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Employee Assistance and
Manager Fact Sheet

Written by “long-timers” in the EAP BU Al 8 Groups
field, these unique editable handouts Price of 7
provide authoritative information that for the

\
enhances your message and improves Save near\\j $200'
results. Handouts may be purchased

separately or save by purchasing all 15.

These fact sheets are perfect as handouts following instruction-
al sessions with managers and supervisors, or for educating
top management.

Choose individual titles, or get the whole set and save $58.

Buy multiple sets (see other pages in this catalog) and save

even more. It’s like getting three free when you purchase

groups of 15. Purchase seven sets and get the 8th set free!

Change the text and add your own expertise. And with

exclusive editing capability available only from
WorkExcel.com, you can make these valuable fact sheets fit
your employee education needs perfectly.

Repro-Editable™ Fact Sheets for EAP Management and Supervisors

V001 — V015 Repro-Editable™ Fact SNEELS .........ccvveveieeieeieieieeieieeeeieieieienas $17 each
V100 — All 15 Repro-Editable™ Fact Sheets (Save $58) .....ovvevvveerrirrnnens $197

Fact sheets come on one CD in MS Publisher, MS Word, and a PDF along with a reproducible hard copy in a
top-loading sheet protector, and a plastic storage case. You can customize the fact sheets by adding your EAP
name and phone number. E-mail them, create your own PDFs, or put them on a password protected Web site.
Use them in waiting rooms, at health fairs, at client sessions and orientations, on bulletin boards.

V-001 Drugs of Abuse Chart WHAT: Describes V-002 Progression and Recovery Curve of V-003 Tracking Sheet for EAP: Recovering
types of drugs (including alcohol), drug names, street the Alcoholic WHAT: We spoke with dozens of treat- Client Follow-up WHAT: Proper follow-up means
names, methods of use, symptoms of use, and hazards of ment professionals, CEAPs, and recovering persons. Includes tracking any diminishing involvement in the recovery
use. WHEN TO USE: Department of Transportation twice as much information as seen on similar charts. WHEN program and intervening earlier. Improves outcomes.
training, supervisor training, employee awareness, TO USE: Motivational interviewing, employee awareness, Instructions included. WHEN TO USE: In-person client
supervisor consults. in-treatment interviewing. follow-up.

ALL PROGRAMS AND PRODUCTS COMPLETE WITH 100% MONEY-BACK GUARANTEE!
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V-004 Addictive Disease in the
Workplace Progression Curve WHAT:
Shows addictive disease symptoms, life-social
symptoms, and performance symptoms chart.
Definitely a first. WHEN TO USE: Supervisor
training, EAP client education in EAP inter-
views or patient settings, supervisor consults.

V-008 How to Write a Corrective
Letter WHAT: The “missing link” to effective
supervision and change is the corrective letter.
We wrote the best outline ever and included a
follow-along example. WHEN TO USE:
Supervisor training, supervisor consults.

V-012 10 Role Plays & EAP Referral
Scenarios for Supervisors WHAT: Ten
role plays and follow-up questions for discus-
sion. Includes common and complex supervi-
sion scenarios, communication with the EAP,
confrontation, and follow-up. WHEN TO USE:
Supervisor training.

V-005 Enabling in the Workplace
WHAT: Describes examples of enabling behav-
iors of supervisors and coworkers. Also
describes how organization policies, politics,
and industry types enable addicts. WHEN TO
USE: Supervisor training, employee educa-
tion, management consults.
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V-006 Five Classics Ways to Refer
an Employee to the EAP WHAT,
Describes and details five different ways a
supervisor can influence EAP referrals.
Encourages self-referral, supervisor referrals,
and “firm-choice” interventions. WHEN TO

USE: Supervisor training, supervisor consults.

$17 each -
or save $58 and
buy all for $197!

V-009 Back-to-Work Conference
Guidelines WHAT: Guidelines for employ-
ees returning to work after treatment for seri-
ous hehavioral/medical illnesses should partici-
pate in a back-to-work conference. WHEN TO
USE: Supervisor consults prior to the back-
to-work conference.

