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1. Purpose. To publish Human Resources O fice (HRO Pensacola policy and
procedures on the CEAP.

2. Applicability. This instruction is applicable to all activities serviced
by the HRO Pensacola, including all activities serviced by HRO Pensacol a
servi ce centers.

3. Background. The CEAP is for civilian enpl oyees whose behavi oral - nedi ca
probl ens (al cohol and drug abuse, personal/enotional, financial, marital
famly, legal, etc.) result in direct or indirect Job-related probl ens.

4. Information. The policies and procedures in reference (a) are applicable
to this programand will be used for detail ed guidance not provided in this
i nstruction.

a. Policy. HRO policy conplies with that of the Departnent of the
Navy (DON), and is outlined as follows: It is DON s policy to assist
enpl oyees in overcom ng performance or conduct deficiencies caused by m suse
of drugs or al cohol or by other personal problens.

(1) The programwi || provide problemidentification and preventive
counseling and referral to local community agencies for treatnent,
rehabilitation, or other assistance.

(2) The CEAP shall not include treatnent or rehabilitation. Enployees
are responsi ble for all costs of treatnent and rehabilitation

(3) Al cohol and drug dependency shall be recogni zed and managed as
treat abl e health probl ens, where job performance and/ or conduct are inpaired
as direct consequence.

(4) Enployees will refrain fromthe abuse of all drugs, including
al cohol, and will report for duty not under the influence of al cohol or drugs.
Enpl oyees are responsi bl e for seeking assistance through the CEAP to overcone
al cohol , drug, or other personal problens which are, or may adversely i npact
their performance and/or conduct and will cooperate with supervisors and CEAP
counselors in matters relating to the program

(5) The confidential nature of client records will be safeguarded and
i nformati on therein shall not be disclosed except as provided by the
confidentiality provisions of 42 Code of Federal Regul ations (CFR), Part 2.



(6) Gvilian counseling assistance will be provided to enployees with
famly menbers who have personal problens, and to the extent possible, to
famly menbers of an enpl oyee wi th personal problens.

b. Objectives

(1) To encourage enpl oyees to accept their behavioral nedical problens
(al coholi sm drug abuse, and/or enotional) as an illness; to voluntarily seek
assi stance before danmage has progressed to the point of being virtually
irreversible; and to provide these individuals with consultation and reconmend
treatment. Enpl oyees nmust understand that their illness and nmedical records
will be treated with strict confidentiality. Furthernore, sick |eave will be
granted, if necessary, for their treatnent and rehabilitation, and job
security will not be jeopardized.

(2) To ensure enployees with personal problens (financial, nmarital
famly, legal, etc.), which result in direct or indirect Job-rel ated problens,
can be offered the services of a strictly confidential general counseling
servi ce.

(3) To encourage supervisors to refer individuals for evaluation
di agnosi s, and treatnent when there is evidence of continuing poor or
unsati sfactory job performance, before disciplinary action beconmes necessary.
Supervi sors should not try to di agnose the problem

(4) To encourage active participation of the recogni zed | abor
organi zati on.

c. Confidentiality

(1) I'n general, no information about the counselee or the counseling
interview may be given to any person unless the counsel ee has given witten
perm ssion to do so. If consent is given, the receiving person may not pass on
the information received as a result of that consent to any other unauthorized
person wi thout the signing of a separate consent. Authorized personnel are:
medi cal emergency personnel, and those authorized by a court order

(2) Violation of either the statutory or regulatory provisions is a
crimnal offense subject to the penalties set by |aw

(3) When the enpl oyee has been referred to the CEAP by the supervisor
there is a presunption that managenent is dissatisfied with the enployee's job
performance or job-related conduct. In such instances, the CEAP Counselor will
expl ai n the advantages of and encourage the enployee to pernit the rel ease of
information to the supervisor. To do so denpbnstrates the enpl oyee's interest
in correcting the problem and can have the effect of forestalling or reducing
the severity of any corrective action. If consent is given, the supervisor may
not pass the information to anyone, including his or her supervisor, wthout
additional witten consent of the enpl oyee.



(4) Strict confidentiality of counseling records is required. The
content of the civilian counseling interview, specifically the nature of the
enpl oyees problem will be kept confidential. Wile the regul ati ons address
only situations which invol ve-al cohol or drug abuse, the procedures will be
applied in situations involving other problenms. Oficial Personnel Fol ders
will not contain any docunentation relating to an enpl oyees participation in
the CEAP as a counsel ee.

