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1 purpose

1.1
Aims

1.1.1
The purpose of this Procedure is to ensure that the Supporting Alcohol, Substance Use and Gambling Concerns in the Workplace Policy is applied to provide a fair and consistent method of support for all Council employees.

1.2
General

1.2.1
A list of all policies that connect to the Supporting Alcohol, Substance Use and Gambling Concerns in the Workplace Policy and Procedure can be found in Section 6 of the Policy.  The majority of standard template letters and documents relevant to these procedures can be accessed from ICON and appropriately adapted. Services must not create their own letters. 
1.3
Responsibilities 
1.3.1
It is essential that employees are aware of the following:

· they do not consume alcohol, take substances or partake in any form of gambling (with the exception of charity fundraising gambling) during the course of the working day, that is likely to contravene this policy or any other Council policy i.e. ICT policies/procedures; or impact on their ability to carry out their role effectively.

· they do not come to work under the influence of alcohol and/or substances; (a list of symptoms which may be identified as indicating ‘under the influence’ are listed in Section 3.)

· they will take advice from their GP/Pharmacist regarding side effects of prescription or over the counter medication in relation to performance at work and keep their Line Manager informed

· they are aware that they may be required to participate in testing where this is agreed as part of a supportive alcohol or substance recovery programme

2 IDENTIFYING ALCOHOL, substance use and gambling CONCERNS
2.1
Alcohol and substance use are significant issues in Scotland.  Similarly, those living in the most deprived areas of Scotland are nearly three times as likely to have gambling concerns.  These findings show that alcohol, substance use and gambling concerns affect more people than is commonly thought and have a detrimental effect on people’s lives, families and communities. In addition, as a result of the COVID-19 pandemic and predicted economic downturn we recognise that the widespread uncertainty about people’s livelihoods, increased stress and pressure, and feelings of being socially isolated as a result of the numerous lockdowns and social distancing measures has led to concern about whether people may be more likely to use alcohol, substances and gambling as a coping mechanism.
2.2
Inverclyde Council is committed to providing a safe and effective working environment and to improving the health, fitness and wellbeing of its employees, ensuring effective interventions, treatment, training and support services are available for Council employees when required.  

2.3
It is therefore essential that we have support mechanisms in place to allow us to feel capable and confident to discuss sensitive issues with staff and to support them to get the help they need.  Employees will be made aware of what support is available to them, should they need it, including signposting to external professional sources of help. 
2.4
While not everyone who has alcohol, substance use and/or gambling concerns will begin to misuse or become dependent on them, it’s worth remembering that even infrequent use can impact on the workplace in many ways, including: 
w increased absence
w problems with punctuality
w reduced work performance and productivity
w safety risks to the individual and others
w possibility of erratic workplace behaviour (which in some circumstances can lead to increased risk of violence, sexual harassment or aggressive/abusive language)
w adverse impact on company reputation and customer relations
w negative impact on team morale
2.5
Some people may not show obvious signs of alcohol, substance use and/or gambling concerns, that doesn’t mean concerns don’t exist. It doesn’t matter that the issue may occur outside of the workplace, the potential impact on productivity, fellow employees and the workplace means that this is an issue that we need to understand and be prepared to deal with.  Difficult situations can arise from alcohol and/or a wide range of substances that can alter people’s physiology, mood, behaviour and thinking. The ways in which they do this can differ significantly. Some substances are legal, others are not. 

2.6
The identification of alcohol, substance use and gambling concerns in the workplace is dependent upon the experience of management and the expertise of counselling agencies.  In the case of management, the experience lies in identifying that a work-related issue exists. This is not necessarily brought about by any one of the indicators noted in Section 3 being present - a number of these symptoms may be highlighted and it is those, coupled with your knowledge of the individual and the situation, which gives cause for concern and leads you to the conclusion that a concern may exist.  Given the breadth and necessity of being prepared to handle this issue, this procedure outlines how to support and manage employees who are struggling with alcohol, substance use and/or gambling concerns. Appendix 2 is a flow chart which highlights the process to be followed.
2.7
The expertise of the counselling agency enables a decision to be made as to whether or not the issue stems from alcohol, substance use or gambling concern.  Managers should never attempt to fulfill the role of the counselling agency.

