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EMPLOYEE ASSISTANCE PROGRAM




Your Village EAP provides professional guidance for:

F

Emotional Health

Workplace Issues

Health Risk Assessment/

Nutritional Counseling
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Village EAP

Services are:

 Strictly Confidential

—The discussion of any concerns are between you
or your household member and your/their
counselor

* At no cost to you or your household members

* Flexible
* Available Nationwide

* Available 24/7-365 for Acute/Immediate Needs
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HOUSEHOLD AGGREGATE
SESSION MODEL

4 sessions per household member, per year
into the aggregate pool

No less than 8 sessions for a household
« If you live by yourself, you have access to
8 sessions each year

Pooled sessions may be shared amongst
household members as needed

Sessions renew each year

Example — household of five has 20 shared
sessions available to them each year, and an¥
member of the household may use up to all o
their household sessions.

A household member is anyone that is a resident of
the employee’s household or considers it their
primary residency.
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Couples Counseling

Two-Career Families
Parent/Child Conflicts
Relationship Issues
Children’s Issues

Single-Parent Families




Eating Disorders
Guilt and Self-Esteem

Stress

Navigating Change in our Lives
Suicide Issues

Feelings of Depression/Anxiety
Grief

Emotional Problems

Elderly Parent Care Issues




Drug/Alcohol

Issues

Child, Adolescent or Adult
Chemical Dependency (CD) Assessment with
a Licensed Addiction Counselor (LAC) or
Substance Abuse Professional (SAP)
Prevention Education — following an
evaluation
Relapse Prevention/Aftercare Support
EAP does not cover treatment

* Medically based service typically covered

by insurance
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Workplace Issues

Employee relationship issues

Coping with stress
Work-life blend

Positively navigating change

Performance concerns

Promotions
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Financial

Wellness ® .

Financial Coaching/Counseling

Pre-Marital Financial Counseling

Debt Management

Budget Counseling and Education

Compulsive spending/gambling

Credit information/assessments

College Student Loan Planning
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BUSINESS INSTITUTE
EMPLOYEE ASSISTANCE PROGRAM

—

FAMILY/CIVIL LAW ISSUES

Neighborhood/ Tax Questions/Concerns Will Concerns
Property Disputes

Motor Vehicle Issues Divorce Child Custody



* Free 30-minute phone call with a
practicing attorney.

* If you retain an attorney, receive up
to 25% off their services.

Village EAP members can use legal and
or financial resources to help with
identify theft concerns, as well.

Legal Information
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Community-
Based Wellnhess
Classes

Community Ed Classes Sleep Hygiene
Parenting First Time Homebuyers
Childcare or Eldercare Resources Money Wellness
Mindfulness Anger Management
Nutritional Wellness College Students and Money
o®>
*Call the Village EAP (800) 627-8220 for advance approval. E“Illage



State that you’d like to use your

Village EAP benefit with your employer.

That’s it!




Village EAP
User-Site

FOR EMPLOYEES

As an employee covered by The Village Employee Assistance Program, you have access to a
variety of benefits focused on your personal well-being. This includes short-term, wellness-
based mental heath counseling; financial counseling; legal advice; nutrition counseling and more — all

1 AM AN EMPLOYEE

at no cost to you.

e Visit www.VillageEAP.com
* Enter the case-sensitive passwor

“VillageEAP”
* Click on “l am an Employee”
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http://www.villageeap.com/

o9
- [ ]
E“I age HOME SERVICES~ PROVIDERS LOCATIONS~ DONATE [elannac ol F ey
FAMILY SERVICE CENTER

EAP RESOURCES BY TOPIC

Aging & Elder Care | Alcohol & Drugs | Anxiety & Depression | Financial Wellness | Grief & Loss | Health & Wellness | Leadership Development | LGBTQ+ Issue

Organizational Well-Being | Parenting | Relationships | Suicide Prevention | Work/Life Blend

AGING AND ELDER CARE

» HANDOUTS

Hi! How can we help you? &

EAP RESOURCES BY TOPIC

* Aging & Elder Care

* Alcohol & Drugs

* Anxiety & Depression

« Financial Wellness

* Grief & Loss

» Health & Wellness

» Leadership Development
« LGBTQ+ Issues

* Organizational Well-Being
» Relationships

- o ‘Tf/ . Carin.for Eldersl— a|.“.j Ourselves ° SUICIde Preve ntlon
o ABOUT BLOG CAREERS EVENTS MEDIACENTER REFERRALS WAYS TO GIVE o WOrk/Life Blend
e Visit Enter the case-sensitive password: “VillageEAP”

- “lam an Employee” > EAP Resources by Topic
* Webinars, handouts, websites, and more!

