THE LONDON SCHOOL
oF ECONOMICS AND
POLITICAL SCIENCE W

Operational

Alcohol and Drugs Policy and
Procedure

1. Introduction

1.1. LSE (‘the School’) is committed to providing a safe and positive
working environment, and to promoting the health, safety and
wellbeing of all staff. LSE also has a duty of care towards staff
and others on the School’s premises and during work-related
interactions. This includes an approach to the misuse of alcohol
and/or drugs which is proportionate to the nature of the individual
circumstances, as well as appropriate support where a
dependency is identified.

1.2. This policy operates on the following assumptions:

1.2.1. All staff are aware of their responsibilities regarding alcohol
and drugs, as well as the potential consequences that can arise
from misuse or abuse of such substances.

1.2.2. Staff who have a recognised alcohol or drug-related problem
are encouraged to seek help, in confidence and at an early
stage.

1.2.3. Where a recognised alcohol or drug problem is affecting an
employee’s performance, conduct and/or general wellbeing,
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that the situation is managed in a fair, sympathetic and
consistent manner.

1.3. Staff and managers should be aware of the following School
resources that complement much of the content in this policy. In
addition, a list of useful external links is attached as Appendix A.

e The Wellness Toolkit, which provides in-depth advice and
guidance to support the health and wellbeing of staff.

e LSE's in-house staff counselling services, which can be
contacted by staff to discuss any problem or situation which
is causing them concern or stress, including alcohol and drug
problems.

e The Employee Assistance Programme (EAP) which provides
confidential telephone counselling on all aspects of
wellbeing.

e The staff wellbeing webpages which set out the full range of
wellbeing resources available to staff.

e The Mental Health First Aiders Network, which can provide a
first point of contact for an employee experiencing problems
relating to alcohol or drugs, as well as other wellbeing issues.

1.4. This policy is accompanied by an Equality Impact Assessment
(EIA) which aims to identify the policy’s impact in terms of
protected characteristics as well as ways in which any negative
impact may be mitigated. Further details on the School’s EIA
process can be found on the EDI webpages.

2. Policy aims
This policy aims to:

2.1.  Set out how LSE will meet its legal duty of care to employees on School premises and during
all work-related interactions, as regards the consumption of alcohol and other substances.


https://info.lse.ac.uk/staff/divisions/Human-Resources/Wellness-Toolkit/Wellness-Toolkit
https://info.lse.ac.uk/staff/services/staff-counselling
https://info.lse.ac.uk/staff/divisions/Human-Resources/Wellbeing-Pages-2020/Employee-Assistance-Programme
https://info.lse.ac.uk/staff/divisions/Human-Resources/Wellbeing-Pages-2020/Staff-Wellbeing
https://info.lse.ac.uk/staff/wellbeing/Mental-Health-First-Aid-Network
https://info.lse.ac.uk/staff/divisions/equity-diversity-and-inclusion/EDI-objectives-data-and-research/Equality-analysis-guidelines

2.2.

2.3.

2.4.

Promote greater awareness of the ways in which alcohol and drug dependencies (and their
associated risks) may impact on an individual employee and those around them.

Promote an encouraging and supporting working culture, including means for self-referral
(or intervention) at an early stage of dependency.

Where an alcohol or drug problem develops (or is revealed), detail the ways in which the
employee may be supported, signposted to appropriate resources and their dependency
managed.

3. Policy scope

3.1

3.2.

3.3.

This policy and its supporting guidance apply to all LSE staff, whether salaried or hourly paid.
Outside these staff groups, the School also has a duty of care to agency staff, contractors
and other individuals on LSE business.

This policy may be read alongside a number of other School policies that relate to employee
performance and conduct. Some of these policies cover specific staff groups; others apply
across all staff. These policies are listed here alphabetically - staff and managers should
refer to the most appropriate policy or policies to address a given situation.

e The Academic Annex clarifies performance and conduct expectations for academic
staff.

e The Capability Health Policy and Procedure, under which certain cases where an alcohol
and/or drug problem is having a long-term continuous impact on an employee’s
performance and/or attendance may be addressed.

e The Capability Performance Policy and Procedure clarifies the ways in which capability
concerns relating to the performance of a member of professional services staff should
be addressed and managed.

