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Introduction

Share & Care Community Services Group is committed to providing a safe and healthy workplace. If is from this commitment that the need for a Drug and Alcohol Policy has been recognised.

Policy and procedure manuals are designed to counteract factors that may affect safety in the workplace. Alcohol and Drugs (whether used during private life or at the workplace) are factors that reduced a person’s ability to work safely by impending a person’s ability to exercise judgment, co-ordination, motor control, concentration and alertness. Employees under the influence of alcohol and or drugs become an occupational health and safety liability by increasing the risk of injury and illness to themselves and others.

The Share & Care Community Services Group Drug and Alcohol Policy has been formulated to ensure that all employees are aware that drug use or possession and the consumption of alcohol or intoxication at the workplace will not be tolerated. This policy will outline the disciplinary procedures, employee assistance programs and counselling service available to those employees who experience problems with drugs and alcohol.

Share & Care Community Services Group has a duty of care to ensure that the workplace is free from hazard and unnecessary risk. Employees of Share & Care Community Services Group have a responsibility to ensure their own safety and that of their fellow employees, clients and visitors to the workplace.

It is important that the effects that alcohol and other drugs may have on a person’s ability to work safely are understood. The effect of a range of substances including alcohol, cannabis, opiate analgesics, hallucinogens, volatile substances and stimulants is detrimental to the safety standard of a workplace. Prescription and over-the-counter medication may affect a person’s ability to work safely, as can combining different drugs or mixing drugs with alcohol.

The strategy adopted at Share & Care Community Services Group will ensure workplace hazards and risks associated with the use of alcohol and other drugs are eliminated or reduced as far as practicable. The share & Care Community Services Group Drug & Alcohol Policy is adopted as part of this strategy.

Aims and Objectives of Policy

The Share & Care Community Services Group Drug and Alcohol Policy is primarily designed to prevent harm, whilst also dealing with occurrences and rehabilitation. The objective of this policy is to foster and maintain a safe working environment.

The aim of the Share & Care Community Services Group Drug and Alcohol Policy is to prevent alcohol and drug related incidents, accidents and absenteeism and increase productivity and workplace moral, providing a safe and healthy work environment.

The aims and objectives of this policy shall be achieved by implementing strategies, which will eliminate or reduce and alcohol and other drug related harm as far as practicable. This objective will be achieved through a three-tiered approach:

· Preventing harm through such steps as providing information and education;

· Management of hazards through introducing procedures for dealing with affected persons at the workplace; and

· Provision in the strategy for the return to usual work duties of affected employees.

The expected outcome of this policy and procedure manual is a “clean” workforce at Share & Care Community Services Group. Staff will be expected to test negative to all contraband substances. Due to the inability to measure impairment for some substances (such as cannabis), no allowance shall be made for the presence of any contraband substance. A positive test will show the presence of drugs or alcohol, regardless of strength or amount.

The policy will apply to everyone who comes into the workplace. All new people at the workplace shall be provided with a copy of the policy via the Policy and Procedures Manual.

Scope

The Share & Care Community Services Group Alcohol and Drug Policy is applicable to all Programs and the head office of Share & Care Community Services Group. This includes but is not limited to locations in Northam, Wundowie and Gingin.

This policy will apply to everyone who comes into the workplace. This includes Employers, Chief Executive Officers, Program Managers, Directors, Consultants, Employees, as well as Visitors, Clients, Customers and Contractors.

The organisation’s policy and procedures with respect to alcohol and other drugs at the workplace will be communicated clearly to everyone who comes onto the workplace.

Employee Duty of Responsibility

As Employers have a responsibility to provide a safe workplace, employees have a responsibility to work safely and within certain safety guidelines set out by the Employer and Worksafe. Employees must ensure that they do not jeopardise their own safety, the safety of their colleagues or any visitors to the workplace.

The use of drugs and / or alcohol by an employee impacts on their ability to fulfil their Occupational Health and Safety obligations. An employee under the influence will jeopardise not only their own safety, but also the safety of all others in the workplace.

Failure to encompass the duty of Responsibility by the employee can impact on their worker’s compensation entitlements, fines from Worksafe, or internal disciplinary procedures.

Employee’s Responsibilities

· Immediately and honestly report any accident and / or injury on the prescribed forms;

· Visit a medical practitioner if required to have accident symptoms recorded and treated;

· Continue to visit medical practitioner when and as required until a full or partial clearance has been given to return to work;

· Compensation will not be paid if the employee –

· Was under the influence of alcohol and drug of addiction;

· Was not using protective clothing or equipment as required by the employer

· Committed an act of serious or willful misconduct.

Any false claims will be refused and the employee may be liable for prosecution for fraud.

Obligations of Employees (Section 20 of the Occupational Safety and Health Act)
Employees also have a general duty in relation to safety at all workplace as outlined in Section 20 of the Act. Employees have an obligation to take reasonable care to:

· Ensure their own safety and health at work;

Employees should ensure their activities away from work do not impact on their ability to perform their duties safely when at their workplace. An employee should inform him / herself about the effect of alcohol and other drugs on their ability to work safely. An employee should be present and remain, while at work, fit for work.

· Avoid adversely affecting the safety and health of other persons at the workplace;
An employee affected by alcohol and other drugs presents a danger to co-workers and other persons at the workplace.

· Report to their employer any situation that they have reason to believe could constitute a hazard and he/she cannot reasonably correct themselves;
A person who cannot work safely due to impairment by alcohol or other drugs may constitute such a hazard and this situation should be reported to the employer or other appropriate person in control.

