Note: April 2026

This Directive may no longer be current because several service delivery methods have

changed. For guidance on specific service providers and how to best obtain services, please visit
the updated EAP resources for military members, civilian employees, and their dependents at the
Coast Guard’s external CG EAP website. You may also contact the EAP Program office at
USCG-EAP@uscg.mil for more information. This Instruction is being reconstructed and will be
updated in winter 2026/27.



https://www.dcms.uscg.mil/Our-Organization/Assistant-Commandant-for-Human-Resources-CG-1/Health-Safety-and-Work-Life-CG-11/Office-of-Work-Life-CG-111/Employee-Assistance-Program-EAP/
mailto:USCG-EAP@uscg.mil
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COMMANDANT INSTRUCTION 1740.7C
Subj: EMPLOYEE ASSISTANCE PROGRAM (EAP)

Ref: (a) Department of Homeland Security (DHS) Management Directive (MD) No. 254-

02-00, Employee Assistance Program, May 31, 2007

(b) Health Service Programs, 5 U.S.C. § 7901

(c) Federal Employee Assistance Programs: Guiding Principles, Framework, and
Definitions, United States Office of Personnel Management, September 2008

(d) Executive Order 12564, “Drug-Free Federal Workplace” September 15, 1986

(e) Department of Homeland Security (DHS) Management Directive (MD) No. 066-
05, Drug-Free Workplace Program, August 11, 2014

(f) Civilian Employee Drug-Free Workplace Program, COMDTINST 12792.4 (series)

(g) Drug and Alcohol-Free Departmental Workplace, DOT ORDER 3910.1D

(h) Family Advocacy Program (FAP), COMDTINST 1752.1 (series)

(1) Suicide Prevention Program, COMDTINST 1734.1 (series)

(j) Coast Guard Health Promotion Manual, COMDTINST 6200.1 (series)

(k) Coast Guard Substance Abuse Prevention and Treatment Manual, COMDTINST
6320.5 (series)

(1) Critical Incident Stress Management (CISM), COMDTINST 1754.3 (series)

(m) Legal Assistance Program, COMDTINST 5801.4 (series)

(n) Personnel & Pay Procedures Manual, PPCINST M1000.2 (series)

(o) Presidential Memorandum, Enhancing Workplace Flexibilities and Work-Life
Programs, June 23, 2014

(p) Coast Guard Medical Manual, COMDTINST 6000.1 (series)

(q) Department of Homeland Security (DHS) Management Directive (MD) No. 0780.1,
Contracting Officer’s Technical Representative (COTR) Certification, Appointment
& Responsibilities, December 20, 2004

(r) Coast Guard Investigative Service Roles and Responsibilities, COMDTINST
5520.5 (series)

(s) Work-Life Quality Assurance Process Standard Operating Procedures,
HSWLSCTD 2019-007
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(t) Health Insurance Portability and Accountability Act (HIPAA) of 1996

(u) DHS/USCG-002 Employee Assistance Program Records, December 16, 2014, FR
79 74736

(v) Privacy Incident Response, Notification, and Reporting Procedures for Personally
Identifiable Information (PII), COMDTINST 5260.5 (series)

(w) The Coast Guard Freedom of Information and Privacy Acts Manual, COMDTINST
5260.3 (series)

(x) Expenses of training, 5 U.S.C. § 4109

(y) Payment of expenses to obtain professional credentials, 5 U.S.C. § 5757

. PURPOSE. This Instruction updates policies, procedures, and responsibilities related to the
Coast Guard’s Employee Assistance Program (EAP) per References (a) and (b).
Additionally, it generally describes available EAP and work-life services for CG members
and eligible dependents and provides general guidance for EAP staff, other key CG
stakeholders, and leadership.

. ACTION. All Coast Guard unit commanders, commanding officers, officers-in-charge,
deputy/assistant commandants, chief of headquarter directorates must comply with the
policies contained in this Instruction.

. AUTHORIZED RELEASE. Internet release is authorized.

. DIRECTIVES AFFECTED. Employee Assistance Program, COMDTINST 1740.7B, is
hereby cancelled.

. BACKGROUND.

a. In 1992, as part of the Work-Life Initiative, the Coast Guard (CG) established an
Employee Assistance Program (EAP) to provide a broad range of services to eligible
beneficiaries defined in paragraph 12a. of this Instruction. By providing EAP and other
work-life services, the organization also recognized the importance of prevention in
maintaining a healthy workplace and strengthening families.

b. The CG EAP is a blended model where both federal and contract personnel are involved
in the delivery of EAP and work-life services. The CG has internal EAP staff located at
each Health, Safety and Work-Life (HSWL) Regional Practice (RP); they provide,
coordinate and/or facilitate access to a wide range of EAP and work-life services; these
internal EAP services are augmented by a contracted EAP vendor. Collectively, all EAP
resources aim to support the mental and behavioral health needs of the entire CG
workforce and its dependents, in support of mission readiness and resilience.

c. Historically, internal CG EAP staff--previously called EAP Coordinators (or EAPCs)--
have not been required to be licensed clinicians or render clinical counseling services.
The EAPCs assessed client needs and made referrals to external counseling services,
thereby relying on community resources that were sometimes limited in availability and
capacity. Henceforth, to enhance access to care and expand capacity to support CG
members and their families, all internal EAP staff hired must be licensed clinicians who
provide internal, non-medical assessment and counseling services as well as other EAP
support services.
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The Coast Guard administers its EAP and other work-life services under the CG SUPRT
brand. These CG SUPRT services are provided primarily through a contractor; however,
the Coast Guard also employs internal CG EAP staff (as defined in paragraph 15.) who
are also capable of coordinating and/or providing CG SUPRT services depending on the
staff’s specific qualifications and job description. CG SUPRT can be reached by calling
1-855-247-8778 or at: https://www.cgsuprt.com; it is available 24 hours a day, 7 days a
week, and 365 days a year. Early intervention and prevention leads to better outcomes
and stronger mission readiness.

The EAP is a data-driven, educative, assessment-based program that provides trauma-
informed and evidence-based care and referrals. The EAP serves eligible service
members, civilian employees, and their dependent family members in addressing
behavioral/emotional problems and personal issues including, but not limited to, marital
and family conflict; interpersonal relationship problems; challenges at work; depression
or anxiety; locating community resources; career changes; substance abuse prevention
and treatment; stress management; health coaching; grief support; personal decision
making; and child and eldercare services.

The EAP also provides consultation and training for managers and supervisors seeking
guidance in enhancing the work environment, improving employee job performance, and
providing outreach to employees.

Beneficiaries are offered up to twelve (12) confidential sessions per issue and per year
with a CG SUPRT professional (EAP) counselor or a qualified internal EAP staff (per
client’s preference). There is no cost to eligible employees and their family members for
using CG SUPRT. All services are provided in a manner consistent with Reference (c) at
the individual, managerial, organizational, and administrative levels.

The goals of the EAP are to:

(1) Promote a climate of support which reduces the stigma associated with help-seeking
behaviors.

(2) Assure clients of their right, without fear of reprisal, to seek confidential assistance,
including effective counseling and referral services.

(3) Ensure that clients receive prevention, intervention, and recovery services to help
them remain healthy and mission ready.

(4) Address individual issues and problems in the quickest, least restrictive, and most
convenient manner.

(5) Assist employees and supervisors in addressing personal issues and problems before
they have a negative impact on work performance and/or conduct.

(6) Maintain and/or enhance employee and family readiness and resilience.

(7) Provide work-life information to all clients as needed, including web-based services
and training webinars.


https://www.cgsuprt.com/

COMDTINST 1740.7C

(8) Assist supervisors and civilian employees with substance abuse assessments and
treatment monitoring, per References (d), (e), (f) and (g).

