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EAP PROVIDER NETWORK GUIDELINES
Washington State Employee Assistance Program (EAP)
Department of Enterprise Services

P.O. Box 47540

Olympia, WA.  98504-7540

Fax: 360-664-0498

Questions call:

Harriet L. Loughin
EAP Contracts Manager
1-877-313-4455 Extension 1
Olympia 360-407-9491
Overview:  The EAP is an internal employee assistance program located within the Washington State Department of Enterprise Services (DES) and available to all state employees, other contracted governmental entities, and their family members. 
An employee assistance program is a workplace-sponsored program designed to assist (1) work organizations in addressing productivity issues and (2) employees and/or family members in identifying and resolving personal concerns that may affect job performance.  It is the work organization’s resource for enhancing employee and workplace effectiveness through prevention, identification, and resolution.
DES Mission Statement:  To deliver innovative business solutions and services to meet the needs of those we serve.

EAP Mission Statement:  The Washington State Employee Assistance Program (EAP) supports the well-being of public sector employees and employers to promote a resilient, more satisfied, and productive workforce. 

EAP PROVIDER ROLE AND EXPECTATIONS
The purpose of the EAP Provider Network is to deliver accessible employee assistance services statewide to employees and their family members.

The expectation is the Provider will:

· Accept EAP approved referrals and offer appointments within required time frames.
· Emergency Appointments – within 24 hours of client call.
· Urgent Appointments – within 1-2 days of client call.

· Routine Appointments – within 3 days of client call.

· Perform a face-to-face assessment.
· Develop an action plan and make appropriate referrals based on client needs, available resources, and client insurance benefit.

· Complete required EAP forms and return within 10 days of completion of services.

· Notify EAP within one day when you are unable to accept EAP referrals.

· Follow the general guidelines and call EAP with questions at 1-877-313-4455.

GENERAL GUIDELINES 
These general guidelines will help the Provider understand the requirements of the EAP service delivery for Washington State employees and their family members.

The EAP model is assessment, short term problem solving, and referral.  Providers will not directly communicate with the employer or other persons unless authorized to do so by EAP.
· Providers must report to EAP within one day all mandatory reporting, critical incidents and cases which are potentially threatening to the client, the agency, or EAP.
· EAP will handle the communication with supervisors when a formal referral is made (see Types of Referrals on page 3).

· A DSM-V five-axis diagnosis is NOT a required outcome from the assessment.

· The EAP serves a dual clientele, meaning both the employee and the employing agency/entity.  Therefore it is not appropriate for the Provider to comment, give advice, or provide information about legal actions against the client’s employer.

· The Provider’s role is to assess the client, provide information, recommendations, and referrals when appropriate.

· The Provider will not make recommendations about medical leave or fitness for duty.

· Client requests for the Provider to communicate directly with the employer will be referred to 

the EAP.

EAP Model
The EAP is a 1-3 visit model. Visits are intended to provide assessment, short-term problem solving, and referral.

The model allows up to three (3) face to face visits, not to exceed 180 minutes and $210 per referral.  Telephone time spent contacting or attempting to contact the client shall not be included within the meaning of visit, unless specifically authorized in advance by EAP.  
The Provider will not be reimbursed for travel expenses or other costs or expenses without prior written authorization from the EAP Program Manager.
Use of State Time for Assessment

EAP encourages agencies to grant state time to employees for an EAP assessment.  However, agency policies, labor agreements, and non-represented employee rules may vary.  If a client asks a Provider if state time can be used, the Provider will refer the client to their agency human resources office, their supervisor, or EAP for guidance.
Referral Process
EAP will triage and refer all incoming calls under the following guidelines.    
· A face-to-face assessment is requested and is appropriate.

· The caller is located in an area where an EAP Provider is contracted and available.
· The caller will be given Provider’s contact information and instructed to call Provider to schedule appointment. The caller will be asked to complete the Client Intake Forms and bring them to their appointment.
· EAP will notify Provider about the referral and provide client name, case number and type of referral (see Types of Referrals below).

· Referral information will be given to Provider by telephone call, confidential voice mail or confidential fax.

· Provider Assessment forms are available at http://hr.wa.gov/EAP/ContractedProvidersInformation/Pages/InformationandFormsforCurrentlyContractedProviders.aspx.  We encourage you to download these forms, EAP will not send copies.
Referral Policy
The EAP is responsible for pre-authorizing all EAP services and will not reimburse Providers without prior authorization.  Pre-authorized services are for up to three sessions and not to exceed 180 minutes per referral.  
If an employee has previously met with a Provider, pre-authorization is required again by contacting the EAP.  It is the Provider’s responsibility to ensure an EAP client has been screened by EAP and authorized for services prior to their appointment.