· Report to their employer any injury or harm to health of which he / she is aware that arises in the course of, or in connection with, his / her work.
Work Function Guidelines

On Occasion, employees will be invited to attend Share & Care Community Services Group work functions (eg Christmas Party). There are some guidelines employees will be required to follow in order to make sure the event is both enjoyable and safe for all employees.

Work Functions will generally be held off work premises and out of work hours and will be completed by a set time. The function is purely a social event, and attendance is voluntary. It is expected, however, that employee’s behaviour at this staff party should not differ to their behaviour at work. All staff are to act in a responsible, courteous and polite manner. Any behaviour that can be construed as offensive will result in that employee being asked to leave the staff party. It is possible that employee behaviour at the work function may have repercussions when the employee returns to work. Serious instances of employee misbehaviour can result in written warnings or termination if the action is deemed serious enough. If you are unsure if certain behaviour could get you into trouble, please ask the Chief Executive Officer.

Share & Care Community Services Group may provide a meal or light snacks. All staff will be invited to enjoy the non-alcoholic beverages and food provided, and those who decide to drink, will be asked to do so responsibly by keeping the following guidelines in mind.

· Excessive alcohol consumption will not be tolerated. Those staff members who are seen to be intoxicated will not be served alcoholic drinks according to the responsible service of alcohol regulations. Staff members who are drunk or behaving inappropriately will be asked to leave and may have to face work related recriminations if their actions are serious enough;
· Those who decide to drink alcohol must have some safe form of transport home. Designate a skipper, pre-book a cab or arrange to be picked up. For those who cannot get home a cab will be called to ensure your safe trip home;
· Alcoholic drinks will not be paid for by Share & Care Community Services Group;
· Staff who are under age will NOT consume any alcohol. Any under-aged staff member found consuming alcohol will be asked to leave and may be issued with a written warning or have their employment terminated;
· Alcohol will not be consumed by any staff member wearing a Share & Care Community Services Group uniform or badge;

· Non-alcoholic beverages, alcoholic beverages and light snacks will be provided at the venue;

· Drink responsibility;

· Do not drive under the effect of alcohol.

In order to attend the staff party tonight it is imperative that you follow these guidelines. Drink responsibly, behave courteously and most importantly enjoy yourselves!

Employee Assistance Program

Share & Care Community Services Group will endeavour to offer assistance to any employee who is experiencing performance related problems at work. Where appropriate, the Chief Executive Officer and Co-ordiantor will be available to discuss any difficulties an employee is experiencing which directly impacts on their ability to work efficiently and safely.

Where required the Chief Executive Officer and Program Manager may refer the employee to the appropriate medical services or counselling services. In particular, performance issues that relate to drug and alcohol use will be referred to a medical centre for professional assistance.

Confidentiality

All procedures regarding drug and or alcohol counselling shall remain confidential between the employee and the management of Share & Care Community Services Group unless information is needed for the purposes of workers compensation.

Should the evidence of drug use by an employee by bought to the attention of Share & Care Community Services Group by another employee, the evidence will be investigated further. This may require further questioning of employees, however no personal information shall be revealed to co-workers unnecessarily.

Rehabilitation and Counselling

The management of Share & Care Community Services Group have a variety of sources which an employee may be referred to for counselling or medical advise. An employee may request these services to be provided voluntarily if they believe they have a drug and or alcohol problem which is impacting upon their work performance. An employee who is experiencing difficulties at work is encouraged to seek assistance from their Chief Executive Officer or Program Manager, and wherever possible, Share & Care Community Services Group will provide information or contact to ensure that the employee received professional help.

If a serious performance issue is raised regarding a Share & Care Community Services Group employee, the employee will be referred to a medical centre. An employee will be medically assessed and suspended on full pay until the results of the medical become available. Should then employee test positive to drugs and / or alcohol the employee will be advised to seek counselling, be warned of the dangers of working whilst under the influence and warned that any further violation of Share & Care Community Services Group Policy will result in the employee’s dismissal.

Share & Care Community Services Group will endeavour to provide the best options to employees to assist with their drug or alcohol related problems. However, an employee who is uncooperative and does not comply with the drug and alcohol policy of Share & Care Community Services Group will be dismissed.

For Cause Testing Only 

Testing for Illicit Drugs

Drug testing will be introduced into Share & Care Community Services Group as part of a comprehensive alcohol and drug program, which in turn is part of a general safety and health program. 

This will only occur where there is obvious cause for concern.
Both employees and Share & Care Community Services Group Management should be aware that drug testing does not measure impairment. Current testing techniques do not disclose the quantity of the drug consumed, when it was consumed or the level of impairment that has resulted from the drug consumption.

It is for this reason that Share & Care Community Services Group will not tolerate any presence of an illegal drug in the samples of employees. Until testing techniques can measure impairment, Share & Care Community Services Group will enforce a “no tolerance” attitude to drug testing. Any presence of illicit drugs in the employees system will be considered to be a positive test result. A positive test result will result in the commencement of disciplinary procedures and may result in the ultimate termination of the employee from their position.

Drug testing will not be done on site at Share & Care Community Services Group. If an employee is reported to be suffering from effects not unlike those experienced by one who is under the influence of drugs, they will be directly referred to the Northam Regional Hospital for testing. The Northam Regional Hospital will abide by appropriate safeguards include ensuring tests results are supervised and assessed by a qualified person. All testing will be done in accordance with Australian Standard 4308 which outlines the recommended practice for the collection, detection and qualification of drugs of abuse in urine or blood samples as appropriate.