e The Disciplinary Policy and Procedure clarifies performance and conduct expectations
for professional services staff, including definitions of behaviour related to alcohol or
drugs which may constitute gross misconduct.

e The Discrimination, Harassment and Bullying Policy sets out the process by which staff
(and other members of the School community) may take formal action if they feel that
they have been subject to discrimination, harassment or other adverse treatment. This
applies to both behaviour by, and towards, employees with alcohol or other substance
problems.

e The Etiquette Policy for Email and other Online Communication Tools, which focuses on
behaviours and etiquette when working and collaborating online.

e The Grievance Policy and Procedure provides a formal mechanism for professional
services staff to raise concerns, problems or complaints at work.

e The Sickness Absence Procedure sets out how periods of sickness absence, including
those related to an alcohol and/or drug problem, should be recorded and managed.

In addition, the following documents also have a bearing on expectations of staff conduct:


https://info.lse.ac.uk/staff/services/Policies-and-procedures/Assets/Documents/acaAnn.pdf
https://info.lse.ac.uk/staff/Services/Policies-and-procedures/Assets/Documents/capHeaProAcaSupSta.pdf
https://info.lse.ac.uk/staff/services/Policies-and-procedures/Assets/Documents/capPerPolPSSSta.pdf
https://info.lse.ac.uk/staff/divisions/Human-Resources/Assets/Internal/staff/Policy/PSSDisAndDismissal.pdf#id_token=eyJ0eXAiOiJKV1QiLCJhbGciOiJSUzI1NiIsIng1dCI6ImFlRVVnYm1aRzBxZ3loSXlUTlRnOXROemZ3WSIsImtpZCI6ImFlRVVnYm1aRzBxZ3loSXlUTlRnOXROemZ3WSJ9.eyJpc3MiOiJodHRwczovL2Ntcy1pbHNlLmNsb3VkLmNvbnRlbnNpcy5jb20vYXV0aGVudGljYXRlIiwiYXVkIjoiV2Vic2l0ZUFkZnNDbGllbnQiLCJleHAiOjE2NDU3MjQzNDAsIm5iZiI6MTY0NTcyNDA0MCwibm9uY2UiOiIwZGEzYWJiZTFhYTI0YWQ1YmI4YmJiNDBjNjZkNzEzNiIsImlhdCI6MTY0NTcyNDA0MCwic2lkIjoiYWIwZWMzZWM5ODNkZTZjMDhlODIzMTFmNzU3MzVmNDciLCJzdWIiOiJmZWI5ZDYxNS01N2RhLTQ4MDQtODVmYi03MTYyNDlmYzA4NzciLCJhdXRoX3RpbWUiOjE2NDU3MjQwNDAsImlkcCI6Imlkc3J2IiwiYW1yIjpbInBhc3N3b3JkIl19.VPA8fsjSYle_zzci-lJMkHXnATuog_XzJ2LD-1YkBE59tby7D7wuCl8BPG1RwuY6J_ZbNkmSRv0LUhe4feKi54VsfFNZn1zeWyVot2IOH0QFqO2Z_t-BH6nWjIxbLiOMFyf-zohCk6cdaIMCC63gcZ2-dKUe-kkxsAWMoyd0PkXZpSkZR3MER_Edxx4lNVyXcgMbtVMGjuT6ytjOAkg3plHabehE5dh1lVmfqTR2BvIcoGa4SP08TdN_3oRBOHQdYy3vBlx01_NsseVi1UtQkS33Dq1DgFNo14D80TSm0uVDKZOFjKtVYAtAdbR31HPlLd7nztidP8iA3e2dqQ83UQ&scope=openid&state=8be78a8336f34e6981872a49a74d6011&session_state=_00h1pLnmxBt1rF7nAKX33qUXozO71kHo2Vtjjd7aAY.997ddfbdd90a06636a42a27cbea681f4
https://info.lse.ac.uk/staff/services/Policies-and-procedures/Assets/Documents/harPol.pdf
https://info.lse.ac.uk/staff/services/Policies-and-procedures/Assets/Documents/emaEtiGui.pdf
https://info.lse.ac.uk/staff/services/Policies-and-procedures/Assets/Documents/griPolProAcaSupSta.pdf
https://info.lse.ac.uk/staff/divisions/Human-Resources/Assets/Internal/staff/Sickness-Toolkit/Sickness-Absence-Procedure.pdf#id_token=eyJ0eXAiOiJKV1QiLCJhbGciOiJSUzI1NiIsIng1dCI6ImFlRVVnYm1aRzBxZ3loSXlUTlRnOXROemZ3WSIsImtpZCI6ImFlRVVnYm1aRzBxZ3loSXlUTlRnOXROemZ3WSJ9.eyJpc3MiOiJodHRwczovL2Ntcy1pbHNlLmNsb3VkLmNvbnRlbnNpcy5jb20vYXV0aGVudGljYXRlIiwiYXVkIjoiV2Vic2l0ZUFkZnNDbGllbnQiLCJleHAiOjE2NDU4MDc3MDUsIm5iZiI6MTY0NTgwNzQwNSwibm9uY2UiOiI2YzY1Nzk2ZjZjZTY0ZjcwOWM3NTU4OTc5YWU5MTM2YiIsImlhdCI6MTY0NTgwNzQwNSwic2lkIjoiZGExMGIwZTBhNmIwYzQ0NDdkZWY5Mjk1YzIyMzRlZTYiLCJzdWIiOiJmZWI5ZDYxNS01N2RhLTQ4MDQtODVmYi03MTYyNDlmYzA4NzciLCJhdXRoX3RpbWUiOjE2NDU4MDc0MDMsImlkcCI6Imlkc3J2IiwiYW1yIjpbInBhc3N3b3JkIl19.FbdyQmg0b5BzhtZ47kNX86FovoVzExRPGc38nq4TVw6ojMODRAOvK3fFJztAfUwNf0hqqdDk0qTVaSfGDhF9eA7VYuYsUwgICcmNni9r1flY73KtjBRSFmWrp151Sa5zkaWiATQmvjmEjNoNS6XQRTJ5qwHGmdgL_K4iPmsV9CVm1lJ32F18ERAC39g6VQivKSfZn5a1NDYnIeLlEx1T9VOAW0I2ZQke7x7Q0d8hRpFTsWIeI-0A_D5e8Vm1nHKTBJ3SvPkI_ysQ6ctnNriVga7ie77tQ388I-7m8Dx9UhxhLt51Ev0galj8nEok5SmvOllLesm5ExsJsTYnz2NsEw&scope=openid&state=25850127d62f4909894c3ce02b5e1ce4&session_state=MHEP_YhRhI2iKx-19XR-FkxPh0RYeX0LhxKc0R4RTOk.fa3625a750b285f24f104c6c1e2d29ab

