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THE BASEMENT PROJECT POLICY ON SUBSTANCE MISUSE AT WORK 

1. STATEMENT OF INTENT  

The Basement Recovery Project (TBRP) is committed to protecting the safety, health and well-being 

of its employees, its clients and all people who come into contact with its premises and its services.  

TBRP recognises that misuse of alcohol or drugs poses a direct and significant threat to this goal and 

is committed to ensuring a working environment which is free of this risk.  

Staff, during working hours, must not be in possession of alcohol, drugs or substances liable to 

misuse, on TBRP premises (unless confiscated from a client and brought to the immediate attention 

of other staff). The consumption or use of alcohol, non-prescribed drugs or substances is totally 

prohibited at work. The use, manufacture, sale or distribution of alcohol, drugs or substances on 

TBRP premises will be subject to the Disciplinary Procedure and be classed as a dismissible offence. 

Staff must be aware that for the use, manufacture and/or distribution of drugs classified as such 

under the Medicines Act and Misuse of Drugs Act, criminal proceedings will be instigated.  

TBRP considers dependency on alcohol, drugs or substances to be a health problem. Individuals who 

refer themselves for treatment via Management can expect the same help and compassionate 

approach as with any other illness. It is recognised that alcohol or drug dependency may be the 

presenting problem in situations where there are other underlying issues and sensitive handling, 

support and complete confidentiality are of prime importance.  

2. PURPOSE OF THE POLICY, DEFINITIONS AND GENERAL INFORMATION  

The purpose of the Policy is to provide a statement of the TBRP’s approach to alcohol, drugs and 

substance misuse and a set of procedures to be followed for ensuring its effective implementation.  

2.1 DEFINITIONS  

Substance misuse is the improper or harmful use of any chemical substance which modifies body or 

brain function resulting in physical, social, psychological or behavioural problems.  

This includes:  

 Misuse of controlled and illegal drugs (e.g. class A drugs – heroin, cocaine, ecstasy, 

Class B drugs – barbiturates, Class C drugs – tranquillisers, cannabis, illegal drugs – 

poppers, GHB, liquid X or similar)  

 Misuse of alcohol  

 Misuse of prescribed drugs  

 Misuse of solvents  

This list is not comprehensive. It must also be remembered that drugs prescribed for a medical 

condition may at times cause problems due to side effects. Advice can be obtained from the 

Management team.  

3. RESPONSIBILITIES  
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3.1 MANAGEMENT  

 To own, support and act in accordance with the policy  

 To ensure all employees are aware of the policy and know how to seek appropriate advice  

 To take appropriate action and decisions in line with the policy  

 To provide on-going support  

 To provide advice and training to staff as found necessary  

 To provide support, information and advice to any employee asking for help with a 

substance misuse problem  

 To evaluate employees who have been treated for substance misuse and to assess and 

advise on their fitness to return to work  

 To provide on-going support for employees who have returned to work  

 To arrange for referrals to the appropriate sources for advice and treatment for employees 

with an illness related to substance abuse  

 To participate in training programmes as required  

3.2 ALL STAFF  

 To become familiar with the policy  

 To seek help for any alcohol or substance misuse problem with Management, GP or external 

service  

 To act within professional guidelines and TBRP policy with regard to colleagues suspected of 

having an alcohol or substance misuse problem  

 To inform your line manager of any public offence related to the use of drugs or alcohol.  

4. REFERRAL TO MANAGEMENT  

4.1 SELF REFERRAL  

Employees may refer themselves to Management at any time for confidential help and advice. If a 

problem is identified and the employee is referred to an outside agency for treatment, then the 

employee’s written permission must be obtained by Management to agree a request that time off is 

given for treatment under the Employee Sickness Scheme.  