2.8
To involve the counselling agency there must be a substantiated belief that an alcohol, substance use or gambling concern may exist, this can be from admittance by the employee, which may or may not be true, or from facts emerging from investigation of the circumstances of the case.  
There are indicators, which may assist in reaching this conclusion, and these can be categorised as follows (please note that these are indicators only): 
3 GENERAL CONCERNS
Financial difficulties, borrowing money, marital/family issues, alcohol/substance-related offences, aggression/violence, neglect of appearance, loss of interest in outside hobbies/family/friends, reputation as someone with alcohol/substance user, or gambling related concerns, inappropriate drinking/substance use/gambling behaviour, health problems, deterioration in relationships with colleagues. 
3.1 Behavioural and Physical Signs at Work 
Employees can display signs, symptoms or behaviours which may indicate that they have an alcohol/substance use or gambling concern, however, it is important to note that the presence of some of these do not always indicate this e.g. absenteeism and decreased work performance can be caused by a variety of reasons, none of which are related to any of the above concerns.  

The following links are a list of resources for Managers and staff, to signpost you to relevant websites for support and guidance.

	Name of Organisation
	Contact Details (Website, Telephone Number, social media)

	Adfam
	https://adfam.org.uk/

	Addaction
	https://www.wearewithyou.org.uk/

	Alcoholics Anonymous
	www.alcoholics-anonymous.org.uk
Tel: 0800 917 7650 (24hr helpline)

	Beating Addictions
	www.beatingaddictions.co.uk

	Breaking Free
	https://www.breakingfreeonline.com/
Click SIGN UP

Use Access Code:  ScotGov2020 to complete the required fields

	Drugs - Know the Score
	http://knowthescore.info/
Tel:  0333 230 9468

	FRANK
	www.talktofrank.com
Tel:  0300 123 6600

	Gamblers Anonymous
	www.gamblersanonymous.org.uk

	Gamcare
	https://www.gamcare.org.uk/?cn-reloaded=1
Tel: 0808 8020133


	Inverclyde Alcohol & Drug Recovery Service
	Tel:  01475 715353

	Moving On Inverclyde
	Tel:  01475 735200
Mobile:  07767167388 or 07767167389

	National Association for Children of Alcoholics
	www.nacoa.org.uk
Tel:  0800 358 3456

	National Gambling Helpline
	www.begambleaware.org
Tel: 0808 8020 133 (daily, 8am to midnight)

	NHSGGC Quit Your Way
	https://www.nhsggc.org.uk/your-health/healthy-living/smokefree/quit-your-way/
Telephone Support: 0800 916 8858

	Scottish Drugs Forum
	http://www.sdf.org.uk/covid-19/

	Scottish Families Affected by Alcohol and Drugs in Inverclyde
	https://www.sfad.org.uk/
Tel:  08080 101011; email: helpline@sfad.org.uk

	Smart Recovery Groups
	https://smartrecovery.org.uk/

	Turning Point
	Provides health and social care services for people with drug, alcohol and mental health concerns
www.turning-point.co.uk

	We are With You
	https://www.wearewithyou.org.uk/help-and-advice/coronavirus-covid-19/

	Your Voice
	Tel:  01475 728628


4 INFORMAL MEETINGS
4.1.
General
4.1.1
When meeting with employees whose job performance is suspected, or known to be, affected by alcohol, substance use or gambling concerns, the first task is to identify deteriorating work performance.  However, it must be stressed that all employees exhibit some work performance issues occasionally; it is the pattern of issues over a period of time that should be noted.

4.2.
Nature of the Concern
4.2.1
The Council’s Supporting Alcohol, Substance Use & Gambling Concerns in the Workplace Policy provides a means of dealing with employees, who are suspected to have, or known to have, an alcohol, substance use or gambling concern, which is affecting work performance.  Therefore, before raising the issue of alcohol, substance use or gambling it is important to be familiar with the policy and consider all possibilities, for example:
 Does the employee have some other type of personal issue(s) affecting work performance?