3.4.

e The Dignity at Work Statement which applies to all School staff and clarifies
expectations of behaviour, as well as setting out the means by which inappropriate
behaviour which falls short of bullying or harassment can be easily identified, addressed
and resolved.

e The Ethics Code sets out core principles for behaviour that apply across the LSE
community.

Where, during a formal procedure relating to an employee’s performance or conduct, it is
revealed that an alcohol and/or drug problem may be a contributing factor, this policy should
be referred to — depending upon the circumstances, this may include pausing the formal
procedure so that appropriate support or information may be sought in relation to this policy.
If, during a disciplinary hearing for unacceptable conduct, it becomes apparent that an
alcohol or drugs problem is strongly linked to the alleged offence, the disciplinary procedure
may be suspended and an offer made of referral for assessment and advice on treatment. If
this offer is declined, the disciplinary procedure shall continue as normal.

4. Definitions

4.1.

4.2.

4.3.

4.4,

4.5.

The following definitions apply for interpreting this policy and related School resources. It
should be noted that conditions and dependencies may exist on a continuum in terms of the
level of impact on an individual; this will likewise influence the most appropriate support for
that individual.

Alcohol abuse: can generally be defined as drinking either intermittently or continually, and
which interferes with a person’s health, social functioning, and/or work performance or
conduct.

Alcohol dependence - also known as alcoholism or alcohol addiction — as an identified
medical condition refers to the most serious form of alcohol abuse. An individual who is
alcohol dependent experiences a strong and often uncontrollable desire to drink — in
practice, this means drinking at a level that causes harm to the individual's health. People
who are becoming dependent on alcohol may notice that they need to drink more to get the
same effect.

For the purposes of this policy, there is a distinction between ‘drug misuse’ and ‘drug abuse’.

