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Personnel Early Intervention Program

1. Policy
The Somerset County Sheriff’s Office recognizes that an early intervention process
may guide an individual with personal and/or workplace problems toward an
effective solution that benefits both the employee and the Sheriff’s Office.
Therefore, the Sheriff’s Office has established a comprehensive employee
assistance program for all employees.
2. Purpose
A. The personnel early intervention program is an informant based management tool
designed to identify employees whose behavior is problematic and to provide a
form of intervention to correct that performance. Typically, the Somerset County
Sheriff’s Office will attempt to intervene before an employee is in a situation which
warrants formal disciplinary action.
3. Referrals to Early Intervention Program
1) While use of early Intervention program is always voluntary, there may be
circumstances under which an employee will be referred by his or her supervisor.
Those circumstances may include;
1) An unexplained decline in the employee’s performance or attendance
2) Misconduct by the employee
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3) The perception by the supervisor that the employee’s performance or
conduct is being adversely affected by factors external to the work
environment.
4) The First Sergeant will be responsible for oversight of the program.
4. Initiating a Personnel Early Intervention Review
1) A number of conditions may initiate a review. Among these are:
1) Allegations of misconduct
2) Questions able or frequent use of force incidents
3) Preventable motor vehicle accidents
4) Civil litigation
5) Abuse of sick leave
6) Habitual tardiness
7) Continual poor performance
8) Inability to work effectively with co‐workers
9) Unusual behavior
10) Unexplained frequent injuries
11) Workplace violence
12) Garnishment of wages
13) Subject of protective/peace order
14) More than two citizen’s complaints in a 12 month period.
15) This is not meant to be all‐inclusive. While the First Sergeant will initiate a
review upon any of these incidents, he or she may also initiate a review
based or other factors or supervisory reports. A supervisor may also suggest
a review.
5. Conducting a Review
A. The First Sergeant will conduct the initial review by gathering all available
information concerning the employee’s recent conduct and behavior. Most of that
information will be available from Sheriff’s Office reports, motor vehicle accident
reports, citizen complaint reports and other sources.
B. If the First Sergeant perceives a pattern of behavior which constitutes a matter of
concern, he or she will convene a meeting with the employee’s immediate
supervisor to review the material.
C. In that meeting, the First Sergeant and the employee’s supervisor will decide
whether intervention is necessary and what form that intervention will take with
the final approval of the Sheriff.
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6. Forms of Intervention
A. In most cases, the initial intervention will be in the form of a counseling session
with the first line supervisor. In that the supervisor will:
1) Specifically describe the conduct or behaviors which are of concern to the
Somerset County Sheriff’s Office,
2) Describe alternative conduct and suggest resources for assistance,
3) Establish a schedule for meeting with the employee at least biweekly for a
specified period to review the employee’s conduct and performance.
B. In some circumstances, other intervention, such as training or fitness for duty may
be necessary.
7. Progress Reports
A. The first line supervisor will report to the First Sergeant after each biweekly
meeting with the employee, on the employee’s progress.
8. Annual Personnel Early Intervention Evaluation
A. Each year, the First Sergeant will perform an analysis of the process and the system
and will report to the Sheriff in writing on the status, including the number of
reviews conducted, the number of interventions made, the results of those
interventions, and any suggestions he or she may have for changes in the program.
9. Chapter Revisions:
A. Not Applicable

Ronald Howard

Sheriff
Somerset County Sheriff’s Office
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