

	
	Drug and Alcohol Policy



[bookmark: _GoBack]Policy Statement and Scope

The management of [Your Company Name] is committed to providing a safe and professional work environment and culture, free from the adverse effects of Alcohol and other Drugs (AOD). 

This Policy applies to the management team, all employees, contractors, consultants, visitors/guests, volunteers and people on work experience. 

Through this Policy:

1. Each employee or person contracted to perform activities on our behalf must attend for work and remain unimpaired by drugs or alcohol, regardless of their role or the nature of their duties;
2. Each employee is required to ensure that he or she is not, by virtue of the consumption of drugs or alcohol, in such a state as to endanger his or her own safety and well-being or the safety and well-being of others;
3. Alcohol must not be consumed in Safety Critical Areas i.e. [add examples].  The unauthorised consumption or possession of alcohol by any person in our workplace is strictly forbidden;
4. The use, possession, distribution or dispensing of drugs (unless those drugs are prescribed for the treatment of a diagnosed medical condition) by any employee during working hours is strictly forbidden;
5. Employees who have concerns regarding the behaviour of other persons on the worksite which may be related to the consumption of drugs or alcohol must advise their supervisor of those concerns immediately;
6. Any employee who has been prescribed any form of medication that may impair their ability to work must notify their supervisor of this fact prior to commencing duty; and
7. No employee is to operate any vehicle, plant or equipment if the effects of prescribed medication are likely to impair their capacity to do so in a safe and effective manner.

Breach of this Policy 

[company name] requires and expects compliance with this Policy. Any breach may lead to disciplinary action up to and including termination of employment, depending on the seriousness of the circumstances. Termination of employment may be effected in any case in which it can be established that, on the balance of probability, an employee has breached this Policy and, by so doing, has jeopardised the safety, health and welfare of themselves or any other person with whom the Company has an association.

Any employee who refuses to undergo a medical examination to determine whether or not they have consumed any form of drug or alcohol may be subject to disciplinary action.  Such refusal may constitute grounds for termination of employment. 

Affirmative Action

Affirmative action must be undertaken in the event of a suspected breach of this Policy. Actions must as far as reasonably practicable be discrete and attempt to protect the privacy of those involved:

· If it is considered that an employee is affected by drugs or alcohol and that the performance of normal duties is likely to be or has been impaired, the employee’s demeanour, conduct and behaviour will be observed and verified by the relevant supervisor/manager and a second person.
· The second person engaged to witness the demeanour; conduct and behaviour of the employee concerned must be familiar with the employee’s normal behaviour and mannerisms and be capable of supporting any assessment made of the employee’s capacity to undertake normal duties.

