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I. Clinical Procedures
Texas Tech University Health Sciences Center

Department of Psychiatry

Southwest Institute for Addictive Diseases

Employee Assistance Program

Program of Assistance for Students

Standard Policy and/or Procedure



Policy #
I – a

Effective Date: November 17, 1998



Revised:  December 4, 2018
Title: Client Intake Procedures

Statement of Purpose:  Guidelines for EAP counselors during initial counseling session
If an individual (employee or family member) is covered by an Employee Assistance Program (EAP) contract and calls to receive EAP services, the receptionist will inquire as to which contract they are with, schedule an appointment for them with an EAP counselor, and inform them that they will need to arrive about 15 minutes early for the first session to fill out the new client paperwork. In addition, the receptionist will ask if they would like a reminder call for their appointment. If the client agrees to a reminder call, the receptionist will check the box on the appointment slip that states, “If new, OK to remind”. The original (white) copy of the appointment slip will be placed in the mailbox of the counselor assigned to the case and the carbon copy (yellow) will be placed in the evening receptionist’s box. The evening receptionist will be responsible for making the reminder calls to individuals a day or two before their scheduled appointment.
When individuals appear for their initial session, the receptionist will give each person an intake packet to fill out with the EAP Handbook attached. When the client(s) are finished with the paperwork, the receptionist will notify the counselor.

Upon meeting with the individual(s), the counselor will:

1. Review the completed intake packet(s) and obtain any missing information. The counselor will take a moment to assess for any confusion, misinformation, stress, physical discomfort or other harmful processes that may have occurred as a result of filling out the new client paperwork. 

2. Give the individual(s) a copy of the EAP “Informed Consent” form.  The counselor will cover each of the four items on the form and ask the individual(s) to initial each item as it is covered.  As the items on the form are being presented, the counselor will be careful to:

a. Review with the individual(s) the pertinent sections of the handbook, especially the section on the extent and limits to confidentiality. 

b. Inform the individual(s) of the number of sessions that are available to them in accordance with their EAP contract, making sure to note that the sessions are “per employee” rather than “per family member”.

3. After all four items on the Informed Consent have been covered and initialed, the counselor will obtain the signatures of all individuals who are at least 18 years of age and add their own as the “Witness”.  Printed names should accompany all signatures.
Note:  If a person refuses to sign the Informed Consent, the counselor will inform them that the EAP will be unable to provide them with counseling services. The counselor may assist the individual(s) with appropriate referrals.
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Policy #
I – b
Effective Date: November 17, 1998



Revised:  December 4, 2018

Title: Enrolling Clients and Documenting Clinical Services
Statement of Purpose:  Guidelines for entering clients into the EAP database and documenting the clinical services that they receive
These are the procedures for entering clients into the EAP database and creating progress notes (i.e., case notes) and phone logs for EAP counseling services:

1. New clients should be entered into the e-APSoft database, in accordance with the instructions provided in this Policy & Procedure manual.  Although there may be more than one client (e.g., a couple counseling case), one person must be chosen as the client for database and progress note purposes.  (Note: The person chosen to be the “identified client” is often the person who has EAP benefits.)  

2. The SOAP format will be used when creating progress notes for each case.  The EAP database is designed to create case notes using the SOAP format.  The information that should be included in each section of the notes is as follows:

S = Subjective refers to client’s report of the situation. 

O = Objective refers to client’s appearance, mood, affect, judgment, and orientation as to time, place, location, and date. 

A = Assessment includes diagnoses given; rationale for the diagnoses is provided on the initial progress note and treatment progress is noted on subsequent notes.   

P = Treatment Plan and documentation of any suggestions given and client’s response to and/or compliance with those suggestions.