Drug misuse: generally refers to ‘over the counter’ pharmaceutical medications or
medication on prescription by a healthcare professional.

Drug abuse: refers to the deliberate use of illegal drugs or solvents, either intermittent or
continuous, which may interfere with the individual’s health and/or social functioning and/or
work performance or conduct.

This policy recognises that there are circumstances where some drugs (e.g. medical
cannabis oil) are legitimately used to help manage a range of health conditions. Such drugs
will not come under the scope of this policy, although other policies may be relevant


https://info.lse.ac.uk/staff/services/Policies-and-procedures/Assets/Documents/internal/DigWorSta.pdf#id_token=eyJ0eXAiOiJKV1QiLCJhbGciOiJSUzI1NiIsIng1dCI6ImFlRVVnYm1aRzBxZ3loSXlUTlRnOXROemZ3WSIsImtpZCI6ImFlRVVnYm1aRzBxZ3loSXlUTlRnOXROemZ3WSJ9.eyJpc3MiOiJodHRwOi8vY21zLWlsc2UuY2xvdWQuY29udGVuc2lzLmNvbS9hdXRoZW50aWNhdGUiLCJhdWQiOiJXZWJzaXRlQWRmc0NsaWVudCIsImV4cCI6MTYxMTkzNDc0NSwibmJmIjoxNjExOTM0NDQ1LCJub25jZSI6ImRiYjUxMjI2ZGNkYTQ2OTU4YjdhZjExMGVhMjU0NGQ2IiwiaWF0IjoxNjExOTM0NDQ1LCJzaWQiOiIzYjAzMzcwYmE5NDAwMzBiYzIyMWE5OThlMDI3MGNhZCIsInN1YiI6ImZlYjlkNjE1LTU3ZGEtNDgwNC04NWZiLTcxNjI0OWZjMDg3NyIsImF1dGhfdGltZSI6MTYxMTkzNDQ0NSwiaWRwIjoiaWRzcnYiLCJhbXIiOlsicGFzc3dvcmQiXX0.kDzGASc_7EWNvB2NBUUG8vSRlIO_YWCRuaTUrKJciHbVV1UNd15lsnJJB3aiAGsUtKhe0fGLyNu1QyS6We5CDEM3ITP7iPRR6uCsQuLq4tDdlfhU9vSOmILV0nluGciTx98pW86hY0hMPvLkykBwj9iRHeuptlWeoBxwbd6rv0_rST5mLnpdxrvthW-UY2gV-ZQdrk-2IAvtdPrZGeMw5x8DVqHM1nbXKnUveonRroPIcYaRnDcbIDrIX8EgdOA17ESEYneOLD70PoF_-NIFeD9aub8nitmGZHIzeRclr123SZWx6IAPhKuiQoz63WsbEGTANCrKcVSxu16COy1X2g&scope=openid&state=fba858d3a6d74a0b894531542444be0f&session_state=YWj9tQzDZUtogKfBNzKBdv5mhY_C4LUwM25SJWKXsfE.1f7b8872aba47239b45985f14473e753
https://info.lse.ac.uk/staff/divisions/Secretarys-Division/Ethics/Ethics-Code

depending upon the circumstances, e.g. the Disability Policy where an individual requires
support to manage a chronic condition.

5. Policy responsibilities

5.1.

5.2.

5.3.

Employees:

Should be aware of and follow School policy (including that set out here) concerning
alcohol and other substances, including that which applies to the workplace as well as
other work-based interactions (e.g. work events).

Are encouraged to share information about an alcohol or drug problem at an early stage
so that appropriate support may be offered.

Should notify their line manager if prescribed medication may be having an adverse
impact on their health and safety, conduct or performance.

Have arole to play by treating everyone with dignity and respect, both if they are
themselves experiencing alcohol or drug problems, and/or are interacting with others
who may have such problems.

Line managers are responsible for:

Being aware of this policy and the related resources that exist to support staff, including
where an alcohol or drugs problem may be impacting upon an individual.

Incorporating discussions about wellbeing into one-to-one meetings and catch-ups with
staff, including prompting employees where (for example) there has been a sudden
and/or unexplained change in performance or conduct.

Spotting the signs, and taking action, where it might reasonably be ascertained that an
employee may be experiencing alcohol and/or drug dependency issues, e.g. if there is a
sudden and/or unexplained change in appearance.

