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Alcohol & Drugs 
 

1. Background 
This policy was developed to give staff and managers guidance in respect of the actions that will 
be taken or support that will be given to staff when performance at work is affected by drug and 
or alcohol abuse. 

 

2. Objectives 
Abbeyfield The Dales Ltd. (ATD) is committed to providing services that enhance the quality of life 
for older people and developing services that will meet the needs of future generations. This 
commitment is based on the Mission and Values of ATD. ATD will also comply with all relevant and 
current legislation. 

The objective of this policy is to set out ATD’s position regarding Drugs and Alcohol within the 
workplace and the approach it will take when the consumption of drugs or alcohol affects staff 
performance at work. 

The policy and associated procedures will cover the courses of action which will be taken in both 
one – off situations of staff being under the influence of drugs or alcohol whilst at work, as well as 
the action to be taken when a member of staff has an underlying drug or alcohol related problem 
or illness. 
 

3. Scope 
This policy applies to all ATD staff and volunteers. 

 

4. Policy 
4.1. Definitions 

4.1.1. Substance Misuse 
Drinking alcohol, taking drugs or a controlled substance and other substances such 
as solvents, either intermittent or continuous which interferes with an individual’s 
health, work capabilities or conduct, or which affects the work performance and/or 
safety of themselves and others. 

4.1.2. Drugs 
Means and includes any substance (other than alcohol) that produces physical, 
mental, emotional or behavioural change in the user, the sale, possession or 
consumption of which is illegal. This term includes prescription drugs where such 
prescription drugs have not been prescribed for the person possessing or using such 
drugs and/or such prescription drugs are not taken in accordance with a physician’s 
direction. 

4.1.3. Controlled Substance 
Means and includes all chemical substances or drugs listed in any controlled 
substances acts or regulations applicable under the law. 
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4.2. Roles and Responsibilities 
4.2.1. Employees 

• Be fit for work when conducting duties and notify management immediately if 
use of a substance may cause any impairment of work performance. 

• Should not consume alcohol either prior to coming to work, during work breaks, 
or during their working day; ensuring their ability to carry out their work to an 
acceptable standard is in no way impaired. 

• Not bring or use illegal substances onto ATD managed premises under any 
circumstances. 

• Seek professional help if they have a substance abuse problem. 

• Undertake and complete a substance abuse rehabilitation programme as 
recommended by a professional body. 

• Report to management if they suspect that another employee in the workplace 
is under the influence of a substance. 

• Notify their manager if they are taking medication that could affect their ability 
to work safely. 

4.2.2. Line Managers 
• Make the Drugs and Alcohol Policy available to employees. 

• Ensure risk assessments are carried out for work under their control when or 
where appropriate. 

• Discuss with employees as soon as possible if behaviour, performance or 
absence indicates a problem with substance misuse. 

• Refer to occupational health, employees who declare or who they suspect may 
have a substance abuse problem. 

• Provide support to employees who undertake a treatment programme. 

• Remove from the workplace employees who they suspect are under the 
influence of any substance. 

• Record absence related to substance abuse in accordance with attendance 
reporting procedures. 

• Manage all absences from work because of drugs and alcohol abuse in 
accordance with the Sickness Absence Policy. 

4.2.3. Human Resources 
Managers should seek advice from the external HR consultancy service on all 
aspects of this policy and procedure. 

4.3. Conduct when alcohol is available at Abbeyfield events 
It is recognised that alcohol may be available at some ATD or Abbeyfield events (whether 
held on the premises or not), such as parties, entertaining visitors or other work-related 
events. However, employees must be fit for work when conducting duties and are always 
expected to maintain and be responsible for their own standards of behaviour, with the 
emphasis on avoiding any action that could lead to a complaint of misconduct or could harm 
the reputation of ATD. Such complaints will be fully investigated and may lead to disciplinary 
action being taken. 

Any employee considered to be under the influence of alcohol at any such event or who is 
in any way unable to undertake their normal duties (irrespective of location or timing) will 
be considered to have breached ATD policy consequently committing gross misconduct and 
will be dealt with in accordance with the ATD Disciplinary Policy. 

 



Reviewed by: Gwen Green 
Approved by ATD Board: 26/02/2021 

Page 3 of 4 
 

4.4. Performance issues related to alcohol or substance misuse 
Performance issues related to alcohol or substance misuse will be dealt with under ATD’s 
Capability Policy. This will apply where the employee’s performance is indirectly affected by 
alcohol or substance misuse. Where the employee is thought to be at work whilst under the 
influence of alcohol or drugs, this will generally be regarded as gross misconduct and will be 
dealt with as a disciplinary issue. 

4.5. Absence as a result of alcohol or substance misuse 
Absence as a result of alcohol or substance misuse will be dealt with under Abbeyfield’s 
Sickness Absence Policy. 

Absence for treatment and rehabilitation for drug and alcohol problems will be regarded as 
normal sickness. 

4.6. Disciplinary Action 
The Health, Safety and Wellbeing of residents in all ATD managed homes and houses, 
remains our absolute priority, consequently staff should not consume any alcohol, drug or 
other controlled substances in any ATD property, whilst at work or prior to attending work. 
Staff not adhering to this guideline will generally be considered to have breached ATD policy 
and have committed gross misconduct. 

Taking or being under the influence of alcohol, drugs or other controlled substances and 
buying, selling or being in possession of controlled substances whilst at work will generally 
be regarded as gross misconduct and will be dealt with under ATD’s Disciplinary Policy and 
Procedure. 

4.7. Identifying Substance Misuse 
Managers should be aware that the misuse of drugs or alcohol by employees may come to 
light in various ways. The following characteristics, especially when arising in combinations 
may indicate the presence of an alcohol or drug-related problem: 

4.7.1. Absenteeism 
• Instances of unauthorised leave. 

• Frequent Friday and/or Monday absences. 

• Leaving work early. 

• Lateness. 

• Excessive level of sickness absence. 

• Strange and increasingly suspicious reasons for absence. 

• High level of sickness for colds, flu, stomach upsets; and/or 

• Unscheduled short-term absences, with or without explanation. 

4.7.2. High Accident Levels 
• At work; and/or 

• elsewhere, e.g., driving, at home. 

4.7.3. Work Performance 
• Difficulty in concentration. 

• Work requires increased effort. 

• Individual tasks take more time. 

• Problems with remembering instructions or own mistakes; and/or 

• Others may notice a smell of alcohol. 
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4.7.4. Moods Swings 
• Irritability. 

• Depression; and/or 

• General confusion. 

4.8. Intervention 
Managers who feel an employee's unsatisfactory performance may be drug and/or alcohol-
related should arrange to meet with the employee. 

Advice from the external HR consultancy service should be sought prior to holding this 
meeting and the meeting itself should be carried out in accordance with the Capability Policy. 

At the meeting the manager should explain the performance issues and try to establish the 
cause of the problem(s). The employee should be informed that ATD aims to support 
employees who are trying to overcome a drink or drugs problem and should be informed of 
outside agencies where help can be obtained. 

The employee should be referred to Occupational Health. 
 

5. Finance, Value for Money & Social Value 
N/A 

 

6. Supported Appendices 
N/A 

 

7. Linked Policies 
Disciplinary (S008P) 
Capability (S004P) 
Sickness & Absence (S024P) 

 

8. Legislation/Regulation 
N/A 

 

9. Review 
Every 3 years, subject to any regulatory or legislative updates. 

 

10. Procedure/Guidance 
N/A 


