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Introduction
The Council acknowledges that statistics show that it is likely that one or more of its employees will have a drink or drugs problem.  The adverse effect on the Council and its service users can be considerable arising from absenteeism and poor performance, as well as having a demoralising effect on colleagues and customer relationships.  The Council has a duty to ensure so far as is reasonably practicable the health, safety and welfare of its employees and therefore cannot ignore the presence of alcohol or drugs abuse in the workplace.

This code sets out the Council’s policy on Drugs and Alcohol misuse and guidelines for people either suffering from or dealing with misuse problems.

The Council views alcohol and drug dependency as a medical problem that requires special treatment and help.  Employees seeking help will be supported and every effort will be made to assist on a confidential basis.
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AIM AND SCOPE
To promote a culture in which alcohol and drug misuse is discouraged thus preventing problems before they occur.

To encourage a healthy approach to alcohol consumption and a healthy lifestyle in general.
To provide the opportunity for individuals to seek help and the encouragement to do so in confidence within the limits of what is practicable and within the law.

The policy applies to all employees and contractors during the hours they are working for the Stroud District Council.  The policy also applies if the employee is involved in an alcohol or drugs related incident outside working hours that impinges on the working relationship.
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ALCOHOL ABUSE
There are two main types of problem drinker;
· Immoderate drinking resulting in frequent hangovers or in unacceptable behaviour at work.
· An employee who has a long term alcohol problem, consistently engaged in inappropriate drinking.
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Misuse may arise from either the use of illegal drugs such as heroin, cocaine, ecstasy and cannabis or from the misuse of prescribed drugs and other substances such as glue, solvents, cleaning fluids and polishes.  (Also covered by this policy).

Since, unlike alcohol consumption, drugs abuse is an illegal activity, the abuser will normally take steps to hide evidence of his or her habit and it may be difficult for employers to spot drug dependency in an employee.
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RESPONSIBILITIES
	Amongst other relevant legislation we have a general duty under the Health and Safety at Work etc Act (HSW) to ensure as far as is reasonably practicable the health safety and welfare at work of our employees. We also have a duty under the Management of Health and Safety at Work Regulations 1992 to assess the risks of our employees. If we knowingly allow an employee under the influence of alcohol or drugs to continue working and his or her behaviour places the employee or others at risk we could be prosecuted.

Managers/ Supervisors
Managers should ensure that working conditions are not a contributory factor, being aware of the dangers of extreme pressure, lone working, monotonous tasks and excessive hours.  
They should:
· Be conscious of the possibility of alcohol and drug misuse at all levels
· Be aware of the indicators to look for (see Appendix 1)
· Know how to direct the employee towards professional help as soon as a problem is suspected (see Appendix 1)
· Maintain strict confidentiality throughout the process

Employees
	We all have an obligation to take reasonable care of the health and safety of ourselves and others who may be affected by the way we carry out our work.  Both mental and physical health can suffer as a result of alcohol or drug abuse and consequently colleagues and others may be put at risk.  As an employee, if you feel you or a colleague have a problem you should seek help immediately from your manager or Human Resources.  An external counselling service is also available.

Human Resources
	Human Resources acts as a confidential point of contact for managers and staff seeking advice and, through Occupational Health, may provide access to specialist services.
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In order to comply with the Health and Safety regulations, the Health and Safety at Work Act 1974, and Road Traffic Acts, the Council does not permit:

· The consumption of drugs and alcohol during working hours or bringing alcohol or drugs onto the premises (including Council vehicles), without the permission of your manager
· Being under the influence of drugs or alcohol while at work
· Encouraging others to misuse alcohol or drugs.

Any employee under the influence of alcohol or drugs at work and behaving in a manner contrary to acceptable standards of safety, behaviour and performance will be suspended from work immediately pending an opinion from Occupational Health and the conclusions of any disciplinary investigations..

Episodes of lateness, drunkenness or possession of alcohol at work will normally be dealt with under the Council’s disciplinary procedure.

Illegal drug possession in the workplace will be reported to the police, without exception, and will result in disciplinary action. Illegal drug dealing on Council premises will also be reported to the police, without exception. It will result in disciplinary action and will constitute gross misconduct.

If an employee is on prescribed medication, which may affect their ability to perform their duties, it is in their own interests to notify their line manager before reporting for duty.
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Any employee who feels they may have a problem with alcohol or drugs should seek help immediately.  Any approach for help made to the manager or to Human Resources will be dealt with in the strictest confidence.  There are also other organisations offering help and a list can be found at Appendix 1.

