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1. Introduction 
 
Health Education and Improvement Wales (HEIW) recognises the importance of promoting the highest standards of awareness, health, safety and welfare of its employees in all matters including issues relating to substance and alcohol use and abuse, and addictions in and out of the workplace. 
 
In practical terms this means having appropriate measures in place to regularly promote healthy living messages via different forms of media, including information regarding the effects of alcohol and substance misuse and addictions can have on staff and families.  
 
In addition, this policy is designed to help protect staff from the dangers of alcohol and substance misuse and other addictions and to encourage those with a problem to seek help. 
 
Issues relating to alcohol and substance misuse and other addictions will be treated as health concerns, with an underpinning caring and supportive approach applied to those affected, in support of the belief that early intervention, combined with a proactive and consistently applied approach, is key to the successful resolution of problem situations and staff concerns. 
 
It must be recognised, however, that there may be circumstances when the use of the disciplinary policy is identified as the correct course of action. 
 
2.  Purpose  
 
The purpose of this policy and associated guidance is to enable managers to identify and respond appropriately where alcohol and substance use and misuse and other addictions are impacting employee performance or endangering the safety of others in work, whilst achieving a balance between supporting employees and the need to deliver services. 
 
In the context of work, not only do alcohol and substance use and misuse issues and addiction issues damage the staff member’s health and wellbeing, it can also affect their future employment as a result of:  
 
- Safety concerns raised by colleagues,  
- Loss of productivity and poor performance; 
- Conduct issues;  
- Lateness and absenteeism;  
- The effect on team morale and staff relations;  
- General concerns and negative publicity, which can result in reputational   
   damage. 
 
This policy aims to re-assure employees that concerns around alcohol and substance use and misuse and other addictions will be dealt with as a health issue and support provided to employees, so they know where to go and what to do if they have questions, are experiencing difficulties or if they have concerns about colleagues. 
 
The underpinning approach will be of early intervention and supportive action wherever possible. Confidentiality will be assured. 
 
3. Scope 

This policy applies to all HEIW staff, including secondees, agency workers and visitors, but with the exception of those staff that transferred from Cardiff University in October 2018 for whom a corresponding Cardiff University policy continues to apply. 

Staff must not drink alcohol or take drugs at work and ensure that when attending for work they are fit to do so and their performance is not impaired by drug or alcohol consumption.  Work includes working from home and working remotely.  

Alcohol may be consumed responsibly and in moderation at corporate functions or events where the employee is representing HEIW outside of normal working hours where the employee is not returning to work that day. Staff are expected to behave in a manner that upholds and reflects the positive reputation of NHS Wales. 
 
The philosophy of this policy is that education on alcohol and other substances, and addictions should be part of a wider ongoing programme of health promotion and health and wellbeing at work, for the whole workforce. It is not only aimed at those who are identified as having issues with alcohol or substance misuse or other addictions, but to raise staff awareness and interest in their health and wellbeing, to the extent that these issues may be prevented from occurring or may be prevented from developing into a dependency issue.  
 
4. Definitions 
 
Substance abuse is defined as the continued misuse of a range of mind-altering substances and can mean taking illegal drugs, alcohol or medicines in a way not 
recommended by a GP or the manufacturer where it severely affect a person’s physical and mental health, social situation and responsibilities. 
 
Alcohol dependence is the most common form of substance misuse, but any drug e.g.  heroin, cocaine, crack and cannabis, comes into this category, as does the misuse of glue and aerosols. For the purposes of this policy, prescribed medication, over the counter medications and image enhancing drugs e.g. steroids and legal highs, are also included in the definition of substances that could adversely affect work performance and/or health and safety. 
 
It is accepted that alcohol is a legal drug, but many of the drugs referred to differ from alcohol as their use is generally not socially acceptable and is often illegal. Some drugs can more rapidly affect physical and mental health than alcohol, so the earlier a problem with this type of substance misuse can be dealt with, the greater chance there is of recovery and rehabilitation. 
 
However, it is also accepted that alcohol misuse can cause significant harm to individuals, which is reflected in the significant increase in deaths from alcohol-related causes in the UK, and that early intervention is also key for this form of substance misuse. 
 
Information on different substances and their effects can be found at http://thedrugswheel.com/  
 
Addiction is defined as not having control over doing, taking or using something to the point where it could be harmful to you. Examples of other addictions can be found in appendix 3.