3. Names should not be used in the various sections of the progress note; the identified client should be referred to as “Ct.” and other persons should be referred to in accordance with their relationship to the identified client (e.g., Ct.’s wife, Ct.’s husband, Ct.’s stepson, etc.).
4. Once the progress note has been printed and signed, all case materials should be placed in a file folder.  The name of the identified client should appear on the file folder tab (last name, first name), along with the contract.  Case materials should be arranged in the file as follows:
(a) Progress notes should be placed on the right side of the file folder, with the most recent progress note on top;

(b) All other materials should be placed on the left side of the file folder in the following order: intake packet of the identified client, additional intake packets, informed consent form, any additional paperwork (e.g., Supervisor Referral Form, Release of Psychotherapy Notes, correspondence with third parties).
5. Progress notes should be completed within 24 hours of the end of a session, with the exception of sessions occurring on a Friday.  In that case, progress notes should be completed before the counselor leaves.

6. Any substantial telephone contact should be documented on a “Phone Log Sheet” (see the forms section of this manual).  This sheet should be kept on the right side of the file folder, beneath all progress notes.
7. If a counselor notices a mistake on a progress note that has been printed out, the counselor should mark a single line through the mistake, initial it and write “Error” next to it; mistakes must not be covered over with a product such as “whiteout”. 
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Policy #
I – c 
Effective Date: August 20, 1999



Revised:   December 4, 2018

Title: Closing and Archiving Client Files
Statement of Purpose:  Guidelines for closing and archiving client files once the case becomes inactive
These are the steps that should be followed when a case becomes inactive:

1. Once it has been determined that a case is no longer “active” (e.g., counseling goals were achieved, contracted sessions were completed, the client was referred out, or a sufficient length of time has passed since the last session), the counselor should create an “Inactive Case Form” in the e-APSoft database.  The form should be printed, signed by the counselor and placed on the right side of the client’s file, on top of all the progress notes for the case.  The counselor then should “discharge” the client from the active client list.
2. Closed client files should be given to the EAP Director, who will review the file before submitting it for auditing.

3. Closed files will be audited before being archived.  The “EAP Case File Audit Checklist” will be used to audit the files.  In most cases, the evening receptionist will be asked to conduct the audit of the files.  However, any EAP staff member may conduct the file audit.
4. Audited files then will be electronically archived by following the steps provided in the “EAP eArchive Procedures” document.

5. Archived client files will be kept for a period of 10 years, after which they will be purged.
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Policy #
I – d
Effective Date: April 27, 1999



Revised:  December 4, 2018
Title: Supervision of EAP Counselors and EAP Interns 

Statement of Purpose:  Guidelines for supervision of EAP counselors and interns
1. Each EAP counselor will receive a minimum of one hour of individual supervision and one hour of group supervision each week. In the individual supervision session, the counselors will have the opportunity to discuss their caseload, review their progress notes, and receive feedback. Additionally, the counselor will be given an opportunity to express concerns about client stressors that may be affecting the counselor’s performance. If stressors are identified that may be negatively impacting clinical services, a referral may be made to the EAP provider for the Department of Psychiatry.
2. In the group supervision sessions, counselors will have the opportunity to discuss difficult cases, ethical dilemmas, policies and procedures.  The counselor who is on call the week of the group supervision session will lead a discussion on the topic of their choice.
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Policy #
 I – e
Effective Date: November 17, 1998



Revised:    December 4, 2018
Title: Substance Abuse Referrals

Statement of Purpose:  Guidelines for making referrals when a client is presenting with substance abuse problems.
If an individual presents with substance abuse (SA) problems, the severity of the problem should be carefully assessed.  The EAP counselor should conduct a psychosocial assessment and, possibly, screen for SA using the Triage Assessment for Addictive Disorders (TAAD).  If SA treatment is indicated, or if the counselor feels that additional assessment is needed for an accurate determination of severity, the employee should be referred to an appropriate provider of SA services (e.g., the Ranch at Dove Tree). 

