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Employee Assistance Program Policy 
POL-PEO-13 

Statement 

The Uniting Church in Australia, Queensland Synod is committed to providing a safe and productive 
working environment for its staff. The Church also recognises that people may, from time to time, 
experience problems of a personal or work related nature which may impact on their performance, health 
and well-being. To assist staff in this regard, the Employee Assistance Program (EAP) is available to 
provide staff with a confidential service to assist in resolving personal or work related problems which 
may adversely affect their workplace performance.  In situations of work related matters, it is encouraged 
that the Human Resources Manager is asked for assistance in the first instance. 

Supporting this commitment, the Queensland Synod office will engage a suitably qualified professional 
organisation to act as its employee assistance provider and will ensure that EAP services are effectively 
provided to staff and supervisors when needs arise.  

This commitment to the well-being of staff is also provided by weekly visits from the Synod designated 
Chaplain. This service is available at the Synod Office and may be arranged as necessary across other 
workplaces. 

For staff, the EAP must be viewed as a short-term intervention strategy designed to give an opportunity 
to promptly address issues of immediate concern through accessing professional counselling services 
provided by an external, independent provider. 

Staff who require longer-term assistance will need to make private arrangements which can be either 
with the assistance of the EAP counsellor, or with some other provider. 

Additional support under POL-PEO 18 Family and Domestic Violence is available for staff experiencing 
family and domestic violence. 

Scope 

This policy applies to: 

• all lay staff and ministry agents (staff) engaged in work and activities of the Uniting Church in 
Australia within the bounds of the Queensland Synod office including the Trinity College 
Queensland, Raymont Lodge Residential College and the Alexandra Park Conference Centre and 
the Queensland Synod will be responsible for payment of such services; and 

• all lay staff and ministry agents (staff) of congregational offices and their services with the 
congregation or service being directly responsible for payment of such services to the EAP provider. 

Compliance is achieved through adherence to the Principles. 

Principles 

1. Queensland Synod Requirements 
 

• Ensure the ongoing engagement of an appropriate service for the provision of its EAP services; 
• Ensure that all consultations are conducted in complete confidence between the staff member 

and the EAP counsellor;  
• Ensure that the service of a Chaplain is in place; 
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• Request only non-identifying (no names) statistical data on broad categories and frequency of 
access and use of the EAP provider to ensure that the funding support to the service is 
adequately maintained;  

• Ensure that up to 3 one hour consultations free-of-charge in a 12 month period to all staff 
members and where necessary, their immediate family members in situations only where their 
involvement is necessary to resolve matters for the staff member; and 

• Give further consideration to a further 3 one hour sessions where extreme circumstances exist 
as determined by the Human Resources Manager or the appropriate congregational or service 
person. 
 

2. EAP Provider Requirements 
 

• The current EAP Provider is ChangeFutures (P: 07 3857 0847; E: info@changefutures.org.au; 
W: www.changefutures.org.au)  

• Ensure that services are provided by a qualified person, such as a registered psychologist 
• Ensure that counselling is accessible within 24 hours’ notice. 
• Promptly provide to staff short-term counselling services of up to 3 one hour sessions in a 12 

month period unless otherwise approved by the Human Resources Manager or other delegated 
person; 

• Deliver appropriate one-on-one or group services to deal with matters of critical incidents in the 
workplace as determined by the Human Resources Manager. 

• Offer staff, including nominated supervisors and managers, with access to external, face to face, 
or confidential telephone counselling.  

• Offer in addition to their services, referral to a specialist agency such as a solicitor, accountant, 
medical practitioner, specialist or another counsellor. If a referral is accepted, any costs involved 
resulting from the referral must be met by the staff member or their family. 

• Provide billing without employee names using only consultation dates when invoicing the 
employer.  

• Invoicing for all staff members of the Queensland Synod must be addressed to the Human 
Resources Manager. 

• Invoicing for all other clients must be directed to the person/employer advised prior to the 
consultation. 

• Provide regular de-identified reports on the use of EAP by staff, including: 
o Category of presenting issues 
o Attendance or non-attendance 
o Date seen 
o Duration of service 
o Cost of service. 

 

3. Staff Requirements 
 

• Staff may access the EAP provider directly to make an appointment when the need arises. 
• On accessing the service, the staff member must provide evidence of where they work by 

producing a copy of a current pay-slip to the EAP provider. This information is for invoicing 
purposes only. 

• Should additional sessions be required, the provider may refer the staff member to an 
appropriate external agency, or arrange for the staff member to continue with the provider in a 
private capacity at the staff member’s expense.  

• In exceptional cases, and on request of the staff member and/or on the recommendation of the 
counsellor, the Human Resources Manager may approve up to three additional visits.  

 
  

mailto:info@changefutures.org.au
http://www.changefutures.org.au/
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4. Types of Issues  
The aim of the EAP is to provide early intervention assistance to help resolve either work-related or 
personal issues from impacting on the workplace. Some examples of matters that may be addressed 
through the EAP include, but are not limited to:  

• dealing with work or life changes;  
• relationship or family difficulties;  
• domestic violence; 
• emotional stress and trauma;  
• financial concerns or conflict;  
• health matters;  
• alcohol or substance abuse;  
• gambling or other addictions;  
• interpersonal conflict;  
• coping or dealing with grief and/or loss.  

