Developing a new AOD policy.
For those starting from scratch, five essential steps are required to develop a tailored workplace
alcohol and other drug policy.
Workplaces should establish a working group that takes responsibility for conducting the
groundwork needed to develop a new policy or review an existing one. Members of the group can
also act as change champions during the development and implementation process, enabling
essential communication and consultation to occur.

Step 1: Needs and risk analysis
A critical first step in developing a policy that meets the particular and specific needs of each
workplace is to conduct an analysis of needs to be addressed by the policy. A needs analysis helps
workplaces to:
•
•
•

Highlight gaps in current policies and procedures
Identify risks to health, safety and productivity that are particular to each workplace
Highlight priority areas of need to be addressed by the policy
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Workplace conditions and workplace culture and practices all influence alcohol and other drug use
among the workforce.
The following factors should be considered when conducting a needs analysis, and important issues
recorded to guide planning for the new policy and conducting consultations:
•
•
•
•
•
•

Working conditions that may influence alcohol and other drug use such as hot or
cramped environment, dangerous or stressful work, shift-work, workplace bullying etc.
Current patterns of alcohol and other drug use among the workforce such as drinking at
lunchtimes; drinking before work; drinking on the job.
Workplace culture and attitudes, and the extent to which alcohol and other drug use
may be tolerated or promoted, including availability of alcohol in the immediate work
environment (e.g. hotels close to the work site or at events hosted by the workplace)
How issues with alcohol and other drug use that effects the safety of the workplace are
currently managed, including adherence to any current policy and procedures, and what
needs to change.
Records of absenteeism, workplace accidents and injuries that may be related to alcohol
and other drug use.
Work Health and Safety legislation and other legal obligations that impact risk.

The findings from the needs analysis and the priorities identified should be used as a foundation for
step 2, the consultation process.

Step 2: Stakeholder consultation

Lack of consultation is one of the main reasons why implementation of new policies or revision of
existing policy, fails. Engaging the workforce in meaningful consultation at various stages of the
policy development process increases the potential for support of the policy, including commitment
to and uptake of the policy and its procedural guidelines by the entire workforce.
Effective policy implementation requires support from top level management through to the ‘shop
floor’. Particular attention should also be paid to harnessing the support of team leaders and
supervisors who will be required to implement the policy in practice. An emphasis on workforce
wellbeing will also assist workers to support the policy.
Consultations should be conducted to suit the workplace. This may include conducting small group
meetings, larger forums, consultations at shift changes and providing workers with opportunities to
provide written feedback or suggestions.
If English is not your workers’ first language, consider engaging the services of an interpreter or
translating consultation documents into the languages most commonly spoken.
Workplaces should also consult with unions and other key stakeholders to ensure a smooth policy
development and implementation process.

Step 3: Drafting policy
Workplace alcohol and other drug policies that meet evidence based standards share the following
four elements:
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A focus on health and wellbeing
Many issues can affect a person’s ability to work safely and effectively, including stress, fatigue and
mental health problems. Some of the signs shared by these problems can look like alcohol or drug
use. Effective workplace policy focuses on impairment and fitness for work in general, rather than
drug use specifically.

Universal application
One common mistake is to single out certain parts of the organisation or workforce such as drivers or
machinists as the focus of the policy. Workplace policy will only be effective and credible if it applies
to all workers, from the CEO to apprentices.

Clearly documented processes
The policy must be clear about what is acceptable and unacceptable in regard to alcohol and other
drug use in relation to the workplace. Clear procedures must accompany the policy statement that
provide detailed instructions for the steps to be taken and by whom, if limits are breached.
The policy should also address expectations if alcohol is provided at work-hosted functions.

Effective referral options
A focus on the health and wellbeing of the workforce means that the workplace must be able to link
workers with the help they need. Some workplaces provide Employee Assistance Programs (EAP),
while others will refer workers to professionals in the community.

Step 4: Implementing policy
Having a robust and inclusive policy is one thing; making everyone aware of it, getting them on
board, and influencing workplace culture and practices in line with the policy are another.
Introducing the policy, training the workforce, generating commitment, and ensuring sustainability
are key factors in implementing a policy that meets evidence-based standards.

Dissemination
Get the message out as widely as possible, in ways that suit your workplace such as information
sessions, posters, and written materials in a range of languages and formats. Like any effective
marketing campaign, the message should be repeated regularly in multiple formats.