5. Responsibilities.

The Director, HRO, has overall responsibility for this program and has
designated a CEAP Adnministrator, located in the HRO, to head the program The
Director, HRO has key program devel oprment, inplenentation, and review
responsibilities and will nmake sure the CEAP Admi nistrator is inforned of
perti nent personnel managenent information and changes that will inpact the
CEAP.

a. The Program Administrator will:

(1) Be the principal point of contact for all admnistrative matters
concer ni ng the CEAP.

(2) Provide consultation services to managers and supervi sors whose
enpl oyees behavi oral -nmedi cal problens are interfering with job perfornance.

(3) Devel op and mmi ntain professional counseling capabilities through
pr of essi onal associ ati ons and appropriate conmunity resources.

(4) Ensure that top nmanagenent through first-line supervision fully
supports the objective of rehabilitation and restoration to full duty of any
enpl oyee whose personal or famly behavioral -medical problens interfere with
on-t he-job perfornmance.

(5) Provide conprehensive educational material to the workforce
particularly, that which will encourage voluntary self-referral and self-
restraint. Ensure appropriate publicity and understandi ng of the program anong
enpl oyees and uni ons, including dissemnation of information to the public.

(6) Ensure the mai ntenance of appropriate records and the preparation of
reports as required. Records and reports will be handled in a confidenti al
manner in accordance with paragraph 4c of this instruction

(7) Maintain liaison with conmunity resources to assist in enployee
education and rehabilitation prograns.

(8) Maintain close coordi nati on anong responsi bl e personnel (industri al
consul tation, nedical personnel, supervisors, etc.) and appropriate DON and
OPM per sonnel .

(9) Ensure a continuing exchange of information and fol |l ow up between
rehabilitati on personnel and appropriate comunity resources, supervisors, and
managenent officials without violating confidentiality regul ati ons.

(10) Advi se supervisors on the use of CEAP procedures in dealing with
pr obl em enpl oyees.



b. Contact and Referral (C&R) Counselors. The Adm ni strator/Head
Counselor is to be located in the HRO Wen necessary, part-tinme C&R
counselors fromthe various activities will be appointed by letter by the
appropriate Commanding O ficer or Director with a copy to be filed in their
OPF. The Admi ni strator/Head Counselor will supervise all C&R referrals;
approve referrals to community resources for evaluation and/or treatnment; and,
ensure the conpl ete mai ntenance of confidentiality anmong the C&R counsel ors.

(1) C&R counselor collateral duty (part-timnme) appointnments will be for an
i ndefinite period.

(a) An appointing official may relieve a collateral duty C&R
counsel or at any time. No reason need be given, but the relief nmust be in
writing.

(b) A collateral duty C&R counsel or may resign fromthe assignnent at
anytime. No reason need be given, but the resignation nust be in witing.

(c) Acollateral duty C&R counsel or reassigned outside jurisdiction
of the appointing official ceases to be a C&R counsel or

(d) Activities which | ose collateral duty C&R counselors will
i medi ately appoint a replacenment if the | oss reduces the nunber bel ow the
m ni mum prescri bed.

(2) C&R counselors serve as the initial point-of-contact for enpl oyees
who ask or are referred for counseling. They are responsible for

(a) Confidential consultation with enpl oyees who so request or are
referred; objective evaluation and identification of personal problens;
identifying the best source of assistance or services; recomendi ng a course
of action and providing aid in obtaining assistance; and providi ng gui dance to
t he enpl oyee where appropri ate.

(b) Know edge of civilian counseling policies and procedures.

(c) Ability to counsel enployees in the occupational setting and
identify drug and al cohol abuse and personal problens inpacting on Job
performance or conduct.

(d) Wth the approval of the Head Counselor, referring the enpl oyee
for medical, psychiatric, or other evaluation when eval uation or
identification of the problemis beyond the capability of the part-tinme C&R
counsel or.

(e) Being aware of community referral resources and recomendi ng
additions to or deletions fromthe |list maintained by the CEAP Adm ni strator
and/ or Head Counsel or.

(f) Advising supervisors on the use of CEAP procedures in dealing
wi t h probl em enpl oyees.

