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Attending the workplace under the influence of alcohol or drugs.  
(Smelling strongly of alcohol or obvious deterioration of performance 

and capability observed) 

Managers may have concerns of a deterioration in 
attendance or work performance and capability, that leads 

to a suspicion of an underlying substance misuse issue. 

The employee will be informed of their right to be represented by a recognised 
accredited Shop Steward or Professional/Staff Association Representative, or 

any other current employee of NHS Fife present before being spoken with 
about how they have presented for duty.  The line manager / supervisor will 

explain the reason for the employee being sent home.  The employee will also 
be advised that the relevant manager will be in touch with them to arrange a 

meeting to discuss performance and capability concerns.  The manager / 
supervisor should take reasonable steps as far as possible to ensure the 

employee can get home safely 

If this is the case then a meeting will be arranged with the 
employee, line manager, HR, staff side rep/current work 

colleague.  To discuss attendance, performance and 
capability issue and offer support.  

Initial meeting with employee.  Parties present Line Manager / 
Human Resources (if appropriate) / Employee and staff side 

rep/current work colleague.  Concerns about the employee will be 
discussed detailing all relevant information.  Employee will be 
informed of the Alcohol & Drug Issues in the Workplace Policy. 

During initial interview employee admits to alcohol or 
drugs misuse problem.  The following actions can be 

considered.  At this point the line manager can suspend 
formal action if required.  

NO YES 
Managers concerned about reported incident and 

presentation of employee due to obvious deterioration 
of performance and capability  

Suspension from work will be 
considered to allow an 

investigation to proceed in 
line with the Management of 

Employee Conduct Policy.  

Referral to 
*OHSAS 

requesting 
assessment of 
alcohol / drug 

misuse. 

Outcome of investigation will 
be provided to the employee, 
staff side rep or current work 

colleague.  

Record of counselling will be 
written and retained in the 
employee’s HR record.  The 

employee will be given a copy 
and made aware that if further 

incident occurs this will be 
referred to. 

Support to be 
offered in line 

with 
assessment 
outcome / 

Occupational 
Health 

feedback 
 

If the matter is considered to 
be of a serious nature or 
involves consumption of 

alcohol / drugs in the 
workplace then it will proceed 

to a disciplinary hearing as 
detailed in the Management of 

Employee Conduct Policy  

Return to work with an agreed 
timescale for monitoring and 
review of work performance.  

Where support is offered and 
employee lapses from 
attending any groups / 

counselling sessions, a further 
support package can be offered 
if appropriate.  If this fails then 

the line manager can 
commence actions outlined 

under point 4.2 of this guidance 

* OHSAS Management referrals will be processed via Human Resources Department, in line with HR20. 
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