5. Roles and Responsibilities 
 
5.1 Employee’s Responsibilities
 
Staff are responsible for their own wellbeing, committing to creating a healthy and safe workplace for all and behaving in a professional and appropriate manner in order to fulfil their contract of work. They must: 

· Seek support and advice from their line manager, the People Team, Occupational Health, Employee Assistance Programme or their GP, as appropriate, should they believe they have an alcohol or substance misuse or addiction issue. 
· Engage with any programmes of support put in place by management and other relevant agencies to address the issue.  
· Encourage colleagues to seek support or raise concerns with their line manager, if they are concerned about a colleague who may need support. Under no circumstances should they try to “protect” or “cover up” for a colleague in the workplace as this could endanger the health and safety of colleagues and service users. 
· Abide by the code of practice of the professional body both in terms of their own health and that of others (applicable to staff with statutory registration).

5.2 Line Manager’s Responsibilities 
 
Line Managers have a responsibility to know their staff and to ensure that, in addition to general health and wellbeing information, appropriate messages regarding alcohol and substance misuse and addictions are shared with their staff.  
 
They should: 
· Encourage and support staff to make positive lifestyle and wellbeing choices, 
· Be aware of how to identify and deal with staff presenting for work showing signs of alcohol, drugs or substance misuse or other addictive behaviour, as they have a duty of care for all their staff (See Appendix 1 - What are the potential signs and symptoms?), including making arrangements for the employee to be transported safely home. 
· Commit to a compassionate, proactive approach and intervention at an early stage where changes in performance, behaviour, absence levels or attendance patterns are identified, to establish whether alcohol or drug misuse, or another addiction is an underlying cause (See Appendix 2 - Dealing with someone arriving unfit for work, and the Process Flowchart on page 7). 
· Take a personalised approach that tailors interventions to meet the particular communication and learning needs of the individual. 
· Encourage employees to seek medical advice and support and /or counselling from external organisations, where appropriate.  
· Refer member of staff to Occupational Health for expert guidance and support tailored to the individual circumstances. 
· Deal with all instances of alcohol or substance misuse and addictions fairly and consistently, instigating other policies or procedures where appropriate e.g. Managing Attendance at Work Policy, Capability Policy, Disciplinary Policy, Respect and Resolution Policy.  
    
5.3 People Team’s Responsibilities 
 
It is the People Team’s responsibility to: 
· Provide advice and guidance to all staff and line managers on policy and procedure matters relating to alcohol or substance misuse and addictions. 
· Support managers and employees in appropriate decision making, accessing help in individual cases and handling of disciplinary cases, if appropriate.
· Develop resources to support skills development for line managers, including raising awareness and how to handle difficult conversations,  
· Review the policy as necessary and at least every three years. 

6. Principles and Procedure  

6.1 Process Flowchart
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6.2 Identifying an issue (see Appendix 1 for further detail) 
 
Drinking alcohol is an accepted part of social life making it hard for a manager to draw a line between appropriate social drinking and an employee who consistently drinks heavily, but no member of staff should report to work either under the influence of or smelling of alcohol.  
 
Recognising the signs of drug abuse and other addictions can be more difficult, but, if the manager has a good rapport with their employees, they are more likely to pick up on: 
• sudden changes in behaviour 
• abnormal fluctuations in mood and energy 
• deterioration in relationships with other people. 
 
Alcohol, substance misuse and addiction concerns may come to the attention of a manager in a variety of ways.  Managers must therefore be alert to these issues within their team and the wider organisation.  Please refer to Appendix 1 - What are the potential signs and symptoms?. 
 
Education and support in recognising signs of alcohol and substance misuse and other addictions will be made available for managers.  
 
All staff should be aware that they do not need to wait to be approached by their manager or a colleague before seeking help with an alcohol or substance misuse and another addiction issue. Staff may recognise themselves that they have a alcohol or substance misuse issue or other addiction before it comes to the attention of their manager. In this situation, staff are actively encouraged to seek help from the Occupational Health or wellbeing services voluntarily. 
 
6.3 Early intervention  
 
Where a manager reasonably suspects a member of staff has a potential alcohol or substance misuse issue or another addiction through general observation, they are obliged to explore the matter further with them.   
 
The manager should discuss their concerns with the staff member in private.  They should approach the matter in an honest, non-judgemental and empathetic manner, while understanding that these symptoms may have some other origin e.g. side effects from prescription drugs. During these discussions, the manager should always offer help and support, with reference to this policy and agree a written support plan. At the same time, the manager should remind the member of staff of their personal and professional responsibilities when reporting for work. The right to be accompanied by a trade union representative or a workplace colleague, to a meeting of this nature, would not ordinarily be refused. 
 