Where an employee shares that they have an alcohol and/or drug problem, taking timely
and appropriate steps, in conjunction with the HR Partner and available information (e.g.
medical advice).

Escalating appropriately where, for example, criminal acts have (or are reasonably
suspected to have) taken place or where health and safety has been put seriously at risk.
When organising work and/or social events (including those off School premises),
ensuring that staff are aware of conduct expectations, including alcohol consumption (if
relevant).

Seeking further advice in a confidential and appropriate manner (e.g. from their HR
Partner) before taking formal action in relation to an employee who has an alcohol or
drug problem, e.g. before instigating a disciplinary or capability procedure.

Human Resources (HR) are responsible for:

Providing support and advice to line managers and staff in line with this policy and
related resources.



5.4.

5.5.

5.6.

e Treating information shared in relation to an alcohol or drug problem confidentially and
only sharing on a strictly ‘need to know’ basis.

e Where an alcohol or drugs problem requires intervention, working with individuals and
managers to put in place supportive measures and to monitor the situation as required.

e Working in conjunction with line managers to seek specialist advice (such as via an
Occupational Health referral) where required.

The Staff Counselling service is also available for helping and advising staff who approach
them with alcohol or drug problems, and for signposting to additional support as
appropriate.

In addition to the above, other members of staff — such as trade union safety
representatives and staff network representatives - play a role towards a safe and positive
working environment, as well as contributing in specific cases, e.g. a trade union
representative accompanying an employee to a formal meeting held under a relevant School
procedure.

The School also uses external services to provide additional support and advice which may
inform the management of individual alcohol and/or drug problems (such as Occupational
Health) as well as general wellbeing (such as the School’'s Employee Assistance
Programme).

6. Policy principles

6.1.

6.2.

6.3.

Whilst there is no specific regulation relating to alcohol or drug use in the workplace, these
come within the scope of LSE’s duties under the Health and Safety at Work Act 1974" and
the Management of Health and Safety at Work Regulations 19992, In addition to the School’s
legal obligations as an employer, the Health and Safety at Work Act also places certain
duties on employees to take reasonable care for the health and safety of both themselves
and others?®. It is an implied term in all LSE contracts of employment that the School (as the
employer) will take reasonable care for an employee’s health and safety.

Among other effects, alcohol and/or drug dependency can potentially result in:

6.2.1. Jeopardised health and safety for the individual and/or those around them
6.2.2. Conduct, behaviour and/or performance which falls short of what is expected.
6.2.3. Adversely affected working relationships.

6.2.4. Absenteeism and/or sickness absence.

6.2.5. Jeopardised career progression for the individual.

Alcohol and drug dependence are recognised medical problems and should be approached
in a compassionate and empathetic manner. Discrimination, harassment, bullying or
victimisation will not be tolerated towards, or by, employees with alcohol or other substance

! Health and Safety at Work Act 1974, S.2
2 Management of Health and Safety at Work Regulations 1999, S.5
3 Health and Safety at Work Act 1974, S.7
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6.4.

6.5.

6.6.

6.7.

6.8.

problems and will be addressed through the School’s formal procedures. Slander and/or
spreading malicious rumours about alcohol or drugs in relation to an individual (whether true
or untrue) will similarly be subject to formal action.

While a dependency on alcohol or any other substance does not in itself amount to a
disability for the purposes of the Equality Act 2010, it is possible that an addiction or
sufficiently serious dependency may qualify as a disability and would be treated as such, e.qg.
by providing reasonable adjustments under LSE's Disability Policy.

This policy promotes a supportive working culture which recognises that dependency on
alcohol and/or drugs can be successfully treated. It is recognised that alcohol and/or drug-
related difficulties can be the result of a single occurrence or can become problematic over
a longer period. The early identification of a dependency (where possible) is an important
principle for the management of all cases.

While there is no obligation for an employee with a recognised alcohol or drug problem to
share this with their line manager, employees are strongly encouraged to do so at the
earliest opportunity so that appropriate support can be put in place. This is particularly
important where an alcohol or drug problem is affecting the employee’s health and safety,
performance, conduct or another aspect of their employment with LSE.

