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SUBARTICLE 1. GENERAL PROVISIONS

1-1. Background. The Civilian Employee Assstance Program (CEAP) replaced and expanded
the Navy's Alcoholism and Drug Abuse Programs.  This resulted from the fact that those
activitieswith viable programs found that of people referred for counseling and assstance, a
sgnificant number had problems other than alcohol or drugs. Consequently, the expanded
program provides for assstance, not only to personnel who have problems with acohol or drugs,
but dso to personnel with other persond problems which affect their job performance,
attendance or conduct. The program is designed to identify the employee problem &t the earliest
possible stage, motivate the person to seek rehabilitation, and direct the person toward the best
source of qudified help available.

1-2. Ddinitions. These definitions are for the administration of the CEAP. They do not modify
or influence definitions applicable to laws and regulations related to disability benefits or to
cimind or avil responghility for an individud's act or omissons.

a Activity. A fidd ingdlation, a headquarters command, or an office employing civilian
personnel.

b. Alcohol Abuse. Use of acohoal to an extent that it has an adverse effect on performance,
conduct, discipline, or mission effectiveness, and/or the user's hedlth, behavior, family, or
community.

c. Alcohol and Drug Dependence. The reliance on acohal (alcoholism) or drugs
following use on a periodic or continuing basis. Dependence may be psychologica or physica
or both. Dependency must be determined by alicensed physician, medica officer, or clinica
psychologist.

d. CEAP. A program offering assstance to employees who have problems invalving
acoholism, drug abuse, or other persond problems which result in or may contribute to
deficiencies in job performance or conduct.

e. CEAP Counsdor. Anindividud designated to conduct the initid interview with an
employee, explain the provisions of the CEAP, determine the nature of the persona problem,
and refer the employee to a source of assistance located within the loca community.

f. Drug Abuse. Use of adrug to an extent that it has an adverse effect on performance,
conduct, discipline, or mission effectiveness, and/or the user's hedth, behavior, family or
community. The wrongful or illegal possesson or use of drugsin any amount also condiitutes
drug abuse.

g. Disabled Person. One who has a physica or menta impairment which subgantialy
limits one or more of the person's mgor life activities (including working), had arecord of such
impairment, or is regarded as having such an imparmen.



h. Qudified Disabled Person. With respect to employment, a disabled person who, with or
without reasonable accommodetion, can perform the essential functions of the positionin
question without endangering the hedlth and safety of the individua or others who, depending
upon the type of gppointing authority being used, meets the experience and/or education
requirements (which may include a written test) of the position in question or meets the criteria
for appointment under one of the specia appointing authorities for disabled employees.

i. Reasonable Accommodation. With respect to any employee who establishesthat his or
her deficient performance or conduct is caused by aphysical or menta impairment, reasonable
accommodation is the referral to CEAP for diagnostic counseling and referra for treatment or
rehabilitation or other assstance, the granting of leave for treatment, rehabilitation or assstance
and a reasonable opportunity to demonstrate minimaly acceptable performance or conduct.

j. Rehahilitation. The process of restoring to effective functioning individuas who have
been impaired by dcoholism, drug addiction, or other dependencies. Rehabilitation occurs after
trestment has been completed and may bein aclinical or nondlinical setting. Ordinarily,
rehabilitation involves individud or group counsding or participation in sdf-help organizations
such as Alcoholics Anonymous.

k. Trafficking. Thewrongful digtribution (including sale or trandfer) of a controlled
substance, and/or the wrongful possession or introduction into amilitary unit, base, station, ship
or arcraft of a controlled substance with intent to distribute. Trafficking in drugs is misconduct
which does not confer an entitlement to reasonable accommodation under CEAP.

|. Trestment. The process of dleviating the physica and psychologicd effects of
substance abuse, including withdrawa symptoms and medica conditions resulting from
Substance abuse. Treatment is aways under medica supervison. It isaprelude to, and should
not be confused with, renabilitation.

1-3. Policy. Itis Government policy to assst employees in overcoming performance or conduct
deficiencies caused by misuse of drugs or acohol or by other persond problems.

a. Alcohol and drug dependency shall be recognized and managed as trestable hedlth
problems, where job performance and/or conduct are impaired as a direct consequence.

b. The program will provide problem identification and preventive counsding and referrdl
to local community agencies for treatment, rehabilitation or other assstance.

c. Employeeswill refrain from the abuse of dl drugs and will not report for duty under the
influence of acohal or drugs. Employees are responsible for seeking assistance, through CEAP,
to overcome acohol, drug or other persond problems which are adversely impacting on their
performance and will cooperate with supervisors and CEAP counselorsin matters relating to the

program.



