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HR POLICY
Substance Abuse Policy
Alcohol, drugs and substance misuse at work

	ORGANISATION
	[Organisation Name]

	VERSION
	Version 1.0

	DATE ADOPTED
	[Date]

	REVIEW DATE
	[Date - recommend annual review]

	POLICY OWNER
	HR / Senior Management

	SCOPE
	All employees, workers and contractors



This policy template is provided for guidance purposes only. It should be reviewed and adapted to reflect the specific circumstances, structure and requirements of your organisation before adoption. We recommend taking HR and/or legal advice prior to implementation. This document does not constitute legal advice.
SECTION 01
Purpose and Scope

[Organisation Name] is committed to protecting the health, safety and wellbeing of its people and to maintaining a safe and productive workplace. This policy sets out our approach to alcohol, drugs and other substance misuse, balancing our duty of care and our safety obligations with a supportive approach to those experiencing difficulties. It applies to all employees, workers and contractors while at work, on our premises, or representing the organisation.
SECTION 02
Our Approach

We recognise that alcohol or drug dependency can be a health issue. Where an employee comes forward, or where dependency is identified, we will seek to support them to access appropriate help wherever possible. However, we also have a duty to maintain safety and standards, and misconduct related to substances - particularly in safety-critical situations - may be dealt with under the Disciplinary and Dismissal Policy.
SECTION 03
What This Policy Covers

•   Alcohol.
•   Illegal drugs and psychoactive substances.
•   The misuse of prescription or over-the-counter medication.
•   Any substance that could impair a person's ability to work safely and effectively.
SECTION 04
Expectations and Rules

•   Employees must not attend work, or carry out work, while unfit due to alcohol or drugs.
•   The consumption or possession of illegal drugs at work or on organisation premises is prohibited.
•   Alcohol should not be consumed during working hours except at [authorised events, in moderation, with prior approval].
•   Employees taking prescribed medication that may affect their work or safety should inform their manager, confidentially where possible, so that any adjustments can be considered.
•   Additional rules apply to safety-critical roles [specify].
SECTION 05
Seeking Support

We encourage anyone who is concerned about their own or a colleague's use of alcohol or drugs to seek help early. An employee who voluntarily discloses a dependency will be treated supportively and, wherever possible, sensitively and confidentially. Support may include time to attend treatment, occupational health referral, an Employee Assistance Programme, and reasonable adjustments. Coming forward voluntarily will not, of itself, lead to disciplinary action.
SECTION 06
Managing Concerns and Impairment

Where a manager reasonably believes an employee is unfit for work due to alcohol or drugs, they should, with support from HR, remove the employee from any safety-critical activity, arrange for them to get home safely, and address the matter afterwards. The situation will be handled fairly, taking account of health, safety and any underlying health issues. Managers should avoid allowing an employee they believe to be impaired to drive home.
SECTION 07
Testing

[Include this section only where relevant and lawful.] Where the organisation operates alcohol or drug testing - for example in safety-critical roles - testing will be carried out only with a clear contractual basis, informed consent, and in accordance with data protection law and a defined procedure. [Set out the circumstances, method and consequences, and take legal advice before implementing testing.]
SECTION 08
Confidentiality

Information about an employee's health, dependency or treatment is sensitive personal data and will be handled confidentially, shared only with those who need to know, and stored securely in line with the Data Protection (GDPR) Policy.
SECTION 09
Breaches of this Policy

Serious breaches, particularly those affecting safety or involving illegal drugs, may be treated as misconduct or gross misconduct under the Disciplinary and Dismissal Policy. Wherever appropriate, we will consider support and rehabilitation alongside, or instead of, disciplinary action.
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