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Substance Misuse and Awareness Policy  

 

 
 

Purpose 

The purpose of this policy is to provide appropriate arrangements, rules, procedures and 

guidance on substance abuse in the workplace in order to maintain a satisfactory and safe 

standard of work.  It meets the requirements of the Health and Safety at Work Act 1974, the 

misuse of drugs Act 1971 and all other related legislation.  

Policy Statement 

The University is committed to providing a safe, healthy and productive working environment 

for all Colleagues, students, contractors, customers and visitors.  The inappropriate use of 

alcohol or illegal drugs can damage the health and wellbeing of employees.  At work, alcohol 

and drug misuse can result in reduced levels of attendance, sub-standard work performance 

and increased health and safety risks.  Furthermore, the effects of alcohol and drug misuse 

could be detrimental to the University’s reputation, its image, and the ability to deliver high 

quality services. 

The following principles form the basis of the University’s Substance Misuse and Awareness 

Policy; 

 It is unacceptable for employees to be unfit for work during their normal working 

hours due to the consumption of alcohol or drugs; 

 For clarification, in considering any disciplinary action following suspicion of alcohol 

or drug abuse, it is immaterial whether the drugs or alcohol were taken outside of 

working hours e.g. at a weekend; 

 The possession, use or sale of illegal drugs by colleagues whilst on University 

premises or whilst carrying out work activities will be an act of Gross Misconduct and 

the Disciplinary Policy will apply; 

 Employees should advise their Manager if they have been prescribed a drug that 

may impair their concentration or have any other side effects that may prevent them 

from working effectively or safely. 
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Objectives 

The University is committed to achieving the following objectives: 

1. To improve the awareness of the impact of alcohol and the health risks associated 

with consumption 

2. To raise awareness of this policy and the policy on employees alcohol awareness 

and use 

3. To set out clear guidance regarding the use of alcohol and drugs in the workplace 

and any consequences as a result of misuse 

4. To provide a framework within which support or treatment can be sought if an 

employee requires help 

5. To promote a clear and consistent message which advocates responsible substance 

use at Durham University approved events and activities 

6. To ensure that the University policies and strategies in this area are consistent with 

those of appropriate external agencies such as government and community 

stakeholders 

Scope 

This policy covers the misuse of alcohol, solvents, illegal drugs and legal highs. This list is 

not exhaustive and includes any substance that alters your mental state. It applies to: 

 All employees of the University, permanent and temporary; and 

 Volunteers, contractors, agency Colleagues and others involved in work related 

activities or working on University premises. 

All of the above shall be referred to as employees for the purpose of this policy. 

The misuse of drugs whether prescribed or illicit will collectively be referred to as ‘substance 

abuse’ for the purpose of this policy. 

Alcohol misuse is defined as ‘the drinking of alcohol in such a way as to impair the 

employee’s ability to perform his/her duties, interfere with attendance at work or endanger 

the safety of themselves or others’.   

'Substance misuse' is a broader term and covers the use of illegal drugs, prescribed drugs, 

alcohol and substances such as solvents.  'Misuse' refers to use that is problematic or 

harmful, either for the individual or others.   

Responsibilities 

The implementation of this policy is overseen by the University Executive Committee Lead 

on Alcohol and Drugs, the Pro-Vice Chancellor, Colleges and Student Experience and the 

Director of Human Resources & Organisation Development. 

http://www.healthyworkinglives.com/advice/Legislation-and-policy/employee-issues/alcohol-in-the-workplace


 

 
 

         Human Resources & Organisation Development 
 

  

 
 

Substance misuse and awareness policy v1.0 Page 4 

University 

The university will be responsible for: 

I. Clear statements on alcohol which can be used in all University publications, 

including materials for recruitment and induction of employees; 

II. The regular review of the policy and associated procedures including input from 

Trade unions. 

Under the Health and Safety at Work Regulations 1999 the University has a duty to assess 

the risks to the health and safety of our employees.  Knowingly allowing an employee under 

the influence of alcohol and/or drug misuse to continue working where their behaviour places 

the employee or others at risk could lead to the University being prosecuted. 

