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SECTION 417  CIVILIAN EMPLOYEE ASSISTANCE PROGRAM (CEAP)

1.  Policy.  It is the policy of the Department of the Navy (DON):

  
a.  To assist employees in overcoming performance or conduct deficiencies caused by misuse of drugs or alcohol or by other personal problems;


  b.  To recognize alcohol and drug dependency as treatable health problems where job performance and/or conduct are impaired as a direct consequence, and that employees having these illnesses will receive the same consideration  and offer of assistance that is extended to employees having other illnesses or health problems;


  c.  That DON is concerned with the employee’s use of alcohol only as it may affect job performance or the efficiency of the service; (however, the DON does not condone employee drug activity or other actions contrary to law.  Alcohol or drug abuse will not bar management initiated corrective action, including removal, based on illegal activities or when otherwise warranted);


  d.  That employment or promotional opportunities will not be jeopardized because of prior alcohol or drug abuse or by a request for counseling or referral assistance and the confidential nature of counseling or medical records of individuals who participate in the program will be preserved;


  e.  To grant sick leave or leave without pay for alcohol or drug abuse treatment or rehabilitation as with any other illness or health problem;  (When an employee participates in treatment of a condition personal to the employee’s immediate household where family therapy is an element of the treatment regimen, sick leave is appropriate.);


  f.  That employees who may have an alcohol, drug abuse, or other personal problem are encouraged to voluntarily seek counseling and information from designated CEAP counselors;


  g.  That employee referral to or participation in the CEAP will not be based on the grounds of race, sex, age, physical or mental disability, religion, or national origin;  


  h.  That CEAP shall not include treatment or rehabilitation.  Employees are responsible for all costs of treatment and rehabilitation.  

2.  Definitions.  These definitions are only for the administration of the CEAP.  They are not intended to modify or influence definitions applicable to statutory provisions and regulations which relate to disability benefits or to criminal or civil responsibility for an individual’s acts or omissions.


  a.  Alcohol/Drug Abuse.  Use of a drug or alcohol to an extent that it has an adverse effect on performance, conduct, interpersonal relations, or mission effectiveness, and/or the user’s health, behavior, family, or community.


  b.  Civilian Employee Assistance Program (CEAP).  A program offering assistance to employees who have problems involving alcoholism, drug abuse or other serious personal problems which result or may result in or contribute to deficiencies in job performance or conduct.


  c.  CEAP Administrator.  The individual responsible to ensure that the provisions of CPI 792 are met.


  d.  CEAP Counselor.  The individual responsible for conducting the initial interview with an employee, explaining the provisions of this program, determining the nature of the personal problem, and referring the employee to a source of assistance located within the local community.


  e.  Reasonable Accommodation.  Reasonable accommodation, with respect to any employee who establishes that his or her deficient performance or conduct is caused by a physical or mental impairment, is the referral of the employee to CEAP for diagnostic counseling and the referral for treatment or rehabilitation or other assistance; the granting of leave for treatment; rehabilitation or assistance, and a reasonable opportunity to demonstrate minimally acceptable performance or conduct.  


  f.  Treatment.  The process of alleviating the physical and psychological effects of substance abuse, including withdrawal symptoms and medical conditions resulting from 

substance abuse.  Treatment is always under medical supervision.  It is a prelude to rehabilitation.


g.  Rehabilitation.  The processes of restoring to effective functioning individuals who have been impaired by alcoholism, drug addiction or other dependencies.  Rehabilitation occurs after treatment has been completed and may be in a clinical or non-clinical setting.  Ordinarily, rehabilitation involves individual or group counseling or participation in self-help organizations such as Alcoholics Anonymous.

3.  Action.  


  a.  When an individual’s job performance, attendance or conduct is unsatisfactory and the person is unable or unwilling to correct the situation, either alone or with normal supervisory assistance, this may be an indication of an emotional or alcohol/drug related problem which may be compounding the problem of poor attendance, job performance or conduct.  Supervisors will not attempt to make medical diagnoses of employee personal problems; rather, supervisors should observe employee actions for signs of a problem which is impacting on performance or conduct and take appropriate action.  If a personal problem of a type covered under CEAP appears to be present, they will direct the employee, in writing, to the designated CEAP counselor for counseling or referral assistance.  If the employee refuses help and/or the performance, conduct or attendance continues to be unsatisfactory, management will take other corrective action.


  b.  No employee’s job security or promotional opportunities will be jeopardized as a result of either the individual’s voluntary request for counseling or referral assistance or the supervisor’s directed contact for such assistance, except as limited by regulations relating to sensitive positions.


  c.  The confidential nature of medical records of individuals with alcohol, drug, or other personal and/or emotional problems will be preserved in the same manner as all other medical records.


  d.  Sick leave, annual leave and/or leave without pay will be granted for the purpose of treatment or rehabilitation as with any other illness.

