Drug And Alcohol Policy – Client Template

DRUGS AND ALCOHOL POLICY
(Client Template – to be adapted to organisational needs)
This template should be adapted to reflect the size, activities, and risk profile of your organisation

1. Policy Statement
[Organisation Name] is committed to providing a safe, healthy and productive working environment for all employees and others affected by our activities. We recognise that the misuse of drugs or alcohol can adversely affect health, safety, performance and attendance, and may place individuals and others at risk.
The organisation therefore aims to ensure that all staff are fit to carry out their duties safely and effectively. While the misuse of drugs or alcohol at work will not be tolerated, the organisation also recognises that drug or alcohol dependency may be a health condition and is committed to supporting staff who seek help at an early stage.

2. Scope of the Policy
This policy applies to all individuals working for or on behalf of the organisation, including:
· Employees
· Directors and senior managers
· Consultants and contractors
· Agency workers
· Trainees and apprentices
· Volunteers
· Casual, part-time and fixed-term staff
For the purposes of this policy, all such individuals are referred to as “staff”.

3. Definitions
Drugs: Includes illegal drugs, psychoactive substances, and the misuse of prescribed or over-the-counter medication.
Alcohol misuse: Drinking alcohol in a way that affects work performance, safety, conduct, or attendance.
Under the influence: Being affected by drugs or alcohol to an extent that health, safety, performance, judgement, or behaviour may be impaired.

4. Standards of Behaviour
Staff must not:
· Attend work under the influence of drugs or alcohol
· Consume, possess, distribute, or sell illegal drugs on work premises or during working time
· Misuse prescription or over-the-counter medication while at work
· Allow drug or alcohol use to adversely affect performance, conduct, safety, or attendance
Staff are expected to behave responsibly in relation to alcohol where work-related events or social functions are concerned.

5. Prescription and Over-the-Counter Medication
Staff must inform their manager (or an appropriate nominated person) if they are taking medication that may affect their ability to work safely or effectively, particularly in safety-critical roles.
Any disclosure will be treated confidentially. Where appropriate, advice may be sought from Occupational Health to determine whether temporary adjustments, restrictions, or alternative duties are required.

6. Support and Wellbeing
The organisation recognises that alcohol or drug dependency may be a health issue. Staff are encouraged to seek help at the earliest opportunity.
Where a staff member discloses a problem or concern, the organisation may offer support, which may include:
· Referral to Occupational Health
· Access to counselling or support services
· Agreed time off for treatment or rehabilitation
· Temporary workplace adjustments where appropriate
Seeking help will not in itself result in disciplinary action, provided that the individual complies with agreed support measures and standards of conduct.

7. Alcohol and Drug Testing
7.1 When Testing May Be Required
Alcohol and/or drug testing may be carried out where it is reasonable and proportionate, including:
· Where there is reasonable cause to believe a staff member may be under the influence of drugs or alcohol while at work
· Following a serious accident, incident, or near miss
· Where testing is a contractual requirement or required for safety-critical roles
Testing will only be carried out where justified and in accordance with legal and data protection requirements.
7.2 Consent to Testing
Staff will be asked to provide informed consent before any alcohol or drug test is undertaken. Refusal to consent may be treated as a disciplinary matter; however, the reasons for refusal will be considered before any decision is made.

8. Testing Procedure
Where testing is required:
· Testing will be carried out by a competent and approved external testing provider
· Alcohol testing will normally be conducted using breath analysis
· Drug testing will normally involve the collection of a urine or saliva sample
· Testing may take place on site or at the testing provider’s premises
Staff may be suspended from duty on full pay while test results are awaited, where this is considered necessary.
Test results will be classified as:
· Negative; or
· Non-negative / requiring further analysis
Where further analysis is required, final results may take several weeks. Staff will be informed of results as soon as reasonably practicable.

9. Confidentiality and Data Protection
All information relating to alcohol or drug testing, disclosures, or support will be treated as confidential and handled in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
Information will only be shared with those who have a legitimate need to know and will be retained securely for no longer than necessary.

10. Suspected Alcohol or Drug Misuse
If a member of staff suspects that a colleague may be under the influence of drugs or alcohol at work, this should be reported promptly to a line manager or other designated manager.
Managers who have concerns about a staff member’s fitness for work should:
· Act promptly and sensitively
· Consider the safety of the individual and others
· Seek advice from HR or Occupational Health where appropriate

11. Disciplinary Action
Being under the influence of drugs or alcohol at work, or engaging in prohibited conduct under this policy, may be treated as misconduct or gross misconduct and may result in disciplinary action, up to and including dismissal.
Each case will be considered on its individual facts, taking into account mitigating circumstances, medical advice, and whether the individual has engaged with support measures.

12. Responsibilities
Managers are responsible for:
· Implementing this policy fairly and consistently
· Identifying and addressing concerns promptly
· Seeking advice where necessary
Staff are responsible for:
· Complying with this policy
· Presenting themselves fit for work
· Seeking help where they have concerns about their own or others’ substance use

13. Review of the Policy
This policy will be reviewed regularly to ensure it remains legally compliant and reflects best practice.
Policy owner: [Role / Department]
Version: [Number]
Date of issue: [Date]
Review date: [Date]

14. Acknowledgement
I confirm that I have received, read, and understood the organisation’s Drugs and Alcohol Policy.
Signed: _______________________________
Print name: ___________________________
Date: ________________________________

