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1.
Introduction
1.1
The Council endeavours to ensure that employees' use of either alcohol or drugs does not impair the safe and efficient running of the organisation or the health of its employees. 

1.2
For the purpose of this policy alcohol or drug dependency manifests itself in a health problem and/or work performance in the areas of efficiency, productivity, safety or attendance at work. 

1.3
The Council also recognises the right of all employees to follow outside interests of their own choosing. Outside interests should not impinge on work performance and to this end the Council expects its employees not to abuse either alcohol or drugs. 

1.4
This policy applies to all employees of the Council. 

2. 
Indications
2.1
Supervisors and managers should be aware that the misuse of drugs and alcohol by employees may come to light in various ways. The following characteristics, especially when arising in combination, may indicate the presence of an alcohol or drug related problem
3.
Recognising an alcohol or drug problem

3.1
Absenteeism 

High absences either unauthorised or due to short-term sickness which may be frequent and centred around weekends 

Unusually high levels of sickness
3.2
High accident level 

At work, elsewhere, such as in traffic or at home 

3.3
Work performance 

Poor performance, difficulty in concentration,
3.4
Personality changes 

Irritability, depression, general confusion, irrational and increasingly strange behaviour, arguments and withdrawal from social situations 

3.5 The Occupational Health (OH) Service 
Occupational Health can provide awareness training on ways of identifying symptoms of alcohol and drug dependency. No single characteristic exists to identify dependency, but the above, especially when occurring in combination, or as a pattern over a period of time, may indicate that dependency exists. In some instances, employees may seek help and advice themselves. This can be obtained from the OH Service which will treat each case of self-referral as confidential. The employee has to ensure that their absences to see the OH Service are approved by their supervisor or manager. 

3.6
Misconduct 

An employee's alcohol or drug problem may come to light as a mitigating factor in a disciplinary interview. In such a situation the employee should be referred to the OH Service for an assessment as to whether an alcohol or drug related problem exists and whether the employee is willing and able to benefit from medical intervention. 

4.
Intervention
4.1
Strict confidentiality is vital in the Council's approach to the needs of employees being offered intervention. This means that no other contact other than with the OH Service will be made concerning the nature of the problem. In some situations, it may be that to resolve the problem the employee will not be able to continue in their job whilst they are receiving treatment. In such an instance confidentiality does not mean doing nothing about it; it means not disclosing to others, apart from the OH Service, the medical reason why the employee is away from work. 

4.2
Occupational Health, personnel practitioners and also line managers who arrange and/or provide intervention in the normal course of their duties will not reveal this information to any other person without the express consent of the employee receiving intervention. Any breach of confidentiality will be investigated and where appropriate disciplinary action will be taken. 

4.3
Directorate managers who feel that an employee's unsatisfactory performance may be alcohol or drug related should inform their HR & WD Business Partner to discuss the matter. If thought necessary, the HR & WD Business Partner will arrange to meet the employee together with the employee's manager if the employee so wishes. 

4.4
At the meeting the employee should have his or her unsatisfactory performance or conduct and indicators discussed. The HR & WD Business Partner should restate the required Council's standards, making sure that the employee is aware of what is expected. 

4.5
Should it transpire that the employee's unsatisfactory work performance or conduct is due to either alcohol or drug dependency, then he or she should be advised of the assistance the Council is able to give to employees who are trying to overcome an alcohol or drug dependency. This assistance is provided via the OH Service. 

4.6
The employee should be advised that the Council requires his or her performance to be improved to an acceptable standard and failure to achieve this may lead to disciplinary action being taken against the employee. 

4.7
If the employee denies that alcohol or drugs are the cause of the problem (whether believed or not) he or she should be treated as for any other disciplinary or capability problem, whichever is judged appropriate. 

4.8
If there are strong signs that unsatisfactory performance is drug or alcohol related and this is acknowledged by the employee, further encouragement should be given at all stages of the discipline or capability procedure to get the employee to face up to the true underlying issue. 

5.
Medical Support
5.1
Where an employee acknowledges that they are dependent on either alcohol or drugs and are given assistance by the Council to overcome their dependency, this will be on the understanding that they abide by the following conditions: 

· that the employee agrees that they either have a drug or alcohol related dependency as appropriate 

· the employee agrees to resolve his or her dependency. The OH Service will suggest organisations which will help in this. This will usually require total abstinence 

· there is an acceptance by all parties that a full recovery may take time and may require the employee to take sick-leave which will be regarded in the same way as absence for any other certified illness 

· a prolonged absence will be treated in the same way as any other long-term sickness absence which may ultimately lead to termination of employment upon the advice of the OH Service 

· the Council will only permit one relapse after treatment and in very exceptional circumstances two. Following this the employee's employment with the Council will be terminated.
6.
Relapse
6.1
Where an employee, having received assistance from the OH Service or someone else, suffers a relapse, the Council will consider the case on individual merit. Advice will be obtained from the OH Service in an attempt to ascertain how much more treatment or rehabilitation time is likely to be required for a full recovery. At management's discretion more treatment or rehabilitation time may be given in order to help the employee to recover fully. 

