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PART A 

1.  Introduction  
 

The Trust has a vital interest in maintaining a safe, healthy, and efficient working 

environment for its employees. Drug and Alcohol misuse has the potential to 

damage the health and wellbeing of our employees and threaten the integrity and 

effectiveness of our services. Employees under the influence of drugs (non-

prescribed medications) and/or alcohol present health and safety risks to 

themselves and their fellow employees and could have a potentially detrimental 

effect upon the high standards of performance and conduct that each School 

expects. This policy sets out the principles within which the Trust will deal with drug or 

alcohol-related issues, subject to the understanding that each case may need to be 

treated on its merits.  

2.  Scope 

This Policy and Procedure, once adopted by the Khalsa Academies Trust Board, 

applies to all school staff, teaching, and non-teaching (including full-time, part-time, 

permanent, fixed-term, or temporary contract). Contractors and visitors to the 

school premises may be challenged and/or asked to leave where it is believed that 

they are under the influence of alcohol and/or drugs. 

applies to all school-based staff 

3.   Aims 
 

3.1  It is the policy of the Trust to:  

 

 Maintain a safe and healthy working environment for all employees free 

from the influence of drugs and alcohol to ensure a high level of 

performance.  

 Assist employees who seek help in overcoming dependency upon or 

problems with drugs and alcohol.  

 

3.2  Successfully tackling substance misuse can benefit both the employee and the 

 School in many ways. These include:  

 

 Reduction of absenteeism or reduced productivity;  

 Improvement in employee morale as employees will experience care for 

their wellbeing;  

 Reducing the risk of accidents due to impaired judgement;  

 Enhancing the public perception of the School as a caring employer;  

 Saving on the cost of recruiting and training new employees to replace 

those whose employment has been terminated due to substance 

misuse;  

 Reducing the risk of prosecution due to injury to an employee.  
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4. Principles 

The misuse of drugs or alcohol may mean that employees cannot carry out their 

duties safely and effectively. This policy will apply across all of the Trust and will not 

discriminate at any level and support local procedures in place. Employees should 

be aware that a breach of these rules will be considered misconduct and subject to 

the Trust's disciplinary procedures.  

 

4.1 Employees' Obligations  

To ensure safe working procedures for themselves, colleagues, and users of the 

Trust's services: 

 All employees at all levels in the organisation will be required to present 

themselves as fit for work. This includes working at any of the Trust's sites or 

premises or officially representing the Trust off-site.  

 Consumption of alcohol or drugs is not allowed on School premises or 

School vehicles during working hours (including lunchtime). The only 

exception to this is on "Special Occasions" as outlined within this Policy (See 

section 5). 

 The use, possession, distribution, purchase, sale, or being under the 

influence of alcohol (except on authorised occasions), any controlled 

drugs or 'legal highs' while at work or on school property is prohibited and 

may be viewed as gross misconduct and may result in dismissal without 

notice. Breach of this policy by an employee will be thoroughly 

investigated and usually dealt with under the Trust's disciplinary procedure. 

 In addition to the Trust's duties to its staff, all employees are personally 

responsible for their health and safety and the safety of others who may be 

affected by their acts and omissions. Therefore, employees are required to 

advise their line manager/headteacher if they are taking any drugs that 

may affect their work performance.  

4.2  The Managers’/Headteachers' obligations  

Where appropriate, the School will provide support internally and/or through 

external agencies to employees who are willing to cooperate in treatment for a 

drug or alcohol problem.  

The Trust reserves the right to conduct drug and alcohol screening as part of the 

process for pre-employment selection if justified by any concerns raised by pre-

employment medical screening. Any candidate who has a positive screen or refuses 

to provide the appropriate samples may not be considered eligible for employment.  

The Trust reserves the right to conduct or require a drug or alcohol screen on any 

employee while at work. This will not be undertaken on a random basis but due to 

specific incidences or the outcome of an investigation. It is believed that drug or 

alcohol misuse may be occurring. Such screening will only be carried out with the 

employee's consent and may be used to rule out alcohol or drug use as a 

contributory factor.  However, refusal to provide appropriate samples may lead the 

Trust to draw its inferences against the employee.  
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4.3  Confidentiality 

The Trust aims to ensure that the confidentiality of all employees, sub-contractors, 

and visitors experiencing alcohol or drug problems is maintained. Information 

regarding individual cases will not be divulged to third parties unless the safety of the 

person concerned or others would be compromised by not doing so. 

4.4  Prevention and rehabilitation  

The primary objectives of this policy are the prevention of the adverse effects of 

drugs and alcohol in the workplace and the early diagnosis, treatment, and 

rehabilitation of employees who have alcohol or drug-related problems.  

The Trust will ensure that there are confidential means whereby employees can seek 

assistance and advice for any drug or alcohol problem, whether by self-referral or at 

the request of their line manager/headteacher to Occupational Health.  