The following are exceptions to the above:

· If an employee of Texas Tech University or the Texas Tech University Health Sciences Center is mandated to receive SA treatment after a failed drug or alcohol test and/or after admitting to a SA problem, the employee should be referred to the EAP Director so that the Director can carry out the functions required of the EAP as outlined in the Drug-Free Workplace policies of those institutions.
· If an employee with a CDL (commercial driver’s license) is mandated to come to the EAP after failing a drug or alcohol test, they should be referred to the EAP Director so that a referral can be made to a Substance Abuse Provider (SAP) who has been certified by the Department of Transportation (DOT) to provide DOT-required services for employees who have a CDL.
Note:  If a nurse is known or suspected to have a substance abuse problem, they should be informed about the Texas Peer Assistance Program for Nurses (TPAPN).
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Policy #
I – f
Effective Date: November 17, 1998



Revised:  December 4, 2018

Title: Legal Referral Policy

Statement of Purpose: Provide guidelines for making legal referrals
The Employee Assistance Program provides employees with assistance in dealing with personal problems that interfere with the ability to work at their greatest capacity. These problems may be related to stress in legal areas. The EAP counselor has the task of helping the individual deal with the stress associated with legal problems, not the specific legal problems. The counselor must refer the individual when legal assistance is needed or advisable. The EAP gives the following referral information for legal matters:

1. State Bar of Texas Lawyer Referral and Information Service  (1-800-252-9690)

2. West Texas Legal Services   (806-763-4557)

3. Legal Aid Society of Lubbock   (806-762-2325)

EAP counselors do not provide direct referrals to particular legal providers.
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Policy #
I – g
Effective Date:  March 1, 1995



Revised:  December 4, 2018
Title: Crisis Line On-Call Procedure

Statement of Purpose: To outline the on-call procedure for crisis line
1. The EAP Director will create the on-call schedule, after receiving input from EAP staff regarding their availability. Usually, a three month schedule will be finalized and distributed to each EAP staff member who serves on the call rotation.  The schedule will be faxed to Stenocall also. 

2. EAP counselors begin their on-call rotation on Monday at 8:00 a.m. and they remain on call until the following Monday at 8:00 a.m. During weekdays (excluding holidays), the counselor is on call from 5:00 p.m. until 8:00 a.m. the next morning. On the weekend and on any holiday(s) that fall within the assigned week of on-call duty, the on-call person is on call 24 hours a day.

3. The day staff members begin their on-call rotation, they are required to call Stenocall (762-0811) and inform a Stenocall supervisor that they are on call. They must also ensure that the Stenocall supervisor has their correct home/cell phone number and pager number. Staff members can designate the order in which they prefer to be called (e.g., paged first, then home/cell number called).  

4. If a counselor cannot provide on-call coverage during their scheduled week, it is that person’s responsibility to find a replacement. In most cases, counselors can “trade” weeks.  After the change is made, it must be communicated to the EAP Director. The staff member must also inform a Stenocall supervisor of the change on the Monday in which the change takes effect. Ideally, any replacement should be for the entire week rather than for only part of it.

5. Staff members who are on call must be able to respond “24/7” during the period that they are on-call.  Therefore, they must always have their contact devices (i.e., phone and pager) with them.  (This is the case even if they have requested that Stenocall call their home/cell number first.) Response times to pages must be within 5 minutes as callers may be holding to speak with the on-call counselor.
6. Stenocall will contact the EAP on-call counselor only when an after-hours caller has EAP or PAS benefits.  If the Stenocall operator is unable to reach the on-call counselor using the latter’s preferred method, they will make a second attempt using the secondary method.  If no response is received, the operator will attempt to reach the person providing back-up (usually the EAP Director).  
7. When assistance is provided to an after-hours caller, it must be documented using an EAP on-call form.  If the caller is a current client, a copy of the form should be provided to the client’s counselor.  The form itself should be given to the EAP Director. 

8. If an EAP-eligible employee or family member living in or near Lubbock requests an appointment, they should be directed to call the main EAP number the next working day. If the caller is located in an area outside of Lubbock, they should be given contact information for the EAP/PAS provider in their area.  (This information is included on the EAP Staff Contact Information sheet.)   

9. Callers with emergency psychiatric and substance abuse problems should be directed to the emergency room at a local hospital for evaluation. 