(9) Reduce financial costs associated with performance and conduct issues such as
increases in insurance costs, workers compensation claims, early discharges, other
staff turnover, and safety mishaps.

6. DISCLAIMER. This guidance is not a substitute for applicable legal requirements, nor is

it itself a rule. It is intended to provide administrative guidance for Coast Guard personnel
and is not intended nor does it impose legally binding requirements on any party outside
the Coast Guard.

7. MAJOR CHANGES. This Instruction is a complete revision and should be reviewed in its

entirety.

a.

The previous policy was focused on the external EAP contract for CG SUPRT. This
revised policy focuses on the EAP program in its entirety (both internal and external
components); describes available EAP services; and establishes roles and responsibilities
of the HSWL EAP staff as well as all other stakeholders who can influence the resiliency,
flexibility, and adaptability of the workforce.

All EAP staff hired after publication of this Instruction must have a current, active, full,
unrestricted license to provide non-medical counseling in a State, the District of
Columbia, the Commonwealth of Puerto Rico, or a territory of the United States and be
properly credentialed before able to provide non-medical counseling. These staff
members (termed “Employee Assistance Program Specialists,” or EAPS) will provide
short-term, non-medical counseling in addition to other EAP-related services. All non-
clinical EAP staff currently in their positions (termed “Employee Assistance Program
Coordinators” or EAPC) will offer or provide non-clinical assessments, information and
referrals; care coordination and case management services; and other EAP-related
services in support of the CG’s total workforce resilience, retention, and mission
readiness.

The USCG Workplace Violence and Threatening Behavior, COMDTINST 5370.1A,
dated October 29, 1999, has been canceled and is no longer the responsibility of
Commandant (CG-1K11); however, the EAP staff will remain available to coordinate or
provide prevention training and support commanders, supervisors, and victims affected
by the threat or acts of violence in the workplace. The EAP staff will continue to
participate, as requested, in multi-disciplinary meetings in response to threats/acts of
violence and provide consultation and/or referrals for EAP counseling or other
appropriate resources.

8. SCOPE AND AUTHORITIES. It is recommended that all USCG personnel (military and

civilian) become familiar with the directives and publications referenced above and
throughout this Instruction.
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ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS. The Office of
Environmental Management, Commandant (CG-47) reviewed this Commandant Instruction
and the general policies contained within and determined that this policy falls under the
Department of Homeland Security (DHS) categorical exclusion A3. This Commandant
Instruction will not result in any substantial change to existing environmental conditions or
violation of any applicable federal, state, or local laws relating to the protection of the
environment. It is the responsibility of the action proponent to evaluate all future specific
actions resulting from this policy for compliance with the National Environmental Policy
Act (NEPA), other applicable environmental requirements, and the U.S. Coast Guard
Environmental Planning Policy, COMDTINST 5090.1 (series).

DISTRIBUTION. Electronic distribution in the Directives System Library. Intranet/Pixel
Dashboard: Directives Pubs, and Forms - PowerApps (appsplatform.us) . If Internet
released: Commandant Instructions (uscg.mil) , Coast Guard Forms (uscg.mil) .

RECORDS MANAGEMENT CONSIDERATIONS. Records created as a result of this
Instruction, regardless of format or media, must be managed in accordance with Records &
Information Management Program Roles and Responsibilities, COMDTINST 5212.12
(series) and the records retention schedule located on the Records Resource Center Microsoft
SharePoint site. (https://uscg.sharepoint-mil.us/sites/cg61/SitePages/CG-611-RIM.aspx) .

POLICY. The following addresses eligibility for EAP services; confidentiality and permitted
disclosure of records; and description and guidance on the use of EAP and work-life services.

a. Eligible beneficiaries:

(1) Coast Guard active duty members and their dependent family members.

(2) Full-time appropriated and non-appropriated funded civilian employees, including
their dependent family members.

(3) U.S. Navy Chaplains and U.S. Public Health Service Officers and their dependent
family members while serving with the Coast Guard.

(4) Any other DoD personnel, military or civilian (non-contractor), and their dependent
family members while serving with the Coast Guard.

(5) Reservists on active duty for thirty (30) days or less and their dependent family
members are only eligible for crisis phone counseling with a licensed mental health
provider. The crisis phone counseling benefit also applies to Reservists on inactive
duty (weekend drill) and their dependent family members.

(6) Reservists on active duty for a period greater than thirty (30) days, and their
dependent family members, are eligible for full EAP services.

(7) Auxiliarists are encouraged to coordinate with their servicing HSWL Work-Life
office for benefits and community resources that may be available to them.
Auxiliarists may contact their cognizant Director of Auxiliary to learn more about
available benefit and application details.


https://play.apps.appsplatform.us/play/e/default-369ba0d5-02cb-4d2f-94fd-9212cc24b78c/a/449d74ad-9685-44e3-934b-46c72a05e1a2?tenantId=369ba0d5-02cb-4d2f-94fd-9212cc24b78c&source=portal
https://www.dcms.uscg.mil/Our-Organization/Assistant-Commandant-for-C4IT-CG-6/The-Office-of-Information-Management-CG-61/About-CG-Directives-System/Commandant-Instructions/
https://www.dcms.uscg.mil/forms/
https://uscg.sharepoint-mil.us/sites/cg61/SitePages/CG-611-RIM.aspx
https://uscg.sharepoint-mil.us/sites/cg61/SitePages/CG-611-RIM.aspx
https://uscg.sharepoint-mil.us/sites/cg61/SitePages/CG-611-RIM.aspx
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(8) Dependent family members of deceased CG active duty members and CG civilian
employees for 180 days after death.

(9) Released CG military members and their immediate family members are eligible for
EAP and work-life services through DoD’s Military OneSource program (not CG
SUPRT) for the one-year period beginning on the date of the retirement, discharge, or
release, as applicable, of such individual (per P.L. 115-232, Sec. 558).

. Permitted Disclosures of EAP records. All personal information shared by EAP
clients, including EAP files/documentation created/kept by the internal EAP staff or
the EAP contractor, will be fully protected within the regulations set forth by the
Privacy Act, Freedom of Information Act, and any applicable rules of evidence;
however, EAP records and information provided by employees may only be disclosed
for purposes of the following “routine uses”:

(1) With the written consent of the client.

(2) To appropriate authorities, as defined by state statute, when the client commits or
threatens to commit a crime or other act that could result in danger to him/herself or
others.

(3) To appropriate agencies defined by state statute and Coast Guard policy, as
indicated in the “EAP Statement of Understanding” form signed by all EAP clients.
The “EAP Statement of Understanding” form advises clients, before the provision
of services, that information shared regarding instances of child or elderly abuse or
neglect will be reported to the necessary state and public authorities and the Coast
Guard Family Advocacy Program, and that concerns about national trust and
security will be shared with Coast Guard Investigative Services (CGIS) or law
enforcement.

(4) Pursuant to the order of a court of competent jurisdiction, including a subpoena, if
signed by a judge.

(5) To medical personnel in an emergency, with or without written consent of the client.

(6) To the record custodians of a new EAP contractor when the previous contractor has
transferred records to them.

(7) To the Department of Justice (DOJ) for the adjudication of a claim for or against the
United States.

(8) To the DOJ for preparation for litigation involving the United States or a federal
employee acting within the scope of their employment.

(9) To a Medical Review Officer (MRO) or other authorized official for those employees
who have tested positive to drug/alcohol tests, per References (e), (f) and (g).



C.
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EAP Services. The EAP provides confidential short-term, non-medical counseling;
resource coordination, information, and referrals; and training or services on/for
operational stress control, suicide prevention, substance abuse prevention, critical
incident response, financial and legal consultations, health coaching, and management
(command, managers and supervisors) consultations. EAP service delivery by EAP staff
must not deviate from the provisions of this policy.