Where information is revealed or shared in relation to an employee’s alcohol and/or drug
problem, they have the same rights to confidentiality and support as they would with any
other medical or psychological condition. Information relating to an alcohol or drug problem
should only be shared on a strictly ‘need to know’ basis, for example where information
needs to be shared for the effective implementation of agreed support measures. This may
on occasion include third parties, such as Occupational Health and other medical
professionals. Where information needs to be shared in relation to a particular case, the
person who initially disclosed the information should be advised what is being done. Written
records relating to an alcohol or drug problem are kept confidentially in accordance with
LSE’s data protection procedures and GDPR obligations.

Alcohol and drug problems can often be secondary to (or triggered by) other events or
circumstances within a person'’s life. Therefore, whenever an individual’s alcohol and/or drug
dependency impacts on their work or otherwise becomes a cause for concern, the School
will endeavour to understand the fuller picture before taking formal action.

While any employee who acknowledges an alcohol or drug problem will be treated in a
compassionate and supportive manner, employees are expected to reasonably engage with
attempts by the School to support and/or manage the situation. Where help is refused and
performance and/or conduct concerns remain (or worsen), the appropriate disciplinary
procedure may be invoked. Conduct deemed unacceptable on School premises is also not
acceptable elsewhere (including off-campus work events and remote work interactions such
as virtual meetings) and may be addressed under the relevant School procedure.

7. Consumption of alcohol and other substances
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7.1.

7.2.

7.3.

7.4.

All staff attending work functions and/or social events on School premises are expected to
behave responsibly and with due concern for others, including regarding the consumption of
alcohol. Guidance on calculating units is available on the NHS website. Line managers and
other organisers of work-related events have a role to play in making expectations clear to
staff in advance and (where necessary) repeated during the event. Such clarity is important
to ensure that a ‘drinking culture’ is not encouraged and excessive consumption of alcohol
does not occur. In addition, alcohol-free wine and beer is available to be ordered at LSE-
catered events.

Work-related events — including but not limited to parties, dinners, quizzes, drinks after work
and other social gatherings — are considered to still be within the contract of employment,
even if they are not held on School premises. All staff attending such events should be
aware of conduct expectations and should ensure that their behaviour does not have a
negative impact on either working relationships or the School’s reputation with outside
contacts.

Alcohol can only be consumed by employees on School premises — which include Halls of
Residence — on the express authority of the relevant line manager. Where consumption of
alcohol on School premises (including the School’s bar facilities) leads to unacceptable
behaviour, even outside working hours, this may lead to a complaint under the relevant
procedure (e.g. Disciplinary or Grievance).

The use of illegal drugs on School premises and/or at events connected with the School
(such as off-campus social events) is not permitted and will typically constitute gross
misconduct under School procedures. This may also result in criminal charges.

8. Management of absence

8.1.

8.2.

8.3.

All absence related to an alcohol or drug problem should be recorded in line with the relevant
procedure (typically the School’s Sickness Absence Procedure), including self-certification

through MyView.

Where an employee’s condition constitutes a disability, any related absence should be
recorded and managed separately from other categories of sickness absence, as set out in
the Disability Policy.

Employees with alcohol and/or drug problems may need to take time away from work to
attend medical appointments related to the ongoing management of their condition. Where
possible, staff should try to arrange such appointments for the beginning or end of their
normal working day. Part-time staff and shift workers should try to schedule appointments
for when they are not working. In line with the School’s sickness absence procedures, such
appointments are not recorded as sickness absence unless they require more than half a
day away from work. In all cases, managers and employees are expected to be flexible so
that relevant treatment is received and any work gaps are addressed.


https://www.nhs.uk/live-well/alcohol-support/calculating-alcohol-units/
https://info.lse.ac.uk/staff/divisions/Human-Resources/HR-information-systems/MyView

8.4.

8.5.

On occasion, an employee may undertake a longer period of absence from work which is
planned and agreed in advance, e.g. to attend treatment and/or rehabilitation. Where
employees anticipate the need for such arrangements, they should discuss this with their
line manager as early as possible.

Where an employee’s absence record (including any absences related to an alcohol or drug

problem) is having a significant impact on their attendance and/or performance in their role
and recommended reasonable adjustments have been explored, the Capability Health Policy
and Procedure for Professional Services Staff (or equivalent procedure for other staff

groups) may apply.

9. Ill health retirement

9.1.

