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14/11 EMPLOYEE ASSISTANCE PROGRAMME POLICY

DATE : 30/11/2009
AGENDA  : COUNCIL MEETING: 04/12/2009

REPORT: DIRECTOR CORPORATE SERVICES
PURPOSE

The need of the policy stems from Section 14.17 of the Human Resource Manual
Policy which clearly stipulates that the Municipality views its employees as an
important resource that should be retained, utilized and developed.

Further Municipality accepis that employees may experience social problems i.e.
physical illness, mental or emotional stress, marital or family conflicts, chemical
dependency, financial problems or other of which if they are dealt with in good time,
can lead to better job performance.

Therefore it was important for Human Resource Division to develop this policy that
will expand more and give clear guidance on how EAP can be implemented at the
workplace. Further that its intention is to ensure the wellbeing of the employee and
appropriate job performance, not the termination of employment.

BACKGROUND

The policy was drafted by Human Resource Division. This LEolicy was then tabled and
adopted at the Local Labour Forum meeting held on the 05~ October 2009.

Training for Managers and Supervisors and employee wellness on this policy will be
done before the 30" June 2010.

FINANCIAL IMPLICATIONS
None
STAFF IMPLICATIONS

The policy will assist in producing healthy, skilled and productive employees for
municipality through,
- Creating access for employees to health and wellness services and support.
- Improving employees’ health and wellness in order to enhance productivity
and service delivery.
- Addressing organisational risk factors that impact on employee productivity.
- Creating a supportive and caring workplace culture within the municipality.

CURRENT POLICIES

Human Resource Manual Policy
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OTHER PARTIES CONSULTED

Local Labour Forum: Policy be submitted to Council for adoption.
Management: Policy be tabled before Council for approval.
RECOMMENDATIONS

1. That the Employee Wellness Programme Policy be adopted by the Council.
(FOR RECOMMENDATION TO COUNCIL)

Minutes Exco Meeting: 25/11/09

Clir Tsolo proposed that the matter be recommended to Council as follows and
seconded by Cllr Lithebe.

RECOMMENDED:

1. That the Employee Wellness Programme Policy be adopted by the Council.

Minutes: Council Meeting: 04/12/2009

Cllr Zim proposed that the matter be resotved as follows and was seconded by Cllr
Lithebe

RESOLVED:

1. That the Employee Wellness Programme Policy be adopted by the Council.
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1. OBJECTIVE.

To encourage and maintain the well-being and productivity of employees by providing
confidential assistance or short term counselling to those who are experiencing personal or
work-related problems.

2. PURPOSE

2 1 The Municipality is concerned with the health, safety, welfare and job satisfaction of
employees.

2 2 It is recognized that most human problems can be treated or resolved provided that each
is identified in its early stages. This is true whether the problem is one of physical iliness,
mental or emotional stress, marital or family conflicts, chemical dependency, financial
problems or other concerns. These are serious problems, which may have a profound
impact upon the lives of those employees affected, their families, fellow employees and their
job performance.

23 The intent of the EAP is therefore to ensure the well being of the employee and
appropriate job performance, not the termination of employment.

3 .PARTICIPATION IN THE EMPLOYEE ASSISTANCE PROGRAMME.‘

3.1 All employees are eligible o participate in the program. On occasion, members of
employee’s families may participate in the program when activities are related to employee
problems.

3.2 Participation in the program is voluntary. Choosing to participate, or not to participate,
will neither adversely affect an employee’s job security and promotional opportunities, nor
excuse and employee from adherence to Municipality policies and procedures concerning
job performance and basic conduct.

3 3 Contact with the Employee Assistance Program shall be confidential, except through
written authorization by the employee, or in cases of an abused person, an unexpiained,
unusual or suspicious death, or a threat to one’s own life or that of another, as prescribed by
law.

3.4 Employee Assistance Program records will be retained within the offices of the
Employee Assistance Program, and will not become part of, or referenced to any employee’s
personal file, medicai file, or other file which may be accessed by any other department.
Visits to the Employee Assistance Program by an employee may be made during work hours
while the employee is on Employer time but must be coordinated through the employee’s
supernvisor.
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4. PROCEDURE

The specific core activities of the Employee Assistance Program will include:

4.1 Expert consultation and training of appropriate persons in the identification and
resolution of job performance issues related to the personal concems identified above.

4.2 Confidential, appropriate and timely problem assessment and resolution services
including referrals for appropriate diagnosis, treatment and assistance, establishment of
linkages between the workforce and community resources that provide such services, and
follow-up assistance to employees who use those services.

4.3 Referrals made to EAP may be made by the employees themselves on a voluntary
basis, or by the employee’s manager when an employee’s work performance has declined
or basic code of conduct of an employee has not met acceptable standards as defined by
Collective Agreement and Setsoto Loca!l Municipality policies. However, the decision to
accept a manager referral to the Employee Assistance Program and subsequent referrals for
treatment are voluntary, and are the personal responsibility of the employee.

4.4 Setsoto Local Municipal employees or members of their families requesting an
appoiniment with the Employee Assistance Program should contact the nominated EAP
employee. Employees seeking assistance from the Employee Assistance Program are
encouraged to do so before job performance is impaired. Problems treated early are usually
simpler to resolve.