Testing for Alcohol

For cause alcohol testing will be introduced into Share & Care Community Services Group as part of the comprehensive alcohol and drug program outline in this policy and procedure manual, which in turn is part of a general safety and health program.

Unlike drug testing, alcohol testing can measure impairment. Breathalysers are a non-invasive method used to accurately measure Blood Alcohol Concentration (BAC). Studies have shown that although a person with a BAC of 0.02% may be able to perform routine tasks safely (like driving a car), it is likely that if anything out of the ordinary occurs, such as a critical safety issue, the response of the employee will be impaired.

It is for this reason that Share & Care Community Services Group will not tolerate any positive BAC reading. Share & Care will enforce a “no tolerance” attitude to the intoxication of employees by alcohol whilst they are working. Any presence of alcohol in the employees system will be considered to be a positive test result. A positive test result will result in the commencement of disciplinary procedures and may result in the ultimate termination of the employee from their position.

Alcohol testing will not be done on site at Share & Care Community Services Group. If an employee is reported to be suffering from effects not unlike those experienced by one who is under the influence of alcohol, they will be directly referred to the Northam Regional Hospital for testing. The Northam Regional Hospital will abide by appropriate safeguards include ensuring test results are supervised and assessed by a qualified person.

If an employee is believed to be under the influence of drugs and / or alcohol, Share & Care Community Services Group will ensure that the employee is provided with transport to the Northam Regional Hospital for testing procedures.

Self-assessment by the employee

Employees are not to present themselves for work if they have consumed alcohol and other drugs that affect their ability to work safely. Employees should not remain at the workplace if they become affected by alcohol and other drugs.

Although Share & Care Community Services Group discourages the use of alcohol and drugs at the workplace, the management is likely to take self assessment into consideration before implementing disciplinary processes. It is quite likely that an employee who relieves themselves from their duties due 

to intoxication will be disciplined less severely than one who is reported to be intoxicated by other employees, staff, Program Managers or third persons.

It must be stressed that self-assessment will not excuse the employee from the consequences of intoxication whilst at work; however it will be seen favourably in regards to the successful rehabilitation and counselling of that employee. Self Assessment will be viewed as an employee taking responsibility for their actions and may indicate the willingness of an employee to admit they have a problem with drugs and / or alcohol, and take steps to ensure this problem is solved or controlled.

Should an employee believe that they have inaccurate test results, they may ask for one additional test, or an alternative method of testing to occur. More specifically, should an employee provide a positive breathalyser test, they may request a blood / urine rest for confirmation of this result, or alternatively should a urine test for drugs show positive, an employee may request a blood test.

Safeguards for Medications

If an employee’s ability to work safely may be affected as a result of medication, the employee should inform either the employer, Program Manager or Safety and Health Representative at the workplace of the affects of the medication. It is not necessary for the employee to disclose the illness for which they are taking medication.

It may also be appropriate for the employee to provide some means of verification as to the side effects of the medication, such as a medical certificate, if medication is to be taken over an extended period of time.

If an employee can perform their usual work duties safely, an appropriate person should be assigned the task of monitoring the safety performance of the employee.

If an employee is unable to perform his or her usual work tasks safely, the employee should not be assigned those usual tasks. Where practicable, an employee should be given reasonable alternative work until consumption of the medication ceases.

If an employee is unable to complete usual work duties safely for an extended period of time, and there is no alternative work available for the employee, there needs to be consultation between the employee concerned, the Safety and Health Representative and the employer to discuss steps that can be taken until the employee can resume duties. The process of consultation also needs to address issues of transport away from the workplace. The employee should only recommence normal duties when they are able to work safely.

Third Persons at the Workplace

Responding to a hazard presented by alcohol and other drugs may also include a situation where a third person, who is an employee, enters the workplace affected by alcohol and other drugs. An example includes when a client, customer or visitor is at the workplace. Should this situation occur, the employer and employee must respond by minimising the risk of an impaired third person presenting a hazard at the workplace.

Dealing with an Impaired Third Person

If a third person at the workplace appears to be impaired by alcohol and other drugs the procedures outlined below should be followed.

The Program Manager or Chief Executive Officer should approach the impaired person. If the impaired person was identified by a person other than the Chief Executive Officer, they must immediately report the intoxication to the Chief Executive Officer or their Program Manager. If the person is aggressive or 
appears unpredictable, the Chief Executive Officer or Program Manager may request the assistance of more than one 

person for the initial approach. The initial approach should be quietly assertive – not aggressive, argumentative or threatening.

When Dealing with Substance-Impaired Persons in the Workplace

· Avoid using terms such as “You’re drunk”;

· Be brief, firm and calm;

· Advise the Chief Executive Officer;

· Use the affected person’s name, speak slowly and clearly and repeat your message if necessary (I am instructing you to leave our premises. If you do not leave I will contact the police”);

· Do not argue or debate; simply repeat your message;

· Try to persuade them not to drive their own vehicle.

If the Impaired Person Refuses to Co-operate

· Ensure that the Chief Executive Officer has been contacted;

· Assess dangers;

· Evacuate all surrounding people, at risk from the location of the impaired person or isolate the impaired person;

· Contact the police and advise them of your circumstances. If necessary request police assistance to escort the person off the premises.

Disciplinary Procedures

Infringement of the Policy

Share & Care Community Services Group has a “no tolerance” approach to the use of drugs and alcohol in the workplace. Share & Care Community Services Group will not tolerate the possession of, or intoxication by drugs or alcohol at the workplace. Should an employee test positive to any illicit or contraband drugs, or show a positive blood alcohol test, the employee will be seen by Share & Care Community Services Group to be under the influence of intoxication.

