 
	• Send a follow-up report and results of the employee evaluation to management and unions. 
	• Si Hay razones para creer que la conducta del cliente lo pone a riesgo de causar daño físico a sí mismo o a otras personas. 
	▪ Demonstrate professional and ethical behavior and comply with the NYS EAP Code of Ethics for EAP Coordinators 
	▪ Follow NYS EAP policies and procedures 
	▪ Attend and actively participate in agency EAP Committee meetings 
	▪ Facilitate EAP training programs for management, supervisors, union representatives and employees 
	▪ Create and maintain a file of local, state, and national resources, both public and private 
	▪ Complete and submit a monthly statistical report to NYS EAP 
	▪ Assist with Committee functions as needed 
	▪ Have supervisory approval for adequate release time to fulfill the responsibilities of the EAP coordinator position 
	▪ Have supervisory approval to attend the mandatory five-day training for new Coordinators (NCI) 
	▪ Commitment to program ideals 
	▪ Interest in the general well-being of employees 
	▪ Compassionate, trustworthy, approachable, empathic 
	▪ Ability to maintain confidentiality and neutrality 
	▪ Ability to plan and organize events 
	▪ Excellent interpersonal communication skills 
	▪ Public speaking skills 
	▪ Knowledgeable about resources 
	▪ History of productive relationships with co-workers 
	▪ Flexible and willing to learn 




