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Department of Juvenile Justice
Avery D. Niles / Commissioner
3408 Covington Highway, Decatur, Georgia 30032
404-508-6500
FAX: 404-508-7340


DATE:

     
TO:

Employee's Name
FROM:

Supervisor's Name
RE:

Employee Assistance Program Referral
You are being referred to the Employee Assistance Program.  This is a confidential counseling service, paid for by the Department of Juvenile Justice, that is designed to help employees who have personal problems that can interfere with their work and family life.
Your appointment has been scheduled for Date at Time at the Address.  Your attendance at this first appointment will be considered work hours.  Any appointments after the first one should be scheduled outside of your work hours or you may take leave.
If this evaluation is being made for a safety-related reason, you will not be allowed to return to work until the Employee Assistance Program releases you for full, unrestricted duties.

Your participation in the Employee Assistance Program does not relieve you of the responsible performance of your job duties.  Participation in the Employee Assistance Program will not necessarily protect you from disciplinary action related to unsatisfactory job performance.  You will continue to have the same opportunities for advancement that you had prior to your participation in the Employee Assistance Program.
If you have any questions, please feel free to contact me at Phone Number.
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