Employees should recognise that it is their responsibility and in their best interests to 

seek help at the earliest possible stage when treatment may be more accessible 

before the problem affects work sufficiently to become a disciplinary matter.  

If any employee with an alcohol or drug problem fails to comply with the 

recommendations of the agreed programme of treatment, then the disciplinary 

procedure may be followed. Employees enrolled in a rehabilitation program will 

usually be subject to standard sickness/absence rules. 

5.  Special Occasions/Office Parties  

Occasions, for example, to mark retirements, somebody leaving, festivals, or 

Christmas, particularly where alcohol could be available, must be authorised by the 

LAB members of the School. Where possible, they should occur at the end of the 

day and not during lunchtime. Non-alcoholic drinks must be available. Employees 

who will be commencing work or returning to work, e.g., should not drink alcoholic 

beverages at lunchtime. All employees are encouraged to behave safely and 

responsibly at any on-site occasion where alcohol has been provided and to make 

appropriate safe arrangements for getting home. 

 

6.  Relationship with other policies  

6.1  Whistleblowing policy  

Employees who suspect that a colleague may have a drug or alcohol problem are 

advised to notify a manager/headteacher or supervisor of their concerns. An 

employee who raises such an issue in good faith will be supported and not subject 

to any detriment under the School's whistleblowing policy.  

 

6.2  Disciplinary Policy  
 

This policy will support employees treated for drug and alcohol problems and 

comply with the agreed terms of their rehabilitation. Suppose an employee is unable 

to cooperate with a treatment programme satisfactorily or be rehabilitated. In that 

case, their drug and alcohol problem will be thoroughly investigated and dealt with 

under the School's disciplinary procedure.  
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The School will not get involved in an employee's use of drugs or alcohol in their 

private life unless or until that user has an actual or potentially adverse effect on their 

performance of their duties or upon the best interests (principally name and 

reputation) of the School. In these circumstances, the fact that the drug/ alcohol 

abuse may be outside the working hours or off School's premises shall not prevent 

the School from taking action in response.  

6.3  School's legal obligations  

Employees should be aware that the Misuse of Drugs Act 1971 makes it a criminal 

offense for the School to knowingly allow the production or supply on its premises of 

any controlled drugs. Any individual who allows such activities by his or her neglect 

or connivance. The School will press for the prosecution of any employee found 

breaking these laws on its premises. 
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PART B - Procedure 

7.  Indicators of Drug & Alcohol Misuse  

Drugs and alcohol affect a person's brain and body in many ways. They can alter 

how a person thinks, perceives, and feels, which can lead to impaired judgement 

and concentration. Substance abuse can also bring about the neglect of general 

health and wellbeing. This may adversely influence their performance at work, even 

when the misuse occurs outside the workplace.  

Some signs of substance abuse are: 

7.1 Absenteeism 

 Multiple instances of unauthorised absence; 

 Excessive sick leave;  

 Excessive lateness, e.g., Monday Morning or returning late from lunch; 

 Regularly leaving work early;  

 Improbable excuses for absence;  

  Very high absence for colds/flu / gastric problems  

 Frequent unscheduled short-term absence;  

 Excessive absence from the post;  

 Frequent trips to the toilet;  

 Excessive coffee breaks  

7.2 High accident rate  

 Accidents at work 

 Accidents at home  

 Accidents while travelling  

 

7.3  Appearance 

 Flushed face, 'bleary eyes'; 

 The aroma of alcohol; 

 Hand tremors; 

 Increasingly unkempt appearance/lack of personal hygiene; 

 Physical incapacity  

7.4 Deteriorating Efficiency 

 Tasks take longer to perform 

 Missed deadlines 

 Mistakes due to inattention or poor judgement 

 Making poor or incorrect decisions 
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 Complaints from colleagues or members of the public 

 Difficulty in recalling instructions 

 Confusion  

7.5  Poor employee relations 
 

 Sudden mood changes 

 Unusual irritability or aggression 

 Impaired job performance 

 Borrowing money, dishonesty, and theft  

 

These signs are not exhaustive, nor on their own would they indicate misuse as they 

may be caused by other conditions/circumstances. 

  

8.  Immediate response to misuse  

Where a member of staff arrives for, or is at work, and to the line 

manager/headteacher they appear to be incapable of carrying out their duties 

due to the influence of drugs or alcohol, they should be sent home until the next 

day/shift.  

They should not interview or try to reason with the person at that time. They may 

become abusive or violent, or they may not even remember what was said. 

Alternative transport will enable the individual to get home safely, although this 

should not be considered where it is believed the employee might be a danger to 

the driver.  