10. If the caller reports suicidal ideation, the on-call counselor should consider taking one of the following actions: 

(1) Call the Lubbock Police Department (806-763-5333) and explain the situation. The police dispatcher will make the determination if an officer should be sent to investigate or if they should make a 911 call. If the officer does conduct an investigation, the counselor can request the dispatcher to have the officer call the counselor with their assessment of the situation. 
(2) If the situation is judged to be an extreme emergency, the counselor should call 911 immediately and provide the appropriate information. (Individuals are charged for the 911 services even though they did not ask for it.)  It is important to remember to attempt to get the caller’s phone number and address prior to making any of the above calls.

Note: EAP counselors are NOT to go to an emergency situation/site. 
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Policy #    
 I – h 
Effective Date:  March 25, 2003



Revised:  December 4, 2018
Title: Assessing and Responding to Client Suicidality

Statement of Purpose:  Guidelines for assessing and responding to clients who may be suicidal
1. All clients, whether self-referred or supervisor-referred, should be carefully assessed for suicidality.  The EAP counselor can begin by noting the client’s responses to pertinent items on the EAP or PAS intake packet.  If the client marks any number other than “0”, the counselor should assess the client’s risk of suicide.
2. To assess suicide risk, the EAP counselor should use these two scaling questions:  a) “On a scale of 1-10, how depressed are you feeling right now?” and b) “On a scale of 1-10, how likely are you to hurt yourself or someone else?”  To further assess suicide risk, the counselor should ask about previous history of suicide attempts, suicide plan, means, family history of suicide, etc.   
3. If the suicide risk is determined to be serious, the counselor should create a “safety plan” with the client.  As part of this plan, the counselor may ask the client to sign a “Suicide Prevention Contract”. 
4. If the counselor determines that the client is likely to hurt themselves or attempt suicide, arrangements should be made to have the client go to a hospital emergency room.  Transportation can be provided by a friend or family member or by the Texas Tech Police.  Before contacting a friend or family member, a Release of Psychotherapy Notes form should be signed by the client.  A severely suicidal client should not be allowed to leave alone.  If they attempt to leave alone, the Texas Tech Police Department can be notified.  Under no circumstances should an EAP counselor try to physically restrain a client.
5. All assessment and clinical procedures undertaken should be carefully documented in the clinical progress notes for the client.  
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Policy #
I – i 
Effective Date: April 27, 2004



Revised:  December 4, 2018
Title: Maintaining Client Confidentiality 
Statement of Purpose:  To outline the procedures that should be followed when a person calls to cancel or inquire about an appointment with an EAP counselor
As noted in the EAP Client Handbook, a client’s confidentiality must be maintained in accordance with state and federal laws.  When someone calls EAP to cancel or inquire about an appointment with an EAP counselor, care must be taken to ensure that a client’s confidentiality is not violated.  That is the purpose of this policy.

Whenever a person makes an appointment (new or follow-up) to receive EAP or PAS counseling, the person’s name, contract, and phone number should be recorded in the appointment book kept in the receptionists’ area.  If there is more than one adult person involved, the names of all participating adults should be recorded. 

If someone calls to cancel or inquire about an appointment, the person who takes the call should verify that the caller’s name appears in the appointment book.  If the caller’s name does not appear there, the person taking the call must not disclose any information that would violate the confidentiality of any person whose name does appear in the appointment book.  Instead, the person taking the call can explain that since the caller’s name does not appear in the appointment book, state laws regarding confidentiality require that no requested action can be taken and no requested information can be given.  

EAP counselors should cover this policy during the process of obtaining informed consent from clients. In addition, the counselor is responsible for informing the client(s) of the backline number. 
II. Administrative Policies
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Policy #  
II – a 
Effective Date: November 17, 1998



Revised:  December 4, 2018
Title: EAP Quarterly Utilizations

Statement of Purpose: Procedures for Quarterly Utilization Reports
Each quarter the EAP sends utilization reports to each entity with which we are contracted to provide services. The utilization periods are as follows:


September - November


December - February


March - May


June - August

As the end of the quarter approaches, EAP counselors will be instructed to make sure that by the end of the day following the last day of the quarter, all counseling sessions and all professional activities are entered into the e-APSoft Clinical database.   

