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1.
Policy Statement
1.1
In accordance with one of the key priorities of the Council ‘To improve the health and wellbeing of the people of Torfaen’, the Council is committed to improving the health and wellbeing of its employees. 

1.2
Torfaen takes the view that being in work while under the influence of alcohol or drugs is a threat to the health and wellbeing of its employees, customers, clients and visitors. It also recognises that standards of work performance and behaviour may also be affected whilst persons are under the influence. It recognises that excessive or inappropriate use of alcohol and drugs may lead to the development of alcohol and drug related problems becoming apparent at work, including absenteeism, presenteeism, lost time, accidents, impaired judgement, decision making and effects on working relationships.
1.3 To this end: 
Employees have a responsibility to ensure that they do not consume alcohol or use substances inappropriately at any time when they intend to work before the effects have worn off. This includes:

· periods when an employee is ‘on-call’ or ‘on standby’ and is being paid to do so;

·  following late night drinking and/or use of substances when reporting for an early shift; 

· Zero tolerance to drinking at lunchtime if returning to work.

1.4
The Council will encourage and support employees who are experiencing difficulty with the use of alcohol or drugs to access appropriate professional support and treatment. They will be treated in a fair and consistent manner and will not be discriminated against.

1.5
The Council may consider any acts of misconduct arising out of inappropriate use of alcohol or drugs, or failure to implement this policy, under its disciplinary procedure depending on the individual circumstances of each case.
1.6
Any employee or member found to be supplying, producing, cultivating, using or keeping illegal drugs on Council premises will be committing an act of gross misconduct and will be dealt with through the council’s disciplinary procedures or in accordance with the Members Code of Conduct.

2.
Scope
2.1
The policy applies to all employees, volunteers, agency staff and  elected members who will all be required to comply.

2.2
When considering the terms on which work, services or supplies should be provided to the Council, the relevant senior officer should consider whether it is appropriate to include specific provision in the contract concerning alcohol and drug use by the contractor or its staff. The Chief Legal Officer shall prepare suitable wording.

2.3
School Head Teachers and governing bodies will ensure that the policy is implemented in respect of Torfaen employees. It is strongly recommended that the policy be adopted in schools where the employer is not the LEA 
2.4
This policy is not intended to interfere with the personal lives or leisure time interests of employees
2.5
This policy will be reviewed by the health and safety working group at least annually to ensure it is in line with current legislation.

2.6
The effective date of the policy is 31 January 2007.

3. Definitions

3.1
Dependence
 - a compulsion to continue taking a drug in order to feel good or avoid feeling bad. When this is done to avoid physical discomfort or withdrawal it is known as physical dependence. When it has a psychological aspect (the need for stimulation or pleasure to escape reality) it is known as psychological dependence (ISDD, 1996)
3.2
Addiction - 
Implies that a drug dependency has developed to such an extent that it has serious detrimental effects on the user. (ISDD, 1996)
3.3
Recreational Drug Use - 
using a controlled drug in a social way for leisure or pleasure. This implies that drug use has become part of a person’s lifestyle even though they may only take drugs occasionally.
3.4
Drug misuse - is taken to mean using drugs in a socially unacceptable way
3.5
Drug abuse – using drugs in a harmful way
3.6
Inappropriate Use – using a drug or alcohol in a way that affects and individuals ability to do their job effectively, reporting for work, working or attempting to work whilst impaired through drink or drugs, dispensing, distributing, manufacturing, possessing, using, selling or offering to but or sell a controlled drug.
3.7
Problem Use – any drinking or substance use which interferes with a person’s health and social functioning and/or work capability or conduct.
3.8
Presenteeism – Being in work physically but where performance is reduced below an individual’s usual capacity.


3.9
Medication - Some over the counter and prescription medicines can affect someone’s ability to work safely and productively, if there is any doubt the Occupational Health Adviser should be contacted for advice.

4.
Arrangements
4.1
From 31 January 2007, Torfaen County Borough Council does not permit any employee to be at work, or carrying out work on behalf of the council whilst under the influence of alcohol or drugs. 
4.2
Employees have a responsibility to ensure that they do not consume alcohol or use substances inappropriately at any time when they intend to work before the effects have worn off. This includes:

· periods when an employee is ‘on-call’ or ‘on standby’ and is being paid to do so;

·  following late night drinking and/or use of substances when reporting for an early shift; 

· Zero tolerance to drinking at lunchtime if returning to work.
4.4
Elected members must not return to or engage in plenary debates or formal council business following any consumption of alcohol. This excludes hospitality and Civic engagements when not returning to council business.
4.5
Any member of staff or elected member who is known to be or strongly suspected of being at work while under the influence of alcohol or drugs will be deemed to be in breach of this policy and will be asked to leave the premises and arrangements will be made for him/her to be taken home.

