
FROM THE OFFICE OF THE MAYOR ADMINISTRATIVE PROCEDURE 
 MEMORANDUM NO.  2-12 
 
 SUBJECT: EMPLOYEE ASSISTANCE PROGRAM  
 
 
Background: The City of Madison is responsible for carrying out varied and complex programs, 
policies and missions. The City’s key resource in meeting this responsibility is its employees. The 
City is therefore concerned about problems that employees experience which may interfere with their 
job performance and/or jeopardize their ability to effectively carry out their job responsibilities. 
 
Policy: It is the policy of the City of Madison at all levels and locations to maintain and promote an 
Employee Assistance Program (EAP) that will help employees, and their family members/significant 
others to deal with personal, behavioral, medical or work-related problems. 
 
Guidelines: The Employee Assistance Program utilizes a Coordinator and an internal network of 
employees, designated as EAP Facilitators, who are recruited from the workforce and receive special 
training to help promote the program and act as a link to the professional resources. The program 
also contracts with an external EAP Provider giving employees or family members the option of 
accessing services internally or externally. Organizationally, the Coordinator position is placed in the 
Human Resources Department and will report to the Human Resources Director. The Coordinator, 
and external EAP Provider are trained EAP professionals that provide confidential problem 
assessment, information and referral to appropriate resources. These may include, but are not limited 
to community resources, City services, or resources provided by the Employee’s Health Care Plan. 
 
In operating its Employee Assistance Program, the City acknowledges that: 
 
1. The impact of difficult personal, behavioral, medical or work related problems can be 

lessened or remedied by timely and appropriate assistance/treatment. Such problems include, 
but are not limited to: 

 
 Marital, family or relationship issues 
 Emotional and mental health problems 
 Alcohol and drug abuse 
 Financial problems 
 Grief 
 Work stress 
 Medical problems 

 
2. Early identification of such problems is crucial and use of appropriate resources to deal with 

them is encouraged. 
 
3. Participation in the EAP is always voluntary and lack of participation in it is NOT a cause for 

disciplinary action. 
 
4. No record of services provided by the EAP is entered in an employee’s personnel file or 

reported to management. 
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Referral Procedures: Employees, family members, and significant others may contact the City’s EAP 
Coordinator, or the external EAP Provider. All employee contact with the Employee Assistance 
Program is voluntary.  
 
Supervisors should encourage employees to contact EAP when persistent job performance problems 
occur. If taking disciplinary action, supervisors are required to offer EAP at each stage of the 
disciplinary process. When an employee is referred to the EAP by his/her supervisor, the employee 
may choose whether or not to use the program and whom he/she will contact (the internal or external 
EAP). 
 
Confidentiality Guidelines: 
 
All EAP contacts are confidential with the following exceptions: 
 
1. When making an appointment with a referral resource at the employee’s request, it is 

permissible to give the employee’s name and other identifying information, i.e., phone 
number, if needed. However, personal information, or details of your conference with the 
employee, may not be disclosed without written consent from the employee. 

 
2. Only at the employee’s request, may information be shared. However, prior written consent 

must be obtained, which specifies exactly what information is to be disclosed, to whom, and 
for what purpose. 

 
3. EAP contacts with the internal or external EAP staff, or an EAP Facilitator are confidential 

unless the information disclosed concerns: 
 
 a. An unexplained, unusual, or suspicious death. 
 b. A case of suspected abuse or suspected neglect of a child. 
 c. A threat to one’s own life or safety or that of another, 
 d. A threat to commit, or report of committing, a serious crime. 
 e. A threat to public health and safety. 
 
4. If the EAP Coordinator is served with a subpoena requesting information covered by these 

guidelines, the Coordinator will notify the employee and consult the City Attorney before any 
information is released. The EAP Coordinator shall reveal to the City Attorney only 
information that is necessary for the City Attorney to take appropriate action. 

