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1.
Introduction
1.1  
The council has well established policies designed to promote employees’ health and safety at work.  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 policy aims to provide an effective framework by which such issues can be identified and addressed.   

2. Purpose
2.1  
Where employees develop a dependency on alcohol or other substances, it should be addressed as a health problem and emphasis should be on guidance and support to assist recovery.


2.2  
The council has a duty to provide an effective service to its customers, and consumption or abuse of alcohol or other substances could make that service less effective, either by the standard to which employees carry out their duties, or by their absence or timekeeping.  Employees’ behaviour may also be affected by alcohol / substance abuse to the detriment of their work relationships both with the public and their fellow employees.

2.3  
The council has a duty to set standards of conduct for employees, and behaviour associated with alcohol and / or substance abuse may be regarded as misconduct and mean employees are liable to disciplinary action.  This policy identifies the importance of addressing health and conduct issues through the appropriate council procedures and stresses the need to seek advice before doing so.  

2.4  
All council employees have a responsibility to take reasonable care for their health and safety, and that of others, as well as to co-operate with others to enable fulfilment of health and safety duties.  They also have responsibility to inform their employer of any work situation, or matter, which might represent a danger or shortcoming in the council’s arrangements for health and safety.  This is especially key where staff have duties associated with high risk activities where they have a higher duty of care and/or direct impact on the health and safety of others.
3. Scope

3.1  
This policy applies to all council employees.  Managers have the responsibility for ensuring that this policy is brought to the attention of their team members and adhered to.

3.2  
Rules and standards as set out above are also intended to apply to people working on council premises as contractors, consultants or agency employees.  The terms of engagement/contract should set this out and any particular requirements that may apply from the policy. 

4. Support

4.1  
Training may be provided as appropriate for managers to help them implement this policy successfully.  

4.2  
The council will provide help to develop health awareness and provide information and support relating to the use of alcohol and other substances. 

4.3  
Guidance on any aspect of this policy is available from the HR Business Partner Team, who will in appropriate circumstances arrange advice and guidance from the council’s occupational health provider.

5. Employee and management action

5.1  
The focus should be to help prevent problems developing and to find early solutions wherever possible. 

5.2  
Employees who have developed a dependency on alcohol or other substances whose work is affected, are encouraged to seek early help and counselling on their own initiative and without fear. The council offers a confidential counselling service:

Website Lifestylesupport
User name – RBWM

Password – RBWM

Or call them on freephone 0808 168 2143.

5.3  
Employees are encouraged to volunteer details of their problem in confidence with their manager.  They may wish to seek support from their Trade Union or a work colleague who can assist them in discussing their problem with the relevant manager.

5.4  
Signs of an employee experiencing the effects of alcohol or other substance misuse can include erratic or reduced performance at work, increased levels of absence and irregular timekeeping.  In more serious cases an employee’s conduct may have to be considered in accordance with the council’s disciplinary procedure.

5.5  
It is sometimes other employees who notice and become concerned about a fellow employee’s behaviour and who observe signs of alcohol or other substance misuse that puts health and safety at risk.  If this does occur, the concerns can be raised, in confidence, with the relevant Manager or with the HR Business Partner Team. 

5.6  
Managers who believe an employee is demonstrating signs associated with the misuse of alcohol or other substances should raise the matter with the employee in private and offer guidance and support through the council’s Occupational Health Services provider.  

5.7  
The council’s management of sickness absence policy and procedure provides managers with a framework for addressing issues of this nature.  The procedure emphasises the need to balance concern for the well being of the individual employee against the impact of the employee’s absence / performance on the delivery of council services.  

5.8  
It is important that managers’ responses reflect individual circumstances and that these are addressed through the appropriate procedures.  

5.9  
This is a sensitive area of management responsibility and a member of the HR Business Partner Team must be involved before a decision on the procedural route is determined.  A record of all stages of procedures adopted under this policy must be kept.  

5.10  
Whilst the council will provide support and guidance to employees with health problems associated with alcohol and substance misuse, it also has a clear responsibility to set standards and rules that safeguard the interests of both the council, its employees and its customers.

5.11  
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.  They also have the responsibility under health and safety legislation as identified above.

5.12  
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.  

5.13  
At its most serious level, misuse of alcohol or other substances can seriously put at risk an individual’s personal safety, that of other employees and any other person with whom they come in contact.  Deliberate disregard for personal safety and that of others, disobedience associated with any safety instruction and involvement in any criminal behaviour associated with illegal substances are matters of misconduct addressed through the council’s disciplinary procedure. Employees also need to be mindful that where responsibilities are held under health and safety legislation these are enforceable under criminal law.  
6.
Rules and standards

6.1  
To help prevent risks to personal safety, protect the image of the council and avoid use of the council’s disciplinary procedure, this section specifies rules and standards which all employees must adhere to. 

6.2  
The rules and standards below refer to alcohol misuse (the most common cause of misuse problems and for which the signs are easiest to detect).  The rules and standards, however, equally apply to other substances that can impair work performance.

· No consumption of alcohol is allowed while an employee is at work or on work premises, other than that permitted on occasions by agreement with the relevant Director.  These will be restricted to social occasions and meetings involving external participants and will normally be outside of working time.
· In some jobs, particularly where there may be a risk to the personal safety of the employee, fellow employees, clients or to the public, no alcohol will be allowed to be consumed at all during the work period including any rest or meal breaks.  This prohibition may be extended for specific jobs, to a period prior to commencing work.  (Note: examples of such posts include where vehicles or machinery is operated or where children are cared for will need to be identified in consultation with the Health and Safety Team as part of the Risk Assessment on the introduction of this policy and clearly communicated to those employees affected).

· All employees have an individual responsibility to ensure that their work performance is not impaired nor the image of the council placed at risk by misuse of substances of any kind.

6.3  
The council seeks the co-operation of all employees in the successful implementation of this policy.

7. Monitoring

7.1  
The effectiveness of this policy will be kept under review in consultation with the council’s Health and Safety Committee.
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