Staff members who voluntarily seek help or are managed under this policy will normally be guaranteed confidentiality. However, HEIW may have a duty to inform the appropriate authorities if there is evidence that suggests that the staff member’s substance misuse issue has resulted in them breaking the law e.g. in roles which involve driving or if discovered to be supplying others.  It should also be noted that colleagues who are aware that a staff member has an alcohol or substance misuse issue or another addiction that has the potential to or is having an impact on them undertaking their duties and responsibilities at HEIW or clinical role elsewhere within the NHS, must report the matter to the manager.  This will ensure that appropriate action is taken to protect the health, safety and wellbeing of other NHS colleagues, patients, and service users etc. 
 
6.4 Supporting staff with an identified need  
 
When the manager becomes aware / is made aware of an issue, they should: 
· Inform the Senior People Business Partner and outline an initial plan for action. This may include sending the employee home safely or identifying a safe place for them in work, if they are concerned about their immediate safety, 
· Speak to the employee about their concerns in private as early as possible in the process, 
· Ask the employee for the reasons for poor performance and question whether it could be due to a health problem,
· Keep ongoing, accurate and confidential written records of instances of poor performance that have been identified as being linked to alcohol or substance misuse or another addiction.
· If appropriate, discuss this policy and make the employee aware of the help available inside or outside of HEIW, 
· In liaison with the Senior People Business Partner, agree and keep written records of future action, arrange regular meetings to monitor progress and discuss any further problems if they arise, 
· Instigate disciplinary policy only when other avenues exhausted eg where the employee refuses to engage with support action or future ability to return to work is seen as highly unlikely. 
 
Please refer to Appendix 2 – Dealing with somebody arriving unfit for work, and the process Flowchart on page 7. 

6.5 Advice and Support (see Appendix 4: Sources of advice and Counselling)  
 
Research suggests that the workplace is an appropriate place to create an environment in which individuals who misuse alcohol or other substances or have another addiction can be encouraged to make the decision to change their behaviour. The potential of job loss and future career prospects can often be a prime motivating factor.  
 
The offer of help will normally commence with referral to the Occupational Health Department. The Occupational Health Department will offer advice and support to the member of staff and they may suggest a referral to another external organisation. There is also the option for the staff member to contact our Wellbeing Services in order to seek advice and counselling -  Health and Wellbeing Hub 
 
In some circumstances it may be more acceptable for the staff member to contact the external organisation directly for advice and support. In these circumstances, it is appropriate for the manager to request that the chosen organisation provides written confirmation that the member of staff has accepted and will attend for treatment.  
 
Staff who wish to voluntarily seek help for an alcohol or substance misuse issue or another addiction issue are encouraged to contact the Occupational Health Department directly (https://cavuhb.nhs.wales/staff-information/your-health-and-wellbeing/people-health-and-wellbeing-service/occupational-health-service/) or the services available through the Health and Wellbeing Hub (Health and Wellbeing Hub) Staff and managers should refer to Appendix 4 of this policy for details of external organisations and national resources that offer advice on alcohol and substance misuse issues and on other addictions and counselling services who can provide support for addictions.  
 
Staff are also encouraged to seek advice and support from their General Practitioner.  
 
Where a manager makes a referral to the Occupational Health Department, they will be provided with a written assessment of the staff member’s fitness for work. Where treatment has been recommended, the Occupational Health Department will provide confirmation to the manager of the staff member’s acceptance and continued attendance for treatment. Details regarding the treatment record of the staff member will remain strictly confidential.  
 
Where a member of staff makes a self-referral to the Occupational Health Department the manager will not normally be provided with a medical report outlining their assessment or advice provided etc., unless they have been given express permission by the member of staff. Any disclosure will be made in accordance with the guidance on confidentiality issued by the relevant professional regulatory body.  
 
The offer of support and help will be made with the understanding that if necessary, the staff member will be granted paid time off work to undergo face to face counselling or treatment, should it fall within their contractual hours. If the staff member is unfit to attend work during a period of ongoing treatment, the absence will be treated as absence in accordance with the All Wales Managing Attendance at Work Policy.   
  
Where a member of staff has taken a period of sick leave following identification of an alcohol or substances misuse issue or another addition issue, they will be able to return to the same post, unless this would be inconsistent with the long-term resolution of the employee’s problem or they have had their professional registration, driving licence etc. suspended / removed. Where a return to the same post is not advisable or possible, consideration will be given to redeployment.   
 
6.6 Issues of a Disciplinary Nature  
 
Staff may be identified as having an issue with alcohol or substance misuse, or another addiction because of an incident or allegations of a disciplinary nature. Staff with such issues cannot be excused from complying with the accepted standards of conduct, health and safety etc. Any staff member who behaves contrary to HEIW’s Standards of Conduct may be subject to the Disciplinary Policy. 

