
	ALCOHOL AND SUBSTANCE MISUSE  


	Introduction: 


The Council recognises that the management of issues associated with the misuse of alcohol and other substances is a sensitive matter. Such misuse can have a damaging effect on the health and safety of employees and a detrimental effect on the quality of Council services. This guidance aims to provide an effective framework by which such issues can be addressed and gives management the discretion to proceed as appropriate given the individual circumstances of each case. Further advice on managing alcohol and substance misuse should be sought from Human Resources.     

	Application: 


This policy applies to all employees of the Council with the following exceptions: -

· Staff employed to work in schools where, by law, such matters are under the control of the Governing Body. 

· Supply and casual staff either directly employed or supplied through an agency. Performance and/or conduct issues arising from alcohol or substance misuse should be raised directly with the agency. 

Rules and standards as set out below are also intended to apply to people working on Council premises such as contractors and consultants. 

	Principles and Rules: 


The Council has a duty to provide an effective service to its customers and the consumption or misuse of alcohol or other substances could make that service less effective. 

Many employees come into direct contact, either face to face or by telephone, with Council customers. Employees in contact with the public have a personal responsibility to maintain the Council’s reputation, which must not be impaired by behaviour associated with alcohol or substance misuse. It is important to emphasise that even a relatively small amount of alcohol consumed by an employee may be apparent to the customer and may present a negative image of the Council. Also, if noticed by fellow colleagues, it may lead to the impairment of working relationships.  

At its most serious level, misuse of alcohol or other substances can also seriously put at risk an individual’s personal safety, that of other employees and any other person with whom they come in contact. 

There are clearly certain roles within the Council where the consumption of alcohol whilst at work shall never be tolerated. The occupations concerned would be determined by risk assessment and should include driving Council vehicles, working at heights, operating machinery and work caring for vulnerable clients such as children or those with disabilities. Where a manager believes that an employee is unfit to carry out these duties, testing in the form of a breathalyser may be carried out and where appropriate, s/he will suspend the member of staff immediately before considering invoking the Disciplinary Policy. 

It is recognised however, that alcohol may be consumed at work during social gatherings (e.g. farewells or during the Christmas period). Nonetheless, it is the responsibility of the manager who approves the social function to ensure that appropriate arrangements are made which do not affect the quality of service delivery or bring the Council into disrepute. It is also the responsibility of staff to moderate their behaviour at such events and to ensure they remain fit to carry out any remaining contractual duties on that day.

	Providing Support and Guidance: 


The aim of this section is to outline the options available to managers that detect an alcohol or substance misuse problem with an employee. Managers should, as far as possible, maintain confidentiality when supporting staff with alcohol or substance misuse related problems. However, it may be necessary to share such information with HR for further advice and guidance. 

	Use of the Disciplinary Procedure: 


The Council has a responsibility to ensure that standards of conduct are maintained in the workplace and, as such, the Council will be obliged to deal with the following situations in accordance with the Disciplinary Policy: - 

· Where the manager considers that the individual may be putting himself/herself, other employees, contractors or members of the public at risk. 


· Where alcohol consumption or other substance abuse on isolated or random occasions leads to negligent behaviour and/or behaviour contrary to appropriate standards of conduct, with due consideration to all relevant factors. 


· Where there is deliberate disregard for personal safety and that of others and/ or disobedience associated with any safety instruction and involvement in any criminal behaviour associated with illegal substances.

Thus, where alcohol or substance related problems result in unacceptable conduct, managers will be expected to suspend the member of staff immediately before considering invoking the Disciplinary Policy.  Where possible, advice should be sought from Human Resources. Consideration should also be given to the employee’s safe journey home.

	Use of the Capability Procedure: 


As this is a sensitive and difficult issue to deal with, as soon as a manager becomes aware or is made aware that a member of their staff may have an alcohol or substance related problem, the manager should contact Human resources to inform them of their concerns about the employee. As with any performance problem, the manager should keep a note of the performance, absence and lateness problems.