(g) Consulting and/or coordinating with the HRO staff, EEO
counsel ors, supervisors, nmanagers and union officials w thout violating the
confidentiality regul ations.

(h) Conducting necessary post-rehabilitation follow up



(i) Maintaining individual case files which contain data necessary
for the counselors use and for required reports. The case files-will be kept
in the Head Counselors office in the HRO

c. The Director, HRO, has inherent responsibilities in the adm nistration
of the program It is inperative that all Federal enployees within the
Pensacol a Naval Conpl ex and service centers be afforded the sane equa
opportunity to use resources avail able, regardl ess of organizationa
attachment. Accordingly, the Director, HRO has overall primary program
responsibility to ensure all resources available are offered to enpl oyees,
regardl ess of enployer, and to maintain within the conplex and conmunity a
dynam c, realistic, and effective program Staff nenbers will advise
managenment menbers and supervi sors concerning appropriate action (including
di sciplinary action) in accordance with current personnel regulations and
directives. However, prior to advising supervisors concerning appropriate
actions, they will consult with the CEAP Adm ni strator and/or the Head
Counsel or concerning the details of the case.

d. Supervisors play a key role in making the programeffective since they
are in a position to observe the enpl oyees attendance, on-the-job attitude,
conduct, and performance. Usually the supervisor is the only representative of
managenment who has a rel ationship close enough to the enployee to deternmine if
a job-related probl emexists. Specifically, supervisors should be alert to
changes in the work/behavior of enpl oyees supervised and foll ow the procedures
as outlined in paragraph 5h.

e. Personnel Management Specialists, Labor Relations Specialists, Employee
Relations Specialists, and Equal Employment Opportunity Program
Officials/Counselors wl|l:

(1) Know the policies and procedures of the CEAP

(2) Consider the CEAP when providing advice and gui dance to enpl oyees
and supervisors and in carrying out other responsibilities.

(3) Consult and coordinate with the CEAP Adm ni strator

f. NAVHOSP Branch Clinic personnel will provide care for acute and
energency nedi cal conditions occurring on the job and related to problem
drinki ng, al coholism drug abuse, etc., of civilian enployees. Such conditions
may include acute intoxication gastritis, gastroenteritis, and w t hdrawal
synpt omat ol ogy. The Branch Cinic will conduct fitness-for-duty exam nations
when enpl oyees are referred on COVWETENCE FOR DUTY EXAM NATI ON, NAVMED 6120/ 1,
and provi de counseling of a professional nedical nature. See CPI 339 for
proper procedures. If the enployee elects to undergo a fitness-for-duty
exam nation, medical authority will diagnose whether the enployee is under the
i nfl uence of intoxicants or drugs, or evaluate behavioral irregularities, and
determ ne what, if any, further nmedical attention is required.

g. Labor Organization. The support and active participation of the
recogni zed | abor organization will contribute materially to the success of the
CEAP. Managenent and the |ocal union nmust work jointly in this matter of
common interest and for the benefit of all concerned. The uni on can represent
menbers interests through the assurance that:



(1) The enpl oyee's job security or pronotional opportunities are not
j eopardi zed by requesting diagnosis and treatnent.

(2) The focus of corrective interviews is restricted to the issue of
job performance rather than judgnents on al coholismor drug abuse (unless a
vi ol ati on of established rul es against drinking on the Job is involved).

(3) The confidential nature of enployee nedical records is preserved.

(4) Any enployee suffering fromthis illness will receive the sane
consi deration presently extended to enpl oyees having ot her di seases.

(5) Al rights and privileges inherent in established policy and
procedures are protected.

h. Relationship to Disciplinary Action

(1) Managenent nmay not require that CEAP personnel release client
information for use in a disciplinary situation. The information nmay be
rel eased with the clients prior witten consent, when in the judgnent of the
CEAP Head Counsel or the consent was voluntarily given and the disclosure wll
not be harnful to the patient, the program or their relationship.
Di sci plinary action shoul d al ways be based on job behavior or perfornmance
probl ems, not progress in a rehabilitative program