5
Responsibilities
5.1
Managers

It is the responsibility of all managers to:

· Take action if an employee is known to be or strongly suspected of being at work while under the influence of alcohol or drugs
· Take action if an employee is identified as having a work problem which may be associated with alcohol or drugs consumption or if an employee identifies him/herself as having a drink or drugs related problem. Guidance for managers has been developed as an appendix to this policy.
·  To advise the employee that they should not continue to drive any vehicle, whilst under the influence of alcohol or drugs consumption. Guidance for managers has been developed as an appendix to this policy.
· Ensure that the Alcohol and Drugs Use policy is brought to the attention of all new and existing staff

· To advise the employee that they should not continue to drive any vehicle, whilst under the influence of alcohol or drugs consumption. Guidance for managers has been developed as an appendix to this policy.

· Ensure that information on specialist agencies that may be able to help an individual with an alcohol or drug related problem is available to employees as appropriate. Advice on such support mechanisms is available from the Occupational Health Advisor or the guidance associated with this policy.

5.2
Employees 
It is the responsibility of all employees to:
· Comply with requirements set out in the drugs and alcohol policy;
· Co-operate fully with professional help and support once a problem has been identified;

· Discontinue driving any vehicle whilst under the influence of Alcohol or drugs; 

· Encourage any colleagues who they may believe to be suffering from an alcohol or drug related problems to seek help.
6.
Support & Counselling

6.1
Advice and support will be made available to employees with an alcohol or substance related problem even though the problem may not yet be affecting performance or safety.
6.2
Employees who suspect or know they have an alcohol or drugs related problem are encouraged to seek help voluntarily. This may be accessed via a number of sources:

· The Occupational health Adviser;
· The Torfaen Employee support line;

· Access to counselling services through Human Resources Officers;

· Their GP or a specialist external agency.

All referrals to all the above parties will be strictly confidential and bound by the rules of medical confidentiality.

6.3
Where an employee is offered and accepts the opportunity to seek assistance and/or treatment/counselling, that employee will:-

· Take leave which will be treated as sickness absence within the terms of the appropriate sick pay scheme, or paid leave of absence where appropriate.
· Occupational Health will determine, in consultation with the manager, the employee and their representative, whether it is appropriate to continue in their current job role, or whether consideration must be given to finding suitable alternative employment on a temporary or permanent basis within the Council.

· This may be reviewed on the employee’s return to work/completion of treatment where consideration will be given as to whether it is in the best interest of the individual and the organisation to do so. 
6.4
If an employee refuses to acknowledge there is a problem, or refuses to accept help, a timescale will be set for improvement in behaviour or performance. At the end of this period, the disciplinary procedure will be used if there is not a satisfactory improvement.
6.5
Having accepted help, and addressed the alcohol/substance related problem, the employee’s normal career prospects will not be impaired.

7.
Rehabilitation
7.1
The Council recognises that it may take an employee a period of time to re-adjust during treatment or rehabilitation. During this period, the manager and employee should work closely and full support should be given to the employee.
7.2
If further problems arise during the process of rehabilitation, or there is evidence of a relapse, each case will be considered on its merits, with involvement from Occupational Health and Human resources in an attempt to ascertain how much more treatment/rehabilitation time is likely to be required for full recovery. At the County Borough Council’s discretion, further treatment or rehabilitation time may be given in order to help the employee recover fully.
8.
Disciplinary Procedure In Relation to the Policy
8.1  Employees who, because of the inappropriate use of alcohol or substances behave in a manner contrary to the standards of safety, conduct and capability required by the Council will be dealt with in accordance with the Council’s Disciplinary Procedures.  
8.2     Employees who are identified as having an alcohol or substance related problem/illness, and decline to seek assistance or who discontinue a course of treatment before completion, and who fail to achieve a satisfactory level of work performance, will be dealt with in accordance with the Council’s Disciplinary Procedures.

8.3   There may become a stage where the Council has supported an individual to the standard of a reasonable employer, and disciplinary action may still be appropriate due to continued inappropriate use of substances.
8.4      It may be necessary for the Council to make special arrangements to       ensure the employee does not put themselves, others, or indeed the Council at risk.  In such cases it may be necessary to transfer the employee on a temporary or even a permanent basis to another area of work. It may be necessary, that as a responsible employer there is a duty of care above that of a normal citizen, and, persistence of such actions could lead to divulging issues to the DVLA.  This would take place after full consultation with the employee and the employee’s representative.

9.
Training/Awareness

9.1 Advice and information on:

· the types of drugs and alcohol;

· their effects;

· problems associated with alcohol and substance misuse;

· signs and symptoms of persons under the influence; 

· support for managers

Will be made available to all staff.

10. Implementation

10.1
Managers will ensure that a copy of this policy will be held at every workplace and made available to new and existing employees.

10.2
Applicants for posts within the council will be informed of the alcohol and substance use policy in job details prior to interview. The adoption of this policy will represent an ‘incorporated term’ in all employees’ contracts of employment.

CLAIRE BURT

CORPORATE HEALTH & SAFETY MANAGER
JOYCE FERGUSON

OCCUPATIONAL HEALTH ADVISOR

OCTOBER 2008
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