403.1  FORMAL REFERRALS:

INTENT:  A formal referral is made by a supervisor and or an HR Business Partner when an employee has an attendance, work performance, or behavioral problem that is not resolved through normal supervisory counseling or disciplinary action with the intention of salvaging the employee through correction of the behavior.
There are two types of Formal Referrals:

1.) With disciplinary action

2.) Without disciplinary action

Formal Referral with discipline – In the event of a Formal Referral with discipline, non-compliance with the referral may prompt the next step in the progressive corrective action process with the potential to include termination.  The level and course of the discipline taken will be determined by HR in conjunction with the employee’s supervisor.  

Formal Referral without discipline – In the event of a Formal Referral without discipline, non-compliance with the referral would potentially initiate the progressive corrective action process.  Again, the level and course of the discipline would be dependent upon HR in conjunction with the employee’s supervisor.  

Regardless of the type of referral, all Formal Referrals are considered mandatory and must be adhered to by the employee to be considered compliant.  
Compliance is defined as accurately following the Formal Referral process and adhering to all of the treatment recommendations made by the treating therapist.  The treating therapist will secure a release of information during the initial session in order to disclose information to the supervisor/HR making the referral.  The information to be shared is limited to whether or not the employee is compliant with the referral as defined above; and, whether or not the employee contacts EAP within the allotted timeframe.  

Non-Compliance is defined as a failure to follow all of the treatment recommendations as specified by the treating EAP therapist.  Non-compliance can also be the result of not showing for scheduled appointments, cancelling two appointments consecutively, or by a frequent cancellation of appointments out of order.  
WHEN TO CONSIDER A FORMAL REFERRAL TO EAP:

1.) When an employee has a recurring work problem.  This could be a series of different problems or the same problem recurring at various times.  

2.) When an employee is receiving disciplinary action and:

a. The normal supervisory intervention has not resolved the problem

b. There is difficulty determining what is “driving” the performance/attendance problem but it is suspected it may be an outside stressor or personal issue

c. Making a referral early on may allow the employee sufficient time to make changes that can favorably impact their work performance and avoid further disciplinary action and/or termination

3.) If an employee has some work-related problems AND acknowledges a personal problem. 

INITIAL STEPS:

1.) The Supervisor and/or HR will determine if a formal referral is necessary for an employee.  Consider a management consultation with an EAP therapist to assist in the determination of the referral.

2.) The Supervisor and/or HR will complete the formal referral form and memo from the EAP website.  Provide a detailed description as to the rationale for the referral as well as indicate if there is any disciplinary action and the nature of this action.

3.) The Supervisor and/or HR will then fax the formal referral form to EAP at (313) 874-6293.

4.) The Supervisor and/or HR should arrange a time to meet with the employee to explain the formal referral process and give the employee a copy of the formal referral memo which they are to take with them on their first visit to the EAP.  Consider completing this step as part of a verbal coaching and or written warning if appropriate.

5.) The employee will contact the EAP and schedule an appointment within seven (7) calendar days.  Failure to contact the EAP within this timeframe will result in non-compliance and the case will be closed.  

6.) Once the appointment is scheduled and attended, the EAP therapist will secure a release of information to contact the Supervisor and/or HR to notify them that the appointment was kept along with the date and time of the next appointment.  A letter will be sent to the employee’s supervisor indicating that the appointment was kept.  
7.) The EAP therapist will determine the appropriate course of treatment for the employee and share their recommendations with the employee.

8.) The employee will adhere to all of the treatment recommendations as set forth by the EAP therapist in order to be considered compliant with the referral.

9.) If the employee fails to comply with the treatment recommendations, or cancels more than two (2) consecutive appointments, the employee will be considered non-compliant.  
10.) The EAP therapist will complete an EAP compliance update letter indicating the status of the referral at least monthly; or at the conclusion of treatment if the sessions are completed within one month.  The letter will be sent to the employee’s supervisor and/or HR.
11.) In the event that the employee is non-compliant, the employee will receive a letter indicating the reason as to why the case is non-compliant and will be referred back to their Supervisor and/or HR for follow up.  At this point the case will be closed.
It is the responsibility of the employee, not the Supervisor, to schedule their appointment with the EAP within 7 business days of receiving the memo from their supervisor initiating the Formal Referral process.    
Occasionally it becomes necessary to refer an employee to an outside provider or resource as part of the treatment recommendations from a Formal Referral.  In these instances, the EAP will monitor the case and report back to the supervisor whether or not the employee is maintaining compliance with the treatment recommendations.  Monitoring should not exceed three to six months as is in alignment with the short term model.  
A client that has been formally referred, but does not require a referral for ongoing care, should be seen at least two times by the EAP Therapist to ensure that the issue has been addressed and any gains have been solidified.  

CLOSING A FORMAL REFERRAL:

At the time of closure of a Formal Referral, the therapist will generate a letter indicating that all requirements of the referral have or have not been met, and the status of the referral at close.  A copy of this letter will be sent to the employee as well as their supervisor/HR as appropriate.  

