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1.PURPOSE OF THE POLICY

e To establish a smoke-free environment for non-smoking employees,
visitors and clients

e To ensure that smokers suffer no discrimination in the workplace.

» To set guidelines for the application of the policy within the
workplace which will ensure minor disruption and production loss.

e To provide and maintain a working environment that is safe and
without risk to the health and safety of the employees and
councillors.

* To provide assistance and rehabilitation to employees, councillors

and traditional leaders who admit the substance abuse problem

e Toreduce the levels of substance abuse in the workplace and
occupational incidents due to substance abuse

e To identify the list of prohibited substances in the workplace

e To clarify the roles of relevant stakeholders in implementation of
comprehensive substance abuse programme

2. SCOPE OF APPLICATION

The policy will apply to all permanent and contractual DR AB Xuma Local
Municipality employees, councillors and traditional leaders. Immediate
family members will receive the following services:
o An employee will receive one referral to external
rehabilitative services
e Spouse/ life partner, biological children/adopted
children will receive 6 counselling and therapeutic

services within the wellness unit

Substance abuse support & guidance will be given to all employees of DR
AB Xuma Local Municipality in the following manner:

e Counselling and assessment on substance abuse

Substance abuse Education and awareness



3. PREAMBLE

The Municipality acknowledges that tobacco use is extremely
injurious to the
health of both smokers and non-smokers, and warrants in the
public interest, a restrictive legislation. Smoking is a widely
accepted practice among adults, which makes it inappropriate to
ban completely.

The Municipality considers that the extent of the effects of smoking
on health calls for sfrong action to deter people from taking up
smoking and to encourage existing smokers to give up smoking.

The municipality resolves to align its Occupational Health and
Safety programme with the democratic values of the Constitution
and fo enhance and protect the fundamental rights of employees
by discouraging the use, promotion and advertising of fobacco
products in order to reduce the incidence of tobacco related iliness
and death.

The Municipality takes, as its terms of reference, the occupational
Health and Safety Act (1993), the Tobacco Product Control Act
(1993) and the Tobacco Product Control Amendment Act (1999).

This policy should be interpreted as a strategy for improving the
general health of the employee and not as punitive action against
smokers. This is not a once-off event, but a well managed/driven
process with a long term focus.

4. LEGISLATIVE FRAMEWORK

South African Law on Substance Abuse in the Workplace

Labour Relations Act 66 of 1995, the Code of Good Practise

Basic Conditions of Employment act of 75 of 1997

Compensation for Occupational injuries & Diseases Act 130 of 1993
Occupational health and safety Act



o Constitution of the republic of South Africa Act 108 of 1996
e Prevention & treatment of Drug Dependency

5.PRINCIPLES

The following principle underpins the policy:
¢ Confidentiality

e Development

¢ Non -judgemental
e Voluntary

o Accessibility

e Accountability

6.REGULATIONS OF SMOKING

46.1Prohibitions

Smoking is prohibited within the following areas:-

. All workplaces occupied by DR AB Xuma Municipality employees

. Storerooms, workrooms, utility rooms, conference and meeting
rooms, rest rooms, toilets, and corridors .

o Nofices, signs and posters, indicating that smoking is not permitted,
shall be prominently displayed.

o To provide and maintain a working environment that is safe and
without risk to the health and safety of the employees and
councillors.

o To provide assistance and rehabilitation to employees, councillors
and traditional leaders who admit the substance abuse problem

o To reduce the levels of substance abuse in the workplace and
occupational incidents due to substance abuse

) To identify the list of prohibited substances in the workplace

° To clarify the roles of relevant stakeholders in implementation of



6.2Designated Smoking Areas

6.2.1Smoking shall only be allowed in outdoor areas.
e Smoking areas will be designated in consultation with employee
representatives.

