
Promoting the Employee Assistance Program

Guidelines for Success

Help Spread  
the Word

As a Department Employee Assistance Program (EAP) 
Coordinator, you play a vital role in educating, engaging, 
and empowering employees to take advantage of the broad 
array of services available to help them in their everyday 
lives.

EAP is a trusted resource that provides employees, and 
their eligible family members, with access to confidential, 
no-cost assistance any time they need it 24/7/365. 
Some of the top reasons to use EAP include:

• Improving work-life satisfaction.
• Managing stress and anxiety.
• Expanding knowledge of health and well-being.
• Financial matters.
• Legal topics.
• Discounts.

EAP also serves as a resource for management when 
dealing with complex employee situations, performance 
issues, and crises.

It’s important to make employees aware of EAP as 
a valuable benefit because when they are happy, 
they are more productive in the workplace.  Effective 
communication with employees requires an understanding 
of EAP and promoting it in a way that fits with your 
department’s culture.

This guide features helpful tools and resources you can 
use to promote EAP in addition to the communications 
you receive each month.  If you have any questions, please 
contact our account manager who can provide guidance on 
how to make EAP work for your department.

1-866-EAP-4SOC (1-866-327-4762)
TTY USERS SHOULD CALL: 1-800-424-6117

eap.calhr.ca.gov
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Spreading the word.  Our goal is to help you educate, engage, and empower  
employees to create awareness and drive usage of EAP.

EDUCATE
Give employees a general overview of 
key EAP features and benefits with these 
materials and resources.

Employee Brochure

A trifold brochure 
describes program 
benefits.  Includes 
eligibility criteria, 
reasons to use EAP, 
work-life services, and a 
detachable wallet card 
that can be kept with 
other insurance cards 
for easy reference.

Employee 
Orientation 
Training

A must-have 
for new 
employees, 
and also good 

as a refresher training, the EAP Orientation 
provides an overview of EAP services and 
how they can be accessed in a variety of 
ways including online, over the phone, 
in-person, and via video teleconference, 
depending on the service.

Posters

Designed to increase 
awareness of EAP, 
these larger size 
posters are sent out 
twice a year and 
feature different 
areas of interest to 
employees.

Core Program 
Flyers

These flyers 
feature specific 
areas of EAP 
including: 

• Child and Elder Care
• Financial Services
• Identity Theft Recovery
• Legal Consultation

• Living Healthy
• Retirement Services
• Self-Care Programs
• Work-Life Services



Engage
Provide employees with timely and 
relevant information using these 
resources and you will be helping them 
engage with EAP on a regular basis. 

Monthly Materials

Timely and relevant 
emotional health and 
well-being articles 
encourage employees 
and provide them 
with tools and 
resources to make 
positive changes in 
their lives.  Letter-

sized posters are easy to place in high-traffic 
locations to enhance program visibility on a 
monthly basis.

Work-Life 
Services

Save time and 
money on common 
life needs like 
getting married, 
caring for parents, 
raising kids, home 
improvement, 
and more.  Work-

life specialists provide expert guidance, 
information, and personalized referrals to 
service providers.  They do the work for you 
so you can get precious time back in your 
day.

Supervisor 
Handbook

A great resource with 
practical information 
and techniques 
to help managers 
build trusting and 
caring relationships 
with employees 
and maintain 
optimum workplace 
performance. 

Options in 
Learning

Training sessions 
are available for 
emotional well-
being, healthy 
living, home and 
family, leadership, 
working well, and 
specialty areas.  
Conducted by 

subject matter experts, training sessions 
provide employees with an in-depth learning 
experience.  Department authorization is 
required and fees for service apply.  



Empower
Empower employees to take 
their health and well-being 
to the next level by directing 
them to these resources. 

Website

The website 
provides a 
single point 
of entry to 
programs 
and services, 
educational 

articles, and timely crisis information.  Employees 
can access counseling providers, coaching, and 
self-guided therapy resources, and Departmental 
EAP Coordinators can access marketing materials.

Online Self-
Help Tools and 
Resources 

A comprehensive 
library of self-
assessment tools 
and articles provide 
education on topics 

such as relationship issues, well-being and 
healthy living, understanding special needs, 
overcoming depression and grief, living  
with chronic conditions, coping skills, 
and other emotional health and daily living 
topics.

Online 
Videos 
and 
Webinars

Educational videos help employees learn 
more about EAP.  Webinars are available on 
demand and live monthly webinars cover 
a variety of emotional well-being, and 
workplace productivity topics.

Self-Care 
Programs

Digital emotional 
well-being 
programs can 
help reduce 
stress, manage 
depression, control 

anxiety, be more mindful and so much more.  
Self-Care Programs provide support through 
personalized self-guided tools, content, 
videos and coaching.
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