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ASHFORD & ST PETERS HOSPITALS NHS FOUNDATION TRUST 
 

ALCOHOL & DRUGS AT WORK 
 
See also: Health and Safety Policy 

Policy and Procedure for Sickness Absence  
Performance and Capability Policy 
Disciplinary Policy 
Policy and Procedure for Grievance  
Smoke Free Site Policy 
Dignity at Work 
Work Life Balance Policy 

 
INTRODUCTION 
 
Ashford and St Peters NHS Foundation Trust aspire to put patients first with the highest 
standard of clinical competence and corporate behaviour, ensuring that safe, fair and 
equitable procedures are applied. 
 
The consumption of even the smallest amount of alcohol or drug misuse may greatly 
affect employee’s judgement and efficiency at work and therefore the Trust operates a 
strict zero tolerance to alcohol, illegal drugs and substances. Employees must therefore 
not consume alcohol or misuse drugs whilst on duty or on Trust premises. 
 
1. AIM 
 To provide a policy and procedure for dealing with situations of alcohol and drugs 

abuse which is fair to individual members of staff as well as protecting the safety 
of colleagues and patients. 

 
2. DEFINITION 

For the purpose of this policy, alcohol and drugs misuse is defined as the 
inappropriate use of alcohol, drugs and other substances, causing impaired 
judgement and performance. 

 
3. SCOPE OF POLICY 
 The principles of this policy applies to all staff employed by this Trust as well as 

agency staff, students, contractors and volunteers in relation to their work within 
the Trust.  The policy not only applies to drugs and alcohol but also to solvents 
and other substances which may impair performance. 

  
4. PRINCIPLES  

• Issues will be dealt with confidentially and sensitively within the limits of what is 
practical and the law 

• Staff with alcohol and drug misuse problems will be encouraged to seek and 
accept appropriate counselling and or treatment 
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• Managers will be supportive to staff who are experiencing problems and 
undergoing counselling or treatment 

• Issues which have caused are causing or are likely to cause a risk to the health 
and safety of colleagues or patients will be addressed. 

 
5. RESPONSIBILITIES  

Members of staff 
• To ensure that they present themselves for duty in a condition that enables them 

to carry out their job to the standard required of that role To seek help from the 
Occupational Health Department, their manager or external agencies, if worried 
about their drinking or drug usage. 

• If an alcohol and drug misuse problem is identified, to co-operate with a referral 
to Occupational Health  

• To avoid covering for or colluding with colleagues 
• To report any concerns to a manager, if they observe a colleague appearing to 

be under the influence of drugs and/or alcohol  
• To urge colleagues to seek help if they have an alcohol or drugs problem. 
• Not to consume alcohol or drugs on the premises (except as stated in para 7  

below) 
• To comply with this policy 

 
Managers 
• To set a good example, for example, through their own appropriate use of 

alcohol and/or drugs 
• Ensure staff are fully conversant with all necessary policies including this policy 

and disciplinary procedures. 
• Be aware of the effects of alcohol and drug misuse and be alert to and monitor 

changes in staff brought about by alcohol, or drugs. 
• Identify any aspects of the work situation which may contribute to alcohol, or drug 

misuse and take action to change these without delay. 
• To deal with issues which have caused, are causing or are likely to cause a risk 

to patients or colleagues in accordance with the appropriate policy. 
• To encourage staff to seek help and advice as early as possible, for example, 

through Occupational Health or The Employee Assistance Programme 
• To refer any member of staff to Occupational Health who has a problem which 

may be alcohol or drugs related.  
• To treat matters confidentially and sensitively. 
• To initiate disciplinary action where appropriate. 

 
Occupational Health 
• Provide impartial and confidential service to staff which could be sign-

posting/referral to counselling, assessment or referral to another agency 
• Advise staff of relevant Occupational Health procedures 
• Provide advice and guidance to managers on how best to help individuals who 

have an identified problem related to alcohol or drug abuse 
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• Provide advice to managers on individual fitness for work 
• Assess staff who refer themselves to Occupational Health 
• Where appropriate consider facilitating an external service where the employee 

wishes to receive help from outside the Trust 
• Assist in the development of educational, training and awareness initiatives. 

 
Staff Organisations/Unions 
Staff organisations should: 
• Encourage employees to seek help voluntarily and be conversant with 

appropriate resources 
• Advise members of their rights and responsibilities under Trust policies 
• Help the employees at work and with ongoing support 
• Be aware of the benefits of the policy, in providing help and support to 

employees 
 

Human Resources 
• To assist managers with the fair and consistent application of this policy 
• To review this policy 

 
6. STANDARDS OF BEHAVIOUR 

Alcohol 
• Employees must not drink alcohol during working hours, including meal 

breaks, except as in 7i below 
• No employee should report for duty whilst smelling of alcohol or under the 

influence of alcohol. 
• Employees who are representing the Trust outside the workplace must use 

discretion and limit social drinking whether this is during or outside normal 
working hours. 

• Employees who are found to be under the influence of alcohol at work will be 
liable for dismissal 

 
Drugs 

• No employee must possess, consume, sell or give away illegal drugs whilst 
on duty 

• Drug possession/dealing will be reported to the police without exception. 
• No employee shall report for work while under the influence of drugs which 

affect performance 
• Employees who are found to be under the influence of illegal drugs will be 

liable to dismissal.  
 