6.2.2 Municipadlity shall provide designated smoking areas in each
workplace or section of the workplace.

6.2.3The designated smoking area shall in all respects comply with Section
3 of Government Notice R. 975 “ Notice relating to smoking of tobacco
products in public places”, issued under the Tobacco Products Control
Amendment Act (12/1999)

6.2.4 Should Municipality employees be accommodated in rented
accommodation every effort shall be made to implement sections 6.2.1
and 6.2.2 of this policy.

6.2.5In rented accommodation, where it proved impossible to implement
sections 4.2.1 and 4.2.2 of this policy, Municipality shall make every effort
to reach agreement with the landlord in order to prevent discrimination
against employees who smoke.

7.ASSISTANCE FOR SMOKERS

o Itisrecognized that smoking is an addiction, and that while
this initiative will

o provide a positive benefit for all employees, some staff
members may have difficulty in adjusting

o Every effort shall be made to assist smokers to adapt to
working conditions under this policy.

o Employees who wish to stop smoking may contact Quitline at
(011) 725 1514 or 643 2958 for professional guidance and
advice, or alternatively contact the Directorate: Health
Promotion at (011) 3120156/6



8. POLICY STATEMENT

8.1 The consumption and the possession of the following but not limited to
the following intoxicating substances in the premises of DR AB Xuma
Local municipality, excluding medical prescription is prohibited:

e Alcohol

e Dagga/marijuana

e Cocaine

o Nyaope

o Tik

¢ Mandrax

e Clue

¢ All other substances

8.2 No employee under the influence of any drug will be allowed to drive
DR AB Xuma Local Municipality vehicles, operate machinery, or perform
any official duty or enter any of the premises of DR AB Xuma Local
Municipality

8.3 in the event where the employee is found intoxicated, the employee
shall be sent home by the supervisor and that day shall be considered as
unpaid leave.

9. ROLE OF EMPLOYER

The employer will provide the following services:
9.1 EDUCATION, AWARENESS AND TRAINING

9.1.1 Continuous Capacity building, mentorship & educational
programme for managers, supervisor, union, peer educators, family
members and employees on substance abuse will be implemented.
9.1.2 Integrated educational programmes encompassing HIV&AIDS, OHS
and other related programmes will be implemented to encourage self-
referral

9.2. COUNSELLING AND ASSESSMENT

9.2.1 Counselling and other alternative therapeutic services will be
provided to employees and councillors with substance abuse challenges
9.2.2. Psychosocial assessment of the employee/councillor will be done by
wellness unit focusing on the nature of the duties of the
employee/councillor, cultural beliefs, religion, language and literacy
levels and other associated factors.



9.3TREATMENT AND REHABILITATIVE PROGRAMMES

¢ In patient rehabilitative programme for a period of 21 days or more
depending on the complexity of addiction will be provided by the
employer to all employees with substance abuse challenges

o 6-8 outpatient rehabilitative programmes for employees with
substance abuse challenges will be provided

9.4 RE-INTERGRATION AND AFTER CARE PROGRAMMES

8.4.1. Re-integration programmes for employees and councillors will be
implemented

8.4.2. Support groups for employees and councillors will be provided on
continuous basis

9.5 MONITORING AND EVALUTION OF THE PROGRAMME

8.5.1 Monitoring and evaluation of the programme will done through
engagement of family members, supervisors, co-workers, union
representatives and other structures.

9.6. PARTNERSHIPS

8.6.1_Partnerships will be formulated with relevant NGO'S, Government
departments and other private practises for effective and efficient
freatment proc

10. ROLE OF EMPLOYEE
VOLUNTARY DISCLOSURE OF THE SUBSTANCE PROBLEM

10.1. The policy encourages voluntary admission or disclosure by the
employee of the substance abuse problem

8.2. All employees disclosed the problem will be referred to rehabilitative
programme and wellness programmes for assistance

8.3. Employees under the programme will be protected and not
victimised

8.4. The use of any substance meanwhile in the programme will result in
termination of the programme and disciplinary processes will be
commenced.



