Alcohol Policy:
Alcohol — when not to drink

e You are not permitted to be under the influence of alcohol or drugs whilst at work.
This applies to activities being undertaken on Scottish Government premises, or
on other premises or in vehicles being used as part of your work.

e You shouldn't consume alcohol during meals or rest breaks.

e Alcohol is not permitted to be brought onto Scottish Government premises if you
intend to drink it on the premises. In exceptional cases, however, you may seek
and obtain permission from the relevant director to provide alcoholic drinks at
special events organised by the Scottish Government. Suitable non-alcoholic
alternatives must always be available. Festive lunches on SG premises should
not be regarded as a special event.

e |If you are found to be under the influence of alcohol at work:

o you'll be asked to leave the premises
e arrangements will be made to take you home
« follow-up action will include encouragement to seek support

e Failure to comply with our substance misuse policy may lead to disciplinary

action.



Extract from ‘Order hospitality’ guidance

Alcohol

As a rule, alcohol shouldn't be provided during working hours on official premises
under the cover of official hospitality.

All applications for official hospitality funds which include an intention to provide a
modest amount of alcohol on official premises during working hours must be
approved in advance at director level.

Providing wine at our expense is allowed when official hospitality is at a restaurant or

reception, but the Scottish Government's alcohol policy must be observed and only a
modest amount of alcohol provided.



Extract from ‘Travel and subsistence rules’

Alcohol
You cannot claim for alcoholic drinks under any circumstances.



Extract from ‘Guide Electronic purchasing card (ePC)’

e An ePC should not be used for:
e purchasing alcohol



SCOTTISH GOVERNMENT SUBSTANCE USE POLICY
1. POLICY STATEMENT

As a health promoting employer, the Scottish Government (the SG) discourages the problem
use of drugs and alcohol amongst staff and aims to raise awareness of their dangers. The SG
aims to provide a supportive, fair and consistent policy for all staff which encourages those
who drink to do so sensibly and preferably not during working hours, particularly in
situations of higher risk such as driving a vehicle, working at height or working with
machinery. We recognise and appreciate that drug and alcohol related problems are an area
of health and social concern and members of staff with such problems will be offered help
and support. Our overriding concern will always be the health and welfare of staff but we
must point out that where a drug and/or alcohol problem adversely affects work
performance, attendance or conduct we shall apply the SG’s Drugs and alcohol use
procedures (see section 6 below). These procedures aim to offer encouragement and
assistance to those who suspect or know they have an alcohol and/or drug related problem
and to assist them and their managers in tackling it.

2. DEFINITIONS
For the purpose of this policy, the following definitions apply

Drugs: “any psychoactive drug whether illegal, over the counter from pharmacies or other
retail outlets, or other legal substances such as solvents other than drugs prescribed at a
particular dosage as medication by a qualified medical practitioner. In the case of prescribed
drugs their possession and proper use is acknowledged as legitimate.”

Problem drug use: “The habitual taking of drugs (as defined) whereby the employee’s ability
to perform his/her duties is impaired, his/her attendance at work is interfered with, or he/she
endangers the safety of others.”

Problem alcohol use: “An alcohol-related problem is defined as any drinking, either
intermittent or continual, which interferes with a person’s health and social functioning
and/or work capability (performance and attendance) or conduct.

3. WHY HAVE A DRUGS AND ALCOHOL POLICY?

The use of drugs and alcohol may endanger health, put people’s safety at risk and can
involve breaking the law. The Scottish Government, under the terms of the Health and
Safety at Work etc. Act 1974 has a responsibility to all employees to ensure that this risk is
minimised. The SG has a role in campaigning against problem drug and alcohol use in
Scotland and we therefore also want to promote this message to staff within the Scottish
Government. We wish to: -

e assist in reducing the personal suffering of staff with drug and alcohol problems (and
that of their families and colleagues);
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e create a shift in culture which removes the tendency to conceal or deny drug and
alcohol related problems and give colleagues, managers and trade unions the
confidence to deal with them;

e wherever possible, prevent the incidence of drug and alcohol related problems at
work which may lead to unacceptable behaviour and unsafe practices at work; and

e provide access to education relevant to this policy.

In consultation with the Council of Scottish Government Unions (CSGU), the Scottish
Government aims to provide a supportive, fair and consistent policy for all staff. This policy
applies to all employees, visitors, employment agency workers and contractors. The SG’s
policy on supporting those with drug or alcohol problems is equally applicable to those who
have problems with illegal or prescribed drugs (such as painkillers and sedatives).
Additionally, this policy aims to support staff who may work with others who are
experiencing a drug or alcohol use problem.