(1) Short-Term Non-Medical Counseling:

(a) Face-to-face and/or tele-mental health counseling with a licensed mental health
professional via an EAP Specialist (EAPS) at the HSWL RP Work-Life office, or
through a CG SUPRT contracted EAP counselor. For counseling services via CG
SUPRT, the customer service representative will require the caller’s name, a brief
description of needed assistance, and a telephone number at which an EAP

contracted counselor may contact the caller within twenty-four (24) to forty-eight
(48) hours.

(b) Eligible beneficiaries are entitled to twelve (12) sessions per issue, per calendar
year. The EAP service provider cannot provide recommendations regarding
fitness for duty, time off, or duty assignment and cannot provide written reports of
any kind.

(c) Regardless of whether or not the client is informally (verbally, with no
memorandum completed), or formally (via memorandum to the employee)
referred, the client must be a voluntary client to receive EAP services. In both
types of referrals, the information that can be provided back to supervisors
regarding the client is limited to attendance information unless the client
voluntarily consents, in writing, to further disclosure. All disclosures, including
information about attendance, require written consent from the client.

(d) If a client reports that a child or elder is being abused or neglected or is
determined to be a danger to self or others, the EAP provider is required to take
action to notify the proper authorities, (e.g., law enforcement, Family Advocacy
Program, Child Protective Services and/or Adult Protective Services, emergency
medical services) per References (h) and (i). The purpose of such notification is
to ensure that the client and/or others are protected regardless of whether or not
the client has given his/her consent.

(e) All EAP clients must receive and sign an “EAP Statement of Understanding”
form before service provision. It is the responsibility of the EAP service provider,
prior to the first EAP session, to advise the client about informed consent and the
limitations of confidentiality. EAP providers are bound by existing federal and
state laws as well as ethical standards and reporting requirements, as mandated
reporters, when these situations occur.

(f) Types of referrals for face-to-face counseling include:

1) Self-Referral. This is a self-initiated, voluntary and confidential use of the
EAP services. Any employee or family member who desires assistance with a



2)

3)

4)
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work-related and/or personal problem is encouraged to seek confidential
counseling before problems begin to affect job performance, conduct or well-
being. When an employee contacts the EAP for a consultation or
appointment, all communication between that employee or his/her family
member(s) and the EAP staff or contractors is confidential. An employee will
not have his/her job security or promotion opportunities jeopardized by
requests for counseling and referral assistance. Supervisors are not entitled to
receive any information regarding self-referrals, including verification of
contact with the EAP, without the written permission of the client.

Informal Management-Initiated Referral. This is a referral (orally or in
writing) to the EAP by a supervisor or other management official of any
employee who may be struggling with job performance, conduct, or
attendance problems. The supervisor or manager may also informally refer an
employee to the EAP when there is other information that suggests the EAP
might be of assistance to the employee. The employee’s participation in the
EAP is voluntary and confidential. Supervisors are not entitled to receive any
information without the client’s written permission.

Formal Management-Initiated/Supervisory Referral. This is a written referral
(via memorandum) of an employee to the EAP by a supervisor or manager.
The formal referral encourages the employee to take advantage of the EAP to
address deteriorating work performance, conduct and/or attendance problems.
The employee’s supervisor/manager must highlight and discuss the reason(s)
for the referral at the time the written memorandum is presented to the
employee; however, the employee may elect to accept or reject EAP services.
If the employee chooses to access EAP services, the EAP provider will ask the
client to sign a release of information that allows the provider to share
attendance information with the supervisor. No other information will be
revealed to the supervisor without the written consent of the client. NOTE:
Formal referral memorandums are not adverse actions and are not filed in the
Official Personnel Folders. Supervisors/managers of employees referred to
the EAP under this type of referral may keep a copy of the formal referral
memorandum for their own records. See Reference (a) for additional
guidance regarding formal referrals.

Mandatory Referral Under the Drug-Free Workplace Program. This type of
referral is used in cases involving civilian employees who occupy
drug/alcohol testing designated positions under Reference (f) and (g) and are
referred to the EAP as a result of a confirmed positive test. In these cases, the
contracted EAP provider will conduct a clinical evaluation, provide
recommendations, and assist the client in identifying appropriate referral
resources, including higher level of care providers/facilities as needed. The
EAP provider will monitor the client’s compliance with treatment for up to 12
months following the client’s completion of the initial treatment
recommendations. Subject to the client’s written agreement, the EAP
provider will share assessment recommendations and monthly compliance
reports with the testing services contractor and the client’s supervisor
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throughout the treatment period. Information about the Drug-Free Workplace
Program, including procedures for scheduling a post-accident/incident or
reasonable suspicion test, may be found on the Civilian Human Resources
website or References (f) and (g).

(2) Resource Coordination and Referral. CG SUPRT provides 24/7 guidance via the CG
SUPRT website, toll-free number, or both. CG SUPRT specialists provide
consultation and information, as well as vetted resources and referrals, for a wide
range of personal needs. The HSWL EAP staff are also able to provide information
and guidance to their customers during approved work hours.

(3) Referrals from EAP for follow-on care. If the EAP assessment reveals that more than
a total of twelve (12) sessions are likely to be needed, CG SUPRT, the HSWL EAP
staff or both will assist the individual, as needed, in locating longer-term care via
Coast Guard medical, TRICARE, private insurance, or other resources. The purpose
of this referral after an assessment is to ensure that the client receives the most
appropriate care and does not have to start over with a new clinician mid-treatment.
Normally, referral options include the following:

(a) Active duty members, or reservists on active duty for a period greater than thirty
(30) days, are referred to their Primary Care Manager or unit medical point of
contact to arrange for on-going care.

(b) Military family members are normally referred directly to TRICARE or to a
nearby military Medical Treatment Facility (MTF). The EAP can assist family
members in identifying available TRICARE benefit plan providers. Beneficiary
Counseling and Assistance Coordinators assigned to MTFs and TRICARE
Service Centers can assist military members and their family members in
accessing and using TRICARE services. For information go to
https://www.tricare.mil/.

(c) Civilian employees and family members are normally referred to their private
health plans for ongoing treatment or are assisted in locating other care options
within the community.

(d) Additional help in locating other outside providers within the individual’s or
family’s financial means can be obtained by contacting the cognizant HSWL RP
Work-Life Office, local Coast Guard Clinic, and/or Primary Care Manager.

(4) Suicide prevention and training. EAP staff are available to provide command
consultations regarding prevention, intervention, and postvention resources and
services, including mandated or other optional suicide prevention training approved
by the suicide prevention and/or EAP program manager.

(5) Substance abuse prevention and training. EAP staff are available to provide command
consultations regarding substance abuse prevention and intervention resources and
services, including training in coordination with the substance abuse and/or EAP
program manager and in accordance with Reference (k).



https://www.dcms.uscg.mil/Our-Organization/Assistant-Commandant-for-Human-Resources-CG-1/Civilian-Human-Resources-Diversity-and-Leadership-Directorate-CG-12/Civilian-HR/Staffing-and-Recruitment/Civilian-Drug-free-Workplace-Program/
https://www.dcms.uscg.mil/Our-Organization/Assistant-Commandant-for-Human-Resources-CG-1/Civilian-Human-Resources-Diversity-and-Leadership-Directorate-CG-12/Civilian-HR/Staffing-and-Recruitment/Civilian-Drug-free-Workplace-Program/
https://www.tricare.mil/
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(6) Critical Incident /Traumatic Incident (CI/TI) Response and Management. Provides
mental health professionals to support CI/TI response activities. Support can be
requested by contacting the cognizant EAP staff. Services include interventions
described in Reference (1). Services can be delivered by the CG EAPS/EAPC at the
cognizant HSWL RP Office, a chaplain, a Regional Behavioral Health Provider
(RBHP), or CG SUPRT.