 Does the working environment make the issue worse?

 Are there issues with management (e.g. work relationships, demanding workloads)?

 Are service/department constraints partly responsible for the employee’s issues (e.g. unrealistic deadlines, unsociable hours, high level of vacancies/staff shortages)?

 Are there issues with colleagues (e.g. work relationships, isolation)?

4.3. 
Documentation
4.3.1
Documentation will provide an objective record of events and is needed to determine a pattern of deteriorating work performance, which can help lead to an early informal meeting.  Keep a diary note or informal written account of events over a period of time, and note:

 Instances of poor work performance and/or attendance
 the facts, not hearsay or impressions

Note:
All documentation should be treated as confidential.

4.4
Conducting the Informal Meeting
4.4.1
We are keen to deal with alcohol, substance use and gambling concerns in a supportive way and offer help to employees to address the situation. The approach used to deal with any potential or known alcohol, substance and/or gambling concerns will vary in different situations and will also be dependent on the level of concern. If the concerns have a serious health and safety impact, for example if the person is a driver, operating machinery or caring for others, then the issue should be dealt with immediately through a formal meeting.  Managers also have the right to relocate/redeploy the employee on an interim basis. 

4.4.2
The informal meeting should be supportive, but should also identify if the person requires a temporary change in duties until the issue is resolved. If however, the concerns identified and associated risks are at a lower level – for example if there has been a drop in performance or if the person is regularly turning up late on Mondays/taking longer breaks - an informal meeting is often the best way to discuss these concerns. 

4.4.3
It is important that this meeting offers clear and honest reasons and feedback to the person as to why this is being raised. Discussions should focus on the specific behaviours or actions that have caused concern and move on to explore if alcohol, substances and/or gambling is a factor within this.
4.4.4
These conversations can at times be difficult, but being calm and supportive and sticking to the specific concerns can help separate this particular situation from the person’s overall work performance and history, and reduce the potential for confrontation.
4.4.5
If a manager notices work performance deterioration and suspects the concern may be alcohol, substance or gambling related, the following procedure should be followed:

 Hold the meeting in a private location;

 The meeting should be a two-way discussion;

 Highlight the factual shortcomings in work performance, conduct or attendance, providing clear examples to illustrate;

 Listen to explanations;

 Where appropriate, advise of the improvement required, set mutually agreed remedies and targets for rectifying performance, including timescales for improvement;

 Ensure the meeting does not move into formal discipline. If necessary, adjourn and seek advice from the Ops Team.
 Keep an informal record of the meeting and use this as a basis for monitoring and reviewing performance over a specified period;

 Set a date for a follow-up review meeting;

 Should the meeting establish that the performance issues are related to the employee’s personal life, the necessary counselling referral and support should be discussed and provided (see Sections 5 and 6 below). The OD & HR services can advise on appropriate counselling agencies.

 Advise the employee that failure to improve may lead to formal disciplinary proceedings being instigated.
4.4.6
Employees who, having come to notice as possibly having an alcohol, substance related or gambling concern, decline to accept the offer of referral for diagnosis and/or help or treatment; or who discontinue a course of treatment before satisfactory completion, and who continue to deliver an unsatisfactory level of work performance, will be subject to the normal disciplinary procedures (see Section 5).
4.5.
Confidentiality

4.5.1
The confidential nature of any records of employees or clients with alcohol, substance use and/or gambling concerns will be strictly preserved. However, information relating to clients who pose a risk of violence to staff may be passed on internally within the council – GDPR and Data Protection requirements will be maintained.
4.5.2
If information comes to light, which raises concerns about the welfare of a child or vulnerable adult, the Council has a legal obligation under the Children Scotland Act 1995 to report these concerns to the appropriate authorities.  Please refer to Appendix 1 for further details.