Where, as a consequence of an alcohol or drug problem, an employee’s health has
deteriorated to the extent that they can no longer perform their duties, and all reasonable
efforts to redesign their role or secure redeployment have been unsuccessful, retirement on
the grounds of ill health will be considered if the employee is a member of one of the
School’s pension schemes. An application for ill health retirement will be referred to the HR
Pensions team. All applications will need to be supported by appropriate medical reports,
which individuals will be required to obtain and authorise for release to the pension scheme
Trustee. In these circumstances, the School will support the employee as far as possible
with their application, although it is ultimately the decision of the pension scheme Trustee-
whether to approve individual applications. In the event that an application is rejected, the
process will revert to the relevant capability health procedure.

10. Review

10.1.

This policy and its accompanying EIA will be reviewed in line with HR’s policy schedule as
well as any changes in the statutory environment.



Alcohol and Drugs Procedure

1. Introduction

1.1.

This procedure sets out the steps to be followed in the event that an employee shares
information about an alcohol and/or drug problem, or if such information becomes known in
another way (such as the result of a colleague raising a concern). The procedure also sets
out the ways in which different individuals may become involved in the management of an
ongoing case; while this is not intended to be overly prescriptive, it aims to ensure a level of
consistency in how cases are managed.

2. Monitoring wellbeing

2.1.

2.2.

It is expected that line managers will monitor absence rates in their team(s) as part of their
normal managerial responsibilities. Line managers should be aware that increased absence
rates, or a high absence rate sustained over a period of time, may potentially be linked to an
alcohol or drug problem. At the same time, it should also be appreciated that an alcohol or
drug problem may not be especially visible either in an individual's absence record or (for
example) their general demeanour.

Line managers can also keep an eye on the general wellbeing of staff by checking in with
them during the working day; this may be particularly important where staff are working
remotely and casual social interactions are less frequent. Such catch-ups should not be
intrusive and should (where possible) be agreed in advance with the employee.

3. Sharing information about an alcohol or drugs problem

3.1

3.2.

3.3.

There are a number of ways in which a line manager or other relevant individual (e.g. an HR
Partner) could become aware that an employee has, or may have, an alcohol and/or drug
problem. However such information is obtained, it should always be treated confidentially
and on a strictly ‘need to know’ basis.

While it is not obligatory to do so, employees are encouraged to share with the School if an
alcohol or drug problem is affecting their performance, conduct or general wellbeing.
Sharing information about personal circumstances in this way allows for the School to offer
appropriate support. An admission of an alcohol or drugs problem may be difficult for an
individual to make and any such sharing of information should be treated with compassion,
empathy and confidentiality.

Where possible, the sharing of information should happen at an early stage. In addition to
allowing any wellbeing concerns to be addressed as soon as possible, early sharing of
information also reduces the likelihood of a formal School procedure being initiated in the

event of a decline in the employee’s performance or conduct.
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4. Confidential discussion

4.1.

4.2.

A manager who has concerns that an employee’s performance and/or conduct may be being
impacted by an alcohol or drug problem - for example, if the employee’s appearance or
conduct deteriorates without any obvious reason - may choose to raise this with the
employee in an appropriate manner which respects the employee’s right to confidentiality,
such as during a one-to-one meeting. The manager may also raise the matter confidentially
with a relevant HR Partner or another appropriate individual within the School. Such
discussions should be approached sensitively and non-judgmentally, with the primary aim of
ascertaining the impact on the employee’s wellbeing and to agree upon the best way to
support the employee going forward.

Individuals who have shared that they have an alcohol and/or drugs problem should be
encouraged to seek help. In addition to School resources (such as Staff Counselling and the
School’'s Employee Assistance Programme), advice and support can be sought from:

e The individual's General Practitioner (GP)
e A specialist external organisation: Appendix A provides a list of relevant organisations
and contacts (this list is not exhaustive)

5. Next steps

5.1.

5.2.

5.3.

The next steps to be followed will depend to an extent upon the nature of the initial
discussion. If medical advice is required (for example, if the reasons for the change in the
employee’s performance/conduct remain unclear), the line manager in conjunction with the
HR Partner may make a referral to Occupational Health, in which case the manager should
advise the employee of the reason(s) for the referral. On an ongoing basis, information and
advice from specialist organisations may also provide confidential support to the employee
from a distance, as well as helping to inform appropriate actions agreed between employee
and manager.