(7) Workplace Violence and Threatening Behavior Prevention Training and Response
(WPYV). Provision of a safe work environment is a command responsibility that
cannot be delegated; however, multiple stakeholders play a part in the prevention,
intervention and response to workplace violence and threatening behavior. The EAP
staff is available to provide services aimed at preventing and/or mitigating the
emotional consequences from threats or acts of workplace violence. EAP services
may include prevention training, management consultations, EAP counseling,
information/referral to other resources, support to individuals in the aftermath of any
workplace violence and/or traumatic incident, and working with Crisis Intervention
Teams (CITs) per Reference (i).

(8) Financial Consultation. Provides consultation with a financial expert via the CG
SUPRT’s toll-free number, 1-855-CG SUPRT. The financial expert can address
financial needs and goals and help develop and implement a plan to address financial
issues. Financial consultation may also be provided by the HSWL RP Personal
Financial Manager (PFM).

(9) Legal Consultation. Provides consultation with an attorney by phone or in person to
discuss legal concerns. A consultation is arranged by contacting CG SUPRT’s toll-
free number, 1-855-CG SUPRT. Additional visits or services are available at
discounted rates. Note: This service is intended to augment, and does not replace, the
services already available to Coast Guard military personnel per Reference (m).

(10) Health Coaching. Provides consultation to help individuals with an array of issues
such as weight loss, healthy eating, fitness and exercise, tobacco cessation as well as
other health- and wellness-related goals. Clients can access these services by
contacting CG SUPRT’s toll-free number, 1-855-CG SUPRT.

(11) Training. Provides live and on-demand webinars on a variety of topics. The topics
offered are identified in a yearly training catalog provided by the contracted EAP
vendor and can be conducted by CG SUPRT contracted clinicians or the internal EAP
staff.

(12) Command/Management Consultation. Provides consultation and guidance to
command, managers, and/or supervisors on how to respond to and support CG
members/employees who are struggling with work performance and/or conduct
problems, thus increasing the likelihood of a successful intervention. It enables
leaders to remain in their leadership role and avoid the role of a counselor. Consults
may be provided face-to-face by the HSWL RP EAP staff or from CG SUPRT EAP
providers via the CG SUPRT’s toll-free number, 1-855-CG SUPRT.

10
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d. Time off for EAP Counseling Sessions. Supervisors of military personnel are encouraged

to allow members time off to attend these sessions per Reference (n). Coast Guard
civilian employees are eligible for administrative leave for each EAP session, up to one
(1) hour per session, and associated travel time, for a total of up to twelve (12) sessions
per issue, per calendar year, and with prior approval by the supervisor. To qualify for
this benefit, both the session and travel time must occur during the person’s regular work
hours, and the employee must sign a release-of-information form at the EAP provider’s
office that authorizes the provider to release attendance information to the supervisor.
Civilian employees should follow the applicable provisions of their collective bargaining
agreements.

13. RESPONSIBILITIES.

a.

Commandant (CG-1K) must:

(1) Promulgate policy and guidance regarding the Coast Guard’s EAP.

(2) Ensure coordination of EAP services to support the requirements of the Coast
Guard’s Drug Free Workplace Plan per References (f) and (g).

Commandant (CG-1K1) must:

(1) Provide oversight of policy and procedure implementation as described herein.

(2) Promote self-care and the use of the EAP to all Coast Guard beneficiaries per
Reference (0).

(3) Ensure Commandant (CG-1K11) is notified regarding any unresolved or recurring
EAP service delivery or personnel issues.

(4) Ensure all Commandant (CG-1K1) program managers collaborate to provide EAP
staff with evidence-based training opportunities in the areas of substance abuse
prevention, suicide prevention, stress management, and any other prevention and
resilience training that equips them to support and enhance all employees’ and family
members’ well-being, resilience, and mission readiness.

(5) Ensure all CG-1K1 program managers collaborate to support any other efforts and
initiatives that promote total force wellness, or to observe and honor monthly
awareness campaigns that are in the best interest of the workforce’s health and
readiness.

Commandant (CG-1K11), the EAP Manager (EAPM), must:

(1) Develop policy and provide programmatic oversight of the EAP.
(2) Manage program resources.

(3) Provide coordination of the EAP service-wide.

11
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(4) Set program quality assurance priorities and participate in no less than one annual RP
site visit.

(5) Provide program guidance to HSWL SC, HSWL RPs and Commands to ensure
accurate program implementation and resolution of service delivery issues.

(6) Prepare reports and maintain data, in collaboration with HSWL SC, regarding the
program service-wide, including sending:

(a) CG SUPRT quarterly utilization reports to HSWL SC, HSWL RPs, Integrated
Primary Prevention (IPP) HQs personnel, and senior leadership.

(b) RP EAP service provision reports, using the designated metrics collection tool and
in accordance with the process and procedures established by the HSWL SC
leadership.

(c) EAP-related reports to DHS per Reference (a).

(7) Develop standardized marketing and briefing materials to facilitate education on EAP
issues for senior Coast Guard leaders and relevant HSWL personnel (such as Family
Resource Specialists (FRS), Family Advocacy Specialists (FAS), Child Development
Services staff, medical staff, etc.), Personnel Services Command, unit commanders,
chaplains, etc.

(8) Conduct annual program review to assess resource needs and prepare resource
proposals for personnel, services, and technology, as needed.

(9) Meet and maintain all Coast Guard requirements for privileging as a behavioral health
provider, as per Reference (p) or superseding policy.

(10) Review and sanction all EAP staff-related duty titles and position descriptions
triennially.

(11) Participate in all hiring panels for EAP Specialist candidates to ensure incoming staff
members possess appropriate EAP experience to render internal clinical service
provision.

(12) Require all CG EAP staff to obtain and maintain the Certified Employee Assistance
Professional (CEAP) certification as part of their position.

(13) Request funding, in accordance with References (x) and (y), for all CG EAP staff to
obtain and maintain the required CEAP certification, including funding for the
following:

(a) A one-time CEAP candidate registration fee.
(b) Initial certification course requirements and assessment fees.

(c) CEAP activation and/or renewal fee.
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(d) Professional development training to maintain the CEAP.

(e) NOTE: The USCG will only fund the first attempt for an EAP staff to obtain the
initial CEAP certification; the EAP staff will be responsible for the cost of any
additional attempts.

(14) Request funding and coordinate a biennial conference for EAP staff professional
development.

(15) Oversee all EAP activities, training initiatives, and prevention/education materials
throughout the Coast Guard. Collaborate with the HSWL SC to develop and
implement initiatives.

(16) Collaborate with all Commandant (CG-1K1) program managers to provide EAP staff
with evidence-based training opportunities in the areas of substance abuse prevention,
suicide prevention, stress management, and any other prevention and resilience
training that equips them to support and enhance all employees’ and their family
members’ well-being, resilience, and mission readiness.

(17) Collaborate with all Commandant (CG-1K1) program managers to support any other
efforts and initiatives that promote total force wellness, or to observe and honor
monthly awareness campaigns that are in the best interest of the workforce’s health
and readiness.

(18) Work in conjunction with the Force Readiness Command (FORCECOM) and the
HSWL SC staff on any required training that supports the overall health, resiliency
and readiness of the USCG workforce and the CG mission.

(19) Collaborate with CG’s Civilian Human Resources/Military Personnel directorates,
legal representatives, chaplains, CGIS, and EAP staff to support the prevention of
workplace violence and threatening behavior and ensure an appropriate response to
such incidents.

(20) Coordinate with DHS for CI/TI response and management per Reference (a) when the
same incident has impacted one or more DHS Components.