BUSINESS INSTITUTE



http://www.villageeap.com/

Village EAP

User-Site

*Subscribe to our monthly newsletter

*Share the orientation video with your household members
eLearn about the couples’ checkup assessment

*Access the CheckUp & Choices site for a free, confidential
screening around your alcohol use

*Discover resources by category

*Register for a FREE Business Bite Webinar
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https://my.checkupandchoices.com/screener?_ga=2.45955364.1032796078.1618853756-748554499.1618853756

THE BUSINESS

UPCOMING WEBINARS

A
~-w, §

OCTOBER 12: NAVIGATING
Join us from noon to 1 pm on CONFLICT IN THE WORKPLACE
certain Wednesdays for these

FREE online training seminars!

OO0 NOVEMBER 9: PRACTICAL GRATITUDE:
CALNIAEE.  Visit TheVillageFamily.org/Eventbrite EXPANDING YOUR LANGUAGE OF APPRECIATION

. =1L
ok # or scan this QR code to register for
' any of these sessions

DECEMBER 14: DEVELOPING
A GROWTH MINDSET

1.800.627.8220 | TheVillageFamily.org
VillageEAP.com (password: VillageEAP)




Questions?

1-800-627-8220

www.VillageEAP.com

(case-sensitive password “VillageEAP”)



http://www.villageeap.com/

UPERVISOR QUICK-REFERENCE GUIDE

Topics:

Counseling

Supervisor Helpline
Supervisor Referral Process
Performance Concerns
Organizational Training

Organizational Development
Consulting

Employee Safety Concerns
Crisis Management Services

SUPERVISOR QUICK REFERENGE GUIDE

Welcome to The Village Employee Assistance Program (EAP)!

most of the professiona:
The Village Busi

CUUNSELING

aress, such as
* Relatonship Issues

- Drug and Alcshol Abuse
= Workplace lssues
- Financial & Legal Counseling
« Emotional Heath
= Nutritionsal Health

Making an Appointment
Call 1-800-627-8220 and state that
access your Village EAF

SUPERVISOR HELPLINE

The V & EAP Supervisor Helpline can
guldance and sup)| on & varist
legal consuliation), such as

chuding

* Addressing perio

- Drug-Free Workplac

* Workplace harassmy

+ Job safety concerns

« Addressing workplace conficts

Call 1-800-627-8220 and ask for The Viliage EAP
Supervisor Helpline. The Helplir om
Bam.105pm. CST, Monday t

SUPERVISOR REFERRAL PROCESS

Supervisor referrals are & resource for supporting
your employees

Informal Referral
s challen

¢ Issues

tham of thair Viliage EAP benefit

Formal Referral
formal lelc ral s avadsble

ase manage
updates o management
To access formal referral lorms vist

m‘u/ Vil a'- AP.com (p

PERFORMANCE CONCERNS

for addrassing performance ssues

Ohenrﬂion and Foedback
Sc, observable,
S close o the

De:unnﬂhng Performance Problems
emain obpective, and identily

en document
rformarce :rub ems and

< for improvement
performance
n & reulral,

performancs
ded questions and
tons and get a

“Find the complete Supervisor's Gasde 3t waw VIgeEAP com (password: WITageEAP)
Village EAP > For Supervisors > Supervisor's Guide
Questions? Call 1-800-627-5220 and ask for The Willage EAP Supervisor Heipline.
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SUPERVISOR HELPLINE

The Village EAP Supervisor Helpline can provide
guidance and support on a variety of issues (excluding
legal consultation), such as:

* Addressing performance issues
Drug-Free Workplace/DOT violations
Workplace harassment issues

Job safety concerns

Addressing workplace conflicts

Staffed Monday - Friday 8 am — 5 pm, CST
Call 1-800-627-8220
Ask for the Village EAP Supervisor Helpline

