
July 14, 2011�

MEMORANDUM NO: 060-11HR�

TO:                  Agency Administrators�

FROM:             Bobbie Chappell, Director of Human Resources�

VIA:���������������������Rip Colvin, Executive Director  

RE:                 Policy Clarification 2011-#004: The Employee Assistance Program -General 
Terms and Policies Governing Time Off 

The Workforce Development and Benefits Team have issued Policy Clarification: 2011-
#004, The Employee Assistance Program - General Terms and Policies Governing 
Time Off. 
 
Given that all State Personnel System (SPS) agencies, the Justice Administrative 
Commission, and the circuits/agencies it administratively serves receive Employee 
Assistance Program (EAP) services under the same contract and that employee access 
to these benefits should be uniform and equitable, it is necessary to address some 
basic principles for using EAP.  In addition, when a supervisor or manager refers an 
employee to the EAP, it is important that any necessary participation during work hours 
be administered consistently and pursuant to applicable laws.  Therefore, this policy 
clarification articulates general policies concerning EAP and provides specific guidance 
to supervisors and managers on attendance issues. 
 
Please contact Andy Snuggs at SnuggsA@justiceadmin.org if you have any questions. 
 
Thank you. 
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