Regular updates on the employee’s progress with rehabilitation/treatment are required by 
Management, with the employee’s written permission, which should not unreasonably be withheld. 
At the appropriate time the employee will be assessed by Management on fitness to return to work 

and will be subject to a review by Management after returning to work as appropriate. They will not 

suffer any loss of financial payment (subject to the provisions of the TBRP Sick Pay Scheme), status 

or benefit if a treatment programme is successfully completed and the employee is able to return to 

work in a safe and effective manner.  
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4.2 RELAPSES DURING TREATMENT PROGRAMME  

It is possible that an employee may have a relapse in the course of a treatment programme. When 

deciding if disciplinary action is appropriate a manager is expected to review all matters relating to 

an employee including any current or planned treatment programmes or concerns about the safety 

of clients, staff or the public. An employee’s failure to attend or continue with an agreed programme 
of treatment would be a factor to take into account when considering disciplinary action.  

5. STAFF WHO APPEAR UNFIT FOR DUTY  

All staff will be subject to random testing on a voluntary basis. 

When a manager is of the opinion that an employee is unfit for duty, apparently due to the effects of 

substance misuse, the member of staff should be interviewed in the presence of a third party and 

informed that he/she must go off duty as unfit for work. The manager must ensure that a safe 

method of travel home is available, including arranging a taxi where necessary. A written record 

should be kept of this interview.   

If the employee is unwilling to go off duty, the manager should refer him/her to the TBRP 

Disciplinary Policy and suspend the employee from duty.  

6. DISCIPLINARY ACTION  

Being unfit for duty as a result of alcohol, drugs or substance abuse is regarded as gross misconduct 

(see Disciplinary Policy and Procedure) and if proven following an investigation and disciplinary 

hearing may result in disciplinary action up to and including dismissal.  

Employees dependent on alcohol, drugs or other substances that refuse treatment or fail to 

complete a course of treatment will be liable to disciplinary action.  

7. DISABILITY DISCRIMINATION ACT  

Alcohol, drug or substance dependency does not qualify as a disability under the Act. However, 

illnesses or diseases suffered as a consequence of such dependency e.g. liver cirrhosis are covered 

and will be treated the same as any other illness.  

8. WHERE TO SEEK HELP  

In line with the ethos of TBRP, staff members are encouraged to speak to a peer or their Manager, 

either prior to a lapse, or during the lapse period. If a member of staff is unable to follow this 

approach, then they should seek help from: 

 

GP 

Substance Misuse Services 

NA/AA 

 

TBRP will proactively support anyone staff member who seeks help for their lapse, and resources will 

be provided to address the lapse. This may be in the form of specialist counselling, offering a 

budding service or helping to develop a recovery maintenance plan. 
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9. EQUALITY IMPACT ASSESSMENT  

An Equality Impact Assessment has been carried out and is filed in the equality section of the policies 

and procedures manual.  The application of this policy should not discriminate, areas of good 

practice and risk areas requiring attention should be highlighted.  

10. MONITORING COMPLIANCE  

Compliance with this policy will be monitored by Management and reported to the TBRP Board and 

Governance Group.  

11. REVIEW AND REVISION ARRANGEMENTS  

This policy will be reviewed as scheduled in three years’ time unless legislative or other changes 

necessitate an earlier review.  

12. REFERENCES  

Sources of reference material include:-  

 ACAS Code of Practice ‘Disciplinary and Grievance Procedures’ April 2009  

 The ACAS Guide ‘Discipline and Grievances at Work’ April 2009  
 Disability Discrimination Act 2005, available at www.opsi.gov.uk  

 Health and Safety Executive (HSE) 2009, Don’t Mix It, A Guide for Employers on Alcohol at 
Work www.hse.gov.uk  

 Health and Safety Executive (HSE) 2004, Steps to manage sickness absence and return to 

work, available from www.hse.gov.uk  

 Health and Safety Executive (HSE) 2008, Managing sickness absence and return to work, 

available from www.hse.gov.uk/sicknessabsence/index.htm  

  