(21) Participate as a member on relevant internal and external committees and projects that
promote employee wellness, resilience, and readiness.

d. Commandant (CG-1K11). the Suicide Prevention and Behavioral Health Program
Manager, must:

(1) Notify EAPM of any suicide-related behavior (SRB) to ensure appropriate and multi-
disciplinary education, prevention, intervention and postvention support is rendered
in a timely fashion.

(2) Provide guidance and determine enterprise-wide and standardized structure and

organization for the multi-disciplinary meetings addressing behavioral health
concerns.
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(3) Provide EAPM multi-disciplinary reports and cross-programmatic trends of
disruptive behaviors to ensure EAP support is maintained and relevant services and/or
prevention campaigns are provided.

(4) Provide guidance to EAP staff to ensure any reports of SRB reported to the EAP are
addressed in a timely, competent, standardized, and evidence-based manner.

(5) Procure and provide evidence-based/informed prevention/intervention training and
materials (e.g., Applied Suicide Intervention Skills Training (ASIST) and safeTALK)
to the EAP staff in support of the CG’s suicide prevention efforts.

(6) Provide or coordinate training for the EAP staff on external suicide prevention
programs with evidence of effectiveness that include positive and relevant outcomes
to ensure they continue providing appropriate, culturally competent, evidence-based
training and support to the CG workforce and its dependents.

(7) Collaborate with the EAPM to ensure all behavioral and wellness programming
supports suicide prevention, intervention and postvention efforts.

(8) Provide backup coverage to the EAPM.

Commandant (CG-1K2) Office of Health Services must:

(1) Develop policy that directs medical providers to make referrals to and promote the
use of the EAP throughout CG clinics.

(2) Develop policy that ensures EAP Specialists are qualified through proper
credentialing as clinical behavioral health providers and adhere to all applicable PII,
HIPAA and USCG policies regarding confidentiality.

(3) Maintain up-to-date and centralized roster documenting EAP staff training, licensure,
CEAP certification, education, and continuing professional development.

(4) Develop policy for continuity of care when eligible Coast Guard EAP clients request
to be transitioned from EAP counseling services to care under TRICARE/Military
Health System or other resource per Reference (p).

(5) Develop policy that directs medical providers to notify the cognizant EAP staff,
HSWL Regional Manager (RM), or EAPM when EAP service delivery issues come
to their attention.

Public Affairs Office (CG-0922) must:

(1) Collaborate with the EAPM regarding communication plans that concern the
wellness, resilience, and readiness of the enterprise to ensure the appropriate supports
are in place at the field level.

(2) Ensure appropriate and timely messaging and language is utilized regarding
behavioral health matters, workforce wellness, and resources.
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(3) Help highlight awareness and prevention campaigns.

. Force Readiness Command (FORCECOM) must:

(1) Work in conjunction with the EAPM and the HSWL SC staff regarding required
training and performance support solutions. Such training and performance solutions
include Mandated Training (MT).

(2) Provide opportunities for the EAP staff to request attendance in the Virtual Instructor
Development Course (#100395).

Office of Civilian Human Resources (CG-122) must: Develop policy that directs medical
providers to coordinate EAP substance abuse professional assessment and treatment
monitoring services for civilian employees with Commandant (CG-121) where applicable
per References (e) and (f).

Commandant (CG-123) and Community Service Command (CSC) must: Ensure that all
new full-time employees receive information on the EAP services available to them.

HSWL SC Work-Life Division must:

(1) Provide technical guidance and oversight to the CG EAP staff to ensure
implementation of the EAP in accordance with this Instruction.

(2) Distribute program funding to HSWL RMs/Work-Life Supervisors in accordance
with the existing budget model and local needs.

(3) Perform duties as Contracting Officer's Representative (COR) for the EAP per
Reference (q) and requirements listed in the EAP COR appointment memo issued by
the Contracting Officer.

(4) Participate in all hiring panels for EAP Specialists to ensure incoming staff members
possess appropriate EAP experience to render internal clinical service provision.

(5) Develop Standard Operating Procedures (SOP)/Technical Directives, in collaboration
with Commandant (CG-1K11), for EAP staff to ensure standardized implementation
of this Instruction and other relevant Coast Guard regulations. SOPs include those
that support and improve all programs mentioned in this Instruction and any other
approved initiative that supports and enhances total force wellness and mission
readiness.

(6) Ensure Commandant (CG-1K11) and the EAPM are notified regarding any unresolved
or recurring EAP service delivery issues or program personnel concerns.

(7) Coordinate with the EAPM to identify and develop quality assurance checklist
monitoring items for the EAP.

(8) Conduct quality assurance inspections in accordance with Reference (s) and in
coordination with HSWL RM and EAP staff, emphasizing program quality, policy
compliance and customer satisfaction.
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(9) Establish and maintain an EAP peer review process to ensure EAP files are in
compliance with this Instruction and HSWL SC SOPs/Technical Directives and
incorporated in quality assurance inspections.

(10) Maintain centralized databases of, but not limited to, EAP Specialists’ monthly
statistics, CISM peers, ASIST- and/or safeTALK-trained personnel and trainers, and
Operational Stress Control (OSC)-trained personnel and trainers.

(11) Maintain up-to-date and centralized roster that documents EAP staff training,
licensure, CEAP certification, education, and continuing professional development.

(12) Maintain an electronic repository of current CG EAP staff guidance and resources
(e.g., HSWL SC SOPs/Technical Directives, job aids, training materials, etc.).

(13) Provide timely data and metrics reports to EAPM and Senior Leadership, as requested.

k. HSWL SC Operational Medicine Division must;:

(1) Ensure the Regional Behavioral Health Providers (RBHP) incorporate the EAP in the
spectrum of behavioral health and wellness services and follow EAP processes and
procedures as defined in this Instruction.

(2) Establish and maintain collaborative working relationships with the EAP staff and
CGSUPRT as a best practice in patient-centered care.

(3) Ensure continuity of care when eligible Coast Guard EAP clients request to be
transitioned from non-medical counseling to medical behavioral health services.

I. Regional Managers and Work-Life Supervisors must:

(1) Ensure that use of the EAP is actively promoted throughout the HSWL Regional
Practice area of responsibility (AOR).

(2) Collaborate with Commandant (CG-1K11) and HSWL SC to hire qualified EAP staff
and ensure persons selected for EAP staff positions henceforth meet requirements for
privileging as behavioral health clinicians and, additionally, obtain and/or maintain
the Certified Employee Assistance Professional (CEAP) credential within one year of
hiring.

(3) Ensure the Employee Assistance Program (EAP) staff:

(a) Have access to a private office space where they can provide confidential, non-
medical counseling (by EAPSs) and consultations (by EAPCs/EAPSs) as well as
other EAP services in-person, via telephone and/or virtually. Office space must be
easily accessible to all EAP beneficiaries including eligible family members.

(b) Have proper storage (physical and/or electronic) to securely store and manage
EAP client records in accordance with the Privacy Act, HIPAA, 42 CFR part 2,
and all other applicable federal laws/regulations and USCG records management
policies.
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(c) Comply with the provisions of this Instruction and HSWL SC SOPs/Technical
Directives.

(d) Attend the Virtual Instructor Development Course (#100395). This course has
limited quotas and attendance is prioritized based on instructor status and
TRACEN need.

(e) Are trained/certified to instruct evidence-based prevention, intervention,
postvention, and/or recovery strategies (e.g., safeTALK, ASIST, and OSC)
approved by the Commandant (CG-1K11) Program Managers—this training
should take place within two (2) years of employment for new EAP Specialists
and within two (2) years from publication of this Instruction for all existing EAP
staff.

(f) Report EAP data monthly to the HSWL SC using the designated metrics
collection tool.