The quarterly utilization reports will be created for all contracts and they will be distributed to the person(s) who are expecting to receive the reports. 
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Policy #
II – b 
Effective Date: November 17, 1998



Revised:  December 4, 2018
Title:  Formal Supervisory Referrals
Statement of Purpose: Guidelines for providing assistance when there is a formal supervisory referral to EAP

Supervisors are encouraged to refer to the EAP employees who are experiencing difficulties.  These referrals may be either “informal” or “formal”.  An informal supervisory referral is when a supervisor encourages or recommends that an employee voluntarily seek EAP assistance for problems that may affect, or have begun to affect, job performance.  There is no requirement that the employee follow the supervisor’s recommendation.  A formal referral to the EAP is made when an employee is not meeting the expectations of their job.  It is typically part of a progressive disciplinary process intended to restore the employee to expected levels of performance.   

EAP counselors who are providing assistance when a formal supervisory referral has been made should do the following:

1.   The counselor should obtain the referring supervisor’s chief concerns.  Often the supervisor will submit a Supervisor Referral Form on which they have indicated their concerns.  If the counselor has not received a referral form, or if the counselor feels that additional information is needed, they should contact the referring supervisor to obtain that information.

2.   The counselor should ask the client to sign a “Release of Psychotherapy Notes” form, which permits the counselor to contact the client’s supervisor.  The counselor must explain to the client that they will be authorizing the disclosure of only limited pieces of information, as indicated on the release form.  These pieces of information are:

(a)  whether the initial appointment was kept;

(b)  whether the employee is being cooperative with the therapist;

(c)  whether the employee is being cooperative with the treatment plan;

(d) whether additional sessions requiring time away from work may be necessary.

Note:  Until and unless the client has signed the “Release of Psychotherapy Notes”, the case should be treated as a self-referred case and no information should be communicated to the supervisor. If the supervisor calls seeking information and a release has not been obtained, the counselor should ask the supervisor to speak to the EAP Director.

3.   If there is a release signed by the client, the counselor should contact the client’s supervisor as soon as possible after the session has ended and then report the pieces of information identified above.  In many cases, this will be immediately following the session.  If the session occurs in the evening, the supervisor should be contacted the next morning.  When the supervisor has confidential voice mail, as indicated on the supervisor referral form, the counselor may leave a brief message on the voice mail, but the client’s name should not be used (e.g., “The individual you referred to the EAP…”).  When confidential voice mail is not available, the counselor may ask for the supervisor to return the call, but care must be taken to protect the client’s confidentiality.  

4. Concerning the fourth piece of information authorized by the client (i.e., the need for additional sessions requiring time away from work), the counselor should ascertain if this will be allowed by the supervisor and if so, if the employee will be required to use sick leave, vacation time, or leave without pay in order to attend counseling.  (Note: The OPs for TTU and TTUHSC state that the initial session for a referred employee will not be charged to any of these.)

5. The counselor should let the supervisor know that they can contact the counselor at any time to relay any information about the employee’s behavior.  (This is a good practice since employees can perceive improvement when a supervisor does not.)  Supervisors should be contacted again after the third and final sessions and given information regarding attendance and cooperation.  All contacts with a referred employee’s supervisor should be noted on a “Supervisor Referral Contacts” form.

6. If it appears that a formally referred client has become uncooperative at any point in the process (e.g., begins missing or canceling appointments), call the supervisor to report the perceived lack of cooperation.  Before reporting non-cooperation, the counselor must consult with the EAP Director.
7. When reporting the successful completion of the mandated counseling, the supervisor should be informed that “relapse” is often part of the change process and therefore, follow-up work with the client may be necessary, if the supervisor allows it. 