7. ALCOHOL/DRUGS ON TRUST PREMISES 
 i Alcohol 

No alcohol should be consumed on the premises with the following 
exceptions; 
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• hospital accommodation approved functions, as authorised by the Chief 
Executive or Executive Director. As such functions, low/non-alcohol 
drinks should be encouraged in keeping with the Trust’s aim to promote 
a healthy lifestyle. 

 
 ii Drugs and Other Substances 

No employee should take or be in possession of any controlled drugs, 
illegal drugs or other substances except as required in the normal course 
of their duties. Prescribed medication is excluded, however, an employee 
may be asked to provide proof that the medication has been prescribed. 

 
Any employee who is consuming prescribed medication that may impair 
safety of patients, staff or themselves or may reduce their ability to 
perform work satisfactorily should discuss this with the Occupational 
Health Department.  
  

Departmental managers will be required to ensure that the above is enforced.  
However, all members of staff, and others working on Trust premises, are expected 
to comply with these requirements.  

 
8. SEEKING HELP 

Any member of staff who wishes to seek help or advice either in relation to their own 
or another’s alcohol or drug problem should contact  

• the Occupational Health Department 
• the Employee Assistance Programme,  
• their GP 
• external agencies as listed in Appendix 1 

 
 
9. ABSENCE FROM WORK FOR TREATMENT 

The Trust recognises that alcohol and drug misuse is a health and social problem 
and, as a result, the employee may require assistance and treatment which may 
involve absence from work.  Time off work is subject to the employee complying with 
the continued treatment regime in every respect and would be managed in 
accordance with the Trust’s Sickness Policy. 
 
Evidence of appointments may be requested by the manager particularly where a 
regular commitment may be required in working hours. 
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10. RECOGNISING A PROBLEM  
When looking for signs of alcohol or drugs misuse it should be noted that some of 
the symptoms are very similar to those of a range of medical conditions for instance 
diabetes or epilepsy. Possible signs are given in Appendix 2. 

 
11. WHAT TO DO IF YOU SUSPECT THAT A COLLEAGUE HAS A PROBLEM 

Ignoring the issue is not helpful to your colleague or to others as it may affect the 
health and safety of others.  You should 

• Encourage your colleague to seek help voluntarily from the Occupational 
Health Department or as listed above 

• Consult with your line manager 
• Consult with an Human Resources Advisor or Business Partner   
• Ensure that patient safety is not compromised 

 
12. WHEN A MANAGER SUSPECTS AN ALCOHOL OR DRUGS PROBLEM 

Initially the manager should meet with the member of staff confidentially, to discuss 
the issue and sources of help available.  If appropriate the manager will discuss a 
referral with the employee to the Occupational Health Department for advice and 
support. If the standard of work is being affected the manager will follow the Trust’s 
Capability Policy and advise should be sought from HR. 

 
13. EMPLOYEES APPEARING TO BE UNDER THE INFLUENCE OF ALCOHOL OR 

USE OF DRUGS DURING WORK HOURS/ON SITE 
The situation should be brought to the attention of the employee’s immediate 
manager (or site co-ordinator or duty managers). 
 
The manager should then interview the employee in the presence of a Human 
Resources Advisor or out of office hours another senior member of staff, and the 
employee’s representative/friend if possible.    
 
The employee should be asked for an explanation of the observed actions and 
symptoms.  Where there are reasonable grounds to believe that the member of staff 
has been drinking alcohol, or under the effect of drugs, the employee will be 
removed from duties. Suspension may be considered, until a full investigation has 
been made in accordance with the Trust’s Disciplinary Policy and Procedure.    
 
. 
 
When fit enough to travel, the employee should be sent home by a means which 
does not endanger themselves or other people. They should not be allowed to return 
to their workplace to continue with their duties 
 
In the case of a non-employee (for example a volunteer or  agency worker) the 
procedure above should apply in the presence of a representative of the individual’s 
own employing organisation if possible 
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14. TRAINING FOR MANAGERS 

Managers will receive training to ensure that; 
 

• They are familiar with the Policy and Procedure and therefore understand 
what is expected of them and where they may seek advice 

• To be aware of the effect of substance abuse and to be alert to and monitor 
changes in work performance and attendance, sickness and accident 
patterns. 

• To adopt a non judgmental approach and develop sensitive interviewing skills 
in ascertaining whether alcohol/drugs is the underlying cause of work 
problems 
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Appendix 1 
 
External Agencies which can provide support for staff who have alcohol or drug 
problems:- 
 
 
Employee Assistance Programme                     0800 282193 
 
Acacia House, Woking    01483 740774 
 
Acorn Community Services, Guildford  01483 450256  
 
 
Acorn Community Services, Frimley                  01276 670883 
 
Alcoholics Anonymous                         0800 917 7650 
          
Alanon        020 7403 0888 
 
 
Narcotics Anonymous    0300 999 1212 
   
 
Release      020 7324 2989 
 
Catalyst 01483 590150 
 
Windmill Drug and Alcohol Team   01932 723309 
 
Frank       0300 123 6600 
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Appendix 2 
 
 
 
Possible Signs of Drug or Alcohol Misuse:- 
 
 
These are an indication only of symptoms which may be associated with those having 
alcohol or drugs problems. 
 
However symptoms could be misinterpreted which could cause problems if people jump 
to wrong conclusions.   
 
Signs to include would be; 
 
• Change in appearance, for example, appearance or clothing being out of character  
• Poor time keeping 
• Pattern of sickness absence, which includes frequent Mondays off 
• Change in mood and behaviour 
• Lack of concentration 
• Decline in performance 
• Disappearing from work for periods during the day 
• Hand tremor 
• Weight loss 
 
 
 
 
 
 
 
 
 
 
 
 
 