4. ALCOHOL AND DRUG USE WHILST AT WORK

e The Scottish Government does not permit any employee, or those working in or
providing services to the SG, to be under the influence of alcohol and/or drugs whilst at
work. This applies equally to activities being undertaken on Scottish Government
premises or on other premises or in vehicles being used as part of the person’s work.

e Staff are requested not to consume alcohol during meal or rest breaks.

e Alcohol is not permitted to be brought in for the purposes of consumption on SG
premises. In exceptional cases, requests for alcohol to be provided at special events
organised by the SG may be considered and will require authorisation provided by the
relevant Director. At such events, suitable non-alcoholic alternatives must always be
available. For the avoidance of doubt, festive lunches on SG premises should not be
regarded as a “special event”.

e Any member of staff under the influence of alcohol and/or drugs whilst at work will be
asked to leave the premises by their line manager and arrangements will be made for
them to be taken home. Follow up action should include encouragement to seek
support (see section 5) and may also involve taking steps under the drugs and alcohol
use procedures (see section 6).

e Failure to comply with the above requirements and conduct outside of working hours
can give rise to disciplinary action, in line with the discipline policy.

5. WHAT SUPPORT IS AVAILABLE IF | OR A COLLEAGUE HAVE A PROBLEM?

Members of staff who suspect or know they have an alcohol and/or drug related problem
are encouraged to seek help voluntarily at an early stage from their medical practitioner or
an appropriate external agency, their line manager, HR On Line , the Wellbeing Services
Managers, Employee Assistance Service (EAS), or Trade Union rep. A list of internal and
external sources of help can be found in Annex C and Annex D of this policy.

Members of staff who recognise they have an alcohol and/or drug problem which is
affecting their performance, attendance or conduct may choose to seek help themselves by
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approaching their line manager and/or HR and will be treated no less favourably . In doing so
they will be assisted through the Drugs and alcohol use procedures.

6. DRUGS & ALCOHOL USE PROCEDURE

The Scottish Government is committed to providing support to those who have a drug
and/or alcohol use problem. A member of staff with such a problem, which is adversely
affecting their performance, attendance and/or conduct, will be provided with support and
assistance through this policy (see below and flowchart at Annex B). We shall also, if
considered appropriate, use the relevant performance, attendance and/or disciplinary
procedures in conjunction with any support. It should be noted that at all stages of action
taken in terms of this policy employees have the right to be accompanied by a trade union
representative or a colleague. All information disclosed will be treated as confidential and
staff will be treated no less favourably as a result.

Procedures
Where a member of staff has a performance, attendance and/or discipline problem
suspected to be the result of problem drug and/or alcohol use: -

* The line manager will arrange to meet the member of staff in private to discuss their
concerns. Where a drug or alcohol problem is acknowledged the line manager will liaise
with the HR People Advice and Wellbeing (PAW) team, who may also wish to meet with
the member of staff. We appreciate that this may be a difficult time for those involved
and every effort will be made to ensure that proper guidance is given to all managers .

* In most circumstances the member of staff will be referred to their GP for assistance and
a formal referral will be initiated to the Scottish Government Occupational Health
provider to determine the nature and extent of the problem and to advise on possible
treatment.

= The member of staff will be required to follow any specialised medical treatment which
is arranged for them in conjunction with their GP and the Scottish Government’s
Occupational Health specialists. Occupational Health will liaise with the member of
staff’'s GP to monitor the member of staff’s progress and advise on what may be
reasonably expected in terms of performance and attendance.

= Managers will be supportive and allow reasonable time off for their members of staff to
undergo treatment. Absences for treatment will be treated as sick absence subject to the
SG’s terms and conditions in relation to pay during sick absences. For those who
successfully undergo treatment and have no further relapses their future career
prospects will not be affected.

* The appropriate performance, attendance and/or disciplinary procedures will be
followed where the member of staff:-
(a) refuses to acknowledge that he/she has a drug or alcohol related problem;
(b) refuses to attend Occupational Health;
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(c) refuses to co-operate with any programme of support/treatment designed to help
them to overcome the problem; or
(d) where it is concluded that there is not a drugs or alcohol related problem.

