SURFACE TRANSPORT OPERATIONAL EMPLOYEES

Drugs/Alcohol Policy and Procedure

Section A: Policy

1. Introduction

The objective of this policy is to make clear the required standards of
behaviour (in relation to Drugs and Alcohol) of everyone working for and on
behalf of TfL Surface Transport (Operational Employees).

We all have a duty to protect the safety of our customers, the public and our
employees. We have a duty to work with maximum care and efficiency.
Alcohol and/or drugs affect performance, efficiency and behaviour and
compromise safety.

This document aims to ensure that all employees are made aware of the
potentially serious implications of taking drugs (including prescribed and
“over the counter” medication) , illegal substances and alcohol and to assist
any employee who informs TfL or one of its subsidiary companies that their
work performance may be impaired by drugs or alcohol.

2. Scope

Operational employees of Surface Transport (TfL), including London Bus
Services Limited, London Buses Limited (ETB & DAR), Victoria Coach
Station, Revenue Protection Inspectors and Plain Clothes Officials within
TPED and London River Services Limited on operational employment
contracts.

Anyone engaged through a third party will be made aware of this policy and

will be responsible for ensuring their employees observe it when engaged
in TfL contracts.
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3. Policy Statements

3.1 Alcohol

TfL requires all employees to take a responsible approach to alcohol and
employees must therefore be aware that:

They must not report for duty in an unfit state due to the consumption of
alcohol, which will be defined as 30mg of alcohol per 100 ml of blood.
(Note: the legal driving limit is 80 mg of alcohol per 100 ml of blood,)

consumption of alcohol, even in small quantities, may adversely affect
safety, performance, conduct or efficiency;

the consumption of alcohol before work, whilst at work or during
meal/rest breaks in the working day, including meal/rest breaks spent
outside Tfl/operational premises, is strictly prohibited and may result in
dismissal without notice;

the consumption of alcohol on work premises is strictly prohibited at all
times. Social events at which alcohol is served are not permitted at any
TfL operational premises at any time, except in designated areas where
these premises have a licence to sell and serve alcohol;

it is an employee’s responsibility not to come to work if they are under
the influence of alcohol,

a reading (during testing) within the range of 30mg — 49mg will be
regarded as a misconduct offence and may be sufficiently serious
enough to warrant a final warning under the Disciplinary at Work Policy
& Procedure for a first offence;

a further offence, where a second test reading falls between 30mg —
49mg, occurring if a final warning is still in place may result in the
employee being liable to gross misconduct under the Disciplinary at
Work Policy and Procedure and dismissal,

a reading on any test over 50mg may be regarded as gross misconduct
under the Disciplinary at Work Policy and Procedure and lead to
dismissal.
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3.2 Drugs

Employees must be made aware that:

e any consumed quantity of an illicit drug can have severe and lasting
effects on work performance and is therefore strictly prohibited both in
and out of work hours and whilst on leave;

e to use, possess, consume, store, buy or sell (or offer to buy or sell)
drugs or illegal substances or come to work under the influence of drugs
or illegal substances is strictly prohibited;

e prescribed and over-the-counter drugs can have adverse effects on
work performance, safety, conduct or efficiency, therefore employees
must check for any possible adverse effects with a medical practitioner
each and every time they are required to take a new medication. All
employees are reminded that they must notify their appropriate line
manager of any prescribed or “over the counter” medication they are
taking;

e For the purpose of this policy an unfit state through the use of drugs is
defined by testing as a positive result for any of the following:

Amphetamines
Benzodiazepines
Cannabis
Cocaine

Khat

MDMA (Ecstasy)
Methadone
Opiates
Propoxyphene
Metamphetamine
Morphine
Codeine
Dihydrocodeine
Barbiturates

Any other drug abuse

e a positive result may be regarded as gross misconduct under the
Disciplinary at Work Policy and Procedure and lead to dismissal.
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3.3 Support

TfL aims to promote the health and well being of employees by identifying
those whose performance may be impaired by any of the aforementioned
substances and supporting them in resolving any problems. Employees
must be aware that:

e you must seek help by approaching your manager with any level of drug
or alcohol problem that is likely to affect work performance. Any
approach will be treated sensitively and supportively and in confidence.
Should you feel unable to speak to your immediate line manager, you
must bring the matter to the attention of a more senior manager or HR
department without delay;