(g) Participate in a robust peer review program.
(4) Notify HSWL SC when service delivery or personnel issues come to their attention.

(5) Complete quality assurance inspections and self-assessments in collaboration with
HSWL SC and in accordance with Reference (s).

(6) Manage budget requests from EAP staff for training and travel.

. Regional Behavioral Health Provider (RBHP) must:

(1) Incorporate the EAP in the spectrum of behavioral health and wellness services and
follow EAP processes and procedures as defined in this Instruction.

(2) Establish and maintain collaborative working relationships with the EAP staff and
CGSUPRT as a best practice in patient-centered care.

(3) Ensure continuity of care when eligible Coast Guard EAP clients request to be
transitioned from non-medical counseling to medical behavioral health services.

(4) Collaborate with the Work-Life and IPP program managers to ensure robust
education, prevention campaigns, and trainings are offered, CG-wide, utilizing
standardized presentations.

(5) Collaborate with the EAP staff to ensure appropriate treatment options and referrals
are provided to eligible beneficiaries.

(6) Participate, as requested, in CI/TI responses.

(7) Participate in WPV CIT meetings and provide recommendations for postvention
activities and support.
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n. CG Clinic staff must;:

(1) Make referrals to and promote the use of the EAP throughout CG clinics.

(2) Work with EAP staff to ensure continuity of care when eligible Coast Guard EAP
clients request to be transitioned from EAP counseling services to care under
TRICARE/Military Health System.

(3) Notify the cognizant EAP staff or HSWL Regional Manager (RM) when EAP service
delivery issues come to their attention.

0. Employee Assistance Program (EAP) staff must:

(1) Function as the point of contact for all matters related to the EAP and promote the
EAP throughout their AOR.

(a) Reference CG SUPRT utilization report findings to tailor prevention/intervention
and response needs.

(b) Provide monthly outreach to all units within their AOR to ensure awareness of
resources.

(c) Provide all units, via electronic distribution, with each new edition of the
contractor-provided EAP Newsletter.

(d) Provide standardized, monthly trainings as advertised in the EAP Contactor’s
catalogue.

(e) After attempting to resolve, report via email all unresolved and recurring EAP
service delivery issues to the HSWL SC COR and EAPM.

(2) Provide consultation to Coast Guard units and commands within their AOR and offer
guidance and direction for appropriate management of personnel readiness issues,
including facilitation of pre- and post-deployment briefings and trainings for the CG
workforce and eligible family members (as appropriate) that focus on suicide
prevention and intervention, stress management and resiliency, healthy relationships
and effective communication, and substance abuse prevention.

(3) Provide screening, assessment, non-medical counseling (up to 12 sessions per person,
per issue, per year), care or referral coordination, and/or case management in
accordance with the staff’s position description and credentials.

(4) Triage and refer to appropriate support and/or resources including CG SUPRT.

(5) Appropriately document and manage client records using only USCG-approved
forms or other USCG-approved protocols.

(a) Upon initial contact with all adult clients seeking EAP counseling services, the
EAP staff must discuss and complete the “EAP Statement of Understanding”
form before the initial session; once this form is reviewed and signed by the
client, the EAP staff must conduct an intake and document assessment findings.
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(b) Within the second client contact, the EAP staff must complete a counseling plan
form in consultation with the client. If appropriate and necessary, a safety plan
form and a consent for release of confidential client information form will also be
completed by the EAP staff.

(c) For every client contact, the EAP staff must complete an information and referral
log for every client encounter and/or a clinical case and/or progress note as
appropriate to the service provided and the level at which the EAP staff is
credentialed.

(6) Maintain local client file and protect personally identifiable information (PII) and
health-related information in accordance with Coast Guard regulations and federal
laws; report violations of PII in accordance with Reference (t), (u), (v) and (w).

(7) Establish a robust network and produce a list of local, state, and federal resources and
referrals.

(8) Establish and maintain collaborative working relationships with other Work-Life and
Coast Guard programs (such as the Family Advocacy Program, Substance Abuse
Prevention and Treatment Program, Health Promotion and Family Support Programs,
and Integrated Primary Prevention), as well as Sexual Assault Response
Coordinators, Coast Guard Healthcare Providers, Chaplains, Coast Guard
Investigative Service special agents, and Human Resource specialists, as this is the
best practice in multi-disciplinary service provision.

(9) Collect, maintain, and report EAP data to HSWL SC monthly, using the designated
metrics collection tool and in accordance with the process and procedures established
by the HSWL SC.

(10) Support the CG’s WPV program by participating in prevention, intervention and
postvention activities in their AOR and as follows:

(a) Collaborate with the CG’s Civilian Human Resources and/or Military Personnel
directorates in response to any reported incident of workplace violence and/or
threatening behavior.

(b) Participate in the WPV CIT and ensure EAP services are provided or made
available for management and any affected individual(s) and/or units.

(c) Notify the Coast Guard Investigative Service Threat Management Unit (CGIS
TMU) of all reported instances of workplace violence and threatening behavior.

(d) Report all incidents of workplace violence and threatening behavior to the EAPM
and the HSWL SC within three (3) days of a commanding officer or civilian
director convening a WPV CIT, using the reporting tool designated by the HSWL
SC.

(e) Collaborate with all CG stakeholders to provide or facilitate WPV training and
postvention activities.
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(11) Complete quality assurance inspections and self-assessments in collaboration with
HSWL SC and in accordance with current applicable CG policy; this includes a
regular and robust peer review process.

(12) Provide annual trainings to all units throughout their AOR to promote adaptive
coping skills and awareness of resources for concerning behaviors including
workplace violence.

(13) Comply with all Operational Stress Control requirements per Reference (j).

(14) Comply with all suicide prevention, intervention, and postvention requirements per
Reference (i) including participation in multi-disciplinary teams.

(15) Comply with all Critical Incident Stress Management (CISM) requirements and
provide CISM services per Reference (1).

(16) Produce and promulgate a quarterly schedule of planned trainings and outreach
events for units within their AOR.

(17) Advertise, honor, and celebrate monthly themes, in consultation with or as directed
by EAPM, to champion total force wellness.

(18) Ensure that an adequate supply of EAP-related informational materials is available
for customer use and are placed in high-trafficked areas including CG-approved
websites and apps.

(19) Attend and participate in EAP team meetings. Keep HSWL SC and EAPM informed
of all efforts, initiatives, and trends that may impact service provision or policy.

(20) Maintain a signature block and a staff biography in alignment with HSWL SC
guidance to ensure appropriate identification of provider, their credentials, and
services they can render.

(21) Provide coverage for other Districts or Units as directed by the RM/WL Supervisor;
this may include participation in multi-disciplinary teams for wellness and behavioral
health issues to include but not limited to WPV, SRB, etc.

(22) Remain current and compliant with all mandated EAP training requirements
including the following:

(a) Earn and maintain the CEAP certification within one year of employment for new
hires and within one year from publication of this Instruction for all existing EAP
staff.

(b) Earn and maintain instructor certification or instructor status in evidence-based
prevention/intervention/postvention and/or recovery strategies (e.g., OSC,
safeTALK, and ASIST) within two (2) years of employment for new EAP
Specialists, and within two (2) years from the publication of this Instruction for all
existing EAP staff.
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(c) Complete the Virtual Instructor Development Course (#100395) as opportunities
become available. This course has limited quotas, and attendance is prioritized
based on instructor status and TRACEN need.

(d) Complete the Health Insurance Portability and Accountability (HIPAA) and
Privacy Act trainings annually. Provide proof of completion to the HSWL SC.

(23) Maintain, if hired after promulgation of this Instruction, all Commandant (CG-1K2)
requirements for privileging as a behavioral health provider, per Reference (p).

