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The following questions and answers are designed
to help provide assistance related to challenges
that supervisors may be facing. If any of these 
scenarios resonate with you, consider contacting 
Kepro for guidance.

I’ve noticed that one of my employees, who is 
normally upbeat, is acting a bit different lately. 
She seems withdrawn and maybe a little irritable. 
Is there something I should be doing as a manager? 
She comes in and gets her work done.

As a manager, you are in a unique position to notice and 
support employees who may be struggling.  If you recognize 
a change in behaviors, be willing to talk to the employee 
and have a supportive conversation. Your job is not to be a 
therapist, though you should have the contact information 
for your EAP available so you can share it and encourage the 
employee to reach out. You could start out by saying “I’ve 
been worried about you lately and want to make sure you 
know I care and am here to support you. You don’t seem to 
be yourself these days and I wanted you to know about the 
EAP counseling services in case you want to reach out to 
them if something is going on.”

What if this same employee goes on to disclose 
something that is going on with her personally? I 
know it’s not my role to give advice and I want to 
keep firm boundaries.  How do I handle this?

If your employee opens up and expresses their personal 
difficulties, you can be an empathetic and supportive leader 
by listening, suspending any judgement, and reflecting back

that you understand that they are having a difficult time. 
You can then provide them with the contact information 
for the EAP and remind them that this service is confidential
and at no cost to them. Remember too that you have access
to professional management consultation services through 
the EAP.  You can call for guidance and coaching regarding 
employee situations and best practices for handling com- 
plex workplace issues.

One of my employees is quick to lose his temper, but 
most of us are used to it. When does anger become a 
performance issue?

Consider whether your employee’s anger management 
problem is a serious performance issue right now. Don’t 
reinforce toxic behavior by adapting to it or encouraging 
others to do the same. Coping with inappropriate displays 
of anger enables the employee and may encourage this bad 
behavior to escalate. It is not likely that all employees feel 
this behavior is benign or that it should not be addressed by 
management. Anger can be associated with violence in the 
workplace, and the anger issue you describe might benefit 
from a professional evaluation. So, the behavior is a risk 
issue. Could an explosive behavior in the future lead to a 
more critical incident? If the behavior creates an offensive 
and hostile work environment, which it does by virtue of
the need to adapt to it, take steps now to have the employee
correct the behavior by referring him or her to the EAP.
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I’m a first-time manager. What should I do to get
up to speed and adapt to my role?

If you’re a new first-time supervisor, you’ll discover an 
endless stream of advice, including do’s, don’ts, how-to’s, 
websites, and lots of other resources. Supervising others 
and developing leadership skills to get the work done will 
be your most measured job function. With experience, you’ll 
develop your instincts, but there is no rushing becoming a 
great supervisor. You can avoid novice mistakes by doing 
the following: 1) instead of taking on more work, focus on 
managing the completion of work; 2) communicate above, 
below, and around you; 3) avoid becoming overwhelmed 
with to-dos that rob you of your work-life balance; 4) don’t 
count on others to act quickly and blindly on your say-so; 5) 
model the type of employee you want others to be; and 6) 
get to know those you supervise one-on-one.

My employee’s husband showed up at work and 
engaged in a shouting match with her in the lobby.
It lasted about 30 seconds, but it shook some people
up who witnessed the encounter. I made a formal 
referral to the EAP based upon this disruption. Did I 
do the right thing? This was not a performance issue,

but it must not happen again.

Yes, you did the right thing, by basing your referral on the 
disruption everyone witnessed. This is a domestic violence 
incident spilling into the workplace. Your employee could be 
a domestic violence victim, or conceivably, the perpetrator of 
domestic violence. We don’t really know. However, the EAP 
will assess the situation and make a determination regard- 
ing how to proceed. This will include an assessment of the 
risk to the employee and the organization, and if need be, 
communication with a signed release so you can feel assured 
that any issues regarding this situation are being properly 
handled. Remember, a formal referral to the EAP is not a 
punitive measure and helping her participate in the program

by making a formal referral was a smart move. Domestic
violence cases can spill into the workplace, and you want
to avoid this escalating into something more serious.

Kepro’s Employee Assistance Program (EAP)

The Montgomery County Public Schools Employee 
Assistance Program assists with workforce issues or 
personal challenges that may impact the well-being of 
employees and family members.

Working in partnership, the In-House EAP and the external 
EAP Kepro, provide employees a confidential and 
comprehensive approach to identifying issues impacting the 
employee and assist them in developing meaningful 
solutions.

The MCPS In-House services are available 8:30 – 5pm, year 
round,at 240.314.1040. Kepro EAP services are available 
24/7/365 through its toll-free 866.496.9599 access line. Both 
options offer counseling and guidance to employees and 
family members.MCPS supervisors should contact the In-
House EAP for workplace consultations.

In-House EAP Phone:

In-House
EAP Website:

External EAP
Kepro Toll-Free:

Website:

Company Code:

SOLUTIONS is a newsletter for managers, supervisors and human resource staff 
eligible for Kepro services. Kepro EAP services provide assistance and guidance to 
supervisors dealing with workplace performance issues. This newsletter is intended 
for general information purposes only and is not intended to replace the counsel 
or advice of a qualified health professional. Individuals should follow the policies 
and procedures laid out by their human resource manage-ment department 
concerning use of the EAP. Some articles reprinted with permission from DFA 
Publishing and Consult-ing, LLC. Kepro, Harrisburg, PA. All rights reserved.
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