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	14.1 - Strive Employee Life & Family (SELF)





I.
PURPOSE:

The Department recognizes that employees, their families, and house hold members may experience personal difficulties which may affect the employee's performance. This policy sets out guidelines for employees to follow when utilizing Strive Employee Life & Family (SELF) (formerly known as the Employee Assistance Program). It also establishes guidelines for supervisors when referrals are necessary due to performance problems.

II.
POLICY:
1. The Strive Employee Live & Family (SELF) Program
1.1      The Strive Employee Life & Family (SELF) program, offered through ComPsych, is a place to help the employee to reduce stress, improve health, and enhance life balance. This program is offered at no cost to employees who are eligible for Missouri Consolidated Health Care Plan (MCHCP) medical coverage. SELF is available for the employee, the employee’s family, and members of the employee’s household 24 hours a day, every day of the year. This program can be utilized by the employee for up to 18 months after retirement and a month after being laid off. SELF can be utilized by the employee’s family or member of the employee’s household for six months after the employee’s death. The following services are offered by SELF:
· Local, Private, In-Person Counseling: The SELF Program offers behavioral health counseling services to help with everyday issues such as stress, relationships, parenting, grief and loss, and substance abuse. Trained staff will listen to an employee’s concerns and refer employees to a local counselor for in-person help. 
· Money Matters: The SELF Program offers FinancialConnect for phone sessions with a Certified Public Accountant or Certified Financial Planner. These experts can help the employee with a wide range of money issues, including how to get out of debt, retirement planning, and saving for college. 
· Legal: The SELF Program offers LegalConnect for phone sessions with an attorney. An employee can talk with an attorney to ask questions, get legal help, and plan next steps. For in-person, legal help, LegalConnect will refer the employee to a local attorney for a 60-minute session with a 25 percent discount for additional time. 
· Identity Theft and Fraud Resolution: The SELF Program offers IDRsources for a phone session with a fraud resolution specialist and legal and financial experts. An employee can get a 60-minute session to help with identity theft or fraud and to restore damaged credit. 
· Everyday Support: The SELF Program offers FamilySource for help with every day issues such as child and elder care, moving and relocation, making major purchases, vacation and planning, and much more. An employee can call or go online to get expert help. FamilySource staff will listen and then take it from there to create a plan for getting the services needed. The plan will be done within two business days, but could be done within 24 hours depending on the employee’s needs. The plan will be sent by email, fax, or mailed second day air. The plan will include advice specific to the employee’s needs such as:
· At least three local referrals with maps and directions to each
· Specific state-licensing standards for facilities and providers
· Checklists to help review facilities and providers
· Online Library of Helpful Tools: The SELF Program offers GuidanceResources online for more information and advice. This tool includes an online library that covers topics such as health, wellness, consumer, family, career, education, as well as legal and finance. An employee can also use the “Ask Guidance Consultant” feature to find the information needed. 

2. 
Referrals
2.1      Self Referrals
2.1.1
Employees may contact SELF at any time on their own. This contact may involve assistance for themselves, family members, or for members of their household.