BUSINESS INSTITUTE



Supervisor Referrals

* Supervisor referrals are a resource for
supporting your employees.

v
N

* Two Types:
1. Informal Supervisor Referral

2. Formal Supervisor Referral

00’
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Informal Supervisor Referral

* When life feels challenging for
employees, remind them of their
Village EAP benefit.

e Strictly Confidential

* Give them our contact information

“ .ii
gsmzs! lllll gge
The Village Employee Assistance Program

800-627-8220

Confidential and comprehensive counseling services for
employees and managers provided nationwide.
When you call, please identify the company you are with and say
that you are accessing The Village Employee Assistance Program.

www.VillageEAP.com
BUSINESS IHSTITUTEg

Password: VillageEAP




Formal Supervisor Referral

* Performance Concerns or
* Drug Free Workplace/D.O.T. Violations

VBI’s Role:

Support employee with goals their employer has set for
them, along with personal concerns affecting
performance.

Case manage referral
Provide feedback to management

The Supervisor’s Role:
Manage the employee’s performance:
Provide consistent feedback
Conduct regular check-in meetings

Offer your employee support, tools, resources
Provide feedback to VBI’s case manager

BUSINESGS IH3TITUTE



Formal Referral Forms & Tutorial Videos:

www.VillageEAP.com (password: VillageEAP) = | am a Supervisor = Formal Referrals

Aﬂuflllih_l_Wlljl'-'Ml ! @ Formal Referral for Job Performance Is... 0

FORMAL ™
SUPERVISOR

FOR JOB PERFORMANCE ISSUES
Emploryies's Jols Tothe

REl > AL

JOB PERFORMANCE ISSUES

~»

Share

@ Formal Referral for Drug-Free Workplac... (L)
Watch later

' FORMAL SUPERVISOR

‘ l-r\r)AL
ADDITIONAL m--lﬂ'l's BY REFERRING SIJF'EH.'FIS-U'H | REI—

{Superviser: Altsch relevant documentation perbai n.|.11rt :rrpl v jeb performancel
serrvialions Bave b "l1|-* L pe ] =} b DRUG-FREE WORKPLACE ISSUES

[ A
[l EHiga g

~»

Share

Watch on (8 YouTube

Employee Signature and Eelease of Information

Questions? Call 1-800-627-8220. Ask for the Supervisor Helpline.

£
:villa
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http://www.villageeap.com/

Addressing Employee Performance
Concerns




Observation and Feedback

* Specific, observable, verifiable

SSSSSSSSSSSSSSSSS
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Documenting performance problems

* Focus on facts
* Remain objective

* |dentify key problems and patterns

Check with HR for any specific company
procedures and guidelines.

BUSSﬁﬁéélﬂélm‘Me




Constructive Confrontation

¢ Plan for the meeting: Prepare a written document listing
the specific performance problems and outline the goals and
objectives for improvement.

e Schedule the meeting as close to the performance issue as
possible, and hold it in a neutral, confidential setting.

e Conduct the meeting: Remain professional, respectful and
stay focused on performance. State the facts. Ask open-ended
guestions and practice active listening. Explore solutions and
get a commitment to the improvement plan.

e End on a constructive note and schedule a follow-up
meeting.

a USINES 8 Péﬁ!mﬂr‘fﬁ!



1. Trust your instincts: If you feel uneasy
about someone’s personal safety, take
them aside and ask these direct
guestions:

* “Are you having thoughts of killing
yourself?”

* “Are you having thoughts of harming
or hurting someone else?”

Asking directly will not encourage or give
employees ideas to harm themselves or
others.

In fact, if they are suicidal, it can relieve
pressure and be comforting that someone

has noticed their struggle.
BUSINEES INSTIM




2. If there are imminent concerns for
safety, don’t leave the employee
alone. Call 911 and/or assist in
arranging for safe transportation to
the emergency room.

3. If there are not imminent concerns
for safety, check in regularly with the
employee to see how they are doing.
Encourage use of mental health
counseling using the Village EAP.

