Employee Assistance Program (EAP) from BlueLink TPA
Sample letter to managers or content for e-mail/memo
[Date]

Dear manager:

<ABC Company> is pleased to offer the Employee Assistance Program (EAP) from BlueLink TPA. The EAP will support our eligible employees and dependents by offering a place to turn for a variety of personal concerns. I am writing to tell you more about the EAP, which will be effective in <month>.

Providing a resource for employees to resolve personal concerns can help them be their best both on and off the job. It also helps our company avoid possible negative effects on work performance, quality, attendance and safety. Employee assistance programs have been shown to produce an estimated 4:1 return on investment and provide benefits such as reduced turnover and substantially decreased health care costs.

To use the service, employees simply make a toll-free phone call at any time of day or night. They can speak with experienced, professional counselors who will listen, assess the situation and then help them take next steps. <INSERT if appropriate: Employees can also speak with a counselor in person if they wish.> The EAP can help employees and family members who face issues such as depression, marriage and relationship problems, legal concerns, childcare/elder care challenges, parenting issues, financial concerns, grief difficulties or substance abuse. Services include professional counseling, referral and follow-up services. The EAP’s broad-based approach makes it especially effective for callers who deal with multiple issues. It is free for employees and completely confidential.

<INSERT if appropriate: In addition, professionals from EAP can help design on-site sessions for work groups on topics like conflict and change management. They can also provide objective, confidential analysis and planning around work group or departmental difficulties. If you believe your group or department would benefit from these services, please contact NAME.> 

We look forward to providing you with more information about EAP soon. Meanwhile, if you have questions not answered by the enclosed “Q and A,” please call <ABC Company representative> at <number>. Employees will receive a brochure and a wallet card to carry with them.

Sincerely,

<ABC Company representative>