The following points should also be considered when an EAP counselor is working with a formally referred employee:

1. If the employee is uncertain as to whether a supervisor’s referral is formal or informal, the counselor should encourage the employee to have their supervisor call the counselor or the EAP Director to clarify the matter.

2. In the event that an employee refuses to sign the “Release of Psychotherapy Notes” form, the counselor should explain the possible consequences of that choice (i.e., counselor will be unable to confirm attendance and the employee may be considered noncompliant).

3. Counseling sessions provided by the EAP in conjunction with a formal supervisory referral will not count against sessions the employee is entitled to under the EAP contract with their employer.
4. If, after satisfying the requirements formal supervisory referral, the client desires to use the sessions they are entitled to as an employee, the EAP counselor should inform the client that these sessions will be considered “self-referred” and no information will be fed back to the client’s supervisor.  The counselor should consider opening a new case folder, especially if the case changes from an individual case to a couple or family case.  If the employee has been coming to session on work time, the counselor should explain that the employee may now have to attend sessions on their own time.
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Policy #
II – c 
Effective Date:  December 7, 1998



Revised:   December 4, 2018
Title: Handling Toll Free Calls
Statement of Purpose: Provide guidelines for handling all calls coming into the Employee Assistance Program on the 800 number
EAP-eligible and PAS-eligible employees and family members are given the 800 number as a resource. During non-business hours, the 800 number is answered by the answering service. During business hours the calls will be answered by a receptionist in Psychiatry. The following protocol will be used for handling calls:

1. The person taking the call will determine if the caller is in crisis or if they have another need (e.g., want information about services).  If the caller is in crisis and the call is received during normal business hours, they should be transferred either to the EAP Director or to an available EAP counselor.

2. If the caller is not in crisis and is located outside of Lubbock, the person taking the call will provide them with contact information for the EAP/PAS provider in the caller’s area: 

      Abilene:     
     Marc Orner, Ph.D. NCC, LMFT     
915-690-1313

Amarillo:   
     Dayna Schertler, LCSW    


325-354-5620
Austin:

     Samaritan Center for Counseling

512-451-7337, then “0”
Dallas:    

     Charette Dersch, Ph.D., LMFT

214-529-3698
Odessa/Midland:        Samaritan Counseling Center
    
432-563-4144
      Wichita Falls:    
     Karen Kent, MA, LPC, LMFT   

940-322-3203 

If the caller is outside of Lubbock, but is not located in or near any of the above cities, they should be transferred to the EAP Director.  
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Policy #
II – d 
Effective Date: November 17, 1998



Revised:  December 4, 2018
Title: Correspondence with Outside Entities

Statement of Purpose: Provide guidelines for professional correspondence regarding EAP clients
For legal and ethical reasons, the confidentiality of EAP clients must be strictly maintained. Therefore, prior to releasing any client information, the EAP counselors must have the client sign a “Release of Psychotherapy Notes” form. A possible exception to this is when a counselor receives a subpoena or court order requiring them to submit documentation regarding services provided to a client. 
The EAP Director should be notified before any client information is released, whether to the client or any other entity.

Texas Tech University Health Sciences Center

Department of Psychiatry
Southwest Institute for Addictive Diseases

Employee Assistance Program

Program of Assistance for Students

Standard Policy and/or Procedure



Policy #
II – e 
Effective Date:  March 25, 2003



Revised:  December 4, 2018
Title: EAP Dress Code

Statement of Purpose:  Set forth expectations regarding dress and grooming for EAP staff 
All EAP staff are expected to maintain dress and grooming that projects a positive image of our Employee Assistance Program.    