Relapses

=  Members of staff with a drug or alcohol use problem may need long term support. Cases
will be considered on their merits, and in the light of professional advice, sympathetic
consideration will be given to further treatment. It should be recognised, however, that
this cannot continue indefinitely.

7. LEGAL IMPLICATIONS OF THE USE OF ILLEGAL DRUGS

The Scottish Government has to recognise and accept that in addition to potentially serious
risks to health, possession and use of certain drugs is illegal and we can in no way condone
illegal behaviour. Under the Misuse of Drugs Act (1971), it is against the law to produce,
possess or supply illegal drugs and staff should never knowingly allow illegal drugs on the
premises. With regard to the production, possession or supply of illegal drugs on its
premises the Scottish Government will operate a zero-tolerance regime. Such offences will
automatically be reported to the police.

If you believe a criminal offence is being committed on Scottish Government premises you
should immediately contact the Chief Security Officer. If you find illegal drugs on Scottish
Government premises, you must ensure that the Office of Security and Information
Assurance (OISA) is notified immediately. They will arrange for the police to collect them.
Anyone, who finds and then holds on to drugs, even if they are not using them, may be guilty
of an offence

8. MONITORING AND EVALUATION

The Scottish Government will ensure that systems are in place to monitor the effectiveness
of this policy and to review and if necessary, amend the policy from time to time. This will
usually be the responsibility of the HR Policy Team and will be done in consultation with
CSGU.
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Annex A

RECOGNISING PROBLEMS

Signs that someone may have a drugs or alcohol use problem include:

e sudden mood changes;

e unusual irritability or aggression;

e loss of concentration and memory;

e hand tremors, slurred speech, frequent minor accidents;

e atendency to become confused;

e abnormal fluctuations in concentration and energy;

e impaired job performance;

e poor timekeeping;

e increased short-term absence;

e adeterioration in relationships with colleagues, customers or management;
e dishonesty and theft (arising from the need to maintain an expensive addiction);

e strong smell of alcohol on breath and or incoherent speech

e REMEMBER: all the signs shown above may be caused by other factors, such as stress or
mental illness. If you are in any doubt or have any concerns, contact the HR Shared
Service Centre on ext 48500.
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Annex B
DRUGS & ALCOHOL USE PROCEDURES
Member of staff is identified as having a performance,
attendance and/or conduct issue suspected as a result of
a drug or alcohol use problem.
Line manager arranges meeting with member of
staff to discuss difficulties aiming to rectify
problem. HR may be involved at this stage.
v v
Drug/alcohol related Drug/alcohol related problem identified. HR People
problem is not Advice Manager/Wellbeing Services Manager meet
identified. Action privately with member of staff. Referral to GP and
considered under Occupational Health Services initiated and progress
appropriate monitored.
procedures.
! ' I
Performance, attendance and/or
Performance, Member of staff

conduct does not improve or the
member of staff is found to have
endangered the safety of
themselves or colleagues while
at work, - the Scottish
Government will consider
further action under the relevant
performance, attendance and/or
disciplinary procedures.

attendance and/or
conduct improves,
however - support for
drug/alcohol problem
may continue.

refuses referral to GP
and/or Occupational
Health Services -
formal action may be
considered under the
relevant
performance,
attendance and/or
disciplinary
procedures.
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ANNEX C
INTERNAL HELP AND INFORMATION

Your Line Manager

Your line manager can encourage and support you in your efforts to tackle your problem
drug/alcohol use. They will be able to refer you to the appropriate internal sources of advice
and support.

HR People Advice team

The HR People Advice Team can contact you if you would like to discuss something that is
personal or sensitive, that you feel may be affecting your or a colleague’s performance,
attendance or conduct. Contact the team via HR Online . If you need urgent advice or
assistance, you can contact the HR Helpdesk by calling ext 48500 or 0131 244 8500 and
selecting option 2. They will contact the HR People Advice team who can give advice on
procedures to be adopted if you are concerned that an individual has a drug/alcohol
problem that is affecting their performance or behaviour.

