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Alcohol, Drugs and Solvent Misuse at Work - Policy
1.
Principles

Barnardo's is concerned that the use of substances and/or alcohol by any of its employees should not adversely affect their health and personal life with consequential effects on their attendance and work performance.  This policy is intended to support employees to seek treatment for drinking or drugs problems and guarantees that they will be treated with confidentiality as far as possible.  

2.
Introduction

Substance abuse can best be defined at the "problematic use of alcohol, drugs and other substances".  

Substance abuse can affect all people in all types of occupations and this policy, therefore, applies to all employees.  

In cases where substance abuse has a detrimental effect on employee's behaviour at work, or work performance, it will be a management decision whether the circumstances warrant action in accordance with the established disciplinary procedures or whether it should be within the context of the guidelines outlined in this policy.  Dismissal is not a favoured approach to the problem of drug and alcohol addiction.  Nevertheless, it is an option which may have to be taken if other courses of action have failed to resolve the problem.    

The contents of this policy should not be taken as contradicting any existing written work rules which already operate within Barnardo's for example: on total restrictions of alcohol consumption on certain employees involved in service provision within the Children's Services Department. 
As outlined in the principles above this policy is designed to encourage employees with a drinking or drug problem to seek help and guarantees that they would be treated with confidentiality from all the relevant support services available.  In a small number of cases such confidentiality may not be possible, e.g. if children/young people are at risk or if there may be breaches of statutory legislation e.g. Health & Safety at Work Act (HASWA).  It is therefore important that an agreement is reached as to what can and cannot be exposed.  

It is important to note that each case is unique and should be dealt with on its own merits.  

It is intended that this policy should be flexible in order to cope with the wide variety of individual problems associated with substance abuse. 

It is essential that records are maintained by all relevant parties (i.e. Line Management, any Occupational Health Advisors and People Teams) of each meeting held with the employee.  These records should include the support and advice given, monitoring that will take place and over what period of time, the level of improvements in performance and/or attendance required, and medical and counselling advice obtained both from the Occupational Health Advisors and any referral agencies used with specialises in substance abuse.  

3.
Policy

The core elements of the policy are as follows:-

· To seek to alert staff to the problems or dangers associated with alcohol and substance abuse.  

· To offer encouragement and assistance to all employees who feel they may have a substance abuse problem to seek help voluntarily at an early stage.  Assistance may be accessed via their Line Manager or People Team.  

· To seek to offer every assistance and specialist help to an employee with a substance abuse problem, which comes to light through observation or by the normal disciplinary procedures, e.g., poor work performance, absenteeism, conduct.  

· To provide support and guidance for levels of management in ways of handling staff who might suffer from substance abuse.  

· In cases where absence from work is necessary for treatment, grant sickness allowance rights within the confines of the existing Barnardo's sickness scheme.

· Where an employee is identified as a possible problem drinker or drug misuser, the case will at all times be dealt with mindful of medical advice.  

4.
Roles and Responsibilities

All employees must take on some responsibility in ensuring this policy works.  There is, therefore, a need to establish what responsibilities people have at different levels within Barnardo's.  

a)
Line Manager
· To set a good example to their employees.  

· To be familiar with policy and procedures.  

· To ensure that their employees understand the policy and their own responsibilities.  

· To be alert to and to monitor changes in work performance, attendance, sickness and accident patterns.  

· To take an objective and non-judgemental approach when counselling or interviewing employees.  

· To refer employees for assistance when appropriate.  

· To identify any aspects of the working environments which could lead to substance abuse problems, and if possible, change them.  

· To intervene early where there are signs of problems.  

b)
Role of the People Team
· Overall responsibility for implementing the policy and to assist line manager in implementing the policy.

· Responsibility for the day-to-day co-ordination of the policy.

· To refer employees for assistance; to advise on the appropriateness or otherwise of the disciplinary procedure and to ensure that personnel statistics are kept on absence and sickness levels and analysed periodically.  

· To help plan and take part in providing training on substance abuse and the organisation's policy when appropriate.  

· To follow the principles set out in this guide and ensure that they are followed by other employees.  

· To increase understanding among employees about substance abuse and the concepts of safe and sensible drinking.  

· To inform employees of the existence and operation of the substance abuse policy.  

c)
Role of Medical Advisors 
· To provide advice and guidance to the People Teams on how best to help an employee who has a problem which might be related to substance abuse.  

· To provide an assessment of employees who are referred in accordance with this policy.  

· To provide an impartial and confidential service to employees which may include counselling, assessment and referral to another agency by agreement with the AD People.  

· To help identify and to assist in any training initiative to promote knowledge of alcohol and drugs.  

d)
Role of the Employee

· To understand the implications of substance abuse and the social, health and employment effects.  