Should an employee be shown to be under the influence, it will be viewed by Share & Care Community Services Group as a direct infringement of this drug and alcohol policy. Any infringement of this policy will result in the commencement of disciplinary procedures against the employee. Disciplinary procedures may result in the termination of an employee from their position within Share & Care Community Services Group.

In addition, Share & Care Community Services Group will not tolerate the presence of such substances on company property. Any employee who brings illicit drugs or alcohol into the property of Share & Care Community Services Group will be in direct violation of this policy and procedure manual. Therefore Share & Care Community Services Group reserves the right to search bags and lockers from time to time if a person is suspected of carrying or using drugs or alcohol.

Share & Care Community Services Group policy is one of counselling, step one is to inform the employee that it has been reported the employee has a drug or alcohol abuse problem or you suspect the employee because of his / her behaviour that the employee is under the influence of drugs or alcohol. In the first instance, Share & Care Community Services Group will have an investigation as to whether the report can be substantiated by evidence of other co-workers.

If there is substantial evidence then Share & Care Community Services Group will request that the employee undergo a medical, the employee will be suspended (on full pay) and until the results of the medical examination are available.
If the Results are Positive?

The employee shall be counselled in respect of the drug or alcohol abuse and whether he or she is prepared to undergo counselling, warn him or her of the dangers of being under the influence in the workplace and warn the employee that further violation of Share & Care Community Services Group Policy of drug and alcohol will result in the employee’s dismissal.

Share & Care Community Services Group will follow up the procedure in 4 weeks and if the employee is found to be still abusing the situation then his / her services will be terminated.

Drug and Alcohol Policy

1.

Drug and Alcohol Procedures

1.1

A person in possession of non-prescribed or illegal drugs on Share & Care Community Services Group property, or whilst on duty, shall be summarily dismissed. The offence may be reported to the police.

1.2

A person who is affected by drugs or alcohol are unable to work safely will not be allowed to work.

1.3    
The decision on a person’s ability to work in a safe manner will be made by the Executive 



Manager.

1.4   
There will be no payment of lost time to a person unable to work in a safe manner.

1.5   
The employee will be referred to the Northam Regional Hospital for testing.

1.6

The worker shall be issued with a written warning and made aware of the availability of    counselling treatment. If the worker refuses help he / she may be dismissed the next time he / she is affected.

1.7

A Worker Having Problems with Alcohol or Other Drugs

1.7.1 Will not be sacked if he / she is willing to seek help unless there is persistent abuse of the policy; and

1.7.2 Must undertake and continue with recommended treatment to maintain the protection of this program; and

1.7.3 Will be entitled to sick leave or leave without pay while attending treatment.

2.   
After Commencement of Employment

2.1  
It is a term and condition of employment that all persons employed by Share & Care Community Services Group agree to undergo alcohol and other drug testing as and when requested to do so by the organisation in accordance with this policy. Testing will only be conducted for cause (section 3), at the discretion of the Chief Executive Officer (section 4).

3
 
Testing Options

3.1
 
For Cause Testing



Examples of circumstances where testing for cause may be carried out include the following:

(a) Following accidents or incidents.

(b) Where an employee’s general behaviour indicates to the Chief Executive Officer / Program Manager that the employee may be influenced or adversely affected by alcohol or drugs, the Chief Executive Officer may arrange for the employee to undergo an alcohol and / or other drugs test.

(c) Where the Chief Executive Officer or Program Manager becomes aware that an employee’s performance has deteriorated such that in the opinion of the Chief Executive Officers / Program Managers job performance standards are not met and that the Chief Executive Officer / Program Manager suspects the inappropriate use of alcohol or drugs to be the cause, then the Chief Executive Officer may arrange for the employee to undergo an alcohol and / or other drugs test.

(d) Where the Chief Executive Officer / Program Manager has reason to believe that there has been inappropriate use of alcohol or drugs.

(e) Where an individual who has previously tested positive is being monitored to ensure safe practice.

4.1
 
Refusal to Take a Test

In the event that an employee presents him / herself for work and subsequently refuses to take a test when required to do so by the Chief Executive Officer, the employee will be encouraged to take part in the test. Continued refusal will be treated as if it were a positive test.

4.2 

Test Results Recorded for Share & Care Community Services Group Employees

The following action will be taken in the event of positive tests recorded for employees and contractors working on Share & Care Community Services Group business.

4.3

First Positive Test



In the event of a first positive result for alcohol or drugs the following action will be taken

(a) The person will be counselled by their Program Manager and the Chief Executive Officer regarding:

· The performance standard that has not been met

· The procedures that have not been followed

· The alcohol and other drugs policy and the obligation and responsibilities under it

· The serious nature of the person’s behaviour

· The risk that this behaviour creates for other employees and the workplace

· The consequences for this and future breaches

· The employee’s responsibility to demonstrate that the problem has been effectively addressed

· The reason for the person’s positive test and unfit state

(b) The person will be stood down from duties until the employee can show a negative test being

a BAC of 0.00% or a sample test with 0.00ug of contraband substance. In the case of marijuana this period may be as long as 28 days (the accepted period for the substance to be removed from the body). The employee may use accrued entitlements during this period (i.e. sick leave or annual leave). Should the employee have no accrued entitlements they will be stood down without pay.

(c)   The person will be advised that they may be monitored for a period of time to ensure that the




  problem has been addressed.

