Drugs and Alcohol Policy

The company is committed to providing all employees, customers and visitors with a working environment that is healthy, safe, and productive. This means making sure that staff are fit to carry out their roles safely and effectively and that the environment is free from alcohol or drug misuse.

This policy covers anyone working for the company e.g., whether as an employee or contractor, director, or trainee, including casual and agency staff (“workers”). Although all workers are expected to comply with the policy, the policy does not form part of any contract of employment, and it may be amended from time to time.

Scope of the policy

This policy is not aimed at dealing with “one-off” incidents caused by drug or alcohol abuse or alcohol or drug incidents outside of work which may damage our reputation but do not indicate an on-going problem. These kinds of incidents will be dealt with in accordance with our disciplinary procedure.

The aim of this policy is to address alcohol and drugs issues. An alcohol or drug issue occurs where drinking or taking of drugs interferes with work performance, whether the alcohol or drug use is continual or intermittent. Alcohol and drug issues may interfere with attendance, efficiency, productivity, or safety. 

This policy aims to make all workers aware that they have responsibilities in relation to alcohol and drug misuse or problems. Any worker who is experiencing these issues is encouraged to seek help at an early stage in accordance with this policy and any worker coming forward with a problem will be dealt with in confidence, sympathetically, fairly, and consistently.

Responsibilities under this policy

Overall responsibility for this policy rests with [INSERT JOB TITLE].

Manager [supervisor/team leader] responsibilities

Managers [and supervisors/team leaders] have a responsibility to help identify problems at work that are caused or contributed to by alcohol or drug abuse. If a manager [supervisor/team leader] considers that work performance has deteriorated or behaviour may have changed due to alcohol or drug abuse, they should contact [Occupational Health/INSERT DEPARTMENT/INSERT POSITION – Delete as appropriate] for advice and assistance.

Should a worker attend work and the manager [supervisor/team leader] reasonably believes the worker to be under the influence of alcohol or drugs, they should immediately contact [HR/INSERT DEPARTMENT/INSERT POSITION] in order that an investigation can be undertaken. 

Worker responsibilities

Any worker who notices a change in a colleague’s behaviour is encouraged to urge them to seek assistance either through HR or their manager [supervisor/team leader]. If the colleague is not prepared to seek assistance, then it is the worker’s responsibility to make their manager aware of their concerns regarding their colleague’s behaviour. No worker should ‘cover up’ for a fellow worker where their work or behaviour is suffering as a result of alcohol or drug misuse.
Any worker who believes that they may have alcohol or drug related issues should seek advice and support from [OCCUPATIONAL HEALTH/HR DEPARTMENT/INSERT POSITION].

Alcohol and drugs at work

[The drinking of alcohol during the working day is not permitted. The working day includes lunchtime, breaks and official work-based meetings and events. Drinking alcohol during the working day, without authorisation, or working whilst under the influence of alcohol is considered serious misconduct.] 

[OR] 

[Workers are expected to behave responsibly whilst at work, work-related functions and work-related social events. Workers are expected to refrain from acting in any way that might have a detrimental effect on the company’s reputation. Any worker entertaining clients or representing the company at external events where alcohol is served, whether or not the event is in normal working hours, are still expected to remain professional and fit for work at all times. Managers should take steps to prevent excessive consumption of alcohol by workers and deal with any unacceptable behaviour that takes place at work-related functions. Unacceptable behaviour may lead to disciplinary action.] 
[The taking of illegal drugs at any time or attending for work under the influence of drugs is not permitted and is considered serious misconduct.] 

All workers are expected to comply with driving legislation at all times and must not drive under the influence of drink or drugs. A worker convicted of driving under the influence of alcohol or other similar offence and who loses their licence may be liable to dismissal if they are no longer able to carry out their job and/or such conviction has or may damage the company’s reputation. The company may take action under the disciplinary procedure whether or not the offence was committed whilst the worker was at work. 

Some prescribed or even over the counter medications may affect a worker’s ability to carry out their job. Every worker is responsible for checking the contra-indications of any over the counter medicine that they have taken and, where medication is prescribed, the worker should seek advice from their GP or pharmacist. If there is any indication that such medication may have an effect on the worker’s ability to carry out their job, then the worker must speak to [MANAGER/HR DEPARTMENT] immediately. 