7.
Serious Misconduct caused by alcohol or drugs
7.1
The consumption of alcohol off Council premises during working hours
The Council does not allow its employees to consume alcohol during the working day as the adverse effects of alcohol last beyond the immediate period the alcohol is consumed. 

Where an employee consumes alcohol off Council premises during the working day such as during their lunch break or other break during working time then the employee will be advised by management that this is unacceptable. Should this be repeated, disciplinary action will be taken against the employee which may ultimately lead to dismissal. 

7.2
Intoxicated employees 

If an employee is known to be, or strongly suspected of being, intoxicated by alcohol or drugs during working hours, your HR & WD Business Partner will be consulted. Arrangements will be made for the employee to be immediately escorted from Council premises and be taken to a place where they are considered to be safe. Such occurrences will be investigated upon the employee's return to work and may result in disciplinary action which may ultimately lead to dismissal. 

7.3
Consumption of alcohol on Council premises 

Employees are expressly forbidden to consume alcohol when at work or to bring it onto Council premises for the purpose of drinking it whilst at work. Any breach of this requirement will be investigated and may result in disciplinary action being taken which could result in dismissal. 

There are, however, certain circumstances when management will make an exception, for example at leaving parties. On such occasions, approval should be sought from the Service Manager and confirmed in writing. At such times employees will still be expected to behave in a responsible manner. Drivers, for example, should find alternative means of transport home. 

7.4
Drug abuse on Council premises 

Employees who have on their person, or who take, unlawful drugs which have not been prescribed for them on medical grounds may be deemed to be committing an act of gross misconduct and will render themselves liable to be summarily dismissed, as will any employee believed to be buying or selling drugs, or in possession of unlawful (unprescribed) drugs. 

8.
Training and Development
8.1
Employees are encouraged not to cover up for colleagues with an alcohol or drug dependency but to recognise that collusion represents a false sense of loyalty and in the longer term damages those employees affected. 

8.2
Employees who recognise that they are alcohol or drug dependent, or they are at risk of developing a dependency, will be encouraged to seek confidential support from the OH Service. 

8.3
Named contacts at outside agencies where help can be obtained will be made available. 
9.
Monitoring and Evaluating the Policy
9.1
The effect of this policy will be monitored by looking at the following areas: 

· rates of accidents, absenteeism, dismissals in relation to alcohol or drug dependency 

· clarity of rules governing the consumption of alcohol during the working day 

· availability of non-alcoholic drinks at Council functions 

· whether the workplace climate is conducive to self-referral
10.
Further Information
10.1
If you have any queries please contact your HR & WD Business Partner or HR & WD Central Services. For sources of help, please refer to contact details in the appendix. 
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APPENDIX

Sources of Help

Al-Anon Family Groups

61 Great Dover Street

London SE1 4YF

020 7403 0888 (10am-10pm confidential help-line)

www.al-anonuk.org.uk

alanonuk@aol.com

Al-Anon offers understanding and support for the families and friends of problem drinkers, whether the alcoholic is still drinking or not.  Alateen, a part of Al-Anon, is for young people aged 12-20 who have been affected by someone else’s drinking.

Alcoholics Anonymous

Second Floor, Jacob House

3-5 Cynthia Street

London N1 9JF

020 7833 0022 (Greater London help-line – 10am – 10pm)

0845 769 7555 (National help-line – 24 hours)

www.alcoholics-anonymous.org.uk

AA provides a confidential 365-day-a-year 10am-to-10pm help-line for people over sixteen who are alcoholic or who have a drinking problem and who want to stop drinking and remain abstinent.  AA provides callers with personal local contacts and an introduction to and details of the 600+ local groups that meet weekly in the Greater London area, as well as literature that describes the fellowship of AA and the 12-step programme of recovery.

Narcotics Anonymous

UK Help line – 0300 999 1212

Email = helpline@ukna.org

202 City Road

London 

EC1V 2PH

www.ukna.org

Narcotics Anonymous is a non profit society of men and women for whom drugs have become a major problem. NA offers a confidential helpline for people who have a drug problem and who want to stop using drugs and stay clean. NA also provides telephone callers with information about weekly meetings in the London area, literature that describes NA and the 12-step programme of recovery.

Addiction Tower Hamlets Community Drug Team

71 Johnson Street

Wapping

London

E1 OAQ

020 7790 1344

Email: cdt@addaction.org.uk
www.addaction.org.uk
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