4. Remind all employees on a
regular basis about The Village EAP
benefits that they have available to

them.
.ii
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THE VILLAGE BUSINESS INSTITUTE

TRAINING & CONSULTING SERVICES

Organizational
training
Tailored training.
Delivery:
On-site
Live webinar

Pre-recorded session




Training Categories Include:

« Supervisor/ Leadership
Training

 Employee/Team Training

* Regulatory and Compliance
Topics

» Personal Wellness & Self-
Care

 Financial Wellhess




Reduced-EAP rate:

e Leadership Coaching

e Workplace Mediation

e Organizational Assessments

e Employee Engagement Surveys

e Strategic Planning/Group Facilitation

For more information, call 1-800-627-8220
and ask for the Village EAP Supervisor
Helpline.

BUSINESS INSTITUTEg
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Crisis Management Services

Cope with crises that impact the workplace,
such as accidental death, suicide, homicide,
robbery, or any other critical incident.

Help employees reduce the negative
consequences of a crisis and return to productive
levels of functioning.

To set up services, call 1-800-627-8220 and ask
for the Village EAP Supervisor Helpline.




Village EAP User-Site:

Visit www.VillageEAP.com
Enter the Case-Sensitive Password: “VillageEAP”

FOR EMPLOYEES

After |Ogglng |n, A - N SRR : \ As an employee covered by The Village Employee Assistance Program, you have access to a
I. k , ' ¥ ’ * & 3 variety of benefits focused on your personal well-being. This includes short-term, wellness-
Click on ‘ | 3 (" based mental heath counseling; financial counseling; legal advice; nutrition counseling and more — all

“ am an Employee’

at no cost to you.

1 AM AN EMPLOYEE

*Subscribe to our monthly newsletter
Check out your *Share the orientation video with your household members
Village EAP Learn about the couples’ checkup assessment
Resources Today! *Access the CheckUp & Choices site for a free, confidential
screening around your alcohol use
*Register for a FREE Business Bite Webinar s g

BUSINESS INSTITUTE
EMPLOYEE ASSISTANCE PRO!



https://my.checkupandchoices.com/screener?_ga=2.45955364.1032796078.1618853756-748554499.1618853756
http://www.villageeap.com/

Quick Ways to Remind Employees of The Village EAP:

Send a personal email to your team that
references The Village EAP and how to access it.
(They just need to call 1-800-627-8220.)

New message
Jane Smith
Subject Thinking of you during this stressful time!
Remember that you have access to The Village EAP. They'll

help you find simple, effective solutions to your problems. In
fact, you don't need to have “a problem” to benefit from taking

advantage of these services. It's free and confidential. Just call
1-800-627-8220 and mention that you'd like to use your Village
EAP benefit through our organization.

Handwrite a note and post it to your team
bulletin board. (They’re no longer seeing a poster
Take care of you, team! that has been in the same spot for months.)

A
tviliage
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Quick Ways to Remind Employees of The Village EAP:

Print each month’s newsletter.
Post in shared spaces.
(restroom, water cooler, coffee pot
— high traffic areas.)

NE 1S _‘:‘!‘
UNDERSTANDING §
PRONOUNS

Employee newsletters are sent to you each month
and archived on your user-site.

B SINESS IHSTITUTE



Talk about it.

Be intentional.




Resources —
Quarterly Supervisor Newsletters

g

IS NEARING B BUR

5 Signs Your Employee is
Nearing Burnout

Supporting & Recognizing
Employee Mental Health

e LR a-.,.-n— g e
e e Tt = uu L b e e e e 1090617 BEI0

www.VillageEAP.com (password: “VillageEAP”) = “l am a Supervisor”=> Supervisor Newsletters
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https://www.thevillagefamily.org/sites/default/files/May%2021%20EAP%20Newsletter.pdf
https://www.thevillagefamily.org/sites/default/files/May%2021%20EAP%20Newsletter.pdf
https://www.thevillagefamily.org/sites/default/files/May%2021%20EAP%20Newsletter.pdf
http://www.villageeap.com/

Resources —

W EGESRRWES

Caring for Elders — and Ourselves

As the baby boomer population ages,
more Americans are becoming caregivers.
This responsibility can take its toll.
Follow these reminders for the sake of your,
and your loved one’s, health and well-being.