(d)   The person will be formally offered the opportunity to contact a professional Counsellor

(e)   The person will receive a written warning reflecting the key points in this process and

 indicating that the employee is liable to summary dismissal if there is a second positive test.        The person will be provided with written warning indication that the employee is liable to -

 termination of employment if there is a further positive test. A copy of this will be placed on

 their personnel file.

(f) The person will take sick leave, rostered leave or annual leave (if so accrued) or otherwise

authorised unpaid leave depending on entitlements.

(g) Should the employee fail to respond to the suggestions of their Chief Executive Officer they will

be dismissed.

4.3
    Second Positive Test

In the event of a second positive result for alcohol or drugs, unless there are legitimate     reasons to the contrary, the person’s employment with Share & Care Community Services Group will be summarily terminated. Summary termination will mean the loss of any accrued entitlements and non payment of a notice period.

Further Information

Further information on alcohol and other drugs may be available from industry or employee organisations or the following agencies:

Alcohol and Drug Information Services

WA Drug Abuse Strategy Office

(ADIS)







Levl 1

Tel: (08) 9442 5000




6 Thelma Street










WEST  PERTH  WA  6005










Tel: (08) 9483 8244

Alcohol and Other Drugs Program


Workplace Relations and Management

Health Enhancement Branch



Consultants (WRMC)

Health Department of Western Australia

Level 11, 14 Lyall Street

Ground Floor, C Block



SOUTH  PERTH  WA  6151

189 Royal Street




Tel: (08) 9367 9911

EAST  PERTH  WA  6004



Email: wrmc@wrmc.com.au

Tel: (08) 9222 2074




Web: www.wrmc.com.au
Next Step Specialist Drug and Alcohol

Unions WA

Services






4th Floor

7 Field Street





79 Stirling Street

MOUNT  LAWLEY  WA  6050


PERTH  WA  6000

Tel: (08) 9442 5000




Tel: (08) 9328 7877










Email: unionswa@tlcwa.org.au
Western Australian Network of Alcohol and
WorkSafe Western Australia

Other Drug Agencies



1260 Hay Street

City West






WEST  PERTH  WA  6005

Lotteries House




Tel: (08) 9327 8777

2 Dehli Street





Email: safety@worksafe.wa.gov.au

WEST  PERTH  WA  6005

Tel: (08) 9420 7236

Identifying an Intoxicated Person

The identification of an intoxicated person is primarily the responsibility of the Program Manager or the Chief Executive Officer on duty.  However it is acceptable that employees who have concerns about their co-workers report their concerns to their Co-ordiantor or the Chief Executive Officer. Additionally employees who believe they are under the influence are encouraged to request self assessment.

When assessing the “impairment” of an employee, Program Managers and the Chief Executive Officer will always consider the possibility of impairment through other causes, such as fatigue or stress.  These possibilities will be discussed with any employee who is believed to be intoxicated.

Identification

There are a number of ways persons who are adversely affected by alcohol and other drugs may be identified.

(i) Criteria

Employees may be identified by a number of physical and behavioural characteristics associated with drug use.  These may include but are not restricted to:

· Tiredness and fatigue;

· Lack of interest or emotion, apathy and indifference;

· Poor coordination, confusion & clumsiness;

· Glazed and sore eyes and vision problems;

· Decreased mental alertness, impaired judgement and slowed reaction times;

· Inability to concentrate, loss of memory;

· Nausea & or vomiting;

· Constipation;

· Drowsiness, respiratory depression (the cause of death from overdose)

· Agitation, anxiety, paranoia or panic;

· Increased pulse rate and blood pressure, insomnia;

· Loss of appetite;

· Psychosis, hallucinations, delusions or increased likelihood of violent or aggressive behaviours, poor perception of time and distance;

· Hypoactivity, convulsions;

· Insensitivity to pain, reduction in muscle strength;

· Continual headaches, dizziness.

An employee that exhibits one or more of these symptoms will not necessarily be intoxicated or under the influence.  However when these symptoms are exhibited and are out of character the Chief Executive Officer has a responsibility to investigate the probable causes, which may include the use of drugs and/or alcohol.

(ii) Identification

The responsibility of identifying intoxicated employees rests with the Chief Executive Officer or the Program Manager on duty.  This does not exclude identification by other parties, but it is expected that the Chief Executive Officer or Program Manager will be notified in any event.

The entire workforce is encouraged to report a person at the workplace who may be impaired or not working safely.

(iii) Training

Identifying persons affected by alcohol and other drugs is a complex process, therefore the Program Manager and the Chief Executive Officer will receive training in substance abuse identification and the use of the most effective style of approach.
Co-ordiantors and the Chief Executive Officer are trained in recognising and appropriately assisting employees with “fitness for work” problems that may impact on work performance or safety.

Dealing with an impaired person

If any person at a workplace appears to be impaired by alcohol and other drugs the procedures outlined below should be followed.

The Program Manager or the Chief Executive Officer should approach the impaired person.  If the impaired person was identified by a person other than the Chief Executive Officer, they must immediately report the intoxication to their Program Manager.  If the person is aggressive or appears unpredictable, the Chief Executive Officer or Program Manager may request the assistance of more than one person for the initial approach.  The initial approach should be quietly assertive – not aggressive, argumentative or threatening.