¢ all employees seeking help will receive professional medical support to
assist with overcoming drug or alcohol related problems;

e if you seek help as specified above you will not have disciplinary action
taken against you simply on the grounds that you have a drug or alcohol
problem; provided you observe the requirements of this policy on the
consumption of alcohol and drugs;

e employees who disclose problems when they have been found to be
under the influence of drugs and alcohol after they have reported for or
started duty will be dealt with in accordance with the Disciplinary at
Work Policy and Procedure;

e if you have a drug or alcohol problem you will be required to observe all
rules and regulations of the performance of your work. You will be
subject to disciplinary action for breaches of any policies;

e TfL will endeavour but cannot guarantee to keep staff in employment
with a drug or alcohol related problem. The DVLA will not renew a PCV
licence if the holder has a dependency on drugs or alcohol within the
previous 3 years.
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Section B: Procedure

This section supports the policy outlined above and is divided into the
following sections:

1. Testing

2. Responsibilities

3. Monitoring

4. Ownership and Review

5. Supporting and Other Relevant Documents
6. Effective date

1. Testing

In order to ensure that all employees are in compliance with required
standards, we will be operating a comprehensive drug and alcohol testing
program which will cover all stages of the employment cycle.

1.1 Pre-employment testing

All prospective new operational employees and employees who
transfer into a different operational role will undergo pre-employment drug
and alcohol tests to ensure there are no traces of illegal drugs, that blood
alcohol levels are within prescribed limits and that any prescribed or over-
the-counter medications are recorded and assessed for potential effects on
performance. Offers of employment will be conditional upon passing these
tests satisfactorily.

1.2 Unannounced testing

Each year, a random sample of five percent of operational employees
outlined in the Scope of this document (Section A, Part 2) will be tested on
an unannounced basis. The sample will be drawn at random using TfL’s
SAP system every 8 weeks. The sampling lists will be sent to, owned and
stored by the Modal HR within Surface Transport to ensure impartiality and
confidentiality.

Tests will be scheduled at any time (day or night, weekday or weekend) on
a random basis such that an impartial and entirely indiscriminate sample of
five percent is achieved. Each sample drawn from the payroll system will
contain all operational employees therefore it is entirely possible to be
tested more than once during the course of one year. Tests will be at
irregular intervals and conducted by a professional and appropriately
accredited third-party provider.

MAYOR OF LONDON



SURFACE TRANSPORT OPERATIONAL EMPLOYEES

Employees must cooperate with all unannounced testing by making
themselves immediately available. Employees who delay or attempt to
interfere with unannounced testing will be subject to disciplinary action
under the Discipline at Work Policy and Procedure.

Designated drugs and alcohol co-ordinators will act on behalf of all
operational business units in attending all unannounced screenings with the
designated external screening company. Results will be made available to
the designated manager for your business unit after analysis and only any
unsatisfactory results will be referred to your manager to deal with in
accordance with this policy and the Disciplinary at Work Policy &
Procedure. You will be stood down pending any further action. Your
employing manager will not be made aware of the actual result of any test
that falls below the trigger points set out herein.

Results will be stored with very restricted access to ensure impartiality and
confidentiality.

MAYOR OF LONDON



SURFACE TRANSPORT OPERATIONAL EMPLOYEES

13

For-cause testing (Appearance or Behaviour)

A manager may have cause to suspect an employee is working, or
attempting to report to work, under the influence of alcohol or drugs. In
these cases, it is the responsibility of the manager to stand-down the
employee and arrange for immediate testing. The designated screening
provider will come to the site of the employee and conduct the necessary
tests and the employee will be removed from operational duties whilst
awaiting results.

1.4

Post-incident testing

You may be subject to “post-incident” testing at any time whilst at work or
on duty if:

You have been involved in a dangerous incident or accident;

Your manager or supervisor (where your manager is not available)
considers that your actions or behaviour give reasonable grounds to
believe that you are unfit for duty because of alcohol or drugs.

It is the responsibility of the line manager of the employee/s to arrange
testing with the elected third party provider and the employee/s must be
stood down pending the outcome of the results.

