Drugs and Alcohol 
Questions and Answered
1. What if I smell alcohol or drugs on an employee when they arrive at the

workplace or workstation?

If you have reasonable cause to believe that an employee in question is

impaired in ANY way by drugs or alcohol it should be the company’s direction, if feasible to send the employee home notwithstanding the fact that you cannot prove

with certainty that he/she is intoxicated.  To do otherwise could endanger the safety of that employee and/or others with whom he/she is working.  
2. How do you determine if an employee is intoxicated or his/her ability to

work is impaired by reason of an intoxicant?

You should be aware that you are not a doctor or specialist in assessing

intoxication or impairment; however the following non-comprehensive list provides

some direction as to likely indicators of impairment:
· Smell of alcohol or drugs on breath;

· Glassy eyes;

· Slurred speech;

· Unusually loud and/or argumentative;

· Unsteady gait or unusual body movements;

· Face abnormally flushed;

· Deterioration in job performance such as sporadic work pace, neglect of details, increase in mistakes, difficulty recalling instructions 

· Smell of cannabis in the air at employees work location and/or discarded drug evidence in the same area.
3. Steps to take when you smell alcohol or drugs on an employee or an employee is suspected of being at work in an intoxicated or impaired condition.

After you smell or confirm physical and behavioural observations, approach the

employee with your suspicions;

Have a witness with you for corroboration, but do not wait to take action if a

witness is not readily available;

Escort the employee to a private location when confronting him/her and ask if

he/she has had anything to drink (or is on, or has consumed drugs);

If reasonable suspicions or signs of impairment are confirmed, immediately remove the employee from the workplace and make arrangements to have his/her functions covered off;

Direct the employee to the appropriate member of management and (after securing the other management representative as a witness) question the employee once again;
If, as result of such interview, you still have reasonable cause to believe that the

employee is impaired direct them to go home, pending further investigation.

4. What should I do to ensure that the employee gets home safely?

You must take all reasonable steps to ensure that the employee does not drive.

At a minimum, you should:

· Call his/her home to have someone else drive him/her home (if someone is


available);

· If no one is available at home to drive the employee, advise them

that you will summon a taxi for him/her and the company will pay for it.

· Ask him/her to leave the keys to his/her car with you;

· If he/she refuses all of the foregoing, then tell the employee if he/she gets


into his/her car you will be forced to call the police; and

· If, notwithstanding the above, the employee insists upon driving his/her own


car, then you should take immediate steps to contact the police and inform 
them of the situation. Where possible you should advise the police of the 
impaired employees registration plate number and the make and model of 
his/her vehicle, as well as their destination.

· If the employee refuses to leave the premises, the police should be called.

5. How do I accumulate proof of what I observed?

Immediately after the employee has departed the premises prepare an Incident Report, including of all of your observations and actions taken. Ask corroborative witnesses to do the same. These statements should be presented to the Human Resources Manager at the first available opportunity.

6. What happens from there?

The Department Manager, and the Human Resources Manager should at the first available opportunity review the facts and circumstances surrounding the incident. If it is confirmed that the employees ability to work was impaired by reason of drugs or alcohol, then progressive disciplinary action should be taken up to and including termination, depending upon the circumstances (e.g., others; past disciplinary record; and reasons tendered (e.g. was on prescribed medication).

7. What do I do if I find someone in possession of or consuming alcoholic

beverages or illegal drugs on the company premises?

You should confront the employee immediately (preferably in the presence of a

corroborating witness) and send them home. All of the facts should be

recorded in an individual statement at the first available opportunity for the

appropriate members of management to review the facts and circumstances surrounding the incident.

The company should have zero tolerance approach to events such as these and the employee should be subjected to progressive disciplinary action, up to and including termination, depending on the individual circumstances.

8. What if I catch one employee selling alcohol or drugs to another?
The facts should be recorded and the employee(s) confronted and then sent

home pending investigation. Depending upon the circumstances, you should

immediately report the matter to the police and ask the employee(s) to wait in

the office until the police arrive. You cannot, however, force the employee(s) to

stay.

9. What if the employee upon confrontation says that he is an alcoholic or

otherwise addicted to drugs or alcohol?

Proceed with steps outlined in points 2, 3, and 5 above and make a note of the

Employee’s response.

If, after further investigation, the employee’s addiction is confirmed at the first

two steps of disciplinary measures, then he/she will be offered assistance by the

company to address and rectify this situation.

10. What if the employee responds that he/she is taking medication

prescribed by a General Practioner?

You should still follow the steps outlined in points 2, 3, 4 and 5 above.

If, after further investigation, it is determined that the cause of the impairment is

attributable to an unexpected reaction from medication prescribed by a GP (or other approved medical specialist) then, depending upon the circumstances, the disciplinary penalty may be modified.

11. What if this is a repeat offender?

The employee should be subject to progressive disciplinary measures, up to and

including termination.

12. What if I find Alcohol or Illicit Drugs on the Premises?

Notify the appropriate persons immediately. Arrange for a suitable person to attend as a witness. Call the police for disposal.