1. Ask family members for help. Include them in decision
making. Let fhem know how you appreciate their help and
that you cannot do it all
2. Share the tasks. Make a list of weekly tasks, snd share
it with your family. You dont have fo do evenything.
3. Stay involved. Make time for social activities and . “‘
friends, even if it's only 3 phone call o coffee date SIGNS OF CAREGIVER STRESS
4. Join a caregiver support group. Learning about the As 3 caregiver. you may be 5o focused on your loved cne
worties and concerns of other caregivers is useful, and you that you don't realize that your own health and well-being
maty have the chance 1o help others are suffering. Watch for these signs of camgiver svess:
&. Find respite care. Check with the medical staff where ® Fesing overwheimed o constantly worried
your mather has sppointments ® Feelng tired most of the ime.

» Sieeping 100 much o 100 it

&. Research caregiver resources in your community. « Gaining o osing 8 ol ol weight

Hospitals, churches, and other groups may provide 9 2
iransportation of other sexvices that suppod careging tasks, ® Becoming easiy iritated or angry )
You can reduce exhaustion by planning ahead and knowing 9 NG alunt My ciliine yu! o A
whete to cai for help. ' Focliog wad
« Having frequent headiches. pin of other physical issues

CAREGIVERS DO'S AND DON'TS

Caring for Elders —
and Ourselves

: affecting your well-being, The Village
DO tae a breath. Try stress reduction Employee Assistance Program can help.
techriques lice deep breathing snd meditation “ Cail us at 800-627-8220.

How to Get a Good Night’s Sleep

(and why those Zzzz's are the secret to living your best life)

Tired? Welcome to the club. The Centers for Di
Prevention has found nearly on
maght. Despite all the tall

Secause our culbue ast-pa ¥
that getting more dene requires giving up some time in the sack. And if
the trade-off is bleary-eyed moming grumpiness, we'll take it
counterproduc Multiple studie:
fess produ

Your Productivity Keys to a Good Night’s Rest

Wake-Up Call Maintain a regular sleep schedule.  Avold caffeine in the evening.

Actording ko experts, adults nesd T I E Haif the caffes

1o 9 hours of sleep per night. & fio 3 still be in your b 8lx hours |ater.

Skipping even an hour of nesded ret  noing to bed an

can carry significant costs, including. right and keeping 1

= Poor judgment week long.

+ Difficulty learning and retsining
nformation

Don't use alcohol to excess.
Having a few drinks may help you

Use your bed only for sleeping. your sleep cycle, leaving you tired

How to Get
a Good Night’s Sleep

Yout best, most productive work
almast ahways comes when you're
wel-rested.

5 Tips to Relieve Stress

Try some of these simple steps at home or at work
to bring down your level of stress and help you
mare effectively manage the stress in your life:

/
1. Recognize that stress is normal. If you feel ’_
worried, tense or angry, it does not necessarily . /

mean that you're “not handling it well.” It's human

to be emotional. Rather than suppressing the

feeling or “flying off the handle,” write the feeling

down. Start with “right now | feel...” Forget about

the “because " Just naming the feeling often helps.

Emaotions that are ignored get bigger and more

threatening 4. Use your imagination. The mind's ability to
2. Get physical. When we feel stressed, our dream, to visualize and to imagine is a very
bodies are sending us a message to MOVE. Qur powerful stress reduction tool. Close your eyes,
pulse guickens, our breathing speeds and our breathe deeply and imagine that your mind is a
muscles tense up. This energy needs to be movie theater. Project onto the blank screen any
released somehow. Try taking a brisk walk or picture or place that you find relaxing. (Many
stretching now and then. Use your lunch breaks to people choose the ocean or a mountain stream.)

5 Tips
to Relieve Stress

other word like “peace” or “relax.” Do this for five “catch me later” In short, learn to prevent stress
minutes, three times a day. This technique, known (rather than just fighting it) by simplifying your life.
as the “relaxation response,” has been proven

to reduce blood pressure. If stress is affecting your daily life,

a The Village Employee Assistance Program
can help. Call us at 800-627-8220,

www.VillageEAP.com » 800-627-8220

BUSINESS INSTIT IJTEg


https://www.thevillagefamily.org/sites/default/files/May%2021%20EAP%20Newsletter.pdf
https://www.thevillagefamily.org/sites/default/files/May%2021%20EAP%20Newsletter.pdf
https://www.thevillagefamily.org/sites/default/files/May%2021%20EAP%20Newsletter.pdf
http://www.villageeap.com/