4.5 Employees referred to an outside provider however, will be responsible

for all costs associated with those outside services, although the Employee’s medical aid
may cover some of the costs, if applicable and in

terms of the fund rules.

5. TYPES OF SERVICES.

Employee Assistance Program services include assessment, counselling, referral (if
indicated) and fotlowed-up. The Employee Assistance Program initial appointment will be
made as soon as reasonably possible after a request is made. Employee Assistance
Program services include, but are not limited to counselling in these areas:

O Budgeting

g Family responsibility

D Serious iliness / injury.

{J Career concerns

0O Depression

O Divorce or separation

O Drug or alcohol abuse or other addictions
0 Emotional and personal conflicts
O Family and refationship concerns
0 Grief

1 Managing stress and change

0O Parenting

0 Work performance issues.
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6, COUNSELORS.

Professional counsellors whose offices are not on Municipality property provide counseling.
Some consultation may be made first by internal experts. All information discussed with the
counsellor will be treated strictly confidential.

7. LEAVE TO ATTEND COUNSELING OR TREATMENT

Employees who attend EAP counselling sessions or treatment may use their sick leave or
vacation leave, which is paid leave, or unpaid leave should the employee have no paid leave
available if requested and approved.

8. CONFIDENTIALITY

All information regarding an employee’s use of the Employee Assistance Program will be
treated as strictly confidential. No identifying information will be released to personnel, with
the following exceptions:

8.1 If an action is initiated by an employee and the information is relevant to the claim or
defence in such action.

8.2 If required by law.

8.3 If requested by a person pearing a release of information signed by the employee, and if
an employee has been referred mandatory to the Employee Assistance Program, the
Municipality will be told:

OWhether the employee came to their appointment.

[The date an employee begins treatment.

nif an employee will be able to work while in treatment.

DAn employee’s compliance status with regard to his/her recommended treatment, including
on a monthly basis.

OThe date an employee completes all treatment requirements.

0 If an employee is subject to testing, the dates of the return-to-duty test and schedule of
any follow up tests, or

rDate the Employee Assistance Program coordinates the tests if required.

Under any of these circumstances, only those who need to know whether or not any
employee successfully completed treatment or other related information will have access to
it. An employee who wilfully discloses or releases information in violation of this policy will be
subject to disciplinary action up to including termination from employment.
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9, GUIDELINES

9.1 The employee's participation in the Employee Assistance Program will not be a factor
and/or create discrimination in job security or promotional opportunities and will not become

part of personat records.

9.2 Employees participating in the Employee Assistance Program will be entitied to all the
benefits given under current contracts, agreements and/or Policy. Costs incurred over and
above those covered by the employee’s benefit package will be the responsibility of the
employee. Where a family member accesses Employee Assistance Program services,
hefshe will do so at no additional cost to the Municipality, provided that the services

rendered will be for in-house assistance.

9.3 The Employee Assistance Program will not waive the traditional rights of employees to
the grievance procedures and usual rights of the employer o maintain discipline.

9.4 A response to a request for service should occur as soon as possible, preferably within
one working day.

a5 The first counselling session should occur within fwo weeks unless unforeseen
circumstances arise.

9.6 The program normally offers up to three sessions for each new case.

0.7 Where employees are likely to be involved in critical incidents because of the nature of
their work, the Municipality must develop a procedure for initial counselling and follow-up.
The same can apply to cases that involve threats of violence or suicide.

9.8 Employee Assistance Program training sessions for managers and supervisors should
cover, at minimum:

0 The administrative role with respect to Employee Assistance Program, the confidentiality

aspects, and the procedure for accessing the program,

0] The administrative role with respect to Employee Assistance Program and referrals.

The concept and methods that aflow for early detection of problems that interfere with job
performance;

0 Constructive methods to deal with employees experiencing performance problems due to

personal or behavioural problems; and
O Support approaches to assist the employee.

10. PREVENTION ACTIVITIES.

Consistent with the objective of the Employee Assistance Program policy, preventative
programs will be held where possible to educate employees about personal problems
related to life style and work environment, and the possible responses. This may involve
cooperation with the Public Health Services and the safety and health committee or the

safety and health representative.
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11. MONITORING AND EVALUATION OF THE EMPLOYEE ASSISTANCE |
PROGRAM

11.1 An integra! part of any Employee Assistance Program is the monitoring process that
ensures that the service continues to operate effectively.

11.2 The monitoring, evaluation and review process requires service providers and
employees alike, to review operations of the Employee Assistance Program.

11.3 The Municipality undertakes that all parties are adhering to the principles and spirit of
the agreed policy statement.

11.4 That adequate emphasis is given to the preventative side of problems that become
apparent.

11.5 That the service is making contact with those most in need of assistance, and such
people are receiving the benefits of the program.

. 11.6 Under resumption of duties, following a successful completion of treatment under the
program, no person will suffer any disadvantage.

11.7 Information and education to promote the health and well being of staff are being
provided.

| 14.8 Special attention is being devoted to facets of the work environment that may contribute
to personal or work related probiems.

12.POLICY APPROVAL
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