Employees  

All employees are responsible for ensuring they are familiar with this policy and complying 

with its provisions. Employees must attend work in a fit and safe condition to undertake their 

duties, and not be under the influence of alcohol and/or illegal drugs.   

Whilst at work and at Durham University approved events and activities, employees are 

expected to present a professional image to those whom they come into contact with at all 

times, bearing in mind how their behaviour can impact on the University’s reputation.  

Employees are expected to cooperate with any support and assistance provided by the 

University to address an alcohol and/or drug misuse problem.  Employees must understand 

what is acceptable in relation to behaviour at work and also what support the university can 

provide if they do have a substance dependency problem. 

Managers 

Managers have a specific responsibility under Health and Safety legislation to operate within 

the boundaries of this policy and to ensure that all employees understand the standards of 

behaviour expected of them, taking action when they fall below requirements. 

Managers are required to be aware of the signs of alcohol and drug misuse, the effects it 

can have on performance, attendance and health, and take appropriate but empathetic 

action.  Any colleague subject to action under this policy may also be subject to action under 

absence and/or disciplinary policies.  

Managers should intervene at an early stage, after seeking HR advice, where changes in 

performance, behaviour, sickness levels and attendance patterns are identified, to establish 

whether alcohol and/or drug misuse is an underlying cause in line with the University’s 

sickness absence regulations.  Managers should seek advice from HR or Occupational 

Health on how and when it is appropriate to intervene, training or coaching can be provided 

if necessary.  
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Occupational Health and HR 

If you wish to seek advice or support then speak to Occupational Health or HR.  We aim to 

maintain confidentiality and any information will only be shared with those necessary.   

Alcohol and Drugs at Work 

Employees are expected to arrive at work fit to carry out their job and to be able to perform 

their duties safely without any limitations due to the use or after effects of alcohol or drugs 

(whether prescribed, over the counter or illegal).   

If you are prescribed medication which may affect your ability to do your job then you should 

seek advice from your Line Manager or Occupational Health and HR. 

Signs of an alcohol or drug related problem may include:  

 Smelling of alcohol 

 Slurred speech 

 Sudden mood changes 

 Unusual irritability and/or aggression 

 Abnormal fluctuations in concentration and/or energy 

 Impaired work performance and time keeping 

 Increased sickness absence 

 Deterioration in personal relationships 

Employees who undertake safety critical work are expected not to consume or be under the 

influence of alcohol or drugs at work under any circumstances.  Risk assessments should 

identify which roles include safety critical activities; they are likely to be any work that 

includes operating machinery, heat source appliances such as ovens or using chemical 

substances for example.   

Hospitality and Events 

The University expects all employees to demonstrate reasonable behaviour at work, work-

related functions or work-related social events and to act in a way that will not have a 

detrimental effect on our reputation.  

If you entertain external customers or represent the University at external events where 

alcohol is served then you should remain fit for work at all times and any unacceptable 

conduct may lead to disciplinary action.  At all times the Respect at Work policy should be 

complied with.  If alcohol is served at a University event then it is required that non-alcoholic 

drinks are also available.   

The University expects all employees to comply with drink driving and drug driving law at all 

times. Committing a drink-driving or drug-driving offence whilst employed by the University 

may lead to action under our Disciplinary procedure and could ultimately lead to dismissal. 



 

 
 

         Human Resources & Organisation Development 
 

  

 
 

Substance misuse and awareness policy v1.0 Page 6 

Outside Working Hours 

Employees should not consume intoxicating substances in the time period prior to 

commencing work, where the effects would impact on their fitness to work at the start of their 

working period.  

Alcohol and illegal substances may remain in the system for a period of time after 

consumption; employees are personally responsible for allowing sufficient time for the 

alcohol to leave their system before reporting to work.  

Employees who wear a uniform must not consume alcohol whilst wearing uniform as they 

could be perceived as representing the University. 

Substance Misuse Screening 

The University will not operate a programme of random drug testing. We will however 

reserve the right to ask someone to attend a drug screen if there is reasonable cause to 

suspect that an individual’s performance is impaired as a result of drug misuse.  In all 

situations we expect that an employee will be honest, all employees will be provided with 

support and assistance if there is evidence of co-operation with any programme of 

treatment. 

