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IDENTIFYING THE IMPAIRED EMPLOYEE 

PRESENTED BY NEW DIRECTIONS BEHAVIORAL HEALTH 

1. Recognition 

Focus on work performance only - no rumors or hearsay 
Utilize checklists for assistance 
Look at all aspects of functioning in the workplace 

2. Documentation 

Objective information only in documentation 
Do not include impressions, opinions, or assumptions 
Complete documentation before test results are known 

3. Consultation 

Have someone at your level or supervision (or higher) to corroborate your 
observations 
Contact HR when you have reasonable suspicion before proceeding 

4. Development of action plan 

If test results are positive - will you terminate or refer to the EAP? 

If test results are negative - how will you address the concerning behaviors? 

Clearly document your concerns and action plan to share with employee 


5. Meeting with employee 

Present employee with the behaviors which concern you 
Be prepared for evasion, anger, tears, and other diversionary tactics 
Consider having HR or another supervisor included during this discussion 

6. Support and supervise 

Maintain confidentiality throughout this process 
Be ready to answer team members' questions regarding the employee 
If the employee returns to their position work with them fairly and 
objectively 
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Work Performance Checklist 
Use this checklist when you have concerns about an employee's declining performance. As an observational aid, you can track 
troubling behaviors that occur frequently or consistently over time. 
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Supervisor's Comments or Observations 
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