Consumption of alcohol or any other substances or presenting for work under the influence of these substances where it has been self-inflicted or not prescribed by a person qualified to do so may be managed in accordance with the All Wales Disciplinary Policy. 
 
It is acknowledged some religions believe in the use of some drugs, as elements of their faith. While this is recognised, drugs such as marijuana (except for prescribed cannabinoids) are illegal and therefore staff under the influence of or found to be using such drugs in the workplace may be managed under the Disciplinary Policy. 
 
The policy has been developed to help identify early problems of alcohol or substance misuse issues and other addiction problems and provides appropriate advice and support to staff to avoid their issue leading to a breach of the disciplinary rules. Staff must be aware that where a serious or potentially criminal offence is committed as a consequence of drug or alcohol misuse such as drink driving or the possession of an illegal substance, they may be subject to the HEIW Disciplinary Policy. This does not prevent a member of staff providing evidence of a substance misuse issue in their mitigation during a disciplinary investigation and hearing. 
 
Staff who have an alcohol or substance misuse issue, or another addiction being managed under the HEIW Disciplinary Policy will continue to be offered advice and support in accordance with the provisions contained in this policy. 
 
Any disciplinary process is intended to establish the facts and help understand what happened and to amend behaviour back into line with the values of HEIW. 

6.7 Registration with a Professional Body 
 
Where a member of staff is registered with a professional body, even if that registration is not a requirement of their role in HEIW, and it is identified and confirmed that they have an alcohol or substance misuse or another addiction issue, the appropriate Executive Director will decide whether they should be reported to the professional body. Where it is deemed appropriate to report a member of staff, the Executive Director will follow the relevant professional body’s mechanism for notification of such circumstances. 
 
Staff are required to follow the code of practice from their registering body and where an issue may impair fitness to practice, they should seek advice from the registering body on self-referral. 
 
In circumstances where a member of staff’s substance misuse leads to the loss of their professional registration and/or driving licence, which is an essential requirement for them to work in their role in HEIW, redeployment to another role may be considered as an alternative to termination of employment. If redeployment is not possible, HEIW may have no alternative other than to follow a fair dismissal procedure.  

7. Other Addictions 
 
There are many other addictions that, although not immediately apparent, may have a physical and psychological impact on the employee’s general health and wellbeing and ability to perform in the workplace – see Appendix 3.  
 
Similar to issues relating to alcohol and substance misuse, these types of addiction should be treated as health concerns, with an underpinning caring and supportive approach applied to those affected, in support of the belief that early intervention, combined with a proactive and consistently applied approach, is key to the successful resolution of problem situations and staff concerns. 

8. Implementation, Monitoring, Review and Distribution

This policy will be maintained and updated by HEIW People Team. HEIW will review the operation of the policy as necessary.  As a minimum, the policy will be reviewed at least every 3 years.

The policy will be available to employees via HEIW’s intranet site. Where employees do not have access to the intranet, their manager must ensure that they have access to a paper or electronic copy of this policy.

9. Integrated Equality Impact Assessment 
 
HEIW is committed to ensuring that, as far as is reasonably practicable, the way it treats its employees reflects their individual needs and does not discriminate against individuals or groups. 

HEIW has undertaken an Integrated Equality Impact Assessment (EqIA) and received feedback on this policy and the way it operates. HEIW wanted to know of any possible adverse or differential impact that this policy may have on any groups in respect of: age, disability, gender identity; marriage (including same sex) or civil partnership, pregnancy and maternity issues, race, religion and or belief sexual orientation, transgender, carer, Welsh language, or other protected characteristics. 

In exploring these possible adverse or differential impacts HEIW acknowledge the intersectionality of individuals meaning that due regard has been given to the way in which power structures based on factors such as: age, disability, gender identity, sexuality, race, religion, belief or non-belief and religion interact with each other to create barriers of overlapping discrimination and disadvantage. 

The assessment found that the policy created a number of opportunities for positive impacts on individuals and groups and enabled HEIW to make plans for any necessary actions required to minimise any potential negative impacts ensuring as an organisation we meet our responsibilities under the equalities, Welsh language and human rights legislation and promote good practice.






Appendix 1 – What are the potential signs and symptoms? 
 
It is recognised that alcohol and substance misuse and other addictions can cause severe issues, not only for the staff member and their family, but also for work colleagues. These issues can occur not just in the obvious area of health and safety, but also in unsatisfactory work performance, sickness absence, conduct and poor relationships at work.  
  