5 FORMAL DISCIPLINARY PROCEEDINGS

5.1
General

5.1.1
If an informal meeting does not bring about improvement, or the misconduct or unsatisfactory performance is considered to be too serious to be classed as minor (e.g. where an employee is under the influence of alcohol whilst at work), formal disciplinary proceedings should be instigated.  Please follow the ‘Disciplinary Policy and Procedures’ and the accompanying ‘Disciplinary Management Guidelines’ where you will find detailed guidance on how to conduct the investigation, what to do if two or more employees are involved, dealing with witnesses, conducting the formal disciplinary hearing, the Do’s and Don'ts of Interviewing etc.

5.2
Precautionary Suspension – Under the Influence of alcohol and/or substance
5.2.1
An immediate supervisor has the necessary delegated authority to apply a precautionary suspension to any employee who is considered to be creating a situation whereby he/she is in personal danger or is a danger to other employees or to the general public (e.g. under the influence of alcohol, fighting, etc.)  If it is considered that the employee is either a risk to themselves or others, the manager should take the following steps: 
 Ask the employee to accompany you to another office or quiet location;
 Where possible call for assistance (e.g. another supervisor) to witness events;
 State clearly to the employee the reasons you have for suspecting they are unfit for work;
 Provide the employee with an opportunity to explain their conduct;
 Consider the matter and decide whether it is necessary to suspend the employee from duty as a precautionary measure;  

 If so, explain the reasons for suspension;
 If not, consider if you can relocate/redeploy the employee on an interim basis;
 Record all details of the meeting.

5.2.2
A suspension will require the employee to leave the workplace and report to the Head of Service (or nominated Senior Officer) at the earliest agreed time the next working day.

5.2.3
If the conduct is such that you believe the employee to be intoxicated/under the influence, you should insist that the employee does not drive a vehicle and should do the following: 
 if the employee drives a Council vehicle, permission to do so must be withdrawn immediately;

 arrange transportation through a friend or relative of the employee or through transportation services;

 if suitable transportation cannot be arranged and the employee is not causing disruption, allow the employee to remain on Council premises in a restricted area until transportation is available or the employee is no longer impaired;
 if the employee refuses the above, or is causing disruption, appropriate assistance should be sought.  The individual cannot be physically restrained from leaving the premises, but the Council reserves the right to protect third parties and property and will notify the police if circumstances warrant.  

5.2.4
A precautionary suspension does not constitute disciplinary action, therefore there is no right of appeal against the suspension.  The suspension will be with pay and is a temporary measure.
5.3.
Suspicion that Employee has an Alcohol and/or Substance Concern
5.3.1
If, in the course of an investigation or a disciplinary hearing, a manager suspects, or the employee alleges, that they have an alcohol/substance use and/or gambling concern, the following procedure will apply: 
5.3.2
In accordance with the terms of the Council’s ‘Disciplinary Policy and Procedures”, the disciplinary hearing should be conducted as normal. Any decision/sanction should be issued as normal, even if the employee agrees to, cooperates, and successfully responds to, agreed treatment or counselling.  
5.3.3
If, however, an employee rejects the offer of referral, discontinues a course of treatment before satisfactory completion, or continues to return unsatisfactory levels of work performance and/or conduct, then normal disciplinary procedures will apply.

5.4.
Dealing with Doubtful Cases

5.4.1
In certain circumstances it may be impossible to prove that an employee has been drinking, using substances or gambling whilst on duty.  Sometimes an outcome will depend upon one person’s word against another.  
Whilst online gambling is prohibited and not accessible from Council technology (or the employee’s own smart phone/equipment), attempt to gain access to online gambling sites will be detectable by the ICT department (for use on Council equipment) and reports provided as evidence.  However, providing that a full and adequate investigation has been carried out, a genuine and reasonable belief based on the facts known at the time is sufficient in order to apply whatever disciplinary measures are necessary.  

5.4.2
This is particularly relevant where an employee may also be subject to court proceedings.  In such circumstances, it is possible that a court of law may find an individual not guilty, but their employer may still take disciplinary action.  The burden of proof does not have to be ‘beyond reasonable doubt’.  If managers can show that they have investigated as thoroughly as they can and have validated the accounts of credible witnesses or third parties, then a decision can be made on reasonable belief.