Dress Guidelines  

EAP therapists and support staff should dress in appropriate business casual attire on Monday through Thursday.  
· For men, business casual attire includes a dress shirt (button-down), dress pants (i.e. chinos, khakis, slacks – no jeans!), and dressy or dressy casual shoes (no sandals or tennis shoes).  
· For women, business casual attire includes dress pants (chinos, khaki, slacks) or skirt, dress, blouse or shirt, and dressy, dressy casual, or fashion shoes.  Skirts should be no shorter than five inches above the knee when seated; likewise, slit skirts or dresses should not exceed this limit.  Sleeveless shirts or sweaters are appropriate in warmer weather on the condition that they are not excessively bare and do not reveal undergarments.  Shoes should be of a professional style (no tennis shoes, KEDS, other sport-looking shoes, or flip-flops); closed toe, peep-toe, pumps, dressy flats, heels, fashion shoes/boots are preferred.  Dressy sandals are acceptable with the appropriate outfit and for the appropriate season.  If sandals or peep-toe shoes are worn, feet should be properly groomed and maintained.  Panty hose are optional, as long as bare legs are fitting with the outfit and season.  

For public presentations or workshops, wellness fairs, and meetings with contract administrators, EAP staff are expected to dress in business attire.  For men, this includes wearing a dress shirt, dress pants, tie, dress shoes, and the potential to wear a suit jacket or sport coat.  For women, this includes pantsuits, skirts, dresses, or dress pants with a blouse or twin set.   Shoes should be of a professional style – closed toe, pumps, dressy flats, peep-toe, and heels are preferred.  Panty hose is recommended, but are optional at the discretion of the therapist with the consideration of the appropriate outfit.  

Casual Day on Friday  

In the interest of employee comfort, Friday has been designated as “Casual Day” for employees.  On these days, employees must use good judgment in determining what is appropriate to wear.  Although jeans are permitted, they should not be tattered or worn and they should be coupled with a nice shirt (polo style or button-down) or nice blouse, and nice shoes/boots (no sandals).  Clothing should be neat in appearance at all times.  
Employees should remember that certain activities and responsibilities might require them to wear business attire on a Friday.

Unacceptable attire includes, but is not limited to, the following: 

· muscle shirts, tank tops, halter tops, spaghetti strap tops, or shirts that reveal the 
 midriff

· torn clothing, cutoffs, and beach attire

· “hip-hugger” low cut pants or jeans

· mini-skirts, mini-skorts, and other skirts/shorts/pants that are 
 excessively short.  

· sheer or “see through” clothing

· plunging necklines

· spandex clothing

· tee-shirts, sweatshirts, sweatpants, and other workout attire

· slippers, casual sandals, tennis shoes, sneakers, or work boots

· clothing that is offensive, revealing, distracting, provocative or excessively tight

Grooming Guidelines  

Hairstyles, make-up, the grooming of beards and mustaches, and personal hygiene should be reasonable and in accordance with customary business practices.  An employee’s personal grooming and hygiene should contribute to a clean, neat appearance and impression.

Religion, Ethnicity or Disability  

Reasonable accommodations for dress or grooming directly related to an employee’s religion, ethnicity, or disability will certainly be accommodated.

Texas Tech University Health Sciences Center
Department of Psychiatry
Southwest Institute for Addictive Diseases
Employee Assistance Program

Program of Assistance for Students

 
Standard Policy and/or Procedure                                            Policy #            II – f 
Effective Date:  June 11, 2003                                      
  Revised:  December 4, 2018
Title: Evening Front Desk Coverage During Receptionist Absence
Statement of Purpose: Delineate responsibilities for providing front desk coverage during evening hours
 

In the event that the EAP evening receptionist is unavailable to perform regular duties due to vacation, sickness, or other circumstance, the following procedure should be followed to ensure that EAP and PAS clients are accommodated

.

1. As soon as the EAP evening receptionist is aware of the need to be absent, the EAP Director should be notified of that fact.      

2. The EAP Director will notify the Psychiatry receptionists and request that they post signs on the windows of the reception area, informing new and returning clients that the evening receptionist is out and their counselor will come to get them at the time of their appointment.  The Psychiatry receptionists will also be asked to set out intake packets and new clients will be instructed to complete the packets while they wait for their appointment.  

3. The EAP Director will inform the counseling staff of the evening receptionist’s absence and remind them that they must get their clients from the waiting room at the time of their appointment.
 