· To avoid covering up or colluding with colleagues.  

· To urge colleagues to seek help if they have problems arising from substance abuse.  

· To seek help where they themselves have problems from substance abuse. 

· To be familiar with the policy and procedures.  

· To use alcohol responsibly, and to avoid the use of illegal drugs.  Generally, a welfare-based approach to substance abuse will be taken but the disciplinary procedure will have to be followed if the employee continues to deny substance abuse.  

5.
Identification of the Problem

The problem created by alcohol or drug abuse may be manifested by the following signs:-

a)
Alcohol Misuse – Symptoms and Indications

· Frequent lateness or short-term absenteeism, particularly related to Mondays and Fridays. 

· Obvious smell or drink over a period of time during working hours.  

· Mood changes, irritability, lethargy.  

· Deterioration in relationships with colleagues, borrowing money, personal problems within the home.  

· Signs of intoxication, e.g. flushed face, slurred speech, bleary eyes, unsteady gait, hand tremors.  

· Poor personal hygiene.  

· Accident prone.  

· Decline in work performance and concentration, and productivity.  

The above signs may, or course, indicate that other problems exist, but the possibility of an alcohol problem should always be borne in mind.  

b)
Drug/Solvent Misuse – Symptoms and Indications

It is more difficult to generalise on the best means of spotting drug/solvent misuse in the workplace as each drug has a very different effect.  Possible signals and side-effects to look for a drug/solvent misuser are:-  

· Accident prone;

· Confusion and possible hallucinations;

· Unbalanced emotions, mood swings;

· Injecting can cause infection leading to sores, abscesses, jaundice or blood poisoning;

· Sudden changes in behaviour patterns;

· Unexpected irritability or aggression;

· Poor time-keeping;

· Bouts of drowsiness or sleeplessness;

· Unusual smells, stains or marks on the body or clothes;

· In possession of unusual powders, tablets, capsules, scorched tinfoil, needles or syringes;

· Borrowing money from colleagues.  

6.
Application of the Policy

a)
Initial Considerations
The earlier an addictive problem is identified, the easier it is to solve.  Medical Advisors have an important role to play in the early identification of a problem - they are the only people who are fully qualified to diagnose whether substances are involved.  However, employees who do come to notice as possibly suffering from substance abuse, whether by observation, poor performance or conduct, via a disciplinary hearing, or by their own voluntary action, will be given the following assistance and support:-

Discussions will initially take place with the employee and the Line Manager in consultation with the People Team.  Factors affecting work performance and the desire to help and guide the employee to treatment should be stated.  

The possible course of action to be taken will depend on whether a problem is identified and whether or not the employee accepts they have a problem.  

If an employee identifies they have a problem, they can be referred to Occupational Health Advisors to establish the extent of the problem and for advice as to the best way forward.  

In all instances, these matters must be treated with the utmost confidentiality.  

b)
Where the Employee accepts the problem, the following steps should be followed

Should the employee accept he/she has a problem, then with his/her agreement, will be referred to the Medical Advisors for counselling and medical advice.  

The employee will also be offered the assistance and support through their line manager and the People Team to flag-post appropriate support. 

If the Occupational Health advice diagnoses that the employee has a substance abuse problem, then the recommendation may be to refer the employee for specialist treatment.  This may involve time away from the workplace.  

If the employee agrees to specialist treatment, once the treatment is completed, the Medical Advisor will advise on the employee's suitability to return to work.  

If, following treatment, the employee is still unable to fulfil his/her duties, then the possibility of alternative employment should be discussed.  

If, however, there are no suitable alternative posts available then it will be necessary to consider termination of the employees employment on grounds of incapability or continuing ill health.  

c)
Where the Employee denies the problem, the following steps should be followed

Should the employee deny they have a problem, the factors affecting their work performance should again be outlined and the desire to help the individual should be stated.  If following these discussions the employee accepts a problem exists and requires assistance, then the procedure outlined above should be initiated.  This should be handled patiently and sensitively.  Only if the employee continues to deny or acknowledge they have a problem, then proceed to next paragraph.    

If the employee continues to deny or acknowledge that they have a problem with a substance abuse, the situation must be dealt with as one of poor performance or misconduct.  

7.
Relapses
Following return to work, after or during treatment, should work performance again deteriorate as a result of substance abuse, each case will be reconsidered on its merits, and if appropriate and reasonable, a further opportunity to accept and co-operate with treatment will be offered.  It should be stated that in case of relapses, which may be frequent, no hasty judgements should be made, and further interviews and assessments should be considered.  

8.
Services - Advice and Information
There are several places where an employee can confidentially receive advice and information on any aspect of substance abuse.  The People Team should be an employees first point of contact internally.  

The Employee Assistance Programme (EAP) may also be accessed.  
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