V-013 Best EAP Referral Tips for
Supervisors WHAT: Supervisor referral
experiences and “misfires.” Helps supervisors
motivate employees to accept a referral and
reduces frustration with the referral process.
WHEN TO USE: Supervisor training, supervi-
sor consults.

V-010 Avoiding Armchair
Diagnosis WHAT: EAP referrals slow when
supervisors start diagnostic thinking. Here are
10 ways that supervisors unwittingly act or
think as “armchair diagnosticians,” with exam-
ples of what they say and do. WHEN TO USE:
Supervisor training, supervisor consults.

V-014 Enabling: Definition, Impact,
and Loss WHAT: Describes what enabling
really is, how it emerges, and why some addict-
ed employees die from “institutional”
enabling. Advocates action before the “big
one” hits. WHEN TO USE: Supervisor train-
ing, employee education and awareness.

V-007 60 Performance Signs &
Symptoms Checklist WHAT: Forty-two
lines and more than 60 performance problems
on one sheet. Supervisors can use this handout
as a memory jogger and menu when construct-
ing documentation. WHEN TO USE:
Supervisor training and supervisor consults.

V-011 25 Questions for the Person
in a Relationship with an Addict
WHAT: Awareness for the person in a relation-
ship with an addict is the start of recovery and
intervention. WHEN TO USE: Motivating
clients to consider Alanon, family interven-
tion, or other self-help measures.

V-015 Follow-up Tips for
Supervisors WHAT: After EAP referral,
what's next? List of easy dos and don't. Covers
every point along the referral continuum, from
beginning to end. Helps supervisors thwart
manipulation. WHEN TO USE: Supervisor
training, supervisor consults.
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Fax This Order Form Securely to 843-884-0442

from Chip Drotos

ORDERED BY: SHIP TO: (complete only if different)
Name Name
Job Title Job Title
Company Company
Address Address
City State/Prov.
City State/Prov. Zip/Postal Code Country

Zip/Postal Code

Free Product Preview Information and Agreement 0.

Daytime Phone
vt Previewed products are sent for 60 days. We will send an optional ’8(\ /%3\
Fax invoice in case you wish to make a purchase. If you decide not to make L/
a purchase, return the product in the same condition you received it using @
E-mail the FREE UPS Return Label enclosed. You agree not to copy, store, or in any
way retain information from a previewed product that you return. (At our sole
Web Site discretion we may be unable to honor some requests for free product previews.)
PREVIEW PURCHASE
ITEM # | DESCRIPTION ONLY? PRICE TOTAL
Request up to
3 free hot mugs
for your staff.
FREE for paid
orders over $750.
Number of mugs:
r-------------,
i WE GUARANTEE that |
: every product in this catalog I
1 will be easy and exciting to :
. use. They will I
| revolutionize
: your ability :
1 toreduce
: behavioral :
1 risk, and 1
: improve workplace :
: relationships among employ- |
j ees and management. If not, :
: we will rgfund your payment, : Back Page Bundle or Other Discounts - )
:. o questions asked. ‘l Add Logo (Number of programs x $25)
TEEmmEEmEEmEmEmm— Email your logo artwork to publisher@workexcel.com
PAYMENT METHOD Merchandise Total | $
Charge to: [JVisa [JMasterCard []JAmerican Express [ Discover [1Bill Me SC Business Only
Purchase Order # Add 7.5% sales tax | $
Card Number Exp. Date Shipping/Handling*
Three Digit CVC on Back for Visa/MC SEEBELOW LI
U.S. Dollars
We ship U.S. Postal Service Priority with Signature Guarantee. *Shipping/Handling is $15. AK / HI / Outside USA add $20.

DFA PUBLISHING & CONSULTING, LLC PO BOX 2006 MT. PLEASANT, SC 29465

ALL PROGRAMS AND PRODUCTS COMPLETE WITH 100% MONEY-BACK GUARANTEE!

39


Daniel
chip




