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1. Introduction  
1.1 Royal Blind and Scottish War Blinded, for the purposes of this policy referred to as the Royal Blind Group, recognise the contribution of its employees to the success of the organisation and as such considers their wellbeing of paramount importance.  
1.2 This policy covers support available to employees with alcohol and drugs dependency and outlines provisions about alcohol and drugs at work, which include the presence of alcohol and substances in the workplace as well as working under the influence of alcohol and drugs.    
1.3 It is accepted that employees may, for a variety of reasons, develop alcohol and substance misuse problems. 

1.4 Drinking and drug use can be a direct cause of ill health, even when consumed in modest levels.  It can affect behaviour at work by impairing judgement and co-ordination, it can cause problems in relationships and may even put lives in danger. 
1.5 Alcohol and drug use can prove extremely damaging in terms of the effects on work colleagues and the organisation due to sickness absence, poor timekeeping, deterioration in work performance or behaviour, risk of injury to self or others, and risk to reputation.

1.6 The Royal Blind Group recognises that a member of staff with alcohol or drug abuse problems needs help and support from his/her employer. However, the organisation also has a responsibility to all its employees, service users and other stakeholders to ensure that any risks related to this are minimised.

1.7 This policy is designed to raise awareness of alcohol and substance related health problems and give clear guidelines to both managers and employees as to the action that should be taken where they know or suspect that a fellow employee may be misusing alcohol or other substances.  
1.8 A large number of staff within the Royal Blind Group are employed in safety-sensitive roles. Additional provisions apply to staff employed in these roles, which are outlined in section 6 of this policy. 

1.9 This policy applies equally to all employees and supply staff. Agency staff working with the Royal Blind Group and other contractors will be required to comply with the principles outlined for the duration of their service provision, however their own organisation’s policies will apply to issues of concern.  
1.10 This policy does not form part of any employee’s contract of employment. It will be reviewed regularly and may be amended from time to time as required by the Royal Blind Group and employment legislation. An up-to-date version of the document can be accessed on the Intranet or obtained from the employee’s line manager or Human Resources Department. 

2. Definitions
2.1 Alcohol or substance misuse related problems are defined as any drinking or substance use, either intermittent or continual, which definitely and repeatedly interferes with a person’s health, social functioning, work capability or conduct.

2.2 Substance use refers to any use of psychoactive substances and the misuse of prescribed drugs whether deliberate or unintentional. 

2.3 Alcohol and substance misuse, when this is continued or repeated behaviour, may or may not be a result of dependency on the alcohol or substance involved.
3. Support to employees with alcohol or drugs dependency 
3.1 Employees are encouraged to seek assistance where they consider they may be affected by an alcohol and substance misuse problem.  Assistance can be sought from the line manager or member of Human Resources Department.

3.2 Where an alcohol and substance misuse problem is suspected or admitted, the employee will be referred to Occupational Health for confirmation or otherwise of the problem and to make arrangements for support and treatment where appropriate.

3.3 Problems of this nature may be brought to light because of issues with health, attendance, timekeeping, work performance or behaviour, or other signs which may lead to action under the Royal Blind Group Absence, Disciplinary or Capability policies.  Where a manager identifies a possible problem, and if the employee agrees, the opportunity for assessment can be given.

3.4 It is recognised that managers are not qualified to come to conclusions about whether an alcohol/substance misuse problem exists. The Occupational Health provider will undertake the critical role in determining whether a problem exists and what help is appropriate.

3.5 The Royal Blind Group will provide reasonable support to the employee during a period of treatment. This may include a period of sick leave or approved other leave, continuation in post or transfer to other work, depending upon what the organisation judges to be appropriate, in consultation with the employee, in terms of the employee’s condition and the needs of the organisation. 

3.6 We respect the rights of employees to privacy regarding their health. Outwith the staff members who need to be made aware of the employee’s dependency problems (the employee’s direct line manager, other more senior managers within the relevant reporting structure, Human Resources Department), we will maintain confidentiality of all records, interviews and any matters associated with the employee’s problem and treatment. If special circumstances arise when the organisation would find it beneficial to disclose some of this information to any other staff members (for example due Health & Safety reasons concerning the employees or others), full consultation with the employee will take place to determine the most appropriate action.  