It is important to recognise that issues can be caused by misusing alcohol or other substances occasionally, in excess and because of chronic use and dependency.  
  
Alcohol and substance misuse issues and other addictions can manifest in some or all the following ways, but it is important to be aware that the following issues can also be caused by other factors such as stress, mental health problems, physical illness or the use of prescribed medication.  
  
1. Work Performance  
  
- Poor decision-making.  
- Absences from work i.e. more than normally expected.  
- Overlong breaks.  
- Decrease in concentration - jobs take longer, require greater effort.  
- Difficulty in recalling instructions and details.  
- Decline in quality and quantity of work and effort cannot be sustained.  
- Increase in errors of judgement.  
- Increased fatigue.  
- Loss of interest in work.  
- General unreliability and unpredictability.  
- Improbable excuses for poor performance, lateness and absences.  
  
2. Accidents  
  
All staff have responsibilities and duties under the Health and Safety at Work Act to take reasonable care for their own and others’ safety.  Evidence suggests that alcohol and substance misusers can be between 3 to 4 times more likely to have or cause an accident at work, than someone without a problem of this nature.  It should be noted that even “sensible limits” of alcohol could have significant effects on judgement and application of “motor” skills.  
  
Problems can manifest themselves via:  
  
- High accident rates in work.  
- Accidents off the job, i.e. at home or travelling to and from work.  
  
3. Poor Relationships with Colleagues  
  
- Overreaction to real or imagined criticism.  
- Unreasonable resentment.  
- Irritability or aggression.  
- Complaints from colleagues.  
- Borrowing money from colleagues.  
- Avoidance of manager and/or colleagues.  
  
All of these can subsequently lead to poor performance, grievances and complaints under the Respect and Resolution Policy in the workplace. 
 
4.  Individual Behaviour / Conduct  
  
- Reporting to work smelling of alcohol.  
- Increasingly unkept appearance.  
- Decline in personal hygiene.  
- Sudden mood changes.  
- Depression.  
- Acts of aggression.  
  
5. Non-Attendance  
  
Non-attendance at work can manifest itself in several ways, for example:  
  
- Unusually high levels of short-term and long-term sickness related absences, often accompanied by imprecise reasons on return to work self-certificates, 
e.g. flu-like symptoms, colds, gastric problems, fatigue, nervous debility.  
- Multiple instances of unauthorised days off work.  
- Late applications for half or one day’s annual leave.  
- Excessive lateness at start of work or and after lunch breaks.  
- Leaving early.  
- Unauthorised breaks. 
 
 


Appendix 2 – Dealing with someone arriving unfit for work 
  
Our policy states that staff should not drink alcohol or take drugs at work or whilst on a lunch break.  An area that may concern managers is around knowing what to do should an employee come to work and appear to be under the influence of drugs and/or alcohol.  
  
Managers finding themselves in this situation should;  
  
Step 1: On the day of the incident  
  
1. Should a member of staff arrive in work smelling of alcohol and displaying one or more of the signs described in Appendix 1 above, meet privately and informally with the employee in order to establish:  
i) Whether they have consumed any drugs or alcohol within the last 24 hours; and if so, how much and when (including when they took their last drink or drugs);
ii) By what means they travelled to work; and  
iii) If they go home, whether someone else will be there.  
  
2.   Using the information gained at the meeting, determine whether they believe they are fit for work. In all situations, caution should be exercised before allowing them to continue working. Advice may be sought from the People Team.

3. If there is any doubt that they are fit for work, then either:  
i) Send or take them home – ideally, they should not be sent home alone and they should not be allowed to drive. Consider having a family member collect them, a trusted colleague take them home or, alternatively, use a taxi; or  
ii) Take them to a room in which they will be safe. Do not let them return to work unless they are completely fit to do so. A second opinion should be sought, preferably from Occupational Health who will be able to offer a medical judgement.
  
If in any doubt, do not let them return to work.  
  
4. Record immediately in writing what has happened, including any signs or 	symptoms of alcohol or drug misuse and the events that led to sending the 	person home or to a safe room.  

  
  


Step 2: On their return to work  
  
Upon their return to work and when they are in a fit state to discuss the incident, meet with the employee to decide on the next steps. The line manager is advised to seek guidance and support from the People Team before this meeting takes place. 
 
Refer to the Process Flowchart on page 7. 
 

Appendix 3 – Other Addictions 
 
There are many other addictions that, although not immediately apparent, may have a physical and psychological impact on the employee’s general health and wellbeing and ability to perform in the workplace.  Common addictions are listed below. This list is not exhaustive.
 