When dealing with substance-impaired persons in the workplace:

· Avoid using terms such as “You’re drunk”;
· Be brief, firm and calm;
· Advise the Co-ordiantor or the Chief Executive Officer on duty;
· Use the affected person’s name; speak slowly and clearly and repeat your message if necessary (‘I am instructing you to stop work for the day.  Arrangements will be made for you to be drug tested and then to go home);
· Do not argue or debate; simply repeat your message;
· The Chief Executive Officer will make suitable arrangements to ensure the impaired person gets home safely; and
· Try to persuade them not to drive their own vehicle.
If the impaired person refuses to cooperate:

· Ensure that the Chief Executive Officer or Program Manager has been contacted;
· Assess dangers; and
· Evacuate all surrounding people at risk from the location of the impaired person or isolate the impaired person.
After the incident and the employee returns to the workplace not impaired by alcohol and/or other drugs:

· Sick leave, special leave or sickness benefits advice will be arranged according to the discipline procedures in section 16;
· Information and advice about substance abuse, assessment and counselling will be provided;
· The policy regarding further incidents will be made clear to the employee, and the normal procedures concerning failure to perform will apply.
Further incidents:

Should further incidents of being impaired by alcohol or other drugs occur by the same employee:

· Repeat the above procedure;

· Follow disciplinary procedure outlined in section 16;

· Keep all parties informed; and

· Encourage the impaired person to seek information and counselling and treatment if appropriate.

Information on Alcohol

It is essential that all Share & Care employees are aware that alcohol will impact on their ability to work safely and the effect this may have on the safety of others at the workplace.  This is why Share & Care will not tolerate any employee working under the influence of alcohol not matter how slight.

Alcohol is the most commonly consumed drug in Australia.  It is a potent central nervous system depressant.  Alcohol is a depressant drug that slows brain activity responses and impairs co-ordination.

The effects of alcohol vary according to:

· Gender, body size and weight, state of health, built up tolerance and dependence, the amount and strength of alcohol and the way it is consumed, food in stomach, environmental and psychological factors and whether alcohol is used with other drugs or substances.

A raised blood alcohol level while at work may increase the likelihood of accidents.  Alcohol consumption can lead to delayed reaction time, impaired coordination, memory and other cognitive functions and decrease the ability to concentrate and communicate.  In some cases alcohol consumption may lead to an increased likelihood of violent or aggressive behaviour.  Regular heavy consumption of alcohol can lead to a range of psychological, social and medical problems, and is associated with poor work performance and attendance.  Alcohol dependence is also likely to lead to deterioration of skills and interpersonal difficulties.

Effect of Alcohol on performance

Alcohol is a potent depressant which slows down the body by acting on the central nervous system, affecting both physical and mental functioning.

Excessive drinking can cause cognitive impairment, which can affect judgement, memory and reaction time.  Alcohol-related brain damage can affect short-term memory and reduce the ability to engage in abstract thinking or learn new information.

Alcohol consumption will impact upon the ability of an individual to complete a task.  If the task requires problem-solving skills, or is complex, the effect of alcohol on a person’s thought processes and motor-skills is great.  This can lead to injury in the workplace, particularly when using dangerous equipment.

Research indicates that long after blood alcohol levels have dropped to zero, driving ability may be reduced by approximately 20 per cent (for example, on the day following acute intoxication).  This has been supported by studies on pilots who have shown impairment on flight-related tasks for up to 24 hours after the consumption of five or more standard drinks of alcohol.

The time it takes to remove alcohol from the body can also impinge on work performance.  An individual can drink a large quantity of alcohol in the evening and still have alcohol in his or her body the next day.  As a guide, one standard drink will raise the blood alcohol concentration (BAC) of an average sized healthy woman by approximately 0.03 per cent and that of an average sized healthy man by 0.02 per cent.

Excessive alcohol consumption over a short period of time can lead to hangovers.  A hangover usually occurs several hours after drinking has stopped and all the alcohol has been removed from the body.  Symptoms can include headache, dehydration, tremor, dizziness, nausea and vomiting.  Hangovers can also lead to inattention at work or absenteeism.

Information on Drugs

The use of drugs in the workplace is a serious issue.  Share & Care will not allow any employee to work whilst under the influence of drugs.  Any employee who is suspected of being on drugs will be stood 

down pending further investigation.  Share & Care has based this strict policy on the following information.

Cannabis

Cannabis is the short name for the hemp plant Cannabis Saliva.  Marijuana, hashish and hashish oil come from this plant.  THC is the major psychoactive compound that gives the user a ‘high’ and affects the mood and perception of the user.  Cannabis, when smoked emits a distinctive odour.

Marijuana consists of dried flowers, buds and leaves of the cannabis plant and may be smoked or eatin in food and is the most commonly used illicit drug in Australia.  Marijuana is also known as ‘grass, ‘mull,’ ‘pot,’ ‘weed,’ ‘dope’ or ‘ganga’.

Hashish is made from the resin of the cannabis plant.  ‘Hash’ is stronger than marijuana and is usually mixed with tobacco for smoking.  Hashish oil is a liquid extract and is the most potent cannabis product.  It is usually added to ‘joints’ (cigarettes) or cooked in foods and eaten. As with alcohol, the effects of cannabis will vary from person to person depending on the person’s weight and height, the person’s general health, the person’s mood, the way in which the cannabis is taken or ingested, the amount or concentration of cannabis taken, whether the drug is mixed with other drugs, including alcohol, and the experience and regularity of use.

Cannabis consumption may lead to difficulty in concentration, fatigue, psychological dependence and paranoia.  A person affected by cannabis will exhibit signs of tiredness or lack of interest: poor coordination, confusion, clumsiness, glazed eyes and vision problems, decreased mental alertness, impaired judgement and slowed reaction times.