11. TESTING AND BEHAVIOURAL ASSESSMENT FOR ALCOHOL AND
DRUGS/INTOXICATION AND SEARCHES

11.1. Senior managers and managers delegated by the Heads of
Departments will be responsible for testing and assessing a drug related
behaviour/intoxication during working hours

11.2 Where there is a reasonable suspicion of intoxication, an employee
shall be tested. Should the test prove that the employee is under the
influence of an intoxicating substance, the employee will be asked to
leave the premises and disciplinary processes will be invoked

11.3. Where an employee unreasonably refuses to consent o any kind of
testing, it can lead to a conclusion that the employee is intoxicated
/under drug and immediate suspension will be implemented and
disciplinary action will follow

11.4. Before the employee is tested, a proper and detailed explanation on
the reason for conducting the test and the actions to be taken if the test
results are positive

11.5 Testing shall take place under certain circumstances and when
certain behaviour is displayed. In such instances, it shall be required that
two employees, of which one is the supervisor, have to agree on the
condition of the employee

11.6. A behavioural and physical characteristics checklist will be provided
to assist supervisors for identification of employees who are suspected to
be under the influence of alcohol/intoxicated.

11.7 Testing for the abuse of substance may be done immediately
following an incident such as accident and others

11.8 Searches may be conducted when there is a suspicion or a situation
of undisputed possession of intfoxicating substance. No consent is needed
for conducting the search. Any substance found on the employee shall
be confiscated and be submitted as a proof of possession of substance.

12. REFERRAL PROCEDURE

VOLUNTARY REFFERAL

Through marketing and promotion of the programme, self-referral which is
the ideal, will be encouraged.

This implies that any employee, who wishes to seek professional help for a
substance abuse problem, will have the right to contact the EAP
programme directly for an appointment.

Should the employee require proof of attendance for his/her employer, a
certificate of attendance of the EAP will be supplied. Time offs must be
arranged with the supervisor to attend the EAP sessions.



PEER REFERRAL

Any person within the workplace (excluding direct supervisors) who is of
the opinion that an employee could benefit from the services offered by
the substance abuse programme, can effect areferral with the
employee's consent.

This category of persons refers to peers, union representatives, or any staff
member who by virtue of specific and specialist contact in the course of
duty with the employee is of the opinion that referral to the substance
abuse programme will be beneficial to the employee.

MANDATORY/COMPULSORY REFERRAL

Managers and supervisors who become aware that an employee’s work
performance is sub-standard or impaired due to substance abuse, can
through a process of job action encourage or suggest to the employee to
consult the substance abuse programme.

The focus of the manager or supervisor is on the employee’s work
performance and NOT the personal problem, which may be the cause of
poor work performance. Job action is validated by keeping a record of
the employee's job performance, which will also serve as the only basis
whereby the employee can be counselled by his/her management.

If the employee at the time of counselling acknowledges experiencing a
substance abuse problem and accepts the suggestion that the EAP be
consulted, the referral agent should arrange for an interview. If the person
does not wish to participate in the EAP, his job performance should be
continued to be monitored and the normal procedure followed.

TREATMENT PROCESS

e A professional psychosocial and medical assessment of the
employee's problem is done by the EAP Practitioner and
Professional nurse.

e If necessary, additional input may be sought from the Occupational
Health and Safety Service or, Human Resources.

¢ If the employee does not agree with the assessment, or feels that
she/he not wishes to participate in the freatment, she/he is referred
back to the referral agent by means of a feedback report from the
EAP Practitioner.



Depending on the extent and complexity of the problem, the
employee may also be referred to specific community resources for
assistance such as substance abuse rehabilitation centre for
detoxification. All such referrals will be at the employee's own
expense- Medical aid

Educational life-skills and detoxification programmes will be
implemented for the affected employees and councillors

If services provided by the EAP result in a positive outcome, services
will be terminated and the referral agent (where applicable)
informed accordingly.