Nicotine is an ingredient found in cigarettes. It is highly addictive and known to be one of the most dangerous substances to human health and linked to many life-threatening cardiovascular and respiratory related issues.  
  
Gambling can turn into a serious addiction for some people. Research has found that the excitement of gambling triggers an increased release of dopamine in the brain which induces pleasure and extreme euphoria. As a result, people repeatedly return to gambling to feel happy. Without control, gambling can have serious financial consequences and put strain on relationship with others as all the gambler’s focus is on placing the next bet. Gambling can affect people’s careers because they have less time for work.  
  
Food addiction: Certain food types can affect the brain’s chemistry and induce intense feelings of satisfaction and pleasure, causing the person to repeatedly eat them. There are physical and psychological dangers of this type of eating disorder which can include low self-esteem, sleep disorders, lethargy, panic attacks, financial problem, career issues and social detachment.  
 
Other types of eating disorders such as anorexia and bulimia will be dealt with under the Managing Attendance at Work Policy. 
 
Gaming, smart phone and internet addiction: When a person is addicted to on-line activities such as social media, texting, online gaming, search engines and online shopping, they may:  
· Isolate themselves from friends and family in favour of the internet,  
· Feel sensations of euphoria and satisfaction when they use the internet, 
· Forfeit work and other responsibilities because of the internet,  
· Stay on the internet longer than intended,  
· Feel miserable, depressed and frustrated when they try to cut back on internet use.  

This can cause physical and psychological issues including poor work and academic performance, insomnia and social detachment.  
 
Sex addiction is a disorder whereby a person cannot control their sexual behaviour. Uncontrollable sexual thoughts and actions may affect their ability to maintain relationships, hold down jobs and undertake important responsibilities. While there is still debate as to whether sex addiction is an actual addiction, a compulsive need to always engage in sexual activities can cause problems with relationships (especially marriage), career downturn and financial and legal problems.  
  
Shopping addiction is a behavioural disorder that is marked by an intense preoccupation to purchase various items. Addicts may experience a sense of euphoria and satisfaction after making purchases, but feel low when they stop, prompting the continuous cycle of considering more purchases. A common problem is the tendency to be overwhelmed by debt.  
 
Work addiction has several identical behavioural patterns with many other forms of addiction – notably a compulsive need to engage in an activity, despite being aware of the related consequences. Work addiction may stem from the need for career progression and to compulsively meet lofty targets. Common signs that indicate an addiction to work can include:  
· Perfectionism  
· The need to control  
· Self-neglect  
· Feeling that nothing is adequate  
· Irritability and impatience  
 




























Appendix 4.1 – External Organisations offering advice on alcohol and substance misuse and counselling

Cardiff and Vale Services
Cardiff Community Addictions Unit
Tel: 029 20461742

Vale Alcohol and Drug Team 
Tel: 01446 700943

Cardiff and Vale Drug and Alcohol Service
info@cavdas.com
Tel: 0300 3007000

Cwm Taf Morgannwg University Health Board
Community Drug and Alcohol Team 
Tel: 0300 333 0000
· Community Drug and Alcohol Team – Bridgend
Tel: 01656 311299
· Community Drug and Alcohol Team – Taff Ely
Tel: 01443 486222
· Community Drug and Alcohol Team – Cynon 
Tel: 01685 72172
· Community Drug and Alcohol Team – Rhondda 
Tel: 01443 443443
· Community Drug and Alcohol Team – Merthyr
Tel: 01443 443443


Aneurin Bevan University Health Board
· Gwent Specialist Substance Misuse Service (GSSMS)
GSSMS North (Blaenau Gwent, Torfaen and Monmouthshire)
Tel: 01873 735566
GSSMS South (Caerphilly and Newport)
Tel: 01633 216777

Swansea Bay University Health Board
· NEWID Drug and Alcohol Services
Swansea
Tel: 0300 7904044
Neath Port Talbot
Tel: 0300 7904022

Hywel Dda University Health Board
· Community Drug and Alcohol Team – Carmarthenshire
Tel: 01267 244442
· Community Drug and Alcohol Team – Ceredigion
Tel: 01970 636340 
· Community Drug and Alcohol Team – Pembrokeshire
Tel: 01437 774141