When cannabis is used in conjunction with alcohol it can decrease alertness and motor and intellectual skills.

Opiate analgesics

The following drugs are opiate analgesics:

H
Heroin (illegal) (Also known as ‘smack, ‘skag’, ‘hammer’, ‘h’, ‘gear’, ‘slow’, ‘horse’).

O
Opium (illegal).

M
Morphine (on prescription or illegally obtained).

P
Pethidine (on prescription or illegally obtained).

Methadone (on prescription or illegally obtained) is used to treat heroin dependent people and is only legal within a treatment program.  Methadone maintenance treatment is recognised as an effective method for treating opioid dependence and reducing the harms associated with illegal opioid use.

During the early stages of methadone treatment a person’s ability to drive a care or operate heavy machinery may be affected.

These types of opiates relieve pain and produce euphoria.  However users develop a tolerance and dependence very quickly.  If large amounts of opiates are consumed, adverse physical effects include nausea, vomiting, constipation, drowsiness, reduced vision and respiratory depression (the cause of death from overdose).  Other effects include lack of emotion, apathy and indifference.

Stimulants

Stimulants are drugs that elevate the mood and increase wakefulness but may have a variety of negative effects such as agitation, fatigue, convulsions and high psychological dependence.

Amphetamines

Amphetamines may be obtained illegally or on prescription.  Amphetamines are known by many names, including ‘speed’, ‘goey’, ‘fast’ and ‘whiz’.

Consumption of amphetamines may affect the user through increased pulse rate and blood pressure, anxiety, confusion, insomnia, loss of appetite and, in some cases, psychosis.

Methamphetamine use is associated with high physical and psychological dependence, extreme paranoia, argumentativeness, loss of appetite and hyperactivity.  In severe cases, users may be affected by hallucinations, delusions or increased likelihood of violent or aggressive behaviour.

Cocaine

Cocaine hydrochloride is a white powder that is also known as ‘coke’, ‘charlie’, ‘flake’, ‘snow’ and ‘c’.

The effects of cocaine are similar to amphetamines.  Consumption of large amounts of cocaine may cause chest pain, a heart attack or psychosis.

Hallucinogens

Hallucinogens are a group of drugs that can change a person’s perception.  Hallucinogens include substances such as Phenylcyclidine (PCP) and Lysergic Acid Diethylamide (LSD).  LSD is also known as ‘trips’, ‘tabs’, and ‘microdots’.  Psylocobin is a hallucinogen that occurs naturally in plant species and is sometimes referred to as magic mushrooms.

Consumption of hallucinogens may lead to illusions and hallucinations, poor perception of time and distance, panic, paranoia, possible drowsiness, hyperactivity, confusion, inability to concentrate, loss of memory and insensitivity to pain and anxiety.

MDMA

Ecstasy is the common name for methylenedioxymethamphetamine 9MDMA).  It is available in tablet, capsule and powder form.  Ecstasy is usually ingested in tablet form, however it can be injected or snorted. Effects include increased blood pressure and body temperature, dehydration, nausea and anxiety.  High doses can lead to convulsions and hallucinations.  Other drugs such as amphetamines are often used with Ecstasy.

Volatile Substances (Solvents and Inhalants)

Volatile substances are commonly known as inhalants or solvents.  They include butane gas, paint thinner and petrol.  As with alcohol, volatile substances are classified as a central nervous system depressant.

Deliberate inhalation of inhalants, along with unintentional inhalation, may lead to intoxication and/or impair the ability to work safely.  Research evidence suggests that short-term use of volatile substances rarely causes permanent damage, except from accidental injury caused by intoxication.

Effects include headache, sore eyes, drowsiness, disorientation, double vision, anxiety, dizziness, tiredness, nausea, poor coordination, slowed reaction time and in higher doses, reduction in muscle strength.

Unintentional long-term inhalation of solvents may be a serious health hazard.  For example, inhaling excessive amounts of toxic substances such as leaded petrol can damage the brain and nervous system, liver, kidneys and bone marrow.  Death can, in rare cases result from arrhythmia (irregular heart beat) or suffocation.

Medication

Everyone at a workplace should be alerted to the fact that some medications prescribed by doctors or available over–the-counter may affect the ability to work safely.

Prescription Medication

Employees taking medication should find out how it affects them by consulting their doctor.

During this consultation employees should explain their work duties to the doctor in order to determine if their ability to work safely will be affected by the medication.

Any directions or warnings on the medication should also be read carefully and followed.

Doctors issuing prescription medication should ask their patients about their work duties when giving advice on the likely side-effects of medication.

Side effects which could affect work performance may include, but are not limited to, drowsiness, being less alert, tiredness, difficulty in concentration, slowed reaction times or decreased physical coordination.  Antihistamines, prescribed or purchased over the counter for allergies or as cold medicine, can cause drowsiness.

For further details please refer to section 13 Safeguards for Medications.

Over the Counter Medication

Employees should ask their doctor or pharmacist about the short and long term effects of medication and whether or not their ability to perform their work duties safely may be affected.  Employees should always be alert to the fact that commonly taken medications can cause drowsiness and impair the ability to work safely.

Combining Drugs

Combining different drugs may increase the intensity or completely alter the effect of the drug.  

It is advisable for employees to seek advice from their doctor or pharmacist about any possible side effects arising from mixing drugs.

Combining medication and alcohol may also alter the side-effect of medication and affect a person’s ability to work safely.  Sleeping tablets mixed with alcohol, for example, may impair judgment or coordination. Further information about alcohol and other drugs and their effect can be obtained from the agencies outlined in Section 16.

