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1. PURPOSE

The purpose of this Organi zati onal Work Instruction, (OW)
is to docunent the procedure by which the Enpl oyee

Assi stance Program (EAP) Office provides services for

enpl oyees experienci ng enotional stress, nental health

di sorders, famly or relationship difficulties, financial
and/ or | egal concerns, and al cohol or drug abuse probl ens.

APPLI CABI LI TY

This procedure applies to the Enpl oyee Assistance Program
at the Marshall Space Flight Center

APPLI CABLE DOCUMENTS
42 U.S.C. Section 290dd-2 Confidentiality of Records

42 C.F. R Chapter 1, Part 2, Confidentiality of Al cohol
and Drug Abuse Patient Records

NPD 1830.1 NASA Enpl oyee Assi stance Program
NPG 3792.1, NASA Plan for a Drug-Free Wrkpl ace
NPG 1441. 1, NASA Records Retention Schedul e
DEFI NI TI ONS

DFWP — Drug- Free Wor kpl ace Program

EAP — Enpl oyee Assi stance Program

OPM — O fice of Personnel Managenment

| NSTRUCTI ONS

The EAP provides for an initial conprehensive assessnment
of the enployee’'s or famly menber’s needs, and when
i ndi cated, acute crisis intervention, or short-term
counseling. Referral may be nade to outside professional
service providers for longer termand/or foll owup care.
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The guidelines established in the referenced “Applicable
Docunents” above will be adhered to in all matters rel ated
to the Enpl oyee Assistance Program

NOTES

The MSFC EAP is required to support the Agency’'s legally
mandat ed Drug- Free Wor kpl ace (DFWP) Program

SAFETY PRECAUTI ONS AND WARNI NG NOTES

The confidentiality of EAP records, relating to al cohol or
drug abuse, education, prevention, training, treatnent,
rehabilitation or research by or concerning a particul ar
enpl oyee is protected under 42 U S.C Section 290dd-2, and
i npl enenting regulations at 42 C. F.R Chapter 1, Part 2.
Persons who violate these provisions may be subject to
personal liability, including crimnal penalties.

APPENDI CES, DATA, REPORTS, AND FORMS

None

RECORDS

Records Type: Case Files Non-Medi cal

Responsi bl e Party: EAP Coor di nat or

Location: MSFC Medical Center, Building 4249, Room 126
Records Retention Schedule: The records of all enployees
served by the EAP may not be accessed without the witten

perm ssion of the enpl oyee except as authorized by Federal
| aw and regul ati on.

Non- Medi cal records will be filed in a |lockable file
cabi net and mai ntai ned for one year while active. After
deactivation records will be staged in a separate file

drawer for one year and then (shredded) destroyed,
according to NPG 1441.1 EAP counselors providing direct
services to NASA enpl oyees are responsi bl e for naintaining
aggregate data required for neeting annual OPM and
congressi onal reports and data for conpliance with program
metrics.
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10. TOOLS, EQUI PMENT, AND MATERI ALS

None

11. PERSONNEL TRAI NI NG AND CERTI FI CATI ON
Only licensed nental health counselors will perform EAP
counseling. The license nust be valid in the United

St ates but need not be issued by the State of Al abanms.

12. FLOW DI AGRAM

None
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