2.1.2
Examples of reasons to contact SELF include: marital problems; stress; parenting issues; alcohol/drug problems; work-related issues; financial difficulties; grief/bereavement; emotional difficulties. 
2.1.3  The employee/family member contacts SELF by calling 1-800-808-2261. The SELF representative will ask the employee to give verifying information including their social security number. A SELF representative will assist the caller in obtaining a referral. The representative will ask the caller questions relative to the need for the call. This information is gathered to assist the representative in making the most appropriate referral.
2.1.4  This information is confidential. The Department is not informed of this call nor is it necessary for the employee to inform the Department unless they choose to do so.
2.1.5 
The employee and/or a member of the employee’s household can receive one to six free sessions per episode, annually, for each household member. There is no maximum on the number of episodes. After the employee has exhausted these free visits, the employee is responsible for reimbursing the provider and/or working with their insurance company for coverage. 
2.2 
Supervisor-recommended referral
2.2.1   If it appears that an employee is experiencing personal problems that are beginning to impair performance, the supervisor may suggest that the employee seek assistance through SELF.
2.2.2   This referral is voluntary for the employee. The employee follows the steps listed in the “self-referral" section of this procedure.
2.2.3  This information is confidential. SELF will not release any information relative to this referral to the supervisor or the Department without the written consent of the employee and the employee is in no way required or obligated to discuss with their supervisor the outcome of any service provided through SELF.
2.3      Mandatory referral
2.3.1   The supervisor may choose to utilize a mandatory referral to SELF when declining job performance or behaviors that adversely affect performance are noted.
2.3.2    The supervisor must contact the Chief, Office of Human Resources (OHR) in order to make a mandatory referral. OHR will contact SELF in this instance, not the supervisor. The Department is under no obligation to allow an employee to enter into a course of treatment to avoid or set aside disciplinary action.
2.3.3   Mandatory referrals may be made in lieu of or in conjunction with appropriate disciplinary action.
2.3.4
The supervisor should discuss with the employee the documented performance difficulties. The supervisor should explain SELF and secure agreement from the employee that they will attend the SELF sessions. If the employee refuses to agree to attend, the supervisor should document the refusal and seek advice from the Chief, OHR. 

2.3.5
Once agreement is reached OHR will contact the SELF specialist. The SELF specialist will discuss the reason for the referral, gather certain demographic information concerning the employee, and determine the timeframe for the employee to contact SELF. 

2.3.6
The employee will contact the SELF specialist. The specialist will refer the employee to an appropriate provider in the geographic area. Once the specialist and employee agree on a provider, the specialist contacts this provider and discusses the referral. 

2.3.7
The employee is responsible for contacting the provider directly and making the appointment. Once the employee signs a release of information, the provider maintains contact with the SELF specialist to discuss progress. The specialist contacts OHR to inform OHR that the employee is keeping the appointments and has entered into a treatment plan. 

2.3.8
SELF does not release information relative to any confidential diagnosis, information shared in counseling, medication, etc. SELF will only release information to inform the employer that the employee is meeting the guidelines of the mandatory referral. 
2.3.9
An employee’s refusal to sign a release of information form or failure of the employee to participate in and follow the recommendation of the provider may be grounds for disciplinary action up to and including dismissal. 

3.
Time off
3.1
Employees who wish to inform their supervisor of their first SELF appointment will be given the appropriate time to attend this appointment with the time being counted as regular hours worked. No leave request or time accounting entry is needed. Appointments subsequent to the initial appointment of the employee’s, the employee’s family, or a member of the employee’s household are subject to the rules and procedures relative to annual, sick, or compensatory leave. 

3.2
Employee’s provided with a mandatory referral will be allowed time off for the initial SELF visit that will be counted as regular hours worked. Subsequent visits are subject to the rules and procedures relative to annual, sick, or compensatory time. 
4.
Confidentiality
4.1
Information relative to counseling or diagnosis is not requested or gathered from SELF. 
Supervisors or employees who seek to discover this information will be disciplined. 

4.2
Discussions relative to all forms of referrals are strictly confidential. Failure to uphold confidentiality may result in disciplinary action up to and including dismissal. 

4.3
The Department does not maintain records or information relative to referrals in any file unless a mandatory referral is made. 

4.4
Employees should feel free to use this program without fear of retaliation. Concerns or violations of this policy should be directed to the Chief, OHR. 

5.
Departmental obligation
5.1
Nothing in this procedure is to be interpreted as a waiver of the Department’s responsibility to take the appropriate corrective and/or disciplinary action in the case of unsatisfactory performance or misconduct. The Department is under no obligation to allow an employee to enter into a course of treatment to avoid or set aside disciplinary action. 
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