Education and training
Every worker and contractor must understand what is expected of them, how to comply with the
policy, and how to enact it in real world conditions. This is particularly important for team leaders
and supervisors who often have a pivotal role in identifying employees who seem to be unfit for
work for any reason, and human resources staff who need to provide professional assistance.
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Colleagues of workers or contractors who may be impaired also need to understand their
responsibilities for ensuring a safe workplace and offering support that does not involve covering for
potentially impaired colleagues who pose risk to employee safety.

Step 5: Evaluation
The policy should be reviewed and evaluated at least annually, to ensure it continues to meet
objectives. A useful trigger can be prior to the Christmas and New Year break, when the organisation
can promote safety over the holiday season and review the policy at the same time. Involve OHS
representatives and Human Resources staff, or the working group that developed and established
the policy in the first instance.
Evaluation may include:
•
•
•
•

revisiting and updating the needs identified during the development phase;
reviewing absenteeism, accidents and injuries, and comparing those to current records;
consulting with staff to determine the effectiveness of the policy and issues with
implementation;
identifying changes in working conditions or practices that may affect worker’s use of
alcohol or other drugs, including relevant community trends.

The WorkWell program.
WorkWell is the workplace policy program of 360Edge. You can be confident in the results you will
achieve with WorkWell because it is backed by the latest scientific evidence.
Our best practice policy program ensures that your organisation complies with its legal and duty of
care obligations, while promoting a workplace culture that values the safety and wellbeing of all.
The WorkWell program can be tailored to suit your organisation’s needs. It consists of the following
components:
•
•
•
•

Rapid review
Policy development and implementation
Expert review
Resources

Rapid review
Our Rapid Review service involves a fast and effective assessment of your current workplace policies
and programs using our scientifically informed measurement and review system.
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Following a Rapid Review, workplaces are presented with a comprehensive report of our finding and
a set of recommendations for improving your policies and programs.

Policy development and implementation
An all-inclusive, comprehensive service to review your existing policies, customise and deliver a state
of the art drug and alcohol policy backed by the latest evidence and legal review. Includes resources,
full support during implementation and a progress check at 6 months.

Expert review
360Edge is composed of leading experts in alcohol and other drug matters including evidence-based
prevention, treatment and harm reduction.
Our Expert Support program can help with:
•
•
•
•
•

Responding to alcohol and other drug issues which impact productivity and workplace safety.
Designing effective employee assistance programs and referrals for alcohol and other drug
problems.
Implementing effective programs and policies which shift problematic workplace cultures in
relation to alcohol and other drugs.
Workforce training and development on alcohol and other drug matters.
Managerial training on effective behaviour change through our evidence-based Moventium®
team motivation training.

Resources
We offer a full suite of resources for self-directed policy implementation:
•

Toolbox topics on alcohol and other drugs for workers

•

Toolbox topics information brochures to post in the work site

•

Training for managers and team leaders in how to deliver Toolbox topics

•

Self-completed policy templates that meet best practice standards and are legally sound

•

Policy dissemination posters

•

Video implementation guides

Previous clients
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About 360Edge.
We are a leading Australian health consultancy, specialising in the alcohol and other drug, and allied,
sectors. We provide a full suite of advisory services to help organisations accelerate change. We work
with leading international organisations, governments and not for profit agencies across Australia
and internationally.
Our vision is for a thriving community that provides the best policy and practice responses right
across the spectrum of alcohol and other drug use. Our mission is to ensure governments and
services have the tools they need to respond effectively and efficiently to people who use alcohol
and other drugs to reduce harms.
We are driven to make a positive impact in the world and strongly believe in social justice and human
rights, and it drives all of our work. We believe that everyone has the right to the opportunities and
privileges that society has to offer. Our values of excellence, transparency and integrity are at the
core of everything we do. We live these values within the team and with our customers and
collaborators.
Our team of experienced ‘pracademics’ take a 360 approach to viewing situations from multiple
perspectives. We collaboratively and holistically work with our clients at every stage, wherever they
are in the cycle of change, to achieve their goals.

360edge.com.au

In the spirit of reconciliation, we acknowledge the traditional custodians of country throughout
Australia and their connection to land, sea and community. We pay our deep respects to elders past,
present and future, and to all Aboriginal and Torres Strait Islander people

