DEALING WITH EMPLOYEE
eurela UNFIT TO WORK FLOWCHART

START
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Concern arises about employee’s fitness to work

l

Is the concern about suspected consumption of alcohol/drugs?
Consumption of alcohol or illegal drugs whilst on duty (or being unfit for
work due to alcohol or drugs) is viewed as a very serious matter

! l

Yes No

COUNSELLING/REFERRAL

Where you believe unfitness is because of illness (mental or physical) then:
- Counsel the employee about taking time off on sick leave or other leave.
- Consider referral to another Doctor or EAP (where appropriate).

- Consider involvement of another manager to help verify your opinion

v

s employee - Consider involvement of employee witness or representative.
already working? —» Yes — - Consider stand-down on pay (if appropriate).
NOTE: Fatigue should be treated as an iliness for the purposes of
l this procedure

No

ALREADY WORKING

- Talk to employee in the presence of another manager and/or witness

- Decide whether in your opinion he/she is fit to work

N - If in your opinion employee is unfit, stand down the employee on pay
pending a formal disciplinary action at a later date

« Arrange transport home and escort off site where necessary

v

REPORTING TO WORK FORMAL

DISCIPLINARY ACTION

- Talk to employee in the presence of another manager and/or witness.

- Decide whether in your opinion he/she is fit to work

- If your opinion employee is unfit to work, stand down the employee on pay
pending disciplinary action at a later date.

- Arrange transport home and escort off site where necessary. the: L\lever ijccq‘s_e aTy employee of
being “drunk” or “high” - your only
concern is about their fitness to work.