Searches and drug screening
[It is prohibited to bring alcohol or non-prescription/over-the-counter drugs onto company premises. This includes alcohol purchased as a gift or intended for consumption off-premises or after work]. 
The company reserves the right to conduct searches for alcohol or drugs on our premises including, but not limited to company property such as [lockers, filing cabinets and desks]. Any alcohol or drugs found as a result of a search will be confiscated and disciplinary action may potentially be taken.
[The company operates a [alcohol and] drug screening programme. All candidates for [STATE POSITIONS] and/or all workers who are required to attend a routine medical may be asked to participate in an [alcohol and] drug screening programme. In cases where there is reasonable cause to suspect a worker’s performance is impaired due to [alcohol or] drug misuse, that worker will also be asked to participate in an [alcohol or] drug screening programme.] 

OR

 [The company operates a rolling programme of random [alcohol and] drug testing.]

We use an external provider to carry out our [alcohol and] drug screening. Arrangements will be discussed with affected members of staff at the start of each screening programme.

[Please note that refusal or avoidance of alcohol or drug testing may be dealt with under the disciplinary procedure. The company reserves the right to draw inferences from any reasonable failure to co-operate with the testing process]. 
[If a drug or alcohol test returns a positive result, this will be dealt with under the disciplinary procedure where appropriate, taking into account the other terms of this policy. 

Managing alcohol or drug misuse

A worker reasonably suspected by his/her manager of suffering the effects of alcohol or drug misuse will be invited by the manager to attend an investigatory interview. The purpose of the interview is to discuss with the worker the reason for the investigation and ascertain the worker’s views on any deterioration of work performance or behaviour that led to the manager’s suspicions. If appropriate, the manager may offer to refer the worker for medical and/or specialist advice. 

Where the manager has offered a referral for medical or specialist advice, he/she will request an urgent appointment and provide the worker with a copy of the letter of referral. A refusal by a worker of an offer of referral may result in disciplinary action being taken where the manager believes that the worker is suffering the effect of alcohol or drugs misuse.

Supporting workers with alcohol and drug issues
Workers experiencing drug or alcohol issues are encouraged to seek help from [INSERT DEPARTMENT/JOB TITLE] at the earliest opportunity. The company recognises that alcohol and drug issues may develop for various reasons and over a considerable period of time and is committed to treating such issues with the same consideration and care as any other health issue.

The company will provide support with a view to the worker achieving full recovery, where possible. Support may include the following:

1 – referral to appropriate treatment providers. This will usually be done through [OCCUPATIONAL HEALTH/INSERT NAME OF DEPARTMENT]

2 – allowing the worker time off work to attend for treatment that is recommended by appropriate health advisers

3 – adjusting the worker’s duties during treatment. The company will consider other recommendations or support suggested by appropriate health advisers.

Should the worker not complete the treatment programme because the worker fails to attend or the treatment provider is no longer willing to support the worker, then [HR/the worker’s manager/supervisor/team-leader] will meet with the worker to decide the next steps. A meeting may also take place where the worker does not recover and/or return to work in the timescale anticipated. Serious relapses or persistent failure to complete recommended treatment within a reasonable time may jeopardise the worker’s ongoing employment.

Confidentiality
[The company recognises that information relating to an employee’s use of drugs and alcohol is likely to be ‘special category’ personal data for the purposes of the General Data Protection Regulation (GDPR). Data will be processed with care and in line with the company’s Data Protection Policy [and Privacy Notice]]. 
Those responsible for dealing with a worker’s alcohol or drug issues will maintain confidentiality appropriately. However, in order to provide effective support to workers, it may be necessary to share some degree of information with a small and carefully selected group of people (for example Occupational Health advisors).
[A worker may seek help with alcohol or drug issues themselves by going directly to Occupational Health and without involving their manager [supervisor/team-leader]. In this case, the matter will be treated confidentially by Occupational Health unless it is necessary to disclose the worker’s drug or alcohol issues to others to avoid putting colleagues or other individuals at risk. Occupational Health will only disclose the worker’s alcohol or drug issues to his/her manager after having first encouraged the worker to do so themselves.]
Ongoing performance and disciplinary issues

The company may suspend any ongoing disciplinary or performance management action in the event that a worker acknowledges that they have alcohol or drug related issues and agrees to undergo appropriate treatment. The action may be suspended pending the outcome of the treatment, at the discretion of the company. 