Employer Duty of Care

Both Employers and Employees have safety responsibilities according to the Occupational Safety and Health Act 1984 (the act).  While Employers have a duty of Care to provide a safe workplace, employees have a duty to perform their work in a safe and hazard free manner.

Whilst the use of drugs and alcohol is not specifically mentioned in the act, the use of these substances impedes the employer’s ability to exercise their duty of care, and impede the ability of the employees to work safely.

Alongside the Act there is other legislation which refers directly to the use of Drugs and Alcohol in the workplace.  Legislation which may be pertinent to employees and employers at Share & Care include:

· Misuse of Drugs Act 1981
Section 5: Offences concerned with prohibited drugs and plants in relation to premises and utensils.

Section 7: Offences concerned with prohibited plants generally.

· Road Traffic Act 1974
Offences relating to driving a motor vehicle, truck or mobile equipment whilst under the influence of alcohol and/or drugs.

· Workers’ Compensation and Rehabilitation Act 1981
This Act disallows compensation for an employee if alcohol and drugs are involved in the employee’s disablement, unless the incident results in death or permanent disablement.

· In some industries specific laws on alcohol and other drugs apply, for example:

· Fire Brigades Regulations 1943
Regulation 133.3: Conduct requirements

The Occupational Safety and Health Act 1984 established the WorkSafe Western Australia Commission which comprises representatives of employers, unions, government and experts.  The Commission has 

the function of developing the legislation and any supporting guidance material and making recommendations to the Minister for implementation.  To fulfil its functions the Commission is  empowered to establish advisory committees, hold public inquiries and publish and disseminate information.

The Act

The Occupational Safety and Health Act 1984 provides for the promotion, co-ordination, administration and enforcement of occupational safety and health in Western Australia.

With the objective of preventing occupational injuries and diseases, the Act places certain duties on employers, employees, self-employed persons, manufacturers, designers, importers and suppliers. In addition to the broad duties established by the Act, it is supported by a further tier of statute, commonly referred to as regulations, together with lower tiers of non-statutory codes of practice and guidance notes.

Regulations

Regulations have the effect of spelling out the specific requirements of the legislation. Regulations may prescribe minimum standards.  They may have a general application or they may define specific requirements related to a particular hazard or a particular type of work. Regulations may also be for the licensing or granting of approvals, certificates, etc.

Codes of Practice

A code of practice is defined in the Act as a document prepared for the purpose of providing practical guidance on acceptable ways of achieving compliance with statutory duties and regulatory requirements.

Codes of practice should be followed, unless there is another solution which achieves the same or better result; and can be used to support prosecution for non-compliance.

Guidance Notes

A guidance note is an explanatory document approved by the Commission providing detailed information on the requirements of legislation, regulations, standards, codes of practice or matters relating to occupational safety and health.

Obligations of Employers (Section 19 of the Occupational Safety and Health Act)
· Employers have a general duty to ensure the safety of their employees.

· Employer duties are set out in Section 19 of the Act.  Employers must, so far as is practicable:

· Provide a workplace and safe system of work so that, as far as practicable, employees are not exposed to hazards;

· Provide employees with information, instruction, training and supervision to allow them to work in a safe manner;

· Consult and co-operate with safety and health representatives and other employees in matters related to safety and health at work;

· Provide adequate protective clothing and equipment where hazards cannot be eliminated; 

· Provide for the safe use, transport and disposal of machinery and substances.

The use of alcohol and other drugs may present a hazard at the workplace.  The risk of injury or harm to any person resulting from the use of alcohol and other drugs must be assessed and measures taken to reduce the likelihood of any injury or harm occurring from their use.

Where a person’s capacity may be impaired by alcohol and other drugs, the employer should ensure the person is not in a position of personal risk, and that the person does not present a risk to the safety and health of others.

If developing a policy on alcohol and drugs in the workplace, employers are obliged to ‘consult and co-operate’ with any Safety and Health Representatives and other employees.

The Law

The Western Australian Occupation, Safety and Health Act 1984 outlines the legal requirements (duty of care) of both employers and employees.  This act requires employers to take all practical measures to ensure employees are not subject to hazards.  The consumption of alcohol may present a hazard at the workplace.  It is the responsibility of the employer to ensure that a person does not work whilst affected by alcohol.  Employees must also ensure that they do not present a risk to the safety and health of others through the use of alcohol.

If an employer subsidises or provides alcohol at the workplace or allows an employee to consume alcohol during the working day, the Share & Care is failing to protect employees from potential hazards.  This is particularly important in jobs requiring specialist’s skills or where there are dangers from handling chemicals or heavy machinery.

Employers risk prosecution and penalties if an employee, client or member of the public is injured by actions of another employee who is intoxicated or under the influence at work.

Employers have a duty to ensure that work does not harm employees, visitors, clients or customers.  On an international level, civil law suits have also been brought against employers for injury caused by employees who were intoxicated at work sponsored functions.

Smoking

In meeting the requirements of the Occupational Health and Safety Act, Share & Care is committed to maintaining a safe working environment for all staff.  Accordingly Share & Care is required to ensure that all workers are not put at risk from passive smoke.

Smoking is prohibited in all work areas, offices, toilets, washrooms, storerooms and lunchrooms.

If employees must have a cigarette, it must be done during their designated break time, before work or after work. Workers who fail to observe these instructions will be disciplined and repeat offences may lead to dismissal.
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