(a) All EAP staff hired before the publication of this Instruction (i.e., 1740.7C) will
continue to provide the same EAP services they have been offering to date but
function under a revised EAP position description.

(b) Any EAP staff hired before the publication of this Instruction (i.e., 1740.7C) who
is interested in providing EAP non-medical counseling services, in addition to
their current roles and responsibilities, will be required to meet and maintain all
CG requirements for becoming a credentialed behavioral health provider, per
Reference (p) or superseding policy, and function under a revised EAP position
description.

p. CO/OICs and Civilian Supervisors must:

(1) Promote a unit climate that supports and encourages health and help-seeking
behavior.

(2) Complete workplace violence training as established by Commandant (CG-1).

(3) Ensure their unit personnel and family members are educated on the benefits of help-
seeking help and the services of CG SUPRT.

(4) Coordinate with the cognizant EAP staff for assistance with EAP services, resources,
and unit trainings.

(5) Notify the cognizant EAP staff and HSWL Regional Manager when EAP service
delivery issues arise.

q. Commandant (CG-00A) must ensure all chaplains:

(1) Are aware of the benefits of EAP and that they promote its use to all personnel and
their family members, as appropriate.

(2) Notify the cognizant EAP staff member and cognizant HSWL Regional Manager
when EAP service delivery issues arise.

(3) Participate, as requested, in CI/TI responses.

(4) Participate in WPV CIT meetings and provide recommendations for postvention
activities and support.
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(5) Participate in behavioral health and wellness cross-training opportunities such as
ASIST, safeTALK, OSC and others to deliver individual/group counsel as well as
education and prevention campaigns in partnership with the EAP.

(6) Offer the EAP staff access to evidence-based cross-training opportunities.

r. Coast Guard Investigative Service (CGIS) Special Agents must:

(1) Be aware of the EAP resources and benefits and promote their use to all personnel
and their family members, as appropriate.

(2) Notify the cognizant EAP staff member and cognizant HSWL Regional Manager
(RM) when a workplace violence incident occurs. A notification to the EAP staff
and/or RM serves to initiate outreach to appropriate leadership and/or victim and
offer EAP support including possible critical incident response services.

(3) Participate in WPV CIT meetings, report past and current criminal record as
appropriate, and provide a threat assessment to help the EAP provide appropriate
resources.

(4) Participate in behavioral health and wellness cross-training opportunities such as
ASIST, safeTALK, OSC, and/or any other evidence-based education, prevention,
intervention, and postvention efforts in partnership with the EAP.

(5) Offer EAP staff the opportunity to participate in relevant, evidence-based training
opportunities.

s. Servicing Legal Office. Servicing legal office staff must participate in WPV CIT
meetings, provide advice and counsel to the WPV CIT and commander or supervisor. Be
prepared to advise as to availability of legal remedies, including injunctive relief where
appropriate. Be certain that the rights and interests of both parties are respected.

t. Civilian Human Resources, Military Personnel. Field level staff must participate in WPV
CIT meetings. Be prepared to discuss any past disciplinary actions and the work record
of the involved civilian employee or active duty member. Be prepared to advise the
WPV CIT as to appropriate personnel actions available to the command or supervisor.

14. PRIVACY PROVISIONS. The Privacy Act of 1974, 5 U.S.C. §552a and the Health
Insurance Portability and Accountability Act (HIPAA) of 1996, Reference (t), apply to
records that contain personally identifiable information (PII) and protected health
information (PHI). These federal laws place procedural requirements on the use and
disclosure of information. The applicable EAP System of Records Notice (SORN) for
military and civilian personnel (see Reference (u)) may be found at:
https://www.gpo.gov/fdsys/pke/FR-2014-12-16/html/2014-29379.htm; this SORN outlines
procedures for owning, maintaining, protecting and destroying records. In order to maintain
the public’s trust and prevent privacy breaches, the Coast Guard has a duty to safeguard all
types of PII and PHI in its possession. Any unintended disclosure or compromise of an
individual’s PII may constitute a Privacy Incident and must be reported in accordance with
the Privacy Incident Response, Notification and Reporting Procedures for Personally
Identifiable Information (PII), COMDTINST 5260.5, as per Reference (v).
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15. FORMS. None.

16. REPORTS. EAP quarterly utilization reports may be requested by the DHS, Office of Health
and Security to ensure all employees and their families have access to and successfully obtain
resources and support systems to better manage life challenges and unexpected emergencies.

17. SECTION 508. This policy is created to adhere to accessibility guidelines and standards as
promulgated by the U.S. Access Board with consideration of Information and
Communications Technology (ICT) requirements. The customer experience (CX), plain
language, and service delivery improvements were considered. If modifications are needed
for this artifact, please communicate with the Section 508 Program Management Office
(PMO) at Section.508@uscg.mil. Concerns or complaints for non-compliance of policy
and/or artifacts may be directed to the Section 508 PMO, the Civil Rights Directorate
(https://www.uscg.mil/Resources/Civil-Rights/) for the Coast Guard, or to the U.S.
Department of Homeland Security at accessibility@hq.dhs.gov.

18. REQUEST FOR CHANGES. Units and individuals may formally recommend changes
through the chain of command using the Coast Guard Memorandum. Comments and
suggestions from users of this Instruction are welcomed. All such correspondence may be
emailed to Commandant (CG-1K11) at smb-comdt-cg-1k11-eap@uscg.mil.

/PAUL L. JUNG/

Rear Admiral, U.S. Coast Guard
Assistant Commandant for Health, Safety
and Work-Life

Appendix A. Definitions.
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Appendix A. Definitions.

Alcohol. The intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular
weight alcohols including methyl or isopropyl alcohol.

ASIS. Applied Suicide Intervention Skills: A two-day, in-person training that teaches
participants to carry out life-saving interventions for people at risk of suicide.

Assessment. A phase of the EAP process in which the provider interviews the client and
collects data that coupled with professional expertise and skill, identifies, defines, and
prioritizes the client’s physical, mental, and social issues, problems or challenges in order to
develop an action plan. This phase results in the opening of a new client file or re-opening of
an existing client file, or, if in the client’s best interest, referral to a more appropriate source
of care.

Behavioral Problems. Problems such as substance abuse, depression, anxiety, stress, or any
psychological disorder as defined by the latest edition of the Diagnostic and Statistical
Manual of Mental Disorders™, which may impair job performance. Problems can also
emanate from working conditions or the nature of the job itself.

Certified Employee Assistance Professional (CEAP). A credentialed professional that
demonstrates knowledge, experience, and expertise across the entire EAP body of knowledge
and is accountable for their activities, including recognizing the boundaries of their
competence and limitations of their techniques.

Client. For purposes of this Instruction a client is any recipient of EAP short-term problem-
solving counseling, to include active duty member, civilian employee, and/or their family
members.

Command/Manger Consultation. Meeting and or discussion to assist supervisors seeking
guidance in managing employees, enhancing the work environment, and improving
employee job performance. Services provided for commands/managers specifically include
guidance about how to appropriately support employees with personal concerns that may be
affecting their work performance, health, and/or well-being.

Community Resources. Agencies and individual practitioners accessible to the EAP's client
population, including but not limited to, private practice clinicians, hospitals, clinics and
other outpatient treatment facilities, family counseling services, financial counseling services
and self-help groups for medical or behavioral/emotional problems.

Confidentiality. The requirement that prevents any EAP provider, EAP staff or EAP
program official from disclosing client information to any outside party without the express
consent of the employee/client, except as permitted by law. Confidentiality will not be
maintained in those instances when the employee/client has been clinically judged to be a
danger to himself/herself or to others, or in instances where child, elder, or spouse abuse has
occurred, as is required by State, Federal or professional board reporting requirements.
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Counseling. Professional services and therapeutic interventions as provided by psychiatrists,
psychologists, social workers, or other credentialed mental health providers who have a
license to practice independently, and such license is in good standing.

