Comprehensive Employee Assistance
Program (EAP) Implementation
Checklist

Phase 1: Planning and Assessment
v Assess Employee Needs

e Conduct employee surveys to identify key challenges (stress, mental health, financial
concerns, etc.).

e Analyze absenteeism, turnover, and productivity metrics to assess workplace well-being.

e Review existing wellness initiatives and gaps.

v Set Goals and Budget

e Define the purpose of the EAP (e.g., improving employee mental health, reducing
absenteeism).

e Establish a budget based on workforce size and anticipated usage.

e Identify key performance indicators (KPIs) to measure success.

v’ Determine EAP Structure

e Decide between internal, external, or hybrid EAP models.
e Research third-party EAP providers and compare offerings.
e Consider integration with existing employee benefits and wellness programs.

Phase 2: Selecting an EAP Provider
v Research and Compare Providers

e FEvaluate services offered (counseling, legal assistance, financial planning, crisis
intervention).

e Check provider credentials, reputation, and compliance with regulations (HIPAA,
ERISA).

e Compare costs, service level agreements, and accessibility (24/7 availability, online vs.
in-person support).



v Negotiate and Finalize Contract

e Ensure the contract includes confidentiality clauses to protect employee privacy.
e Clarify response times, service limits, and reporting procedures.
e Establish performance review criteria and renewal terms.

Phase 3: Implementation and Communication
v Develop an Internal Communication Plan

e Announce the EAP through company-wide emails, newsletters, and staff meetings.
e Update the employee handbook and intranet with EAP details.
e Design posters, flyers, and digital content to promote the program.

v Train HR and Managers

e Educate managers on recognizing signs of distress and how to refer employees to the
EAP.
Provide guidelines on handling confidential information.
Conduct workshops on mental health awareness and workplace support.

v Ensure Accessibility and Confidentiality

e Provide multiple access points (phone, online chat, video calls, in-person).
e Reinforce confidentiality policies to encourage participation.
e Offer services in multiple languages, if applicable.

Phase 4: Monitoring and Evaluation
v Track Utilization and Effectiveness

e Monitor employee engagement with EAP services (without violating confidentiality).
e Collect feedback from employees through anonymous surveys.
e Review absenteeism, productivity, and retention rates for measurable impact.

v Regularly Review and Improve

e Schedule quarterly or annual reviews with the EAP provider.
e Adjust services based on employee feedback and changing needs.
e Continue promoting the EAP to ensure awareness and engagement.

Final Steps



| Ensure leadership buy-in and commitment to employee well-being.
Keep communication ongoing to normalize EAP usage.
| Celebrate success stories (anonymously) to highlight program benefits.

By following this checklist, organizations can implement an EAP that fosters a healthier, happier,
and more productive workplace.



	Comprehensive Employee Assistance Program (EAP) Implementation Checklist 
	Phase 1: Planning and Assessment 
	Phase 2: Selecting an EAP Provider 
	Phase 3: Implementation and Communication 
	Phase 4: Monitoring and Evaluation 
	Final Steps 