Resources —
EAP Promotional Materials

afiﬁ%ge svillage

BUSINESS INSTITUTE

BUSINESS INSTITUTE
The Village Employee Assistance Program

800-627-8220

Printable Wallet Cards (9 to a pg.)

www.VillageEAP.com
Password: VillageEAP

I
"7
=
=
BUSINESS INSTITUTE

EMPLOYEE ASSISTANCE PROGRAM

Village Employee Assistance Program Benefit Summa

\iIE

Village EAP Brochure

’ CVIFLUTLCL AOOID IANNUE

PROGRAM (EAP) <3

WE'RE HERE TO HELP CLEAR LIFE'S HURDLES

Whether you're dealing with job stress, relationship issues. or financial troubles,
Tt e

Village EAP PDF Ads



http://www.villageeap.com/

Resources —
EAP Promotional Materials T~

WHEN LIFE
THROWS YOU A
CURVEBALL

\ P
Vo

CALLUS TUDAY‘

1.800.627. szzo

HOWCAN i3

---------------------------
’.QE
!vill ge 800.627.8220 | VillageEAP.com
SUsmeas waTuTE (Password: VillageEAP)

Accessing you Village EAP VIDEO
FREE CONFIDENTIAL HELP FOR YOU HESS WD 2 WAliiss)

Tearaway Slip Flyer
_{Erint Doublesided) -

www.VillageEAP.com (password: “VillageEAP”) = “l am a Supervisor”—> EAP Promotional Materials



http://www.villageeap.com/

Resources —
EAP Promotional Materials

Employee Assistance Program

10:27 2
> ievime

Pre-recorded Employee Orientation Video

(Easy for Onboarding or a Team Meeting!)

Supervisor Orientation

©)
Supervisors and the EAP ~

As a supervisor, you
play an important
role in helping your
organization
successfully use
VBI’'s Employee
Assistance Program
by facilitating access
to EAP services for
your employees.

il @ vimeo

Prerecorded

Supervisor Orientation Video

www.VillageEAP.com (password: “VillageEAP”) = “l am a Supervisor”—> EAP Promotional Materials



http://www.villageeap.com/

Resources —
Diversity, Equity and Inclusion

DIVERSITY
EQUITY
INGLUSION

1-800-627-8220 niiiige

www.VillageEAP.com (password: “VillageEAP”) = “l am a Supervisor”-> Supervisor Resources



http://www.villageeap.com/

THE BUSINESS
UPCOMING WEBINARS

- N A/
¢ 'l"
OCTOBER 12: NAVIGATING \ .J |

Join us from noon to 1 pm on CONFLICT IN THE WORKPLACE
certain Wednesdays for these

FREE online training seminars!

Trard NOVEMBER 9: PRACTICAL GRATITUDE:
"i: L I_l-r_'h': Visit TheVillageFamily.org/Eventbrite EXPAN[""G Y[IUH LﬂNGUﬁEE ['F ﬂPPHEBIATIU"

=T Orscan this QR code to register for

DECEMBER 14: DEVELOPING Q}’: *‘@
- 3
A GROWTH MINDSET & _ ‘

1.800.627.8220 | TheVillageFamily.org
VillageEAP.com (password: VillageEAP)
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Learn more about being

StigmaFree at home and in TALKING

the workplace at ABOUT

www.NAMI.org/StigmaFree MENTAL
HEALTH




Reminders of Stress Brain

/ !
BN -2

OVER COMMUNICATE!




Questions?

1-800-627-8220

www.VillageEAP.com

(case-sensitive password
“VillageEAP”)

SSSSSSSSSSSSSSSSS


http://www.villageeap.com/

Thank you!

VILLAGE EMPLOYEE ASSISTANCE PROGRAM

1-800-627-8220
www.VillageEAP.com
Case-sensitive password: VillageEAP

BUSINESS INSTITUTE



Supervisors and the Village EAP

Your company has incorporated The
Village EAP into its organization to:

e Support you with tools to help you show
your employees that you value their
well-being, by facilitation access to
robust resources

* Provide you with professional support
in maintaining a healthy and productive
work environment.