(2) The CEAP suppl enments but does not replace existing procedures for
dealing with probl em enpl oyees. The purpose of discipline is to correct the
of f endi ng enpl oyee and mai ntain discipline and noral e anong ot her enpl oyees.
The purpose of the CEAP is to correct unsatisfactory performance or conduct,
hopeful | y before disciplinary action becones necessary. Referring an enpl oyee
to a CEAP counselor is not a bar to taking action under the provision of CP
432 and CPlI 752. There is a distinction to be nmade between of fering assistance
t hrough counseling to an enployee with a problem and taking corrective action
agai nst an offender. In some instances, it will be appropriate to concurrently
of fer assistance and take corrective action

(3) Inrelating the al coholismand drug abuse programto disciplinary
policies and practices, it is nost inportant that the programbe carried out
as a non-disciplinary procedure ainmed at rehabilitati on of persons who suffer
froma health problem There needs to be a clear understandi ng that shiel ding
probl em enpl oyees by tol erating poor performance clearly contributes to the
progression of the illness by delaying entry into a rehabilitative program
However, failure on the part of the enployee to accept the assistance offered
t hrough the programor to otherw se correct perfornmance should be dealt with
t hr ough di sci plinary procedures.

(4) As an alternative to disciplining an enpl oyee while, at the sane
time, providing an opportunity for rehabilitation, an enployee may be given a
firmchoi ce between seeki ng assi stance through the CEAP or being subject to
corrective action. If this course is followed, the enployee will be advi sed
that future instances of m sconduct or poor performance will result in
appropriate corrective action, up to and including renoval.



(5) Supervisors are responsible for:

(a) Docunmenting instances where an enpl oyees work performance,
behavi or, or attendance fail to nmeet m ni num standards, or where the enpl oyees
pattern of performance appears to be deteriorating.

(b) Determining the appropriate action to correct the unacceptable
or deteriorating perfornmance

(c) Seeking guidance fromthe CEAP Adm nistrator or Head Counsel or

(d) Discussing unacceptable or deteriorating work performance wth
t he enpl oyee, providing the enployee with docunented instances of such, and
giving the enployee a firm choice between seeing and cooperating with a CEAP
counsel or or receiving other managenent-initiated corrective action. These
referrals to the CEAP nust be made in witing to the enployee. In sone
i nstances, corrective action may be taken concurrently with referral to a CEAP
counsel or.

(e) Effecting or initiating corrective action if the enpl oyee
declines to see or cooperate with the CEAP counsel or; or the enpl oyee
undert akes the course of treatment recommended by the CEAP counselor but fails
to i nprove work performance or behavior to an acceptable level within a
reasonabl e |l ength of tine.

(f) Granting sick |eave or LWOP to enpl oyees who are foll ow ng an
approved program of rehabilitation from di agnosed al coholi smor drug abuse. In
t he absence of an approved course of treatnent follow ng a di agnosis of
al cohol i sm or drug abuse, the enpl oyee's use of sick |eave should be
controlled in accordance with |ocal instructions and CPl 630.

(g) Supervisors are not to nmake determ nations as to whether the
enpl oyee' s unacceptable or deteriorating work performance or behavior is
caused by al coholismor drug abuse.

(h) See CPI 792-3-for special requirements that apply to enpl oyees
who test positive for drug use under the Drug-Free Wrkpl ace Program

(6) Employees are responsible for:
(a) Being aware of the provisions and procedures of the CEAP.
(b) Participating in the CEAP when they becone aware of any
personal problemwhich results or may result in a deterioration of their work

per f or mance.

(c) Cooperating with supervisor and CEAP counselors in matters
relating to the CEAP

6. Action.

a. HRO speci al assistance, heads of departnments and service center nanagers
wi Il make sure all supervisors and managers are famliar with this instruction
and the programoutlined herein receives full support.

b. Activities serviced by HRO Pensacol a and HRO Pensacol a service centers
are encouraged to adopt this instruction for their use, as appropriate.



7. Forms. COVPETENCE FOR DUTY EXAM NATI ON, NAVMED 6120/1, may be obtained from
Enpl oyee Rel ati ons Speci al i sts.

Di stribution: NASPNCLAI NST 5216.1 Q)
CDGI K

HRO (Code OgA22) (25)

HRO (Code 096) Menphis 15)

HRO ( Code 097) Meridian (5)

HRO ( Code 098) G eat Lakes(5)

HRO ( Code 099) South Texas(5)

HRO (Code OgA24) DDESS (26)

St ocked:

Human Resources O fice
Code (0A22

368 Sout h Avenue
Pensacol a, FL 32508-5124