4.  Responsibility.


  a.  Activity Heads.  Activity Heads shall:


(1) Ensure that the provisions of the CEAP are made available to employees. 


(2) Ensure that all supervisors of civilian personnel attend required training; 

       
(3) Ensure that all employees receive prompt referrals to a CEAP counselor; and

       
(4) Ensure that the name(s) and organizational location of CEAP counselor(s) are posted on official bulletin boards.

    b.  Supervisors.  Supervisors shall: 

        (1) Be aware when an employee’s job performance is deteriorating or behavior pattern is adversely changing. 

        (2) Identify and document instances of deficient work performance or changes in behavior;



    (3) Discuss any performance or conduct deficiencies with the employee to determine if the problem is work-related or personal. If the noted deficiencies may be caused by a personal problem that is covered by CEAP, consult with your HRO Labor Advisor or the CEAP counselor for possible referral to CEAP counseling.  If referral is made, it shall be made in writing.  Exhibit 1 is a sample letter.  No attempt shall be made to make medical diagnoses of the employee’s personal problem.



   (4) Grant official time to see a CEAP counselor.  Sick leave, annual leave, or leave-without-pay may be granted for treatment or rehabilitation subsequent to counseling.





   (5) Give the employee a reasonable opportunity to improve performance or conduct following any CEAP referral.  

If the employee’s performance or conduct does not improve within a reasonable time after being referred to a CEAP counselor, consult with your HRO Labor Advisor for further guidance.


  c.  Employees.  Employees are responsible for:


(1) Being aware of the provisions and procedures of the CEAP;


(2) Participating in the CEAP when they become aware of any personal problem which results or may result in deterioration of their work performance or behavior.  Employees may refer themselves to CEAP counseling without their supervisors’ referrals;

      
(3) Cooperating with supervisors and CEAP counselors; and

       
(4) Correcting the unacceptable performance or conduct with or without assistance from the CEAP.


  d.  Human Resources Office, Commander Navy Region Hawaii (HRO COMNAVREG Hawaii).  HRO COMNAVREG Hawaii will provide CEAP advice and assistance to all levels of management and program information to civilian employees.  

5.  Competence for Duty Examination.


  a.  Where there is reason to suspect that a civilian employee on duty is under the influence of a controlled substance or alcohol, the employee shall be immediately relieved from duty and referred to a Naval medical facility for competence for duty evaluation to determine whether the employee can perform his/her duties.  Prompt examination is imperative if an employee may seriously endanger life, property, or national security while in the performance of his/her duties.


  b.  A responsible official (preferably the supervisor) will accompany an employee who is referred for a competence for duty examination to a naval medical facility.


  c.  The medical officer or other designated physician shall make a clinical evaluation of the employee’s condition and advise management of the findings.


  d.  When it is not possible for the activity to obtain a medical examination, the activity may make a lay determination based on observation of the employee’s overall condition.


  e.  If the employee is determined by the medical officer to be under the influence of a controlled substance or alcohol, management will arrange a session for the employee with a CEAP counselor, at the earliest date when it is appropriate.


  f.  At no time should the employee be released from work and allowed to leave the job without someone accompanying him/her, unless released by a competent medical authority.

6.  Relationship to Disciplinary Action.  The CEAP supplements, but does not replace disciplinary action for dealing with employees who have drug or alcohol abuse problems.  The Americans With Disabilities Act of 1990 provides that management may hold an employee who engages in the illegal use of drugs or who is an alcoholic, to the same job performance and behavior standards as other employees, even if any unsatisfactory performance or 

unacceptable behavior is related to the drug use or alcoholism of the employee.  

EXHIBIT 1

CEAP REFERRAL LETTER

From:
(Supervisor’s Organizational Title)

To:

(Employee)

Subj:

CIVILIAN EMPLOYEE ASSISTANCE PROGRAM (CEAP) COUNSELING

1.  I hereby direct you to report to a CEAP counselor.  An appointment has been made for you to see 
(Name)
 on 
(Date)
 at (Time) at 
(Location)
.

2.  If you need assistance for a condition covered by CEAP, you are encouraged to seek effective treatment.  You will be authorized leave for such treatment, including in-patient treatment. Whether you pursue treatment or rehabilitation is a voluntary matter for you to decide.  However, failure to correct your behavior and/or performance deficiencies will subject you to disciplinary action, to include removal from the Federal service.

3.  If you have any questions, please see me or contact me at (Telephone no.).















(Supervisor’s signature)

Copy to:

HRO CNR HI Code N01CP.1B 
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