
 

 
 
 
 
 
 

 
 
 
 

Guidelines for managers and human resources 
 

The purpose of this guideline is to outline how the Optum Management Consultant (MC) can assist 
managers and human resources to effectively deal with employee workplace issues. 

Some of the most common reasons a company may refer an employee to a MC are listed below: 

• Help an employee take the necessary actions concerning work performance and behavior by 
addressing personal/behavioral issues that may be interfering with their ability to meet 
performance expectations. 

• The MCs are licensed professionals who can help an employee access the appropriate behavioral 
health referrals based on their specific needs. 

• Provide consultation and help managers develop action plans when a threat of violence surfaces 
(either towards self or others). 

• Provide appropriate substance abuse assessment, referral, and monitoring. 

• Manage DOE/NRC, DOD, FAA, DOT/SAP requirements if applicable.  
 
 

Management Referral Definition 
A management referral occurs when a manager or Human Resources representative refers an 
employee to the EAP concerning workplace issues and the expectation is that the employee is to 
adhere to all EAP recommendations (a signed authorization/consent form is obtained from the 
employee). 

 
 

Employee Authorization to Disclose Information  
• A consent form authorizing the disclosure of information must be signed by the employee in order 

for the manager and Optum MC to communicate. Obtaining the employee’s consent allows or 
permits the MC to communicate attendance and adherence to EAP recommendations to the 
referring manager. 

• More than one person can be designated to receive information from the MC as long as their 
names are listed on the consent form. 

• The referring manager will receive information regarding progress reports as needed. All details 
pertaining to clinical or protected health information will remain confidential. 
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Employee assistance program 
 
 
 

Please note: If a regulatory referral, the above limited information can vary based on the 
particular regulatory body and requirements 

The MC will provide the necessary forms by fax or email when informed of the management referral. 
The ideal situation is the manager contacts the MC before meeting with the employee so the forms 
are available for signature when the manager meets with the employee regarding the EAP referral. 
 

 
Helpful information for the Management Referral Process 
The focus of a management referral is on workplace issues. The more information a MC has on what 
led to the referral, the actions that management have taken to date, etc., the more effectively the MC 
can help the employee choose to make the corrective actions. The following list contains examples of  
information that can be helpful in good management referral: 

• The reason for the referral at this time (e.g. why now?) 

• A description of the employee’s current behavior and manager observations, job description and 
responsibilities, interactions with coworkers, etc. 

• History of performance concerns or corrective actions taken 

• The employee’s response to the corrective action 

• The manager’s relationship to the employee 

• The manager’s expectations from the employee at this point 

• What the manager intends for corrective action at this point 

• Applicable company policies and procedures that may need to be considered 

• Who will the manager need to confer with regarding the situation (e.g. Human Resources, Legal, 
medical, security etc.) 

• Lab results in the case of positive test for alcohol or drug use 
• Work status (e.g. regular, sick time, suspended without pay, etc.) 

• Short Term Disability status if applicable 

• Whether the employee is subject to regulatory requirements such as DOT, NRC, DOE, etc. 
 
 
Information to be released to Managers by Optum Behavioral Solutions MC 
Information released to the manager by the MC regarding the EAP provider’s recommendations is 
typically limited to the following: 

• Employee’s attendance and adherence to the EAP provider’s recommendations 

• Completion (or revision) of the recommendations 

• Recommendations for any workplace adjustments facilitate the employee’s return to work 
 
 
MC is the Liaison between EAP provider and/or behavioral health provider when a 
management referral is made 
The MC is the liaison for all communication between the EAP provider and the workplace specifically 
related to the management referral. The goal is to protect the employee’s confidentiality and to 
protect the workplace from clinical, medical, and personal information not directly related to the 
workplace concerns. 
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Employee assistance program 
 
 
Reports to Managers 
The MC can give regular reports to the manager on the employee’s adherence with the requirements 
of the management referral either verbally, in a written report or both. The MC and the manager will 
agree upon the schedule of reporting. 
Reporting can be made by telephone and/or by written document. Standard written documents that 
may be sent to the manager include: 

• EAP Initial Report To Company 

• EAP/Management Referral Status Report 

• EAP/Management Referral Completion Report 

• Return To Work Status Report (if appropriate) 
 
 
Follow Up Reports 
Follow up status reports will continue until the recommended treatment is completed and the 
manager determines continued monitoring by the MC is no longer necessary. 

• If MC unavailable, an email containing the manager name, account and contact information is sent 
to the MC mailbox. Standard call back time is within one hour.  

 
SCE has 3 designated MC contacts and can also reach out directly: 
 
Doug Olsen 
800-548-6549 x 66721 
douglas.olsen@optum.com 
 
Darrell Kerr 
800-548-6549 x 66884 
darrell.kerr@optum.com 
 
Amy Holle 
800-548-6549 x 66919 
amy.holle@optum.com 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

All Optum trademarks and logos are owned by Optum. All other brand or product names are trademarks or 
registered marks of their respective owners. Because we are continuously improving our products and services, 
Optum reserves the right to change specifications without prior notice. Optum is an equal opportunity employer. 
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