 
Types of Referrals: 
 
SELF-REFERRAL: Employees with personal problems are encouraged to seek help on their own 
initiative before health or job performance is affected. They can discuss their problems with the 
Employee Assistance Program Coordinator, or the external EAP provider. EAP staff will assist the 
employee in contacting his/her health care provider or in contacting appropriate community 
resources, if requested. The EAP will also follow up with employees to determine satisfaction with 
the referral and offer additional support, if needed. 
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SUPERVISORY: Whenever an employee with an established record of acceptable work evidences a 
pattern of inconsistent or deteriorating job performance that fails to respond to supervisory input 
(e.g., verbal instructions, written job instructions, discussion of job performance), the supervisor 
should encourage the employee to contact the EAP. 
 
When taking disciplinary action, the supervisor must make the employee aware of the City’s EAP 
services. The employee retains the right to accept or reject this offer of assistance. This offer should 
be repeated at each stage of the progressive discipline process, using the following procedures: 
 
1. Constructively confront the employee about job performance concerns: 
 

a. Give an accurate and specific description of job behavior seen or heard and its effect. 
 
b. State what job behavioral changes are desired and possible consequences if the 

change does not occur. 
 
2. Make the offer of assistance (see attached letter). 
 

a. When an employee requests help or is experiencing job performance concerns, it is 
the policy of the City of Madison to offer the EAP. Use of EAP may prevent further 
deterioration in job performance and the need for additional disciplinary action. All 
discipline problems may not have EAP solutions, but it should still be offered. 

 
b. EAP can provide information, referral and support for personal problems, which 

sometimes impact on work performance. Note that this may not be the case for 
her/him, but just because sometimes it is true, the offer of EAP is made. 

 
c. Emphasize that use of EAP is voluntary, confidential and free. 

 
d. Provide employee with the following: 

 
 Dated and signed EAP letter which restates the Offer of Assistance. 
 The EAP brochures for both the internal and external programs. 

 
3. Note that seeking help through EAP does not jeopardize her/his job security or promotional 

opportunities. These are based on job performance, not on use or non-use of EAP. Job 
performance expectations must be met regardless of EAP use. 

 
4. If the employee accepts the offer of EAP and wants the supervisor to be involved in the 

referral, the supervisor should: 
 

a. Contact the EAP.  
b. Share with the EAP the main job performance issues/concerns. 
c. Schedule an appointment for the employee with the EAP. 
d. Any information the employee shares with the EAP and whether or not they keep the 

appointment will not be shared with the supervisor without written authorization from 
the employee. 
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Any information the supervisor has about the contact with EAP is confidential in accordance with the 
Confidentiality Guidelines prior noted. 
 
Use of the EAP should not prevent supervisors from taking appropriate disciplinary action if 
performance problems persist or if performance falls off again after a period of improvement. The 
Employee Assistance Program is not a substitute for appropriate disciplinary action nor should it be 
used as a basis for compromising performance expectations or work rules. 
 
FAMILY: Family members and significant others may contact the EAP concerning their own issue or 
the employee’s problem. EAP contact information is made available to City employees and their 
family members/significant others. 
 
UNION: Like supervisors, union stewards often have the opportunity to observe job performance and 
interactions with other employees. They can play an important part in introducing EAP and 
encouraging employee utilization. Union Stewards may be able to serve as a referral source by 
supporting the employee and encouraging them to contact the EAP.  
 
An employee who wants to consult with EAP staff during their regular scheduled work hours will be 
allowed a reasonable amount of time to do so. However, it is necessary for the employee to first 
arrange for time away from his/her workstation. This should be done in accordance with the 
operating procedures that have been established for the work unit to cover such absences. Any other 
contacts outside of the EAP, i.e., Community Resources, Health Care Providers, etc., are to be done 
with approved leave in accordance with established policies and procedures. 
 
Training: The EAP Coordinator will develop an annual training plan to ensure that all EAP 
Facilitators, Supervisors and Union Stewards receive updates on changes in the operation of this 
program. 
 
 
 
 
 David J. Cieslewicz 
 Mayor 
 

APM No. 2-12 
April 11, 2008  

 
 
Original APM dated 4/21/86 
(Revised  3/1/87, 9/1/90, 3/1/92, 8/15/96, 6/5/97, 2/22/00) 
 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)
    /HUN <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


