
Drugs and Alcohol Policy

1.0 INTRODUCTION

This Parish Council aims to act as a good employer and to conduct its business activities in a 
way which will achieve the highest possible standard of health and safety for its employees, 
Elected Members and members of the public.

Alcohol and drug misuse or abuse can be a serious problem within the workplace. Employees 
who drink excessively or take unlawful drugs are more likely to work inefficiently, be absent 
from work, suffer from mental ill health, have work accidents and endanger their colleagues. 
The Council has a duty to protect the health, safety and welfare of all its employees. However, 
the Council recognises that, for a number of reasons, employees could develop alcohol or 
drug related problems. 

This policy aims to promote a responsible attitude to drink and drugs and to offer assistance 
to employees who may need it.

Where applicable, this policy also applies to workers, agency workers, consultants, and 
contractors.

2.0 AIMS OF THIS POLICY

This workplace drugs and alcohol policy aims to contribute to a safe, healthy and productive 
work environment by:

 Preventing drugs and alcohol problems through awareness raising
 Identifying problems at an early stage
 Offering support to those who have a drug and alcohol problem

This policy has been developed from a previous policy and best practice guidance and applies 
equally to all staff including all levels of management.

This Council has set the following objectives:
 All staff to have access to drugs and alcohol advice and information
 All staff to be supported to overcome drugs and alcohol problems in an appropriate 

manner
 All staff to receive drugs training, as appropriate, in relation to their work

3.0 RESPONSIBILITIES

Overall responsibility for the implementation of this policy is that of the Clerk.



Day to day responsibility for ensuring the implementation of the policy is delegated to the 
Deputy Clerk to the Council (for the Grove office staff) and the Facilities and Maintenance 
Supervisor for all maintenance staff.

All employees are required to co-operate with supervisors and managers on health and safety 
matters, to ensure the implementation of this Policy.  This includes making reports to line 
managers when there are concerns that a colleague is not fit to work.

4.0 DEFINITION

Drugs and alcohol problems in the context of this policy are defined as those which incorporate 
a variety of behaviours caused by drugs or alcohol which may be problematic to the individual 
and/or to this Council.

In relation to drugs, this policy applies to those that are unlawful or illegal under the criminal 
law, including psychoactive substances, i.e. those which are capable of producing a 
psychoactive effect in a person who consumes them, and those known as ‘Smart Drugs’ and 
which are not exempted substances. Although alcohol is an exempted substance for the 
purposes of the criminal law on drugs, it is still covered under the terms of this policy. 

This policy does not apply to prescribed medication or over-the counter medication, provided 
always that those medications are being taken in accordance with a doctor’s or the 
manufacturer’s instructions and are not being misused. Many prescribed and over-the-counter 
medications can impair performance and employees have a responsibility for reading and 
following the advice supplied with their medicines, taking them only in accordance with that 
advice and seeking further medical advice from a doctor or pharmacist where appropriate.

5.0 THE RULES

5.1 All individuals working for Hythe and Dibden Parish Council are required to report fit 
for duty and able to perform assigned duties safely and to an acceptable standard 
without limitations due to the use or after effects of alcohol, drugs (unlawful, 
prescription or over the counter) or of any other substance.

5.2 Any employee who has consumed alcohol or drugs likely to render them unfit for work 
should not carry out any work-related activity. 

5.3 Any employee who notices obvious signs of alcohol or drug misuse or abuse in another 
employee should report their observations in confidence to their line manager or 
supervisor. 

5.4 Any employee who is taking medication prescribed for them by a doctor (or over-the-
counter medication) should inform their line manager or supervisor if that medication 
may have an effect on their ability to carry out their work safely, for example it may 
cause drowsiness, reduced concentration or nausea, and they then must follow any 
instructions given by their line manager. 

5.5 This Council will send home any individual who arrives for work under the influence of 
drugs or alcohol, or who consumes alcohol or unlawful drugs on the premises.



5.6 This Council prohibits the use, manufacture, sale, purchase, transfer, distribution, 
consumption, or possession of unlawful drugs and alcohol, or substances that affect 
the ability to rationalise or perform work tasks safely on Parish Council property and/or 
whilst at work. The Council reserves the right to conduct searches for drugs and/or 
alcohol, including, but not limited to searches of lockers, filing cabinets, desks, 
packages etc. that are situated on Council property.  Any drugs and/or alcohol 
discovered during such a search will be confiscated and disciplinary action will 
commence as appropriate.  All criminal matters will be reported to the police.

A breach of these rules is a disciplinary offence and will be dealt with in accordance with the 
Council’s disciplinary procedure.  Depending on the seriousness of the offence, it may amount 
to gross misconduct and could result in an employee’s summary dismissal.

6.0 HELP AND SUPPORT

It is the Council’s intention to deal constructively and sympathetically with an employee’s 
alcohol or drug related problems, such as alcohol or drug dependency. When it is known that 
an employee has an alcohol or drug problem their line manager or supervisor will be able to 
provide advice and guidance on how to seek suitable treatment and can refer the employee 
to external organisations who can provide further help and advice, such as NHS Choices 
alcohol addiction services, Talk to Frank, Adfam and NHS Smokefree. The primary objective 
of any discussions will be to assist the employee with the problem in as compassionate, 
supportive and constructive a way as possible. Any discussions of the nature of an employee’s 
alcohol or drug problem and the record of any treatment will be strictly confidential unless the 
employee agrees otherwise.