d. Activities may contract for the provison of CEAP sarvices. Contracts may procure
counseling services, including problem identification, referra for treatment or rehabilitation, and
follow-up to ad in effective readjustment to the job.

e. CEAP shdl not fund treatment or rehabilitation. Employees are reponsible for dl costs
of treatment and rehabilitation. Sick leave, annua leave, and/or leave without pay may be
granted for the purpose of trestment or rehabilitation as with any other illness.

f. The confidentid nature of client records will be safeguarded and information therein
shall not be disclosed except as provided by the confidentidity provisons of 42 Code of Federa
Regulations (CFR), Part 2.

g. To the extent feasible, CEAP assistance will be provided to family members of an
employee with persond problems and to an employee with a family member who has a persond
problem.

1-4. Responsibility
a Activity heads:

(1) Ensure that supervisors attend required training and other activities that educate and
inform activity personne about CEAP.

(2) If necessary, provide facilities for counsdling which alow privacy and
confidentidity to employees seeking help from CEAP officds.

b. Activity heads with fewer than 100 civilian employees shdl make sure that the
provisons of the CEAP are made available to employees. This may include authorizing officid
time for an employee to visit or be visted by a qualified counsdor who works outside the
activity.

¢. Human Resources Office (HRO). The HRO shdl provide advice and assistance to the
activity head(s) in the implementation of the locd CEAP including:

(2) When needed, the establishment of contractua or cooperative agreements to provide
counsdling, referra, and/or educationa services.

(2) The dissemination of policy and guidance issued by higher authority.
d. Supervisors are directly responsible for implementing the policy set forth in thisarticle
and ensuring program effectiveness. The success of this program depends upon the efforts of
everyone in supervisory postionsto carry out the program policies. Supervisors should:

(2) Identify and document instances of deficient work performance or conduct, with
specid attention directed to patterns of performance deterioration.



(2) Discuss the performance or conduct deficiencies with the employee and refer the
employee to CEAPIf, in their opinion, the noted deficiencies may be caused by a persond
problem such as dcohol or drug abuse. Referrals shdl be made in writing. The supervisor must
discuss the choice facing the employee to raise performance or conduct to an acceptable leve or
face corrective action to ded with continued performance or conduct deficiencies.

(3) Give the employee a reasonable opportunity to improve performance or conduct
following the discusson in which referrd to CEAP is made.

(4) Initiate corrective action based on performance or conduct problemsif, after a
reasonable period of time, performance or conduct has not improved to an acceptable leve.

(5) Refrain from diagnosing employee problems, but be dert to indications of persond
problems, including acohol or drug abuse.

(6) Refrain from ordering an employee to undergo amedica examination for the
purpose of determining higher fitnessfor duty.

(7) Seek the assistance of the servicing civilian personnd office and CEAP personne in
these matters.

SUBARTICLE 2. PROGRAM ADMINISTRATION

2-1. Services Provided under CEAP:

a Gened. The sarvices provided to civilian employees include:
(2) Short term counseling related to problem identification.

(2) Referrd for trestment and rehabilitation to an appropriate community agency or
sarvice. (Treatment and/or rehabilitation at government expenseis prohibited.)

(3) Follow-up counsdling to aid an employee in achieving an effective readjusment to
his or her job during and after trestment or rehabilitation.

b. lllega Drug Use Problems. To complement the effort of the DON to eiminate the
adverse effects of illegd drug use in the workplace and ensure compliance with Executive Order
12564, (Drug Free Workplace), avoluntary referra procedure is established to encourageillegal
drug users to seek counsding and rehabilitation without risk of disciplinary action. Thisis
referred to as providing the employee "safe harbor.”  Accordingly, any employee who voluntarily
identifies himsdf or hersdlf asauser of illegd drugs, will be provided "safe harbor* and be
exempt from disciplinary action for the admitted acts of illegd drug use, including possession
incident to such use, provided the employee:

(1) Voluntarily makes such disclosure to hister supervisor prior to being identified
through other means.



(2) Obtains counsdling and rehabilitation through CEAP.

(3) Agreesto be tested by the activity during counsdling and rehabilitation and during
the post trestment and eva uation phase.

(4) Consents, in writing, to the release of dl records related to counseling and
rehabilitation, including urinaysis test results, to gppropriate management and CEAP officids.

(5) Theresfter refrains from using illegd drugs.

c. Voluntary Employee Referral. Animportant aspect of CEAP isits availability to
employees on avoluntary bass. Activity CEAP publicity should emphasize this aspect and
encourage employees to seek assistance for acohol, drug or other problems, before these
problems result in a negative impact on job performance or conduct.