Powys Teaching Health Board
· Kaleidoscope Powys
Tel: 01633 811950

Betsi Cadwaladr University Health Board
· Substance Misuse Service Community Clinic – Wrexham
Tel: 03000 859 444
· Substance Misuse Service Community Clinic - Flintshire
Tel: 03000 849 900
· Substance Misuse Service Community Clinic – Denbighshire
Tel: 03000 856 828
· Substance Misuse Service Community Clinic – Conwy
Tel: 01492 523 681
· Substance Misuse Service Community Clinic – Gwynedd
Tel: 03000 853 333
· Substance Misuse Service Community Clinic – Anglesey 
Tel: 03000 853 355

National Services
Wales Drug and Alcohol Helpline – DAN 24/7
Tel: 0808 808 2234





























Appendix 4.2 - National sources of help and advice 


Adfam National 
The largest non-statutory organisation that works with and on behalf of families affected by drug and alcohol problems. This organisation is helpful for the family of an alcohol or drug user. 
Helpline:   07442 137421 (general enquiries)
Website:   www.adfam.org.uk   
 
 
Alcoholics Anonymous 
It is the largest self-help group for people who acknowledge they cannot handle alcohol and want a new way of life without it.  Access to their services are free. The comprehensive website explains the philosophy of AA, what to expect and details of local groups. 
Helpline:   0800 9177 650
Website:   www.alcoholics-anonymous.org.uk 
 
 
Cocaine Anonymous  
A national self-help group specifically for cocaine users. 
Helpline:   0800 612 0225, open 10:00am to 10:00pm 
Website:   www.cocaineanonymous.org.uk 

DAN 24/7 – Wales Drug and Alcohol Helpline
This service is a free bilingual telephone helpline for anybody in Wales wanting further information and/or help relating to drugs and/or alcohol. It’s a 24/7 service
Helpline: 0808 808 2234
Website: www.dan247.org.uk 
 
Drinkaware 
Drinkaware is an independent charity working to reduce alcohol misuse and harm in the UK.  They work to help people make better choices about drinking. 
Helpline:   0300 123 1110
Website: www.drinkaware.co.uk 
 

Narcotics Anonymous 
The largest self-help group for people who want to stop using drugs. Access to their services are free. The website includes details of local groups. 
Helpline:   0300 999 1212
Website:   www.ukna.org 
 
 
Talk to FRANK 
A Government funded free service, previously named the National Drugs Helpline.  It provides advice to the drug user or anybody concerned about a drug user.  It has a database of local support and treatment services that can help drug users. The focus of the helpline is for young people and concerned parents, but it will also assist adult drug users. 
Helpline:   0300 123 6600
Website:   www.talktofrank.com 

Help Me Quit
An NHS website with help and advice on how to quit smoking.
Helpline: 0800 085 2219
Website:   www.helpmequit.wales

GamCare
Gam Care offers free information, support and counselling for people who have problems with gambling in the UK.  It also runs the national gambling helpline which is free and open 24 hours a day, 7 days a week.
Helpline: 0808 8020 133
Website: www.gamcare.org.uk

Beat Eating Disorders
Beat is a UK-wide eating disorders charity with a mission to end the pain and suffering caused by eating disorders. Help can be accessed online or via the helpline which is open 365 days a year from 1pm – 9pm weekdays and 5pm – 9pm on weekends and bank holidays. 
Helpline: 0808 801 0433
Website: www.beateatingdisorders.org.uk 

National Centre for Gaming Disorders
The National Gaming Disorder Clinic provides treatment for problem gamers living in England and Wales aged 13 and over.  They assess and treat the needs of problem gamblers as well as their family members and carers. 
Helpline: 020 7381 7722
Website: www.cnwl.nhs.uk/national-centre-gaming-disorders

Relate
Relate is the largest provider of relationship support in England and Wales. They have centres across England and Wales and a network of licensed local counsellors offering counselling in person, over the phone and online, as well as lots of online resources. Relate can provide help and advice on sexual compulsion. 
Website: www.relate.org.uk 




Appendix 5 – Relevant Legislation 
 
The law in relation to drugs and alcohol can be complex and may cut across a number of different areas, as set out below. If you are dealing with a situation where you believe there may be legal considerations, please contact the People (HR) Team for advice.
 
1. Health and Safety Law 

The inappropriate use of alcohol and drugs at work can, depending on the circumstances, be covered by either of the following two laws:
 
Health and Safety at Work Act 1974 – Section 2:
Places a general duty on an employer to ensure, as far as is reasonably practicable, the health, safety and welfare at work of their employees. This includes providing and maintaining a safe place and a safe system of work as well as adequate supervision. Employers must ensure that employees do not constitute a danger to others or do not injure themselves. It is also a criminal offence to fail to protect third parties.
 