Where an employee has been diagnosed as having an alcohol or drug dependency problem, reasonable time off may be allowed as part of a pre-agreed treatment programme, and will be reviewed in the same manner as sickness absence.

During the period of treatment Occupational Health may be asked by Human Resources for information regarding the employee’s prognosis, the likely ‘return to work’ date and whether alternative employment needs to be considered.

If an employee’s work responsibilities have been assessed as an obstacle to their recovery, then redeployment may be considered.

After the employee returns to work, the line manager and a representative from Human Resources will jointly review their progress with them.  The performance will be kept under review for a minimum of 12 months following their return.

If an employee has successfully completed a course of counselling or other treatment and later relapses, the line manager must decide whether to permit another period of treatment or to invoke the disciplinary procedure, depending on the nature and the consequences of the misuse.

If help is refused and /or impaired performance continues, disciplinary action is likely. Dismissal action will be taken where gross misconduct is found to have occurred.
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	Employees who have concerns about any aspect of the policy or its operation should follow the agreed grievance procedure.
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APPENDIX 1 TO
SECTION 2.5.3

GUIDANCE NOTES FOR DEALING WITH DRUGS AND ALCOHOL MISUSE

	IDENTIFYING THE PROBLEM
Alcohol and drug misuse problems may come to light in a number of ways, such as:
· The employee may choose to seek help on a voluntary basis.  They can ask for confidential help from Occupational Health or from their chosen external organisation/agency.
· The employee’s colleagues and/or manager may identify a pattern of deteriorating work performance or obvious signs of alcohol or substance misuse.
· A complaint from a member of the public, service user or councillor..

	No single characteristic exists to identify alcohol or drug misuse, but the following characteristics and work-related problems, especially when occurring in combination, or as a pattern over a period of time, may indicate the presence of an alcohol or drug misuse problem.
	N.B. Many of these signs may be caused by other factors such as stress and should be regarded only as indications that an employee may be misusing alcohol or drugs. 
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· Multiple instances of unauthorised leave
· Frequent Monday and/or Friday absences
· Excessive lateness, for example on Monday mornings or returning from lunch and leaving early
· Peculiar and increasingly improbable excuses for absences
· Unusually high absenteeism, e.g., for colds, flu and general malaise

DIFFICULTY IN CONCENTRATION
· Work requires greater effort
· Job takes more time

	CONFUSION
· Difficulty in recalling instructions and details
· Increasing difficulty in handling complex assignments
· Difficulty in recalling own mistakes

SPASMODIC WORK PATTERNS
· Alternative periods of high and low productivity
· Increasing general unreliability and predictability
	
REPORTING TO WORK
· Coming to work in an obviously abnormal condition
· Aroma of alcohol
· Increasingly unkempt appearance/lack of hygiene
· Hand tremor, facial flushing and bleary eyes
· Proneness to accidents

GENERALLY DETERIORATING JOB EFFICIENCY
· Missed deadlines
· Mistakes due to attention or poor judgement
· Making bad decisions
· Complaints from customers
· Improbable excuses for poor job performance

POOR EMPLOYEE RELATIONS
· Over-reaction to real or imagined criticism
· Irritability and/or moodiness
· Complaints from colleagues
· Attempting to borrow money from colleagues
· Avoidance of manager or colleagues.

If you suspect that an employee has an alcohol or drug misuse related problem which is affecting his/her work performance, you should seek advice from Human Resources.

WHAT HELP IS AVAILABLE?
There are many peopleand organisations willing and able to offer help in the area and also at work.  For example:
· Your own GP
· Alcoholics Anonymous (AA)
0800 9177 650  (National Number); www.alcoholics-anonymous.org.uk
· Narcotics Anonymous
0300 999 1212  (National Number); /ukna.org
· Turning Point www.turning-point.co.uk
· CGL (Drugs & Alcohol Recovery Service)
Imperial Chambers
41-43 Longsmith Street
Gloucester
GL1 2HT

Tel:  01452 223014

Email: info@cgl.org.uk
Website:  www.changegrowlive.org
· CGL (Drugs & Alcohol Recovery Service)
Bankfield House
13 Wallbridge
Bath Road
Stroud
GL5 3JJ
Tel:  01452 223014	
Email: info@cgl.org.uk
Website:  www.changegrowlive.org

	You can share your concerns and worries with all of these people in complete confidence and in private.
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