Crisis Intervention Team (CIT). A multidisciplinary team which is convened to forestall
workplace violence by using the immediately available information to place the appropriate
resources at the disposal of the commander and to initiate existing processes such as
administrative or criminal investigation, personnel actions, or EAP counseling.

Crisis Phone Counseling. A 24/7 service offered by the EAP Contractor for counseling
over the phone with a licensed mental healthcare professional. This service is in addition to
face-to-face counseling available to full time employees and to members on active duty over
thirty (30) days.

. Critical/Traumatic Incident (CI/TI). An event--usually sudden, unexpected and

potentially life-threatening--in which a person experiences a trauma and can overwhelm an
individual’s defense mechanisms, such as direct or indirect involvement in shootings;
assaults; hostage incidents; suicides; threats on life, family or property; vehicular, helicopter
or airplane crashes; major injuries; natural disasters; and violence in the workplace.

Critical/Traumatic Incident (CI/TT) Intervention. EAP services or activities provided in
response to a critical incident. Services and activities include, but are not limited to,
defusings, debriefings, outreach to the workforce, psycho-educational activities related to
trauma, anniversary responses, etc.

Drugs. Illegal or legal chemical substance that may or may not be used for medicinal
purposes, other than alcohol.

Drug Free Workplace. Laws, regulations and policies emanating from Executive Order
(EO) 12564 of September 15, 1986, and subsequently the Drug-Free Workplace Act of 1988,
that ordered federal employees to refrain from using illegal drugs, whether on or off duty. It
mandates that the head of each Executive agency must develop a plan for achieving the
objective of a drug—free workplace. Elements of the plan include establishing a program to
test for the use of illegal drugs by employees in sensitive or testing sensitive positions;
training for managers and employees; and establishment of EAPs that emphasize high-level
direction, education, counseling, referral to rehabilitation, and coordination with available
community resources.

Employee Assistance Program Coordinator (EAPC). The EAPC is an internal EAP staff
member responsible for implementing the EAP program at the field level; however, the
EAPC does not provide non-medical counseling services.

EAP Counseling. Short-term, non-medical counseling provided by either in-house
behavioral health EAP staff or contract providers. There is no charge for EAP counseling
services.

EAP Provider. At a minimum, a masters level clinician (examples include an independent
clinical social worker, or professional counselor), who possesses a clinical license to practice
independently, with demonstrated substance abuse experience. The qualifications and
credentials for EAP providers will be such that they are qualified to carry out independent
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EAP services and that they conform to current community standards of training, certification,
and license.

Employee Assistance Program Specialist (EAPS). The EAPS is an internal EAP staff
member responsible for implementing the EAP program at the field level. Additionally, the
EAPS is also an independently licensed mental health professional who is credentialed and
allowed by the USCG to conduct EAP or non-medical counseling services. Only the EAPS
(not the EAPC) is allowed to conduct non-medical counseling services.

Employee. For purposes of this Instruction, unless otherwise specified, a full-time
appropriated funded, non-appropriated funded civilian employee, an active duty member, or
covered Reservist on active duty, of the Coast Guard, or an active duty member of another
DoD branch assigned to the Coast Guard, or a Public Health Service Officer assigned to the
Coast Guard.

Family Member. For civilian employees, any legal dependent regardless of home address
or significant other living in the employee's household. For military members, any legal
dependent regardless of home address.

Financial Consultation. An EAP service that provides consultation with a financial expert.
Intake Specialists will arrange for a financial expert to call back within one business day.
Once connected, the financial expert can address financial needs and goals, and help develop
and implement a plan to address financial issues. There is no limit on the number of times
this service can be used.

Health Coach. Health coaches must have at minimum a bachelor’s degree in a health field.
Health coaches must be certified by a nationally recognized health coaching certifying
organization such as the National Association of Health Coaches, the American Institute of
Health Care Professionals, or the American College of Sports Medicine.

Health Coaching. Provides consultation to enable individuals to establish specific goals
related to lifestyle changes (i.e., to improving eating habits, increasing physical activity,
quitting use of tobacco products, and reducing stress levels), and to reach these goals through
coaching and support of the Health Coach.

Internal EAP files. Internal EAP files will be maintained by EAP staff. These files, as well
as telephone logs or any other document that may identify a person as an EAP client, will be
safely secured. Access to these files will be strictly limited to approved EAP personnel only.

Legal Consultation. A service that provides a free consultation with an attorney by phone to
discuss legal concerns. Program can also provide an in-person consultation. Additional visits
or services are available at discounted rates. Exclusions: This program does not include
advice on matters relating to the EAP, a Coast Guard job, or business concerns.

Operational Stress Control (OSC). OSC is a standardized, evidence-informed, primary
prevention program that seeks to prevent and manage adverse stress reactions through
increased psychological resilience and skill building in an operational environment. OSC
builds emotional intelligence, encourages strong and earnest peer relationships, and supports
healthy leadership engagement.
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Pastoral Counselor. A pastoral counselor is an independently licensed mental health
professional who has also had religious training and/or theological education.

Postvention. Organized response in the aftermath of a traumatic event, to include
counseling and other supportive care.

Regional Behavioral Health Provider (RBHP). The RBHP is an independent licensed
behavioral health professional who provides direct patient care (assessment, diagnosis, and
treatment), high risk care coordination/case management as well as consultation, training,
and mentorship as a subject matter expert for behavioral health issues.

safeTALK. A half-day, in person training that prepares participants to identify people with
thoughts of suicide and connect them with life-saving first-aid resources.

Short-Term Non-Medical Counseling. Limited number of sessions, with a licensed
professional serving to resolve problems identified in the assessment phase. The intent of
short-term, solution focused/ problem solving is to work through the identified problem
within the 12-session time frame thereby eliminating the need to refer the client to another
counseling resource.

Statement of Understanding. A document that describes the limits of confidentiality and
the services available through the EAP. It is given to and discussed with the client at first
contact. The elements of the statement must contain those reflected in 42 C.F.R. part 2, the
Health Insurance Portability and Accountability Act (HIPAA), and other information about
the EAP that should be disclosed to the client.

Suicide Related Behaviors (SRB). Behaviors related to suicide, including preparatory acts,
as well as suicide attempts and death.

System of Records Notice. A notice published in the Federal Register by a Federal agency
with an EAP records system, announcing it has established and will retain EAP records. The
Privacy Act (5 U.S.C. 552a) and OMB Circular A-130 require a federal agency to alert the
public that it has established a system of records about individuals. “The term ‘system of
records’ means a group of any records under the control of any agency from which
information is retrieved by the name of the individual or by some identifying number,
symbol, or other identifying particular assigned to the individual.” The notice must explain
what records are retained, how long they are retained, who the record holder is, and how
EAP clients may access their EAP records, among other things.

Workplace Violence and Threatening Behavior (WPV). Workplace violence and
threatening behavior is any act or attempted act of physical aggression or harm, or a threat
(overt or implicit) to commit an act of physical aggression or harm by an individual that
occurs at the workplace. Examples include but are not limited to the following: acts of
physical violence; direct threats or physical intimidation; verbal and nonverbal intimidating
behavior (including bullying, stalking, menacing behavior or statements); possession of
weapons in the workplace, including parking lots and other exterior premises, unless such
possession or use is a requirement of the job or specifically authorized; assault of any form;
physical restraint or confinement; dangerous or threatening horseplay; loud, disruptive, or
angry behavior or language that is clearly not part of the typical work environment; blatant or
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intentional disregard for the safety or well-being of others; and threats or acts to destroy,
damage, or deface personal property at the workplace.
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