5.5
Additional Support/Help and Treatment
5.5.1
Employees who feel they have an alcohol, substance use or gambling concern are encouraged to seek help and treatment voluntarily either through the Council’s procedures or through resources of the employee’s own choosing.

5.5.2
Employees who come to notice, through observation or by normal disciplinary procedures, as possibly having an alcohol, substance or gambling related concern, will be offered the opportunity immediately to seek acceptance/diagnosis and, if necessary, treatment from the appropriate agencies.  As neither management nor Trade Union representatives have the specific skills or qualifications to diagnose alcohol, substance or gambling related concerns, such referrals to appropriate diagnostic and treatment agencies will be based on health grounds and/or work capability or conduct.

5.5.3
The encouragement, or offer of an opportunity, to seek and accept help and treatment is made on the clear understanding that the employee will be granted, if necessary, reasonable leave to undergo treatment and such leave will either be treated as authorised absence, or sick leave within the terms of the sick pay scheme.
5.5.4
Following return to employment, after or during a period of absence, interim redeployment or treatment, should work performance again suffer or a relapse occur as a result of alcohol, substance use or gambling related concerns, each case will be considered on its merits in conjunction with Occupational Health, Human Resources, line management and the employee’s alcohol/substances/gambling counsellor.  If appropriate, a further opportunity to accept and co-operate with help and treatment will be offered.
5.6
Highlighting the Concern
5.6.1
The possible existence of an alcohol, substance or gambling related concern usually comes to light in one of the following ways:

 the employee voluntarily admits to having an alcohol, substance and/or gambling concern;

 the employee is intoxicated or shows signs of taking substances in the workplace
 observation of an employee’s work performance shows that work capability is impaired and the indicators are that alcohol, substances or gambling may be the reason.  This relates to a situation, where although work performance/conduct is below standard, counselling rather than formal action is deemed appropriate;
 through implementation of the disciplinary procedures.

5.7
Further Information

5.7.1
Further information and support can be obtained from the following:
 Supporting Attendance Policy & Procedure (this can be found on ICON)
 Inverclyde Alcohol & Drug Recovery Service, Wellpark Centre. Tel:  01475 715353.  The service can provide up to date information on local support agencies for alcohol and substance related concerns, including needle exchange and naloxone. 
 Moving on Inverclyde.  Tel: 01475 735200; Mobile: 07767167388 or 07767167389.  Supporting people to achieve improved recovery from alcohol and drug use.
 Information on gambling concerns can be sought from Gamblers Anonymous (www.gamblersanonymous.org.uk); or National Gambling Helpline (www.begambleaware.org/  - Tel: 0808 8020 133)
 Training is delivered by the Drink Safe Team and is free to anyone in Inverclyde.  To book a place on this course or find out further information contact: healthierinverclydeproject@inverclyde.gov.uk
 Your Voice. Offering practical support and guidance for people in/seeking recovery, this includes food/energy/mobile top ups.  Tel: 01475 728628, select Recovery Enthusiasts 4, and you will get through to the Recovery Development Coordinator.
 I FiT (Inverclyde Faith in Through Care).  Offering support, signposting etc. Contact 07542149372 or email robbie@ifit.scot for:
 Online sources of help are available from:  http://www.inverclydeadp.org.uk/
6 THE REFERRAL PROCESS

6.1
If, in the course of an investigation or a disciplinary hearing, a manager suspects, or the employee alleges, that they have an alcohol/substance use and/or gambling concern, the Manager will contact the Ops Team.  The HR Advisor will liaise with the employee and arrange an immediate appointment with an approved Counselling Service.  The employee will be asked to provide consent for the Counselling service to feedback to the Council.
6.2
The Counselling Service will undertake an assessment to establish the nature and extent of the concern.

6.3
The Counselling Service will notify the HR Advisor whether or not an alcohol, substance use or gambling related concern is confirmed and, if appropriate, arrange a suitable programme of help and treatment.