Following their discussion with HR, the manager should then:  

· Arrange a private informal meeting with the employee;


· Discuss the work-related problems with the employee, restricting the discussion to any issues that are affecting his/her work;

· Try to obtain agreement that the problem exists with their work and that these problems must be dealt with; 


· Ask the employee for their view of the problems, their nature and reasons behind them; 


· Where appropriate, encourage the employee to seek help via Occupational Health or other appropriate sources of help. All requests for help must be in strict confidence. 

It is the responsibility of the employee to decide whether or not to receive specialised counselling and/or treatment, as no employee will be required to comply with a treatment programme that s/he does not want (please refer to Appendix 1 of this policy for information on support agencies available). Wherever possible, treatment should also be arranged outside of working hours. However, if this is not possible, staff should discuss this with their manager to consider flexible and reasonable arrangements. Staff in high risk jobs e.g. driving etc may be transferred to other jobs for the duration of the whole or part of any rehabilitation programme. Furthermore, staff taking a prescribed course of medication, which may potentially affect their work performance should inform their manager.

The manager will be supportive to the employee in overcoming any problems which are identified, and a full account will be taken of the employee’s problems and the extent to which s/he has taken advantage of any help and assistance offered. However, the manager will also make clear the nature and extent of the improvement required and the timescale for improvement. If, despite managerial intervention at the end of an agreed period(s) of review, the manager considers that insufficient improvement in performance/attendance or other work problem has been made, it may be necessary to convene a formal hearing under the Council’s Capability Procedure.
	Random Testing: 


Where management has grounds to believe or suspect that an employee is or may be under the influence of alcohol, testing in the form of a breathalyser may be carried out on members of staff who work in safety critical jobs. These roles include those working with machinery, those whose job duties involve driving and those who job involves responsibility for the care of others. 

For information regarding breathalysers and the correct protocol for their use, please contact Human Resources for further guidance. 

	Employee Responsibilities: 


Employees are expected to present themselves as fit to work and comply with the Council’s Employee Code of Conduct.

Staff affected by alcohol or substance misuse should seek help at the earliest opportunity.  Please refer to the list of support in Appendix 1.  In addition help can be sought via the Council’s Employee Assistance Programme (EAP).  The EAP is a free confidential service available to all staff and members of their family.  The contact telephone number is 0800 282193.  Further information is available via the ‘Health & Well Being’ site situated under the ‘Staff’ tab on Enfield Eye.

Where an agreed programme of support is made available (this can be from a variety of agencies) the member of staff will be expected to follow the programme.  Where possible, treatment should be arranged outside of working hours.  If treatment is arranged during working hours this should be regarded as an appointment and managed in accordance with the Leave Policy (section 12 Medical Appointments).

If an employee refuses to follow an agreed programme of support, the manager should instigate the Disciplinary Policy.
Where an employees attendance levels are unacceptable as a result of alcohol or substance misuse the Council’s Absence and Attendance Procedure should be instigated.

	Appendix 1 – Support Agencies Available: 


Drug and Alcohol Contacts:

Enfield Community Drug and Alcohol Service (Advice and support)

020 8344 3180
Enfield Counselling Services

020 8367 2333

DAF Drug and Alcohol Foundation

020 7233 0400

Alcohol:

Alcoholics Anonymous

0845 769 7555

Drinkline

0800 917 8282

(An Advice line)

Al Anon Family Groups (For friends and family of problem drinkers)

020 7403 0888   

Line open 7 days a week 10am – 10pm

Drugs:

National Drug Helpline

0800 776600

(Information and advice for people who misuse drugs, their friends, family and colleagues)

Release

0845 4500 215
(Drugs and legal advice for users, families and friends)

Heroin Helpline

020 7749 4053

Re-Solv

0808 800 2345

(Information and support about solvent and volatile substance abuse issues)
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