Management of Health and Safety at Work Regulations 1999: Places a duty on an employer to assess the risks to the health and safety of employees and others affected by the organisation. This means an employer can be prosecuted if they knowingly allow an employee to continue working while under the influence of alcohol or drugs and their behaviour places the employee themselves or others at risk. 

2. Alcohol and Drugs Specifically 

Misuse of Drugs Act 1971:
Makes it an offence for someone to knowingly permit the production, supply or use of controlled drugs on their premises except in specified circumstances (for example drugs prescribed by a doctor). Nearly all drugs with misuse and/or dependence liability are covered by this Act. 
Further information about the UK’s drug laws can be found via the following link: http://www.drugwise.org.uk/what-are-the-uk-drug-laws 

Psychoactive Substances Act 2016: 
Makes drugs formally known as “legal highs” illegal. There are exemptions in the Act to cover things like medical products, food, caffeine, alcohol and nicotine. 

Road Traffic Act 1988: 
States that any person who, when driving or attempting to drive a motor vehicle on a road or other public place, is unfit to drive through drink, drugs or volatile substances shall be guilty of an offence. Should an employee whose job involves a reasonable amount of driving be convicted of a drink driving offence, it will be necessary to determine what action to take. Whilst dismissal may be an option, the possibility of alternative employment and any other courses of action should be considered before a decision is made.
 
3. Human Rights Law
 
Human Rights Act 1988 – Article 8: 
Sets out the right to respect for family and private life and covers how organisations hold and use employee information. This act has been cited as one of the principal arguments against alcohol and drug testing at work.
 
4. Data Protection Law 

Data Protection Act 1998: 
Sets out the requirements to which employers must conform in the collection and storage of employee information. This becomes relevant if confidential employee data is kept in work and drug and alcohol testing is introduced.
 
5. General Employment Law 

Substance misuse may trigger several issues (e.g. performance, misconduct, sickness absence, health and safety). As this is a complex area, you are advised to talk to a member of the People Team. Occasional misuse is more likely to be considered as misconduct whilst more frequent misuse (or suspected addiction) as capability. A proper procedure must be followed in any case
. 
An employee dependent on drugs or alcohol may, in certain circumstances, have grounds for a claim under the Equality Act 2010, for reasons related to a dependency. Whilst drug addiction or alcoholism are not classed in themselves as disabilities under the terms of the act, there may be indications of other conditions such as stress or depression. 

In addition, some people may alleviate the symptoms of stress through use of drugs and/or alcohol. If the stress is primarily or largely due to work related factors, employers may have a liability for the consequences of this behaviour and the employee could make a personal injury claim. 
  
	
Date: 11.01.2019       	

Alcohol and Substance Misuse Policy
Version 2

Page 10 of 24
Alcohol and Substance Misuse Policy
Version 2  

image1.png




image2.png
Addysg a Gwella lechyd
Cymru (AaGIC)

Health Education and
Improvement Wales (HEIW)




image3.jpeg
Concern noted / deterioration in
performance / notable incident

Where the employee is I
registered with a — -
professional body, the — Initial meeting with employee to query
case should be discussed health problem when next in work
with the appropriate x
Executive Director to
decide whether the matter Employee confirms alcohol or drug issue,
should be reported to the or another addiction issue exists?
relevant professional body l

No

!

If not fit to be in work

Employee sent home —
safe travel assured

N/

Discuss situation and possible causes

Discuss situation and possible causes

l

l ! !

Refer employee to

Problem triggered by

Problem triggered by
work issues?

personal issues?

Manager is assured that it
is a ‘one off' incident.
File note created.

Occupational Health or
other program of practical
support, if required

¥ 1

Discuss workload and

Suggest and agree time

)

off or unpaid leave to

resolve issues

work issues e.g. stress,
bullying

Written agreement of
objectives to be read and
signed by employee
Agreed time period to

l !

Suggest referral or return

monitor

Suggest referral or return
to Occupational Health or

l

other program of practical

Meeting at end of period
to discuss performance 1

support

to Occupational Health or
other program of practical
support

¥

Employee lapses I

9

Begin process again with clear timeframe,
but still possibility of disciplinary action

No Improvement

v

Further meeting to discuss action to be
taken

No Improvement

Meet prior to return to

work to agree reasonable

adjustments to facilitate
return, if required

\

l

Agree way forward and
timeframe for
improvement

]

Regular meetings to
monitor performance,
update and support

Improvement shown

!

Employee continues to engage with any
programmes of support put in place

'

Monitor and review





image4.png
Addysg a Gwella lechyd
Cymru (AaGIC)

Health Education and
Improvement Wales (HEIW)