While the individual’s confidentiality should be respected as far as possible, there may be
occasions where it is appropriate and justifiable for such confidentiality to be superseded -
typically, where there is an immediate or imminent health and safety concern. For example,
an employee who is aware that a colleague in a safety-sensitive job is, or may be, under the
influence of alcohol and/or drugs should inform their line manager as soon as possible in a
discrete and appropriate way. Concealment in such circumstances may not be in the best
interests of the colleague in question or others, and a failure to take action could lead to
negative consequences, including potential action against the School.

Where an individual does raise concerns regarding a colleague, they should not feel under
any obligation to become further involved in the matter. Also, where other colleagues are
aware of an employee’s alcohol or drug problem, it may be appropriate to offer them support
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5.4.

5.5.

as well. Such a situation may directly or indirectly impact on others, e.g. there may be
feelings of concern or resentment, or the situation may have personal resonance for others
and have a triggering effect. Managers should be aware of and should signpost to
appropriate resources (such as Staff Counselling or the Employee Assistance Programme)
as required.

If, at any time, the line manager believes that the law has been breached or infringed and/or
that serious harm may result to the individual or another person, they should immediately
seek advice from their HR Partner. Depending upon the individual circumstances,
appropriate actions may also include contacting the police and/or other emergency services.

In some circumstances, it may be appropriate for the employee to be absent from work for
an agreed period of time. The duration and nature of this absence will depend upon the
details of the individual case. Absence for treatment and/or rehabilitation should be agreed
by both the line manager and HR Partner; such absence will normally be counted as sickness
absence and should be regarded as such under the School’s sickness absence procedure,
including for the purposes of absence triggers. It is acknowledged that relapses may occur
and that successful treatment may require the employee to be away from work for more
than one period. Return to work after a successful treatment period should be to the same
job where reasonably practicable.

1



Appendix A: External resources

A wide range of resources exist to support and inform the management of alcohol and drug
dependencies. The following is an alphabetical summary of some of these key resources. While this
list is accurate at the time of writing, it is not (and is not intended to be) exhaustive and these
external resources should complement, rather than replace, supportive discussions between staff
and managers.

Adfam is a national charity working with families affected by drugs and alcohol. Adfam operates an
online message board and a database of local support groups.

Al-Anon Family Groups 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.

Alcoholics Anonymous (AA) is a free self-help group. AA’s '12 step’ programme involves getting
sober with the help of regular support groups.

Carers Trust includes guidance and contact organisations for individuals who caring for someone
with alcohol or substance misuse issues.

Drinkaware provides alcohol-related information and support

Frank provides national confidential drugs advice, including email, text, telephone and live chat
functions.

Mind on ‘recreational drugs and alcohol’: this UK charity provides guidance on recreational drugs and
alcohol, including mental health effects and suggestions of where to find support.

The National Association for Children of Alcoholics (Nacoa) provides a free, confidential telephone
and email helpline for children of alcohol-dependent parents and others concerned about their
welfare.

Narcotics Anonymous: a free service which includes meetings across the UK and supports members
to achieve and maintain a drug-free recovery and lifestyle.

NHS webpages include guidance as to what constitutes alcohol misuse, an overview of risks and a
summary of treatment options. Similar guidance exists for individuals seeking help for drug
addiction.

SMART Recovery groups help people decide whether they have a problem with addictive behaviour,
build up their motivation to change, and offer a set of proven tools and techniques to support
recovery.

We Are With You is a UK-wide treatment agency that helps individuals, families and communities
manage the effects of drug and alcohol misuse.



http://www.adfam.org.uk/
http://www.al-anonuk.org.uk/
https://www.alcoholics-anonymous.org.uk/
https://carers.org/article/alcohol-drugs-and-addiction
http://www.drinkaware.co.uk/
http://www.talktofrank.com/
http://www.mind.org.uk/information-support/types-of-mental-health-problems/drugs-recreational-drugs-alcohol/#.WQEfaCMrJhE
http://www.nacoa.org.uk/
http://ukna.org/
https://www.nhs.uk/conditions/alcohol-misuse/
https://www.nhs.uk/live-well/healthy-body/drug-addiction-getting-help/
https://www.smartrecovery.org.uk/
https://www.wearewithyou.org.uk/
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