








































































































































































































































































CITY OF PEMBROKE PINES
 
EMPLOYEE ASSISTANCE PROGRAM POLICY
 



Aetna Resources For Livinq
 
Benefits Overview 

Employees and household members can 

confidentially address and resolve personal 

and workplace challenges through the 
Employee Assistance Program (EAP). The 

EAP offers short-term counseling on all 

aspects of life at no cost to you, including : 

• Relationship difficulties 

• Emotional/psychological concerns 

• Work or family stress and anxiety 

• Alcohol and drug abuse 

• Personal and life improvement 

• Legal or financial topics 

• Depression 

• Childcare 
• Eldercare issues 
• Grief issues 

Legal! Financial Services 

Your EAP benefit offers legal and financial 

guidance from qualified professionals, 

including an initial consultation for each 

issue.* Typical financial matters include 

credit counseling, debt and budgeting 
assistance, tax planning, and retirement 
and college planning . 

• Free online will valid in 49 states 

• Telephonic tax consultation 

• Services beyond initial consult provided 
at a reduced rate 

• Detailed wills and trust preparation 

• Identity theft consultation 

• Mediation services 
• Website forms and information 

• Legal and financial library 

Online Worklife Resources 

With online worklife services, employees 

and their households can find resources 

for a variety of concerns including 
child care, eldercare, adoption, daily living 

issuesand other issues they may 
encounter. 

• Monthly webinars on various topics 
• Childcare and eldercare searches 

• Public and private school searches 

• Adoption resources 
• Health assessments and tools 

• Health and wellness resources 
• Household services 
• College search and financing tools 

• The EAP services described above are provided at no charge. 

Note: Legal and financial services beyond init ial consults are provided at a reduced rate . 

Aetna Resources for Living SM is the brand name used for products and services offered through the Aetna 
group of subsidiary companies. The EAP is administered by Aetna Behavioral Health, LLC and Aetna Life 
Insurance Company (Aetna) 

All calls are confident ial, except as required by law u.e., when a person's emot ional condition is a threat to himself/herself 
or other s, or there is suspected abuse of a minor child, and in some areas, spousal or elder abuse). 

Information is believed to be accurate as of the production date; however, it is subject to change. For more information 
about Aetna plans, refer to www.aetna.com. 

• Veterinarian and pet care searches 

• Over one million workl ife providers 

Free, confidential support 
any time, day or night. Call 
toll-free or visit us online. 

1-800-865-3200 

www.mylifevalues.com 

Log In: Pembroke Pines FL 

Password: EAP 

©2012 Aetn a Inc. 

74.03.107.1-0nWL-ARFL (2/12) 



CITY OF PEMBROKE PINES
 

EMPLOYEE ASSISTANCE PROGRAM POLICY
 

1. PURPOSE:
 

The City Commission and the City ofPembroke Pines recognize that personal and health 
problems can adversely affect the quality of life of its employees. 

These problems may include emotional and mental illnesses, family and marital stress, 
abuse ofalcohol and drugs and many others. 

Employees whose job performance problems are not related to lack of skills and who do 
not respond satisfactorily to the usual disciplinary procedures are usually in need ofthe 
attention from professionals. With proper treatment, many troubled employees can be 
restored to a satisfactory level ofjob performance. However, if the underlying problems 
or illnesses are ignored, they may worsen with time. 

In an effort to provide assistance to our employees. the City ofPembroke Pines offers an 
Employee Assistance Program (EAP) for the employees and their dependents as part of 
its employee services. The EAP provides confidential assessment, referral and counseling 
at no cost to employees whose personal or health problems are interfering with their job 
performance. 

n.	 PROGRAM INFORMATION: 

1.	 CONFIDENTIALITY is the basis of the program and is assured. No information 
regarding the nature of an employee's use ofthe program will be made available 
to management or will in any way be reflected in the personnel files. 

2.	 Participation in the EAP will not affect an employee's future career advancement 
or employment, nor will it protect an employee from disciplinary action if 
substandard job performance continues. 

3.	 The EAP may be used in conjunction with DISCIPLINE and is not a substitute for 
discipline. 

4.	 The EAPcan be accessed by an employee through self-referral or a referral by a 
supervisor. 

5.	 If a referral to a provider outside the EAP is necessary, costs may be covered by 
the employee's medical insurance benefits! ifnot, the costs of such outside 
services are the employee's responsibility. 



III.	 THE REFERRAL PROCESS: 

The EAP program can be accessed by any full- time permanent employee or eligible 
dependent in the following ways: 

1.	 SELF REFERRAL 

The employee or eligible dependent contacts the EAP directly. TOTAL 
CONFIDENTlALI1Y IS ASSURED. No one from the City will receive any . 
notice of the visits or any reports. 

2.	 SUPERVISORY REFERRAL 

It is the responsibility ofthe City's supervisors to appropriately confront an 
employee wherever they observe changes in performance that suggest a problem. 
The supervisor may suggest that the employee voluntarily seek help (informal 
referral) from the City's EAP. or decide that the complexity of the observed 
problem is such that an involuntary referral to the EAP should be made (formal 
referral). 

A.	 INFORMAL REFERRAL 

1.	 In order to provide the employee with a means ofreceiving help 
with problems that become apparentl either through knowledge or 
observation, the supervisor can inform the employee ofthe benefits 
provided by the EAP and give the name ofthe service and the 
telephone number. 

2.	 When appropriate. the supervisor should contact and inform the 
EAP counselor ofthe informal referral and the circumstances 
leading to such referral. 

3.	 Informal referrals can take place at any time in the disciplinary 
process. or ifan employee confides in the supervisor that he/she is 
having problems ofa personal nature. 

*** NOTE *** 

IN AN INFORMAL REFERRAL THE COUNSELOR Wn.L NOT REVEAL TO THE
 
SUPERVISOR WBEmER THE EMPWYEE USED THE SERVICE OR DIVULGE
 
ANY INFORMATION ABOUT THE VISIT.
 



B.	 FORMAL REFERRAL 

Through a formal referral, the supervisor directsthe employeeto make use of the 
EAP. Failure to use the EAP mayresult in a recommendation for disciplinary 
action up to and including termination. 

In a formal referral: 

1.	 The supervisor or any other managerdesignated by the City should 
contact the EAP provider to discussthe referral prior to the visit. 

2.	 The EAP providerwill request the employeeto sign a waiver allowing the 
providerto call the supervisor or designee to advisewhether the employee 
saw the providerand followed recommendations. 

*** NOTE *** 

NO OTHER DETAILED INFORMATION IS REVEALED TO THE SUPERVISOR. 
'. J ... 

In extreme circumstances, wheretermination can occur, the supervisormay opt to give the 
employeeanotheropportunityto improve performance by a formal referral to the EAP. In these 
cases, the employee may be askedto sign an acknowledgement letter indicating that failureto go 
to the EAP and followrecommendations will.resultin tennination. 

Supervisorsshould not attemptto diagnose the natureofthe employee's problem. However, they 
should be alert to changes in behavior such as: 

•	 Absenteeism 
•	 Chronic lateness 
•	 Personalitychange 
•	 Decline in work quality 
•	 Unusual behavior that maysignala problem 

IV.	 LEAVE OF ABSENCE 

The rulesas stated in the CareerService SystemRules and Regulations and/or applicable 
bargaining agreementwill apply to any request for a leave without pay. 






















































































































































	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	