Breach of the Policy 

The University will, where appropriate to do so, adopt a constructive and supportive 

approach when dealing with employees who may be experiencing alcohol and/or drug 

dependency.  

Any employee who arrives at work and is suspected to be under the influence may be 

suspended from work activities for their safety, that of others and as a precaution, and the 

disciplinary procedure may be used. A manager who suspects an employee of being under 

the influence, should seek a second opinion prior to requesting the Director of HR and OD or 

Deputy to approve suspension (as per the disciplinary regulations); the second opinion could 

be from another senior member of staff or a HR representative, if possible.  

Action on suspected alcohol or substance misuse issues will be initiated by a Head of 

Department or an equivalent Senior Line Manager in liaison with HR. Employees will be 

referred to Occupational Health for advice and support.  

Disciplinary procedures will take into account any alcohol or drug treatment services which 

are taking place. If performance, attendance or behaviour is unacceptable then ultimately 

dismissal may be unavoidable. 

There will be circumstances where breaches of policy, whether dependency related or not 

will be treated as a disciplinary matter and may result in summary dismissal. Examples of 

conduct that may lead to disciplinary action include but are not limited to: 



 

 
 

         Human Resources & Organisation Development 
 

  

 
 

Substance misuse and awareness policy v1.0 Page 7 

 Deliberate disregard for personal safety and that of others associated with 

intoxicating substances 

 Unacceptable behaviour in the workplace associated with the use of intoxicating 

substances 

 Being found incapable of performing normal duties satisfactorily and safely as a 

result of consuming alcohol and/or taking illegal drugs 

 Dealing/trafficking, selling and misuse of controlled drugs 

 Being disqualified from driving as a result of alcohol or drug related offences if the 

employee is required to drive a vehicle under their contract of employment 

 Making malicious or vexatious allegations that a colleague is misusing intoxicating 

substances 

Providing Support 

Alcohol and drug-related problems may develop for a variety of reasons and the University is 

committed to treatment of these problems in a similar way to other health issues. We will 

provide support which may include but is not limited to: 

 Referral to appropriate treatment providers, where necessary in conjunction with 

Occupational Health or your GP 

 Reasonable time off work to attend treatment 

 Adjusting your duties, hours or providing other support as advised by Occupational 

Health or your GP 

Rehabilitation  

 

Colleagues who believe they have or may be developing a substance dependency are 
encouraged to seek confidential advice and support voluntarily from their Manager or HR. 
Where the University has established that a colleague may be suffering from the effects of a 
substance dependency, he/she will be encouraged to seek assistance.  
 

 All cases will be dealt with on an individual basis.  

 The University will provide the appropriate support and may refer the individual to the 
Occupational Health Nurse or an external counselling service who can provide 
specialist advice and counselling. This does not guarantee funding of such 
rehabilitation by the University and each case will be considered individually.  

 The University reserves the right to temporarily transfer the colleague from a safety 
critical role should the Manager have reasonable grounds to believe that the 
individual is a health or safety risk either to him/herself or to others.  

 Whilst the Colleague is co-operating with any rehabilitation programme, and on the 
understanding that they are not intoxicated during working hours, full support will be 
available to the Colleague as described above. However, if the rehabilitation 
programme is not completed, then the University will normally take disciplinary action 
in accordance with the Disciplinary Policy.  

 Upon successful completion of a rehabilitation programme, and provided work 

performance returns and is maintained to an acceptable level, no Colleague will 
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suffer a detriment to his/her career and/or promotion opportunities or in any other 

way as a consequence of a referral under the terms of this policy.   

The University wants to support anyone who has an alcohol or drug-related problem, if a 

problem is acknowledged by the employee and they refuse to cooperate in any programme 

of support then we will meet to discuss what further action may be taken.  This is particularly 

important if there is a risk to the employee or students. 

