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Your employer has invested in the wellbeing of its employees by providing an Employee Assistance Program (EAP). Everyone has personal issues at one time or another that may impact job performance.  EAP is also a very important resource for supervisors and managers – consider the following:

· Sentara EAP is a resource for employees dealing with many different kinds of issues.

· EAP is a tool for supervisors and managers – not just employees with personal problems.

· EAP is confidential – Our clinicians are legally and ethically bound to protect the confidentiality of clients according to state and federal laws.

· EAPOnline is our educational web site with information on a variety of topics related to problems of everyday living as well as behavioral health topics.  Access EAPOnline at www.jlab.org/hr/sentaraeap.html.  
4th Quarter 2007 Topic: Coping with the Holiday Season in the Workplace
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During the Holiday Season companies and their employees are challenged to stay productive, balance work and home, and respect diversity in the workplace.  Keeping celebrations generic and inclusive can help most employees remain comfortable about office parties.  It is the “spirit” and the meaning that makes the Holiday Season special.  

The following are some suggestions to help your employees experience the best of what the Season has to offer.

1. Reduce the strain of juggling tasks, duties, errands and appointments by being realistic and planning.  Don’t forget to schedule in time for yourself.

2. Stick to your lists and your budget.  Overspending is a common source of Holiday stress.  Remember that the point of the Season is taking time to acknowledge your appreciation and caring.  

3. Learn how to say "no" to less important activities.  Be selective.  Don't over-schedule.  Remain focused.  It’s a good idea not to fall behind in your work. 

4. Schedule some "down time" to use for rest and reflection.  Staying healthy during this time means to rest in order to remain in good condition to enjoy the festivities.

5. Keep your sense of humor.  Laughter can boost your immune system. 

6. Establish your own standards, and don't be governed by other's expectations or demands. 

7. Don't skip meals or live on snacks because you are too busy. 

8. Don't sacrifice your exercise program as you get busier.  It helps to keep a routine.  It will also help ward off the feeling of chaos and confusion.

9. Not everyone celebrates the same holidays and not everyone celebrates the holidays in the same way. Celebrate the differences.

10. Reflect on and share accomplishments.  It is an excellent time to feel appreciated. 

The workplace can be full of important and caring relationships.  The Holiday Season is a wonderful time to demonstrate our appreciation for each other.  Remember that this is the season to be jolly but it may also be the time of year that is the hardest for others.  May we all remain open and sensitive to each other not just during the Holidays but all year long!
Remember … If you have an employee whose home problems are affecting work, or whose work problems are affecting home – then you have an employee who can benefit from EAP.

It is also important to remember that Sentara Employee Assistance Program is available to help you, the supervisor, with any concerns you have about the welfare of your staff.  You may call the EAP to discuss your concerns with one of our counseling staff or get help to refer the employee. EAP can be reached at (757) 363-6777 or 1-800-899-8174.
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