3.7 The encouragement, or offer of an opportunity, to seek and accept help and treatment are made on the clear understanding that, following a period of treatment or on resumption of duties, the employee will be able to continue in the same job, unless the effects of the alcohol or substance use problem makes him/her unfit or unsuitable to continue in the same job, or where continuing in the same job would be inconsistent with the long-term resolution of the employee’s problem.  When the same job cannot be resumed, every consideration will be given to finding suitable alternative employment.

3.8 Having accepted help or treatment and resolved the problem, the employee’s normal promotional prospects will not be impaired.

3.9 Organisational support outlined above is conditional upon:

· Occupational Health diagnosis of an alcohol or substance dependency related problem 

· the employee recognising that he/she is suffering from an alcohol or substance use problem and co-operating fully in referral and treatment from agreed sources.

3.10 An employee whose problems are suspected to be alcohol or drug related and who refuses the offer of Occupational Health referral for diagnosis and/or help and treatment, or discontinues a course of treatment before its satisfactory completion, will be subject to normal organisational procedures where conduct, work performance or sickness absence problems occur. 
3.11 Where an employee’s conduct, work performance or sickness absence problems are confirmed to be alcohol or drug related, and the problems continue despite the employee successfully completing their treatment or seeking help, he/she will be subject to normal organisational procedures. 
4. Alcohol and drugs in the workplace
Notwithstanding the above:

4.1 Staff may not bring alcohol or psychoactive substances to the workplace with the intention of consuming it on premises or during working hours. Alcohol may be kept on premises in specific circumstances, including the organisation’s own drinks for events or unopened shopping. Employees are only allowed to have alcohol on premises if it is stored there during the shift, remains unopened and is removed the same day. In the school and all care services, it must also be kept in lockers, out of reach of any service users or visitors. 
4.2 Staff may not consume alcohol or psychoactive substances in the workplace during normal work time, including breaks, or during a period prior to work where the effects may carry over to the workplace (this includes periods when employees are ‘on call’).
4.3 Exceptionally, alcohol consumption may be permitted as part of an approved workplace social event. Workplace social events are defined as event organised by the organisation within the workplace. Such events require prior authorisation of the Chief Executive and the variation to clause 4.1 above, including further information about what is acceptable, will be clearly communicated prior to the event by the relevant manager. 

4.4 The rules outlined above apply to employees who accompany service users at events or trips organised by the organisation for the duration of the whole event or trip, irrespective of whether the employees are deemed to be on or off duty. 

4.5 Employees attending an evening or end of day event, where drinks are generally provided, with the purpose of networking as part of their role within the Group, are permitted to drink alcohol in moderation.

4.6 Where alcohol consumption is permitted in circumstances outlined above, all employees are still expected to conduct themselves in a professional manner. Employees are expected to drink sensibly. Alcohol will not be viewed as a mitigating factor in any misconduct. Employees should be mindful of the fact that they are acting as representatives of the organisation and their conduct may impact on the Group’s reputation. The relevant professional codes of conduct (e.g. SSSC, NMC or CCCS) apply in all circumstances.

5. Working under the influence of alcohol or drugs
5.1 It is not acceptable for staff to be working under the influence of psychoactive substances or alcohol, except in circumstances covered under points 4.3-4.6 above. 

5.2 The Royal Blind Group recognises that many over the counter medical remedies and prescription drugs can have side effects which can impair an individual’s performance and ability to carry out their work in a safe manner. Employees have a responsibility to check with their GP or pharmacist whether any prescription or over the counter medication they are taking has the potential to cause any such impairments and should inform their manager accordingly.

5.3 Where an employee is found to be, or becomes unfit to undertake the contractual duties of his/her post due to the consumption of alcohol or substances at any time during the working day, he/she will be sent home for the remainder of that working day. Assistance will be offered to the employee with getting back home if there is risk to the employee’s and public safety (e.g. the employee may be accompanied or offered transport home if the only practical way of the employee getting home is to drive). The matter will be dealt with under the Disciplinary Procedure when the employee is fit to return to work. 
5.4 Attending work and/or carrying out duties under the influence of alcohol or drugs and consumption of alcohol or drugs whilst on duty (other than where prescribed or approval has been given) are considered potential gross misconduct offences and may lead to summary dismissal. 
5.5 Where a breach of the rules outlined above occurs, and it is established that an alcohol or drug abuse related problem exists, and the employee is willing to cooperate in Occupational Health referral and subsequent treatment, these circumstances will be taken into account in determining disciplinary action.