6.5
If an alcohol, substance use or gambling concern is confirmed, the HR Advisor will obtain the co-operation and agreement of the Service concerned, regarding any reasonable absence from work, if necessary, and any other assistance required.

6.6
If the employee co-operates and accepts the help and treatment prescribed and returns to an acceptable level of work performance/attendance, the issue will be considered resolved.  

6.7
If the employee does not co-operate, the Counselling Service will notify the HR Advisor who, in turn, will refer the employee back to the Service.  

6.8
If work performance issues continue to recur, a decision will require to be taken as to whether the employee will be remitted for further treatment, or if the next stage of the disciplinary procedures should be applied.

7 REFERRAL OPTIONS


As already indicated, the existence of an alcohol, substance use or gambling related concern usually comes to light in one of several ways.  To meet those situations, the procedures below have been established.

7.1
Voluntary referral via the Council

7.1.1
Where an employee decides to voluntarily seek help through the Council’s referral procedure: 
w Employee should contact an HR Advisor, either directly or through his/her own immediate supervisor.
w HR Advisor will liaise with the employee and arrange an appointment with an approved Counselling Service.
w The Counselling Service will confirm whether or not an alcohol, substance use or gambling concern exists and if so, with the employee’s co-operation, arrange a programme of treatment and help.

7.2
Direct Referral by Management - Non-Disciplinary

7.2.1
In some instances, the effects of an employee’s alcohol, substance use or gambling concern on work performance may not merit the application of disciplinary procedures.  In these circumstances, and with the employee’s consent, the HR Advisor may contact the Counselling Agency for assessment and assistance as appropriate.  The advantage of this option is that it is a preventative measure that enables the employee to receive assistance without disciplinary action (and the Council is aware that he/she is receiving assistance).

7.3
Compulsory Referral by Management - Disciplinary

7.3.1
These types of referrals are those described above in Section 6. 
8 GUIDANCE NOTES ON THE EMPLOYEE’S RE-ENTRY INTO WORK FOLLOWING REHABILITATION, IF ABSENT FROM WORK
8.1
On return to work following a period of treatment, where the employee has been absent from work, the employee will be able to return to the same job, unless the Council decides that the effects of the employee’s alcohol, substance use or gambling concern renders them unfit or unsuitable to resume the same job, or where returning to the same job would be inconsistent with the long term resolution of the employee’s alcohol, substance use or gambling concern.  Any such decision should only be taken after meaningful consultation with the employee and their representative, unless immediate health & safety concerns do not permit this. 
8.2
Where the same job cannot be resumed, every effort will be given to finding suitable alternative employment, this will be discussed and appropriate timescales agreed with the employee. 

8.3
Having accepted help or treatment and resolved the alcohol, substance use, and/or gambling concern the employee’s normal promotional prospects will not be impaired.

8.4
The employee’s chances of a successful return to work following a rehabilitation programme will be greatly improved if the manager follows these guidelines:

· Update the employee on changes that have occurred in the Department/Service and then review all work objectives and standards.  Be sure that expectations, and the consequences of meeting or not meeting them, are clear and understood by the employee.
· Agree a return to work support plan with the employee and ensure this is recorded in writing.  The plan should identify the support which will be offered to the employee to help them settle back into work and what the expectations will be from them.  It will also have review dates/meetings built in on a regular basis.  This will provide a written record of agreements made and allow the manager to schedule in regular reviews.
· Treat the employee as you do others, but remember that it may take a little longer for things to return to normal.
· Be attentive to work performance and monitor against expectations.  Provide feedback on a regular basis.
· If the employee falls back into unacceptable performance or behaviour, speak to the employee and decide the next corrective step.  If the unacceptable performance or behaviour persists, follow the Council’s agreed ‘Disciplinary Policy and Procedures’.
9 HEALTH AND SAFETY CONSIDERATIONS

9.1
The Health and Safety at Work etc. Act 1974 defines the fundamental structure and authority for the encouragement, regulation and enforcement of workplace health, safety and welfare within the United Kingdom.