Texas Tech University Health Sciences Center
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Southwest Institute for Addictive Diseases

Employee Assistance Program

Program of Assistance for Students

Standard Policy and/or Procedure



Policy #
II – g
Effective Date:  June 11, 2003



Revised:  December 4, 2018
Title: Safety Policies and Procedures

Statement of Purpose: Set forth procedures that should be followed in order to maintain an environment as safe as possible for EAP/PAS clients and staff

The Southwest Institute fully supports the safety philosophy of TTUHSC and the policies and procedures that the institution has adopted in order to provide a safe and secure environment for patients, clients, and staff.  We cannot, however, guarantee the absolute safety of any one individual.  Personal safety begins with individual responsibility and personal awareness.  

TTUHSC Safety Policies

The following are university-wide policies.  EAP staff must abide by these policies.   Violations of the safety policies must be reported to an administrator or supervisor.

a. Use, possession, sale, delivery, distribution, or intoxication of alcoholic beverages is prohibited.  Furthermore, the use, possession, sale, delivery, distribution, or under the influence of any narcotic, drugs, medicine prescribed to someone else, chemical compound or other controlled substance and/or possession of any drug related paraphernalia is prohibited.  
b. Use and/or possession of weapons, including handguns, firearms, ammunition, fireworks, explosives, noxious materials, incendiary devices, or other dangerous substances; attempting to ignite and/or the action of igniting University and/or personal property on fire either by intent or as a result of reckless behavior which result in damage is prohibited.  
c. Violence in the workplace will not be tolerated, per TTUHSC OP 76.08.  Violence in the workplace can be defined as the acts of threats or violence that arise out of either disputes or antagonistic interpersonal relationships between employees, visitors, customers, and/or their employees in and around the place of employment.  Workplace violence can be categorized into three areas:  stranger violence, client violence, and employee violence.  
Responding to Violent or Verbally Abusive Behavior
EAP staff and other service providers are expected to use good judgment and attempt to resolve threats to safety situations fairly, without denying services, as long as the work environment can remain free from violence, threats, and/or aggression.  
When responding to a person who displays violent or threatening behavior that places staff, or other clients in fear for their safety, the following procedures should be used:

1. Remain calm and speak in a calming voice.  

2. Call 9-911 (Texas Tech Police).    

3. Alert another staff member; if necessary, use an emergency code word (Dr. Black).*   

4. If the person comes from any agency to which TTUHSC has agreed to provide services (Federal Probation, Bureau of Prisons, or Pre-Trial Services), the EAP counselor should notify a SWIAD administrator so that the appropriate probation officer can be notified. 

When a client becomes verbally abusive, the following steps should be taken:

1. Remain calm

2. Deal directly with the issue or request that the supervisor deal directly with the issue; if the situation escalates, use an emergency code word (Dr. Black) and/or call 9-911.*   
3. Call TTU Police at 743-2000 and report the incident.
4. If the person comes from any agency to which TTUHSC has agreed to provide services (Federal Probation, Bureau of Prisons, or Pre-Trial Services), the EAP counselor should notify a SWIAD administrator so that the appropriate probation officer can be notified. 

* If another employee uses the code word (Dr. Black), call 9-911 for police response, then contact a supervisor.  

Other Safety Measures for EAP Staff
1. In the evening, there must be at least two EAP personnel present (two counselors or the evening receptionist and a counselor) when an EAP counselor is in session.  Although counselors may choose to be alone in the Department when performing case management duties, the preferred situation is for there to be at least two staff members present at all times.     

2. If an EAP counselor has reason to believe that a client or a member of the client’s family might become violent, the counselor should communicate that possibility to a supervisor and at least one other person who will be present in the clinic at the time of the session.  The Texas Tech Police Department (742-2000) also can be on-site when requested by providers. 
3. EAP counselors should notify the evening receptionist when they leave the department.  If they are exiting the HSC building after dark, counselors should consider having someone accompany them (another counselor or a family member or friend).  TTUHSC security or police may be called upon to escort the staff person to their vehicle.
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