Confidentiality 

We aim to ensure that the confidentiality of any Colleague experiencing alcohol or drug-

related problems is maintained appropriately and we will treat any employee who declares 

that they have a drug or alcohol related problem with the same level of confidentiality and 

support as they would receive if they had some other medical or psychological condition. 

Information will be shared with only those necessary. 

Information and Training 

Prevention campaigns will be staged periodically as part of the University’s overall health 

and safety communication initiative. Induction courses for new Colleagues will also provide 

substance abuse awareness. The University will provide adequate instruction, information 

and training to all employees to enable them to recognise the dangers of substance abuse. 

Additional training will be provided to Managers and Trade Union colleagues to assist them 

in the early identification of substance abuse. Interviewing and counselling techniques will 

also be developed to ensure that colleagues can be dealt with tactfully, sympathetically and 

firmly. 

List of Support  

Internal 

Line manager 

Occupational Health 

Counselling service 

HR 

External Organisations  

NECA – North East Council on Addictions 

The Claypath Project 

William Robson House 

Moody’s Yard 

Claypath 

Durham University  

DH1 1SA 

All enquires to be directed to: Telephone: 0191 414 6446 

Opening hours: Monday – Friday, 9.00am – 5.00pm 

Email: head.office@neca.co.uk 

mailto:head.office@neca.co.uk


 

 
 

         Human Resources & Organisation Development 
 

  

 
 

Substance misuse and awareness policy v1.0 Page 9 

www.neca.co.uk/services/counselling 

 

Addictive Behaviour Service 

Provide confidential advice and access to treatment for individuals with drug/alcohol 

problems 

29-31 Yarm Lane 

Stockton on Tees 

TS18 3DT 

Telephone: 01642 802424 

https://www.stockton.gov.uk/adult-services/support-for-people-with-alcohol-and-drug-

problems 

 

Adfam 

Family drug support: supporting families affected by drugs and alcohol 

www.adfam.org.uk 

 

Alcoholics Anonymous – Information 

National 24 hour free helpline: 0800 917 7650 

www.alcoholics-anonymous.org.uk 

 

Drinkline 

Provides information and advice to callers worried about their own drinking and gives 

support to the family and friends of people who are drinking 

Helpline: 0300 123 1110 

Opening hours: Monday - Friday, 9.00am-8.00pm; weekends, 11.00am – 4.00pm 

https://patient.info/support/drinkline 

 

Down your drink 

A self help site for people concerned about their drinking 

www.downyourdrink.org.uk 

 

National association for children of alcoholics 

Helpline for daughters / sons of alcoholic parents 

Telephone: 0800 358 3456 

www.nacoa.org.uk 

 

Talk to FRANK 

For free confidential drugs information and advice 24 hours a day, talk to FRANK 

Telephone: 0300 123 6600 

If you are deaf you can textphone FRANK on 0300 123 1099 

Live chat is available 2.00pm – 6.00pm any day of the week or SMS 8211 

E-mail: frank@talktofrank.com 

www.talktofrank.com 

http://www.neca.co.uk/services/counselling
https://www.stockton.gov.uk/adult-services/support-for-people-with-alcohol-and-drug-problems
https://www.stockton.gov.uk/adult-services/support-for-people-with-alcohol-and-drug-problems
http://www.adfam.org.uk/
http://www.alcoholics-anonymous.org.uk/
http://www.downyourdrink.org.uk/
http://www.nacoa.org.uk/
mailto:frank@talktofrank.com
http://www.talktofrank.com/
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Lifeline – Drugs helpline 

Durham Drug and Alcohol Service (Old Elvet) 

Recovery Centre for Change 

81-88 Whinney Hill 

Old Elvet 

Durham 

DH1 3BQ 

Telephone: 03000 266 666 

 

Stockton Alcohol Services 

3 Skinner Street 

Stockton 

TS18 1DY 

Telephone: 01642 625 980 

Email: enquires.lifeline.northeast@gmail.com 

www.lifeline.org.uk 

 

Education Support Partnership  

 

Alcohol Concern: www.alcoholconcern.org.uk 

National Drugs Help Line: 0800 776600, free, confidential and 24 hours a day 
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