[image: ]EMPLOYEE ASSISTANCE PROGRAM FREQUENTLY 
ASKED QUESTIONS

Council's Employee Assistance Program ([image: ]) can help by providing support for individuals, managers and teams, as well as immediate family members of Council employees (Family Assist only).

The goal is to help you identify issues and options and to provide practical support to help you develop skills for resilience, positive change or wellbeing, as appropriate.How to book a confidential appointment:

Phone 1300 687 327
Visit www.convergeinternational.com.au to book an appointment online

If you need an interpreter let them know at the time you make the booking

Council offers eight streams of support

	
Employee Counselling
	Support and counselling for a broad range of personal and work related issues.
	Employee Assist is available to employees only

	


Manager Support
	Coaching and advice to assist with a variety of people management issues and personal leadership styles.
	Manager Assist is only available for those with direct staff reports including Council Directors, Managers, Service Unit Leaders, Team Leaders
and Coordinators.

	

Career Coaching
	Career development and planning, resume and job seeking assistance, interview skills, vocational counselling.
	Career Assist is available to all employees only.

	
Conflict Support
	Strategies, tools and coaching to deal with difficult workplace and personal situations.
	Conflict Assist is available to employees only.

	
Nutrition & Lifestyle 
	Manage addictive behaviours, promote nutrition and fitness, increase mental and physical wellbeing.
	Lifestyle Assist is available to employees only

	
Money Assist
	Financial counselling to help work through financial wellbeing concerns.
	Money Assist is available to employees only.

	

Family Counselling
	Provides support & advisory services on a range of matters including personal and/or lifestyle concerns.
	Family assist is available to
[image: ]  
family members for up to four sessions per issue.

	

  Legal Support
	Two sessions of expert legal support and advice across family law, tenancy, renting, real estate, consumer disputes and more. 


	
Legal Support is available to employees only











1. Who provides the EAP service?
The service is delivered by Converge International through their highly-skilled team of qualified psychologists, social workers, counsellors and HR professionals.

At Council, we have a dedicated Consultant who provides most of our EAP services on-site (see below). Off-site EAP is provided by other Converge International consultants.

2. How can I access EAP?
[image: ]Face-to-	-	[image: ] [image: ] [image: ]ings at the Dandenong Civic
Centre, the Operations Centre, Youth and Family Services (39a Clow Street Dandenong) or the Springvale Library on a rotating basis.

The roster is on The Source	Safety, Health and Wellbeing	Employee Assistance Program

[image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ] [image: ]-site appointm[image: ] [image: ]
Consultant, you can arrange to meet with another Converge consultant at another location.
[image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ]-[image: ] [image: ]
across Melbourne including Dandenong, Berwick, Clayton, Cranbourne, Mentone and Narre Warren.

[image: ]Face-to-	-	[image: ] [image: ] 6pm Monday
to Friday.

Phone or Skype counselling is available 24 hours a day, 7 days a week.

3. How often can I access EAP?
You can access the service, on-site or off-site, for up to 4 sessions each issue with the exception of Legal Assist (which is only available for up to 2 sessions per year)

4. What if my issue is not resolved in the allocated time?
The EAP service is only intended to be a short term arrangement. If your concern cannot be resolved during the session times, your consultant will provide you with options to seek further support or refer you to other appropriate services.

5. Is what I discuss during my EAP session confidential?
Yes. Converge International will maintain the strictest confidentiality about you and your discussions.

The only exception to this is where:

[image: ]	you give written permission to release information (e.g. a court subpoena);
[image: ]	duty of care issues arise in which there is potential harm to self or others; or [image: ] there is an obligation to release information due to application of legislation.

To assist Council to identify opportunities to provide overall support to staff through health and wellbeing initiatives, Council receives generalised and de-identified statistical information about the types of issues discussed with the consultants.

6. Do I have to tell my Manager or Supervisor I am attending an EAP appointment?
As per normal business processes, staff need to inform their Manager or Supervisor of their movements during the day to ensure health and safety and operational requirements are met. Therefore, if you elect to attend EAP during your usual hours of work, then you will need to keep your Manager or Supervisor informed in the usual manner that you will be absent from your normal duties at that time.

If you are attending EAP outside your usual working hours, then there is absolutely no requirement for you to tell anyone.

At no time are you required to disclose to your Manager or Supervisor the reason you are accessing the EAP service or what you discussed during your EAP sessions.

7. Will I be paid to attend EAP sessions?
Yes, if you attend an on-site or an off-site EAP session during your usual working hours, you will not lose any pay.

However, if you attend an EAP session outside your usual working hours, then you will not be paid to attend the session and the time does not count as time worked.

For example, if you usually start work at 9am and attend EAP from 8am to 9am, you will not be regarded as having started work at 8am. In this case, you would not be paid to attend EAP. However, if you usually start work at 8.30am and attend EAP from 8am to 9am, you would still be regarded as having started work at 8.30am, and would not lose any pay for the time for which you attended EAP. In each case, you would not adjust your usual finish time.

Community Care Workers

As a Community Care Worker you have the option to be paid for attendance at an on-site or off-site EAP session during the hours you have advised you will be available for duty (eg. your available hours).

As a CCW you have the option to be paid for attendance at an on-site or off-site EAP session. You can be paid for this time by providing a SMO with a copy of an attendance certificate from your EAP consultant and recording the session as EAP on your timesheet.

	Alternatively, if you attend during your available hours at a time when you have a gap in your

	roster, you can provide your Service Management Officer (or the Senior Coordinator

	Integrated Community Care) with a copy of an Attendance Certificate from your EAP

	consultant. Note that you need to request an Attendance Certificate when you meet with your

	EAP consultant.
	



EAP sessions are paid at your ordinary rate of pay. EAP sessions are not considered work or duty for the purposes of calculating entitlement to overtime.

8. What will happen when I call the 1300 number to make an appointment?

[image: ][image: ][image: ][image: ] in identifying the consultant best skilled to assist you with your concern. They will ask you a
[image: ]-site consultant
or another consultant in their network.

If you require an interpreter, please advise the Converge staff member when you make the appointment.

9. [image: ][image: ][image: ][image: ] 

If you are unable to attend a scheduled appointment, you should contact Converge International on 1300 687 327 to notify them immediately.

At the time of making your appointment the intake staff will advise you of the cancellation policy. You need to be aware that if you fail to attend an appointment and / or do not provide sufficient notice of cancellation, the session may still be counted towards your entitlement to 3 hours of EAP for that issue.

10. What is the EAP Portal?
Council's EAP Portal is a helpful resource and contains a wide range of resources, including fact sheets, healthy work and life tips, management coaching, posters and more.

The Portal login is [image: ] and password [image: ].

11. Can I get information on my smartphone and tablet?
EAP Online is a mobile app that is free to download and provides you with 24/7 support and access to the EAP and wellbeing resources.

The app provides you with
[image: ][image: ]
[image: ]	easy, click to call or email contact functionality
[image: ]	facility to make, change or cancel an appointment
[image: ]	Emergency and Mental Health Resources contacts [image: ]	Tips and articles
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store

12. Where can I get more information?
If you have any questions, concerns or feedback about People Assist, please contact the OHS Manager on 8571 5225.

Visit the Converge International website www.convergeinternational.com.au/
Visit The Source	Safety, Health and Wellbeing	Employee Assistance Program
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