The HR helpdesk is open from:

e Monday, Tuesday, Thursday - 8:30am to 5pm
e Wednesday -11am to 5pm
e Friday - 8:30am to 4:30pm

More information can be found here: Helpdesks (sharepoint.com)

Wellbeing Services Team

Our internal wellbeing services team offer a workplace safe-space for confidential wellbeing
conversations on health, caring, emotional, relationship, and work-related welfare issues.
Managers can get help when a situation requires specialist knowledge and skills.
The team:

e manages the Employee Assistance Service

e maintains a close relationship with the Charity for Civil Servants

e provides support to Scottish Government staff following a bereavement

e coordinates police welfare checks

e offers corporate sessions on a range of wellbeing topics

Your Trade Union

Your trade union may be able to offer advice and support about a range of health issues
including alcohol and drug abuse: Council of Scottish Government Unions
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ANNEX D
SOURCES OF EXTERNAL ASSISTANCE AND INFORMATION ON DRUGS

AND ALCOHOL

Charity for Civil Servants - supports all civil servants, past and present, throughout their
lives, with whatever problems they may have. The charity provides a range of information
such as debt management and financial assistance and wellbeing

You can access help through their website, help and advice webinars and trained advisors
who are there to listen and help you cope with life's unexpected challenges.

Help and advice on Health and wellbeing matters, including a wellbeing toolkit and ‘request
a wellbeing conversation’

Employee Assistance Service (0800 587 5670) is a 24-hour employee assistance help line.
Our Employee Assistance Service (EAS) is delivered by Optima Health. It provides
professional support and guidance to colleagues employed by the Scottish Government who
are experiencing:

e emotional (bereavement/grief, relationship issues, bullying and harassment, trauma)

e financial (including debt management and gambling issues)

e practical (childcare/eldercare, legal issues, retirement, work-life balance)

e health and social problems (personal/family ill-health, problem substance use,
sickness absence, work-related stress, anxiety)

You can get expert guidance from the Employee Assistance Service whether you are
experiencing issues at work or at home.

Your GP

Know the Score — information line

Telephone: 0800 587 5879

Website: http://www.knowthescore.info

Hours: Monday to Friday 9am-9pm, Weekends 10am-4pm

The Know the Score Information line 0800 587 5879 is a confidential 24-hour service which
will put you in contact with trained operators who can provide a directory of drug services
throughout Scotland. Calls from landlines are free and won’t show up on the phone bill. Calls
from a mobile vary in cost depending on which network you’re on and might show up on the
bill. This information is also available on the website, or via their dedicated online webchat
service.

SFAD - Scottish Families Affected by Alcohol and Drugs
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Helpline: 08080 101011
Website: Scottish Families Affected by Alcohol & Drugs (sfad.org.uk)

SFAD runs a national confidential Helpline and online chat service to offer support to anyone
affected by someone else’s alcohol or drug use.

Alcoholics Anonymous

AA Northern Service Office - Baltic Chambers, 50 Wellington Street, Glasgow, G2 6HJ
Helpline: 0800 9177 650 Email the support team: help@aamail.org or contact them via the
web chat

Website: Alcoholics Anonymous Great Britain (alcoholics-anonymous.org.uk)

Scottish information centre, offering help and support to people who are trying to overcome
problem alcohol use; co-ordinates local groups and activities.

Narcotics Anonymous

Website: Welcome to UKNA | UKNA | Narcotics Anonymous in the United Kingdom
Helpline: 0300 999 1212

Hours: 10:00am — 12:00am (midnight)

Find a local meeting

Narcotics Anonymous is a national organisation offering help and support for those trying to
overcome substance addictions through local groups and activities.

NHS 24Scotland
Website: NHS 24 | NHS 24
Provide information on services throughout Scotland.

Al-Anon Family Groups UK and Eire

61 Great Dover Street, London, England SE1 4YF

Helpline: 0800 0086 811

Hours: 10am —10pm

Email: helpline@al-anonuk.org.uk

Website: Al-Anon UK | For families & friends of alcoholics

Find a local meeting

Al-Anon offers understanding and support for families and friends of people with alcohol
related problems.

Drinkaware - an independent charity which aims to reduce alcohol-related harm by helping
people make better choices about their drinking.

Support services

Drinkline — National Alcohol Helpline (Scotland region) - a national helpline providing
counselling, support, advice and information.
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Tel: 0800 7314 314.

Hours: Monday to Friday 9am-8pm, Weekends 11am-4pm.

DrinkChat available online at: Chat with an advisor | Drinkaware (Monday to Friday 9am-
2pm)

Citizens Advice Scotland

Website: Citizens Advice Scotland

The Samaritans

Telephone: 116 123 (available 24 hours). This number is free to call from both landlines and
mobiles, including pay-as-you-go mobiles. You do not need to have any credit or call
allowance on your plan to call 116 123.

Website: Samaritans Scotland
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