9..2 Section 2 of the Act places a duty on an employer to ensure, as far as is reasonably practicable, the health, safety and welfare at work of their employees.

9.3  The Management of Health and Safety at Work Regulations 1999 places a duty on an employer to assess the risks to the health and safety of employees. This means that the Health and Safety Executive can take enforcement action against an employer if they knowingly allow an employee to continue working while under the influence of alcohol or substances. The Council would also be vulnerable to civil claims if any injuries or damage were to occur as a result of an employee suspected of being or knowingly being under the influence of alcohol or substances.

9.4  The nature of the work being carried out should be examined and risk assessments should be reviewed as per the Health and Safety at Work etc. Act 1974 and the Management of Health and Safety at Work Regulations 1999.  Where work is of a safety critical nature and alcohol or substance use could have serious consequences, e.g. using machinery, electrical equipment, ladders, heavy lifting equipment or driving etc. controls must be introduced to ensure that an employee with an alcohol or substance concern cannot put themselves, or others, at risk.
10 APPENDICES

10.1.
Appendix 1 - Protecting Children & Vulnerable Adults - Statutory Duties

1. While it is important to emphasise the supportive role given to employees and their families who find themselves experiencing difficulties, it should also be noted that there is a statutory requirement for the Council, and by implication, its, employees, to protect children and vulnerable adults

2. If any Council employee hears information or directly sees things which makes them worried about a child or adult being ill-treated, exploited, neglected or abused, all employees are responsible for taking at least one of the following actions:

· Speak promptly with your line manager or another manager and talk through your concern.
· You or your line manager should then contact: Social Work: Request for Assistance based in Hector McNeil House (for children) or Information Worker (for vulnerable adults) Tel: 01475 714100 in office hours; or Glasgow and Partners Emergency Social Work (Standby) Service Tel: 0141 305 6930; Fax No: 0141 334 8577 / 0141 357 4309; Email: standby@glasgow.gov.uk or your nearest police office.
3. It is essential that concerns are passed to the appropriate agencies who will have staff qualified to make assessments and decisions about what action, if any, might be needed to protect the child or adult and assist the family while they are addressing their difficulties.

4. When contacting the appropriate agency employees should give as much information as possible about the child or adult and his or her family.  Employees must not delay in taking action or passing on information as it could ensure the safety of a vulnerable child or adult.

5. Employees must be aware we are all responsible for the care of the vulnerable in our society.

	
	


10.2.
Appendix 2 – Supporting Alcohol, Substance Use and Gambling Concerns in the Workplace Process
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Sought help and treatment voluntarily?





Employee has suspected alcohol, substance use and/or gambling concerns?





No further action/case closed





Resolved?





Job performance is suspected, or known to be, affected by alcohol, substance use or gambling concerns





Yes





Informal Procedure





Resolved?





Resolve Informally?





Yes





No further action/case closed





Improvement plan agreed, including timescales.  Counselling referral and support discussed and provided, where required





No





No





Formal Process





Consider if precautionary suspension required – is the employee under the influence?








Carry out investigation under the Council’s ‘Disciplinary Policy and Procedures”





Disciplinary Meeting





Does manager suspect, or employee alleges, that they have an alcohol/substance use and/or gambling concern?





Normal disciplinary procedures to be followed





Decision and outcome to be communicated to the employee























Submit Appeal to Head of OD &HR





Claimant can appeal 


(Within 10days)





Appeal to be heard by appropriate level of Dir/Head of Service etc.


(In Consult with independent TU)





Appeal not upheld.  This is end of all internal processes





Appeal upheld Investigation will take place





No





Suspend the employee, on full pay, normally be for no more than one day (unless there are further concerns regarding the employee’s conduct beyond this time





Conduct the disciplinary hearing as normal. Any 


decision/sanction should 


be issued as normal, 


even if the employee 


agrees to, cooperates, 


and successfully responds to, agreed 


treatment or 


counselling.  























Employee cooperates, and successfully responds to, the agreed treatment or counselling; 











No further action/case closed





Outcome Claim Not Upheld





Normal disciplinary proceedings will be resumed




