If an employee consents a referral to Occupational Health will be made.

7.0 ALCOHOL AND DRUG RELATED MISCONDUCT

Whilst Section 6 of this policy is aimed at assisting and supporting employees with alcohol or 
drug problems, action will nevertheless be taken under the Council’s disciplinary procedure if 
misconduct takes place at work as a result of drinking or taking drugs, or if an employee is 
found to be under the influence of alcohol or drugs whilst at work, and this includes when 
driving private or Council vehicles on Council business.  Even a small amount of alcohol can 
affect work performance and, if an employee is found under the influence of alcohol whilst at 
work, there could be serious health and safety consequences both for the employee and for 
their work colleagues. The same applies to being under the influence of drugs. The Council 
will take all reasonable steps to prevent employees carrying out any work-related activities if 
they are considered to be unfit to undertake the work as a result of being under the influence 
of alcohol or drugs.

Incapacity or misconduct caused by an excess of alcohol or drugs at work (including being 
over the legal alcohol limit or drug limits, or being unfit to drive because of taking drugs, when 
driving private or Council vehicles on Council business) is a potential gross misconduct 
offence under the Council’s disciplinary procedure and the employee is therefore liable to be 
summarily dismissed. 



It is also a potential gross misconduct offence for an employee to buy or sell drugs, alcohol or 
smoked tobacco products or to be in possession of or consume drugs on the Council’s 
premises, and this includes buying or selling drugs, alcohol or smoked tobacco products from 
and being in possession of or consuming drugs in Council vehicles. In addition, the employee 
may be reported to the police if there is evidence to suggest that they may have committed a 
criminal offence.

The Council reserves the right in any of these circumstances to arrange for the employee to 
be escorted from the Council’s premises immediately and sent home without pay for the rest 
of the day or shift. The Council also reserves the right to suspend the employee on full pay 
while carrying out an investigation. 

8.0 COMMITMENTS OF THE COUNCIL

8.1 Absence for treatment and rehabilitation will be regarded as normal sickness absence
8.2 It is recognised that the journey to recovery may include relapses
8.3 This policy will be continuously monitored and reviewed and adjustments made as 

required
8.4 Strict confidentiality is assured.  All discussions with an employee in connection with 

drugs or alcohol will be strictly confidential except in the case of potential criminal 
offences whereupon the police will be notified.  While appropriate personnel records 
will be kept, it is accepted that any record of treatment will be the property of the person 
administering that treatment.  No discussion about the employee will take place with 
another party without the consent of that employee

9.0 PROCEDURES

9.1 If an employee, visitor or contractor arrives at the workplace and a supervisor or line 
manager has reasonable cause to suspect that the person is unfit for work due to the 
use of alcohol or other substances the employee, visitor or contractor will be informed 
of the suspicions and will be required to remove themselves from the work 
environment.  Colleagues who believe that an individual is unfit for work must report 
this to the supervisor or line manager and take steps to keep themselves safe.

9.2 If an off duty employee is requested to work it is the employee’s duty to consider 
whether they may be impaired due to the use of alcohol or other unlawful substance 
and refuse such request.

9.3 Employees who are prescribed medication are expected to consult with their doctor to 
determine if use of the medication may have a negative effect on job performance.  If 
there is such risk they must report this to their supervisor or line manager and 
appropriate action will be taken.

An employee with an alcohol or drug problem should seek appropriate help. If an employee 
has an alcohol or drug problem which affects their conduct or performance at work and they 
refuse the opportunity to receive help and treatment, the matter will be referred for action 
under the Council’s disciplinary procedure as appropriate. Likewise, if after accepting 
treatment, counselling and assistance, and following review and evaluation, an employee’s 
conduct or work performance reverts to the problem level, the matter may also be dealt with 
through the disciplinary procedure.



Prohibition on alcohol and drug consumption in the workplace

No alcohol or drugs must be brought onto or consumed on Council premises at any time (other 
than in relation to approved social functions which take place on Council premises where the 
reasonable drinking of alcohol has been permitted). For the purpose of this policy this also 
includes performance-enhancing drugs even if the drugs are not unlawful under the criminal 
law, unless they have been medically prescribed for the employee by a doctor and are being 
taken in accordance with the doctor’s instructions. 

Staff must never drink alcohol or take drugs if they are required to drive private or Council 
vehicles vehicles on Council business or operate machinery.  Employees are not permitted to 
consume alcohol during work breaks, e.g. lunchtimes.

Employees representing the Council at business/client functions or conferences or attending 
Council organised social events outside normal working hours are expected to be moderate if 
drinking alcohol and to take specific action to ensure they are well within the legal limits if they 
are driving. They are prohibited from taking drugs on these occasions. 

Social drinking after normal working hours and away from the Council’s premises is, of course, 
generally a personal matter and does not directly concern the Council. The Council’s concern 
only arises when, because of the pattern or amount of drink involved, the employee’s 
attendance, work performance or conduct at work deteriorates.

A breach of these provisions is a disciplinary offence and will be dealt with in accordance with 
the Council’s disciplinary procedure. Depending on the seriousness of the offence, it may 
amount to gross misconduct and could result in the employee’s summary dismissal.  