You will not be required to submit to a “post incident” test if you are a driver
who has been tested by the Police and found to be in breach of the 1967
Road Safety Act (a bac reading of 80 milligrams or more).

2. Responsibilities

2.1 Employees

to comply and be familiar with all aspects of this document and the
disciplinary implications resulting from a breach;

not to bring illegal drugs or alcohol onto any TfL premises at any time;
when requiring medication, whether prescribed or available without
prescription, to find out if there may be side effects likely to impair work
performance/safety and where this is the case, seek advice regarding
alternatives, advising their line manager when reporting for work;

to seek help if they have an alcohol or drug related problem by
approaching their manager. Individuals may contact Human Resources
if it is difficult to approach their manager;

to urge colleagues to seek help if they have alcohol or drug related
problems;
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e to avoid covering up or colluding with colleagues whose conduct and/or
performance is affected by alcohol or use of drugs or illegal substances;

e to co-operate with ALL drug and alcohol tests and screening as outlined
in this policy and procedure;

e if called on to come in whilst off duty and having been drinking, stating
you have consumed alcohol;

e not to possess, store, consume or sell drugs or illegal substances on TfL
premises or in vehicles, or bring TfL into disrepute by being involved in
such activities outside of work;

e to undergo screening for alcohol, drugs or illegal substances prior to
appointment to an operational post.

In the event of any breach of these requirements, disciplinary action will
follow and may result in dismissal without notice or payment in lieu of
notice.

2.2 Managers

e to be thoroughly familiar with this document and ensure all employees
are made aware of the required standards through proactive and
ongoing communication and training throughout the duration of their
employment with TfL;

e to promote a supportive working environment and be mindful of
employee health and well being;

e to undertake investigations when an employee’s performance appears
to be affected by drugs or illegal substances and take appropriate action
using the Discipline at Work Policy and Procedure where necessary.
This may include making arrangements for employees to undergo drugs
or alcohol screening tests where they are involved in a dangerous
incident at work or where there is reasonable suspicion that drugs or
alcohol have been consumed or used. This may also include the referral
of the employee for counselling and assistance;

e to seek advice through Occupational Health where an employee informs
their line manager they are taking prescribed medication containing
alcohol,

e to support the nominated third party provider and the designated
business unit manager in conducting unannounced drug and alcohol
tests;

e to work alongside Occupational Health in arranging alcohol screening to
monitor employees who have undergone rehabilitation for drug or
alcohol abuse;

e to instigate “for cause” and post incident testing where there is reason to
believe individuals are in breach of the policy and take corrective action
if appropriate;

e to respect the requirement of confidentiality;

e to assist employees on a confidential basis who seek help to overcome
a drugs or alcohol-related problem;
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e to be aware that there are legal implications surrounding the use of
drugs and illegal substances, and that in complex cases they should
seek further advice from Occupational Health as to the appropriate
course of action.

2.3  Occupational Health

e to work alongside third-party testing providers to ensure professional
and competent delivery of drug and alcohol testing programmes outlined
in this document;

e to work closely with employees who seek support in recovering from
drug and/or alcohol dependency, providing professional guidance and
support and facilitating treatment programmes that must be agreed and
owned by the employee’s line manager;

e to provide professional advice and recommendations to an employee’s
line manager and to work alongside the employee’s line manager to
facilitate a rehabilitation program which balances the needs of the
business and employee;

e to ensure decisions on appropriate treatment and follow up action are
owned by the relevant line manager of the business unit;

e to ensure all employees receiving support are tested throughout the
period of support and a suitable period of time thereafter and that a
contract stating these arrangements is signed up to by all involved;

e to ensure all employees and managers understand that formal action
will be taken against employees that fail to comply with testing
arrangements during this time

e to ensure that all advice given complies with the TfL Surface Transport
Operational Employees Drugs and Alcohol Policy.

3. Monitoring
This document will be regularly monitored to ensure that it is working in
practice, being applied equally to all employees and updated where
appropriate.

4. Ownership and Review
This document is owned by Surface Transport Human Resources and will

initially be reviewed at six monthly intervals. After one year, reviews will
revert to an annual basis.
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5. Supporting and other relevant documents
e Attendance policy
e Discipline policy
e Code of conduct

6. Effective Date

e This document is effective from 1% November 2008.
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