6. Safety sensitive roles
6.1 Safety sensitive roles are defined as roles where the work carried out could have a significant impact on the health and safety of the employee or others.  
6.2 The following are examples of safety sensitive roles:
· nursing staff
· staff giving medication

· staff working directly with children or vulnerable adults

· staff transporting others in personal or company vehicles.
6.3 Employees in safety sensitive roles, in addition to the rules outlined above, will be subject to stricter rules of conduct in relation to drugs or alcohol as below. 

6.4 Staff who are deemed to be in safety sensitive roles must not consume alcohol or non-prescribed drugs (other than reasonable use of over-the-counter medication) or be under the influence of drink or drugs in the opinion of the Manager during normal work time or during a period prior to work where the effects may carry over to the workplace. Breach of this rule is considered a potential gross misconduct offence, it will lead to disciplinary proceedings being instigated which may result in summary dismissal. 
7. Who has responsibility for the policy?

7.1 All staff and managers have a responsibility to understand and behave consistently with this policy.  Human Resources Department and the Occupational Health Service can provide an additional supportive role.

7.2 Employees have a responsibility to:

· be aware of the effects of alcohol and substance misuse

· be familiar and comply with this policy

· identify potential problems and encourage colleagues to seek help voluntarily

· seek help for themselves if necessary

· be aware of safe drinking levels.
7.3 Managers have a responsibility to:

· promote healthy practices in the workplace

· communicate the procedure effectively

· be alert to staff working patterns and be prepared to intervene early if they see signs of a problem

· seek advice from Human Resources Department at an early stage if they see signs of a problem
· respond positively to agreed treatment programmes
· take immediate action if breaches of this policy are reported or observed.
8. Additional Information
8.1 Employees with any questions about the Alcohol and Drugs Policy should contact their line manager or Human Resources Department. 
8.2 Further assistance is available from local agencies for employees who feel they have a problem with drugs or alcohol. A list of agencies available can be found in appendix 1 – employees are encouraged to make contact with these agencies. Requests for arrangement of annual leave or time of in lieu to attend meetings with these organisations will be treated sympathetically by management.
8.3 Other policies you may wish to refer to:
· Disciplinary Policy

· Capability Policy

· Absence Policy 

· Whistleblowing Policy.

Appendix 1 – sources of external support
Alcoholics Anonymous Edinburgh & Midlothian

http://aa-edinburgh.org.uk/
0800 917 7650; 0131 225 6090

AA is an organisation of men and women who share their experiences with each other hoping to solve their problems and help others to recover from alcoholism

Narcotics Anonymous

http://ukna.org/
0300 999 1212

N.A. is a non-profit fellowship of recovering addicts who meet regularly to help each other stay clean. The only requirement for membership is a desire to stop using drugs. 
Drinkline

0300 123 1110

A free, confidential helpline for people who are concerned about their drinking, or someone else's.

Action on Alcohol and Drugs in Edinburgh
1st floor, 17 Waterloo Place, Edinburgh, EH1 3BG

0131 529 2119

Drug and alcohol action teams give advice and information about alcohol issues and put people in touch with local services that can help
West Lothian Drug & Alcohol Service 

01506 430 225

Drug Prevention Group Edinburgh 
0131 553 2841

Provides free help and advice to people with drug related problems.

NHS Choices website

Alcohol: http://www.nhs.uk/conditions/Alcohol-misuse/Pages/Introduction.aspx 

Drugs: http://www.nhs.uk/Livewell/drugs/Pages/Drugshome.aspx 

National health service advice page

Addaction 

http://www.addaction.org.uk/ 

Addaction is UK’s leading drug and alcohol charity operating in Scotland, helping over 40,000 people a year recover from their addiction problems.

Al-Anon

http://www.al-anonuk.org.uk/

Provide support to anyone whose life is, or has been, affected by someone else’s drinking, regardless of whether that person is still drinking or not

Talk to Frank

http://www.talktofrank.com/

National drugs awareness website for your people and parents/carers.
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