 
5. Confidentiality 
 

• Staff may initially speak with their manager or Chaplain regarding a work related or personal 
issue.  Staff may also contact the EAP service directly. 

• Staff who use the EAP service are, in general, entitled to confidentiality. There is no obligation 
on staff to reveal to their supervisor or manager the nature of the issue for which EAP is sought, 
or whether it is a personal or work related matter impacting or likely to impact on their work 
performance. 

• Conversations and any information the staff member shares with the EAP service will be strictly 
confidential and will not be communicated with anyone unless written authorisation is given by 
the staff member. Confidentiality also means that no one will receive information from the EAP 
service concerning the staff member's situation.  

• Written authority from the staff member must also be given for the EAP service provider to 
release non-identifying information in its statistical report to the Human Resources Manager. 

• In certain situations and with due regard given to the legal and moral rights of the client, 
confidentiality may not be upheld as it is a requirement for counsellors to disclose certain 
information under Federal, State and Territory legislation.  

 

6. Access to Services  

• The EAP is designed to encourage self-referrals where a staff member with personal problems 
seek to discuss in a private and confidential setting without anyone in the Church being involved 
in any way. Where a staff member decides to contact the external provider they need to advise 
that they are a staff member of the Uniting Church in Australia, Queensland Synod and their 
service area, if applicable to ensure correct billing of fees.  

• A colleague, supervisor/manager, a member of the Human Resource Team, family member, 
doctor or someone else may recognise that the staff member is distressed or going through a 
difficult time and suggest that the staff member contacts the EAP. Although EAP is designed to 
encourage self-referral, suggestions to seek EAP are acceptable; however, the staff member 
may decline the offer of EAP support. 

7. EAP Attendance 
 

• A staff member who attends EAP during working hours shall be regarded as being on duty, 
provided that the session is funded by the Synod Office or other Church employer.  

• The staff member must advise the nominated supervisor if they are accessing the EAP during 
working hours but is not obliged to inform their supervisor of the reasons for the appointment. 
Supervisors must not solicit the reasons.  
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• The attendance should be on full pay for the duration of the session plus reasonable travel time 
to and from the EAP provider’s premises. 

• Where a staff member accesses a service that does not fall within EAP, personal leave will be 
required for the duration of the absence. 

 

8. Chaplaincy Service 
The Queensland Synod will continue to provide a staff Chaplain. The current chaplain is Reverend Ian 
Kerr who visits the Synod premises at Auchenflower each Thursday morning. 

The Chaplain may also be contacted on telephone (07) 3372 5970 or 0413316 737 or via email  

ian-kerr9@bigpond.com 

 
 

9. Other Services 

In addition to the EAP service, there are other services which can be accessed. These include  

• Lifeline on 131114 Crisis counselling, depression and anxiety support, stress management 
strategies and self-help tools. 

• beyondblue: the national depression initiative:  Check signs and symptoms and get information to 
help yourself or others. 

• Black Dog Institute: How to seek help for mood disorders, self-assessment tools and additional 
guidance and research. 

Self-assessment tools and stress management techniques to support your own resilience and wellbeing 
may be assisted through accessing the following: 

• Coping with burnout (RUOK?): Understand what burnout is, its causes and how to look after yourself. 
• How to say you are not ok (RUOK?): The first step in asking for help and getting expert support. 
• Moodgym: interactive web program designed to prevent and decrease depressive symptoms. 

Dictionary 
Term Meaning 
Queensland 
Synod 

Means the work and activities of the Uniting Church in Australia performed within the bounds of the 
Queensland Synod office including the Trinity Theological College, Raymont Lodge Residential College, 
Alexandra Park Conference Centre and any congregation or presbytery service. 

Supervisor or 
Manager 

Means any person who is responsible for staff in a workplace or engaged in an activity of the Queensland 
Synod. 

EAP Employee Assistance Program which is a confidential, professional counselling service that can be used 
for personal or work related matters. EAP is not a work supervision function. 

12 month 
Period 

Means 12 months from the date of the first service to the date of the service being sought. 

Staff Means for the purpose of this policy any person engaged by the Queensland Synod as a continuing or 
fixed-term staff member on a full-time or part-time basis; a casual who has worked regular and systematic 
hours for a period of longer than six months; a person engaged in a covenantal agreement with the Synod 
office as a person in specified ministry. 

Service 
Providers 

The organisation that has been engaged by the Church for the purpose of providing confidential counselling 
services to individual staff members, through the EAP. 

Chaplain Means the individual engaged by the Queensland Synod to provide a regular support service to staff. 

Counsellor The individual counsellor/psychologist who has been assigned by the Service Provider to provide a staff 
member with confidential services related to the EAP. 

mailto:ian-kerr9@bigpond.com
http://www.lifeline.org.au/Get-Help/
http://www.beyondblue.org.au/index.aspx?link_id=107
http://www.blackdoginstitute.org.au/
http://www.ruokday.com/resources-for-you/r-u-ok-at-work/coping-with-burnout-dec-2012/
http://www.ruokday.com/resources-for-you/how-to-say-i-m-not-ok/
http://www.moodgym.anu.edu.au/welcome
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