9.  Initial discussion with the Manager/Headteacher  

Where a line manager/headteacher observes unusual behaviour or unacceptable 

performance by an employee at work, or an accident or incident has taken place 

such that the line manager/headteacher has reasonable cause to believe that the 

employee is suffering the effects of drugs or alcohol, a meeting should be arranged 

for the next working day, or on the employee's return to work. The 

manager/headteacher should discuss the situation with the employee concerned.  

The manager/headteacher should ensure the discussion is carried out in private. The 

manager/headteacher should ensure that they have any necessary paperwork to 

hand, including records of attendance, poor work performance, and poor 

employee relationships. It may be challenging for people to admit to themselves or 

others that they have a problem. They may feel there is a stigma attached to 

substance abuse and may fear disciplinary action.  

 

The meeting's outcome may be for the manager/headteacher to refer the 

employee to the occupational health department for a medical assessment to 

identify an underlying medical reason for the changed behaviour or performance. A 

test for alcohol or drugs or both may be appropriate. 

  

It is anticipated that most cases will not proceed to a drug and alcohol screen but 

will be handled using standard line management practices. However, in the 

absence of a satisfactory explanation for the behaviour or performance, and where 

the employee is suspected of or admits to being in breach of this policy, a drug and 



KHALSA ACADEMIES TRUST                                                                DRUGS AND ALCOHOL POLICY  9 | P a g e   

alcohol screen may be performed. The employee may be suspended on full pay 

pending the screening process until the test results are known. It is always the 

School's intention that suspension should be for as short a time as possible.  

10. Screening procedure  

Where possible, the School's occupational health service provider should be 

requested to arrange the undertaking of the screening process.  

Where possible, a medical assessment will take place to ensure that there is no 

underlying medical reason for the unusual behaviour or unacceptable performance 

and that the employee receives the appropriate and confidential care. The 

occupational health provider will prepare the consent form, and this should be 

signed by the employee and the occupational health adviser/physician taking the 

samples.  

If an employee refuses to cooperate with the screening or allow the School access 

to the results, the consent form will be completed accordingly. Both of these cases 

will be classed as a refusal or similar.  In this case, the employee will be suspended 

immediately on full pay, and the School's disciplinary policy will be instigated. The 

behaviour that gave rise to the suspicion may also be grounds for disciplinary action.  

10.1 Dealing with the results  

Employees will be told the results of the screen as soon as practicable.  

Suppose the result of the screen is negative or drug or alcohol dependency is 

denied. In that case, the employee's conduct will continue to be investigated, and 

inappropriate cases, the School's disciplinary procedure will be instigated. If the 

result is positive, the line manager/headteacher will continue the investigation and 

seek medical advice.  
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If drug or alcohol dependency is found, the line manager/headteacher is 

encouraged to treat the employee's alcohol or drug dependency as an illness. 

Where appropriate, the employee will be offered support and access to treatment 

for rehabilitation. A formal rehabilitation plan will be agreed upon. Any time off to 

attend rehabilitation will be treated as sickness absence, but the employee may be 

granted additional paid time at the School's discretion. The plan will include regular 

meetings with the manager/headteacher to discuss progress and any help or 

support needed.  

The School's occupational health service provider will review the employee's fitness 

for work. The manager/headteacher may need to liaise with the GP or external 

agencies (if applicable) to ensure that the employee is cooperating with the 

rehabilitation program. Where an employee requires time off for treatment, they 

should be referred to the School's Occupational Health Service provider for advice 

as to the necessary arrangements for a return to work. This may involve a temporary 

change in hours and/or duties. The onus lies with the employee to show that they 

are cooperating with the treatment/programme.  

 

It may be appropriate for the line manager/headteacher to discuss with their 

Occupational Health Service Provider the appropriateness of repeat screening 

during the period of rehabilitation while the employee is undergoing a course of 

treatment for alcohol/drug misuse. The line manager/headteacher should discuss 

this with the employee.  

 

The manager/headteacher may refer the employee to the School's Employee 

Counsellors. Discussions between the Counsellors and the employee will be 

confidential. The Counsellors will be able to discuss suitable options with the 

employee and make any necessary referrals.  

10.2 Outcomes  

It is anticipated that most employees will complete rehabilitation successfully. 

However, if the employee fails to complete the rehabilitation programme (or fails 

any screening tests), the matter will be dealt with per the School's disciplinary policy. 

The School appreciates that recovery may be long and difficult. However, the 

School may well have to revert to the disciplinary procedure or consider other 

options when the limits of this policy have been reached. This will typically relate to 

the progress being made by the employee overcoming the problem and the 

School's ability to maintain such support.  

11 Monitoring and Review      

The Trustees of Khalsa Academies Trust are responsible for ensuring that the 

Headteacher and Senior Leaders implement this policy consistently.      

However, all staff is responsible for keeping themselves informed of the policies and 

procedures.   

This policy will be reviewed every two years or earlier, if necessary.   