· The assessment of an employee’s capacity to undertake normal duties will be made away from the employee’s work station and will involve an interview in which full particulars of the situation will be ascertained and recorded.  
· The employee will be advised of the conditions outlined by this Policy and, if the initial assessment is confirmed, advised to go home.  Assistance will be provided to ensure that the employee is provided with or has access to safe transport home.
· The employee’s absence will be recorded as being absent from work with pay. 
· When the Company holds a reasonable belief that the employee is impaired by drugs or alcohol or the employee refuses to go home or disputes the assessment made in the circumstances, the employee may be requested to attend a nominated medical practice or alternatively the employee may be requested to undergo a drug and alcohol test on site. Employees will be tested for the presence of any substance likely to impair the capacity of the employee to perform normal duties.
· In the case of a medical examination the employee will be transported to and from the medical examination by either the relevant manager or supervisor at the employer’s expense.  Any reports arising from the medical testing process will be conveyed directly to the Manager who initiated this process.
· If either testing procedure detects the presence of a substance likely to impair the employee’s capacity to perform normal duties and/or a medical practitioner deems the employee unfit for normal duties, the employee will be sent home and a full investigation of the situation initiated.
· If the testing is inconclusive or fails to detect the presence of a substance likely to impair the employee’s performance, the employee will be required to resume normal duties.
· Random tests to establish the presence of drugs or alcohol consumption may be implemented to ensure that any incidence of drug or alcohol consumption likely to affect the safety and welfare of our worksite is detected and dealt with immediately.
· Failure of an employee to submit to any test arranged to detect the presence of non-prescribed drugs or alcohol (whether it be random or for cause) may constitute grounds for disciplinary action up to and including termination of employment.
· In the event that an employee is found to have breached the requirements of this policy and, in so doing, jeopardised the employee’s safety health and welfare and that of others by virtue of the consumption of alcohol or use of un-prescribed substances, the employee may be required to attend professional counselling and/or be subject to disciplinary action, which may result in termination of employment. 
· In all circumstances where the presence of drugs or alcohol has been detected the employee will be stood down without pay for a time period nominated by the Company not exceeding 14 days.  Notwithstanding the disciplinary process which must follow, the employee will not be permitted to resume duties until the employee has undergone further drug and alcohol testing which establishes, to the Company’s satisfaction, that the employee is not impaired by drugs and or alcohol. The costs associated with such testing will be borne by the employee.     
· The only allowable exception to this Policy will relate to circumstances in which the Company provides or allows alcohol to be consumed on Company premises or at a Company-sponsored social function.  In such circumstances, all employees (and their guests) are required to act responsibly and to refrain from excessive consumption of alcohol.  Failure to do so may lead to disciplinary action.  The use or possession of drugs at any such function is strictly prohibited.  



Manager and Supervisor Responsibilities

Managers and Supervisors are responsible for ensuring that all activities undertaken by employees are conducted in a safe and effective manner and that any person present on a Company worksite is aware of the obligations arising from this policy.

As such, Managers and Supervisors will ensure that:

1. Any situation involving the consumption of alcohol or the possession, distribution or dispensing of drugs by any person in or around Company premises is immediately acted upon and recorded;
2. Any employee or person performing work on behalf of the Company is made aware of this Policy;
3. Any employee attending work whilst under the apparent influence of drugs or alcohol is required to follow the processes outlined in the Affirmative Action section of this Policy above;
4. Any employee who in the reasonable opinion of management is impaired by drugs or alcohol will be tested for the presence of drugs and alcohol;
5. Safe transport of that person to their home address is to be arranged;
6. All incidents involving the apparent consumption of alcohol or the possession, distribution or dispensing of drugs is to be investigated immediately and the employee(s) concerned advised of the possible consequences of that investigation;
7. The demeanour, conduct, behaviour and performance of employees is to be monitored to ensure that any situation in which there is a reasonable indication that alcohol consumption or drug use may be affecting the performance of that employee is identified at an early stage;
8. Where practical, this assessment will involve a second person who is familiar with the employee’s normal behaviour and mannerisms and who is capable of supporting any assessment made of the employee’s capacity to undertake normal duties. The employee should be afforded the opportunity to be represented during this assessment;
9. The employee will be assessed away from the employee’s work station and by means of an interview in which the conditions outlined in this policy are reiterated and, if the initial assessment is confirmed, the employee counselled to go home;
10. Arrangements for safe transport of the employee are made; and
11. All steps in the above procedure are documented and properly investigated.

Counselling and Assistance

In support of this policy and in the interests of enhancing the general health and welfare of its workforce, the Company will provide employees with access to such counselling services and support as may be required to address any situation in which the consumption of alcohol or use of non- prescribed substances may be causing concern.

Should an employee require assistance in addressing problems arising from their use of or dependence on drugs or alcohol in any form, the Company encourages such individuals to seek the advice and assistance of the Compliance Manager by discussing their situation and obtaining a referral to an appropriate counselling service.

Any matter raised in this regard will be dealt with in strict confidence and will not be recorded or discussed in any manner likely to prejudice the employee’s on-going employment.






