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Appendix 4  Employment Handbook
-  DRUGS & ALCOHOL POLICY

Commitment
Rape Crisis North East is committed to safe working practices.  Misuse of alcohol or drugs by employees can prove fatal for both staff and clients.

The aim of this policy is to ensure the safety of all employees, workers, and visitors by having clear rules in place regarding use and possession of alcohol and drugs, and to support those who have reported a problem with alcohol or drug dependence and encourage them to seek help.

Scope
This policy covers all staff within the organisation.  It also includes visitors, contractors, clients, etc. for the time they are on the premises.

Policy Statement
Rape Crisis North East is concerned to provide a safe and healthy working environment.  It recognises that this can be put at risk by those who misuse alcohol or drugs to such an extent that it may affect their health, performance, contact and relationships at work.  This policy is designed to encourage employees with an alcohol or drugs problem which is affecting them in their work to seek help.  The policy, which applies to all employees, aims to:

· Promote the health and well-being of employees and to minimise problems at work arising from the effects of alcohol or drugs.
· Identify employees with possible problems relating to the effects of alcohol or drugs at an early stage.
· Offer employees known to have alcohol or drug related problems affecting their work referral to an appropriate source for diagnosis and treatment if necessary.

Alcohol and other drugs affect concentration, co-ordination and performance.  It is recognised that the effects of alcohol and other drugs may spill over from one’s private life into the workplace resulting in inefficiency, accidents and absenteeism.  Rape Crisis North East recognises its employees as its most valuable resource and is committed to providing a working environment, which is a healthy and safe one for the entire workforce.  Therefore, this policy should be seen in the context of the promotion of health, safety and welfare of all employees of Rape Crisis North East.

Under legislation we, as your employer, have a duty to ensure so far as is reasonably practicable, the health and safety and welfare at work of all our employees and similarly you have a responsibility to yourself and your colleagues.  The use of alcohol and drugs may impair the safe and efficient running of the business and/or the health and safety of our staff. 

Rape Crisis North East recognises that alcohol, drugs or other substance abuse by individuals can have an adverse effect on their ability to perform work and consequently put themselves, the Company and others at significant risk.

The Company expects employees or Sub-Contractors to ensure that neither drugs nor alcohol affects their work.  If the Company has reasonable grounds to suspect that an employee is under the influence of alcohol or drugs (illegal or misused legal substances), he / she may be required to undergo a medical test.  When on duty, if employees are found to be under the influence of non-prescription drugs or alcohol, disciplinary procedures will be invoked, which may lead to dismissal of the individual concerned.

Safe Systems of Work
The effects of alcohol or drugs at work can create serious health and safety risks.  Therefore, the following rules should be adhered to:

· Do not come to work under the influence of alcohol or drugs
· Do not bring alcohol or non-prescribed drugs onto Company premises
· Check with your doctor or pharmacists about the side effects of prescribed medications
· Never drive, operate machinery if you are affected by alcohol or drugs
· Ask your general practitioner or Rape Crisis North East for guidance and advice on sensible limits of alcohol consumption
· Offer support and advice to colleagues who you suspect of suffering from alcohol or drug abuse; do not “protect” them by keeping silent
· Ask for assistance if you feel that matters are beyond your own control

The use of alcohol is not appropriate in the workplace and drug abuse can be a criminal offence as well as a serious risk to health and safety.

The three most important steps are to:

1. Look after your own health and safety by developing a responsible attitude towards alcohol and drugs
2. Be aware of colleagues or others who may put safety at risk by their actions
3. Recognise when and how to ask for help

Increased absenteeism, injuries, industrial damage and theft of property are all claimed to be symptomatic of endemic corporate drug use.

· This policy applies equally to all staff
· All Company premises are alcohol and drug free during working hours
· Employees shall be alcohol and drug free while on duty
· After work functions and other social events are outside the remit of this policy
· Any staff member who suspects she or he has an alcohol and/or drugs problem is encouraged to seek help voluntarily.  This request should be made to her/his Manager on a personal basis.  The request will be treated in strict confidence and will in no way jeopardise the employee's job security.  Time off work to obtain help will be offered if necessary and during this time he or she can be put on sick leave and be entitled to normal sickness benefits. 
· A staff member who is identified as having an alcohol or drugs problem through observations or by normal procedures following poor work performance, absenteeism etc. will be given the opportunity to seek diagnosis and specialist help as a result of the initial discussion with her/his Manager 
· There will be no demotion or retribution unless matters of discipline are involved. 
· The decision whether or not to receive treatment is ultimately the responsibility of the member of staff.  However, continuing unsatisfactory levels of behaviour or performance may be subject to normal disciplinary procedures if the employee declines to accept referral for diagnosis or specialist help. 
· Should a relapse occur following a return to employment after completion of a recovery programme, sympathetic consideration will be given to the granting of further sick leave, though this cannot be continued indefinitely. 
· Staff with an addiction problem should be assured that every assistance will be given to them if they are willing to try to overcome the problem and that the matter will be treated in strictest confidence. 
· In cases where the employee is incapable of retaining her/his present job or where returning to the post would, on professional advice, undermine recovery, every reasonable effort will be made to find alternative employment within the organisation. 
· An employee will have the right to be represented by a representative of her/his choice at each stage of the proceedings. 

All employees are encouraged to notify the organisation if they take prescription drugs and over the counter preparations which could affect performance and create a safety risk.

If your performance or attendance at work is affected as a result of alcohol or drugs, or we believe you have been involved in any drug related action/offence, you may be subject to disciplinary action and, dependent on the circumstances, this may lead to your dismissal. 

Suspected Intoxication in the Workplace
In the instance of suspected intoxication in the workplace the manager or supervisor will record the factors supporting this conclusion, for example: smell of alcohol on breath, dilated pupils, impaired co-ordination or speech.  The first step will be the manager requesting an immediate meeting with the staff member.  If possible, another manager or senior staff member will also be present.  

The employee in question will be sent to the Company doctor for an assessment and they must co-operate in the disclosure of all results and reports to the Company.  Failure to disclose the results/reports of such medical examinations to the Company will be seen as Gross Misconduct which may result in disciplinary action being taken against the employee, up to and including dismissal.  

Confidentiality 
All discussions with an employee in connection with drugs or alcohol will be strictly confidential.  This will also be the case with counselling or other treatment which the employee undertakes.  No discussion about the employee will take place with another party without the permission of that employee.
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