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Protocol for Company Mandatory Referrals 
1. Call or e-mail the Alternatives EAP Care Manager of mandatory referrals about when the employee’s first session is scheduled (To be done as soon as possible).

2. Secure a release of information from the employee allowing you to communicate to the EAP, and for the EAP to communicate back to the employee’s employer.  DO NOT proceed without the release.
3. As part of your in-depth clinical assessment of the employee, you will need to determine four things:
· Level of cooperation

· Diagnosis

· Prognosis

· Treatment plan

4. As soon as possible after your assessment is completed, call the Alternatives EAP manager of mandatory referrals to review your findings.

5. After staffing the case with the EAP Care Manager, an action plan/treatment plan will be agreed upon for the employee.  Another face-to-face visit by the employee is typically necessary to review the final action plan/treatment plan and have employee agree in writing.   Be as specific and concrete as possible so the employee knows precisely what is expected of him/her.  Ask the employee to sign the document and make it a part of the permanent clinical file. A sample Action/Treatment Plan can be found at atLifeEAP.com.
6. If the employee has been referred to outside services, make sure the referral source is covered by the employee’s health insurance plan.  Maintain close contact with the provider, with instructions to be contacted if the employee is ever non-compliant with treatment.

7. Wherever the employee is referred to, demand the employee complete your plan as soon as possible, with no excuses. 

8. Post-treatment, plan on monthly half sessions for three to six months to monitor the employee's progress.  Please schedule the employee at the end of each session and provide her/him with the next appointment in writing before s/he leaves.tc "CLIENT UPDATE"
9. After each monitoring session, call or e-mail a brief status update to the EAP Care Manager as soon as possible. DO NOT communicate with the employee’s company.  DO immediately communicate indications of non-compliance.
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