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A Newsletter for Employers and Managers 

O pen and clear workplace communication has many benefits. According to asana.com, employing 
positive communication techniques can boost employee engagement and belonging; encourage 

employee buy-in; increase productivity and employee retention; and reduce conflict. Basically, effective 
communication between you and your employees can help create a healthy workplace and company 
culture. 
 
Knowing how to communicate in the workplace is a key part of effective collaboration—because if you can’t 
communicate clearly, then you risk miscommunication, confusion, or even unintentionally hurting someone’s 
feelings. Here are some ways from fangwallet.com and indeed.com to cultivate positive communications 
and working relationships. 
 
1.  Ask your employees what their needs are and listen to what they have 
to say. Take the initiative to learn more about what motivates them and 
their values. Effective communication is a two-way street. Understand 
their perspectives and concerns and listen to hear rather than to 
respond. Concentrate on their message and avoid thinking of your 
response while they're speaking. This will help build trust and respect. 
Employees want to know that their concerns are being heard and 
addressed. Make sure to respond to their questions in a timely manner.  
2.  Encourage feedback and make it simple for staff to contact you. 
Create a culture where employees feel comfortable speaking up and sharing their ideas and concerns. This will 
help identify potential issues, ensuring they feel included in decisions made by management and improve overall 
communication within the organization.  
3.  When you're speaking to others, be clear and concise to help people follow your message and relate to your 
content. Make your point using a straightforward approach, opting for the fewest words.  
4.  If you're struggling to communicate an idea effectively, take a brief pause to collect your thoughts. Taking a 
pause can help you organize what you want to say before responding.  
 
According to Walden University, communication involves not just the words you speak, but what your body is 
saying. Without realizing it, your body language can send a stronger message than your words. If you sit or stand 
with your shoulders hunched and your arms folded across your chest, you show that your guard is up and you’re 
unwilling to have productive discussions. Alternatively, when you sit or stand up straight with your arms at your 
sides, or relax into a more casual pose, you project openness and a willingness to communicate—before you’ve 
said a single word. 
 
Connecting with your employees is crucial for developing effective communication and overall business success.  
If you are looking for help communicating with an employee, call us at Fully Effective Employees. 
 
Sources: Fangwallet.com, Walden University, Indeed.com, hr-gazette.com, Asana.com 

 

https://asana.com/resources/effective-communication-workplace
https://fangwallet.com/2022/12/27/5-tips-for-establishing-good-communication-with-your-employees/
https://www.indeed.com/career-advice/career-development/how-to-be-a-good-communicator
https://www.waldenu.edu/programs/communication/resource/how-to-be-an-effective-communicator-in-7-easy-steps
https://fangwallet.com/2022/12/27/5-tips-for-establishing-good-communication-with-your-employees/
https://www.waldenu.edu/programs/communication/resource/how-to-be-an-effective-communicator-in-7-easy-steps
https://www.indeed.com/career-advice/career-development/how-to-be-a-good-communicator
https://hr-gazette.com/a-balancing-act-how-to-connect-with-employees/
https://asana.com/resources/effective-communication-workplace


 Drug and Alcohol Treatment Programs 

O ften employers and employees have questions about what drug and alcohol treatment entails. There are different 
types of treatment programs depending on the nature of the problem, the recommended treatment, and the 

insurance coverage. Here are the different types we refer to: 
 
1. Drug and alcohol information “school” 
 This program consists of a one-day informational session and the employee is provided a certificate at the end of the 
session. The program is recommended when the employee is not found to have a substance abuse problem, but is at high 
risk if their use continues. 
 
2. Self–help groups 
The most common type is Alcoholics Anonymous or Narcotics Anonymous. Groups meet at all times of the day, as well as 
evenings and weekends. Groups are free ( or a nominal donation), non-denominational and confidential. Members should 
meet with a sponsor in addition to attending meetings to help maintain support and sobriety. 
 
3. Out-patient treatment 
Usually meets several times per week for a set period of time based on diagnosis 
and needs. Be aware if an employee tells you that his out-patient treatment takes 
place every day so he needs time off from the job. This is seldom the case and you 
may want to verify his schedule with the EAP.   
 
4. In-patient treatment 
Usually prescribed when out-patient treatment has not been successful. Can be 
combined with detox if needed or after detox is completed at a different facility. 
Can be 10 to 30 days or more. Most out-patient and in-patient treatment programs 
include education and support for family members affected by the disease of addiction. 
 
5. Residential treatment 
Recommended in early recovery, when maintaining post treatment requires additional support. Can be a longer term 
treatment program or a 24/7 monitored sober living environment, requiring abstinence and random drug testing. One can 
live there for months as long as they remain sober. 
 
6. Continuing Care 
May consist of an out-patient program after in-patient treatment, or a step down to less frequent out-patient treatment, 
weekly and then monthly support meetings, individual therapy  or a combination of the above.   
 
The EAP counselor will provide support and assistance during the employee’s treatment, and afterwards for up to two 
years, to ensure he or she is remaining both clean and sober and successful at work.  
 
If you have questions about these various programs or would like to talk with a counselor about referring an employee to 
the EAP, please call us at 425-454-3003 or toll-free at 800-648-5834. 
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