Types of Referrals

· Self-Referral: The client calls EAP to request services.  Client will receive authorization and direction from the EAP to call a Provider.
· Informal Referral: The client calls EAP to request services after their supervisor or human resources suggested contacting EAP.  (The EAP has not received notice of the referral.)  These referrals usually result from an identified concern.  Client will receive authorization and direction from the EAP to call a Provider.
· Formal Referral:  The supervisor or human resources calls the EAP (prior to the employee contacting EAP) to advise that an employee has been referred.  Formal referrals result from work performance issues related to attendance, work performance and/or conduct.  Client will receive authorization and direction from the EAP to call a Provider.
When a formal referral is made, the EAP will advise the Provider when authorizing the referral.  The Provider is required to call the EAP with notification when an appointment is kept or there is no contact.           
EAP will call the agency referral source to notify whether or not the employee kept an appointment per http://apps.leg.wa.gov/RCW/default.aspx?cite=41.04.730 (RCW 41.04.730).  Mandatory EAP referrals are not allowed as the statute establishing the EAP states employee participation is voluntary.
Required Documents

The Client Intake Packet is to be completed by each client present at the initial visit:
· Client Intake Data Form.

· Statement of Understanding (SOU)   
· The Provider should review the SOU with the client.  If the client declines to sign the SOU, the Provider will not proceed with an assessment and will notify the EAP.

· Notice of Privacy Practices – for client use only, do not return to EAP.

To be completed by the Provider following the assessment and follow up visits:

· Assessment Form.
· Recommendation and Closing Form.
· Invoice Form.

· Referral Waiver Form - only when appropriate.
· Authorization for Use or Disclosure of Protected Health Information - only when appropriate.
EAP Client Follow Up

With client’s permission, EAP will send a client survey to their home. Survey will be sent after the case has been closed which is usually 60-90 days after services are complete.

Payment and Billing Procedures

Complete the following forms and return to the EAP. Incomplete forms will be returned to the provider and may result in delay of payment. Forms are available at: 

http://hr.wa.gov/EAP/ContractedProvidersInformation/Pages/InformationandFormsforCurrentlyContractedProviders.aspx. 

· Client Intake Data Form

· Statement of Understanding (SOU) 
· Notice of Privacy Practices – for client use only, do not return to EAP
· Assessment Form

· Recommendation and Closing form
· Referral Waver Form – only when appropriate
· Authorization for Release of Information – only when appropriate
· Invoice form
· Complete invoice for all claims.
· To ensure client confidentiality, client name must not appear on invoice. 
· EAP referral number and Provider contract number is required on invoice. 

· Keep a copy of the invoice for your records.

FAX all completed forms for processing to 360-664-0498
EAP Contracts Manager

Washington State Employee Assistance Program
Provider must submit the required client and provider forms when requesting reimbursement.

All forms are to be sent within 10 working days after completion of all services.  

No-Show or Cancelled Appointment

EAP will not reimburse Providers for a missed or late cancelled appointment, and the Provider may not bill client for the missed appointment.  If the client reschedules the appointment and then fails to keep it a second time, EAP will reimburse Provider for the second missed or late cancelled appointment. 

Retaining EAP Clients

Retaining clients is defined as a case in which the Provider conducting the assessment retains the client for ongoing counseling after completing the EAP assessment. 

· The EAP understands that retention of clients for ongoing services may be warranted under certain circumstances.

· In those cases, the Provider must offer the client two additional separate referrals.  The Provider must not have any financial interest when referring to another provider.  Referrals need to be made within the client’s medical benefit and to a provider on the medical plan’s network whenever possible.
· The decision to retain a client must be documented on the Referral Waiver form and completed by both Provider and client.
· It is important to advise clients when certain services may not be covered under their medical benefit (i.e. V Codes).
Attachments:

Billing Forms Checklist



 HYPERLINK "\\\\stage-pub\\DavWWWRoot\\SiteCollectionDocuments\\More DOP Services\\EAP\\EAP-Forms\\Client Intake Packet Complete 4-9-12.doc" 

Client Intake Packet


Client Intake Data form

Statement of Understanding (SOU)

Notice of Privacy Practices
Authorization for Release of Information 
Assessment form



 HYPERLINK "\\\\stage-pub\\DavWWWRoot\\SiteCollectionDocuments\\More DOP Services\\EAP\\EAP-Forms\\Recommendation_and_Closure-Feb2013.doc" 

Recommendation and Closing form



 HYPERLINK "\\\\stage-pub\\DavWWWRoot\\SiteCollectionDocuments\\More DOP Services\\EAP\\EAP-Forms\\Referral Waiver.doc" 

Referral Waiver form
 
Invoice form
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