Supervisor mentorship programmes will be implemented on how to
reintegrate the employee and councillor after attending the
programme.

Should the employee not co-operate with the services offered by
the EAP, or should the treatment not result in a positive outcome,
the employee will be referred back to the referral agent (where
applicable). In such cases job performance must continue to be
monitored and normal disciplinary procedures be followed.

DISCIPLINARY PROCEDURES

Disciplinary measures will be taken against employees under the
influence of any intoxicating substance or in possession of any intoxicating
substance in the premises/operating machines, vehicles of DR AB Xuma
Local Municipality.

13. ROLE OF THE EMPLOYEE

Acknowledge the substance abuse problem

Voluntary disclosure

Seek time-off from manager to attend the rehabilitative
programme

Comply with the regulations and procedures of the rehabilitative
programme

14. ROLE OF THE MANAGER/SUPERVISOR

Identfification of employees with substance abuse problem
Consultation and inferview with the employee and refer the
employee to relevant assistance

Conduct drug testing on suspicion of intoxication and abuse of
drug with proper explanation prior testing
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Conduct behavioural assessment on suspicion of intoxication and
abuse of substance

Conduct searches on suspicion of possession of intfoxicating drug
Create opportunities for continuous education, fraining and
awareness on substance abuse

Create a conducive environment for reintegration of the recovered
employee

Provide support and guidance to the employee meanwhile
attending rehabilitative programme

15. ROLE OF UNION

Proactively identify and refer employees with substance abuse
challenges for assisiance

Provide support and guidance 1o employees with substance abuse
challenges

Protect the rights of the employee

Promote non-victimisation of employees with substance abuse
challenges

Provide opportunities for continuous education , awareness, training

16. ROLE OF HR

Provide guidance on development of Substance abuse Policy
Advise and educate the managers on disciplinary processes
Advise the managers on performance management of the
employee

Provide a supportive and caring environment to the substance
abusers

Provide opportunities for continuous education, awareness and
fraining of employees

17. ROLE OF EAP

Provide psychosocial and medical assessment of the
employee/councillor

Provide short term counselling

Facilitate educational and life-skills sessions

Mentor supervisors on reintegrating the employees

11



e Monitor progress and make recommendations

DEFINITIONS
Abuse:
Alcohol;

Alcoholism:
Cocuaine

Dagga
Drug:

Dependency:

Employee:
Machinery:
Workplace:

duties
Premises:

overutilization of something

a liquid certain type of drug used to alter
mood and behaviour

is an unconftrolled drinking behaviour

a powdery/pill type of drug that a has
stimulus effect on the brain

a leaflike drug

certain type of a chemical/medication
used which may cause dependency

a chemical/drug/medication that one
cannot do without

a person working for the DR AB Xuma
Local Municipality

equipment used by an employee to
perform certain task /duties

any place the employee performs hi/her

a building, ground of DR AB Xuma Local
Municipality

Education programme: a programme that will be done by DR AB Xuma
Local Municipality to educate employees and councillors on substance

abuse.
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o IMPLEMENTATION

Every employee and Councilors of the Municipality shall be responsible
for the implementation of this policy

The Municipality’s Disciplinary Code shall be applied in cases where this
policy breached.

1.POLICY ADOPTION

The accounting officer will be the accountable custodian of this policy and must ensure
that this policy is submitted to the council for consideration and adoption.

2.POLICY REVIEW

This policy must be reviewed at least annually to ensure that it is adaptable to
operational changes and it is aligned with the legislative environment.

When deemed necessary on ad hoc basis, the Accounting Officer must submit proposals
of amendments of the policy to the Council for consideration and adoption.
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MR K.L MULAUDZI DATE
MUNICPAL MANAGER

ADOPTED BY THE COUNCIL OF DR AB XUMA LOCAL MUNICIPALITY
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