
Drug & Alcohol Policy



Sure People Solutions Pty Ltd was established in Perth Western Australia 
March 2009, a partnership of Julian Lound & Ancrum Hubbard, Both Julian 
and Ancrum have over 20 years experience in the recruitment industry across 
all sectors blue & white collar. We  have specialised consultants able to meet 
all our clients needs including supplying in-house management.

With a growing presence in the Engineering & Resources sector throughout 
Western Australia, Sure People Solutions has the specialised consultants able 
to meet all their client’s expectations.

(Quote: Julian Lound Co Managing Director - “I believe in providing a service 
second to none, at an affordable price, with consultants that have hands on 
experience in their field”).

(Quote: Ancrum Hubbard Co Managing Director - “ We are about creating 
Symbiotic relationships with our clients. We want to ensure that we continually 
adjust and adapt to their needs no matter what the economic environment. 
This ensures that we are prepared for any variables as they arise, the better we 
know our clients the better we can assist them to achieve their objectives.”)

Sure People Solutions have a national presence so are able to provide 
recruitment & labour hire solutions through out Australia.

Since the establishment of Sure People Solutions we have evolved our services 
so that we are able to provide a wide range of solutions to our clients, in 
partnership with Synergy Solutions & Gateway Training we can provide OH&S 
& psychometric services, cognitive behaviour change, safety attitude survey, 
training is all high risk licences. So that we can complete the recruitment 
process.

Sure People Solutions are proudly Western Australian owned and operated 
recruitment, labour hire & HR service provider



DRUG AND ALCOHOL 
POLICY

ORAL & FLUID 
TESTING

Drug and alcohol policy development is a critical element in dealing with drug and alcohol use 
in the workplace. Often organisations have a strong commitment to deal with the problem and 
hastily choose testing as a solution. This is often misguided and can create many problems and 
not necessarily achieve the desired outcome.

Sure People Solutions (SPS) therefore gives practical advice on how to develop a drug and 
alcohol policy. The policy should be well thought out, detailed enough to handle most situations 
that may arise, and fair for all concerned.
SPS has regular free workshops to get you started. These give you background information on 
drugs and alcohol use, practical advice on policy development and sample policies to give you 
some ideas.

SPS TESTING SERVICES

The range of drug testing services SPS provides includes pre-employment, cause and random 
onsite testing performed by experienced and qualified staff and includes breath alcohol and 
drugs of abuse testing. SPS operates on a 24/7 basis and will perform onsite tests on individuals 
as well as sites with hundreds of employees in a time efficient and cost-effective manner.

The most common drug and alcohol services are tests for oral fluid (saliva), urine and breath 
alcohol. Oral fluid (saliva) is becoming the preferred choice for onsite testing for many industries. 
It is more difficult to cheat, has a narrow window of detection, and requires no special facilities 
to collect. Urine though is still the preferred method for pre-employment testing with its ability to 
detect a broader history of drug use. Both saliva and urine drug testing are done according to 
the current Australian Standard, AS 4760(2006) and AS4308 (2008) respectively. As such we 
conduct regular quality control checks both internal and external in accordance with the standard. 
Our collectors are professionally trained in drug sample collection techniques and privacy.

At SPS we handle testing with sensitivity and the utmost respect for individual’s privacy. We also 
have doctors available to help with interpretation of results and dealing with workers who may 
need advice or help with drug and alcohol problems.

ORAL FLUID DRUG TESTING 
FREQUENTLY ASKED QUESTIONS

WHAT IS ORAL FLUID TESTING?
Oral fluids testing collects a sample of fluids from a subjects mouth. It includes saliva and other 
oral secretions as well as material left behind during drug use. Most drugs pass quickly from the 
blood stream into fluids secreted into the mouth in detectable levels. The significant exception 
is THC, which cannot pass from blood stream to oral cavity. It however is detected by residual 
contamination of the mouth due to smoking or ingestion. 
Our premium oral fluid devices have a scientifically validated accuracy of 90% even for THC.

HOW LONG WILL THE DRUG BE DETECTABLE?
As the drug level is cleared rapidly from the blood it is equally rapidly cleared from the oral fluids. 
This is not the case for urine drug levels where the breakdown process and excretion can reflect 
the presence of drug well past any time when it may be affecting the patient

Amphetamine   10min-72 hrs   3-5 days
Cocaine    10min-24 hrs   2-3 days
THC      0-14 hrs   3-14 days
Methamphetamine   10min-72 hrs   3-5 days
Opiates    1hr-36 hrs   1-3 days

These times are of course averages and will vary depending a broad range of individual factors

SALIVA URINE



ABILITY TO DETECT MORE THAN TWICE AS MANY 
THC USERS
THC is the most commonly used drug of abuse. Previously oral fluid devices had considerable 
difficulty in detecting this drug. A Pan European project Druid-Esther has looked at 13 different 
drug tests:
Oratectxp detected THC correctly on 92% of all tests

NO MORE PROBLEMS WITH “DRY MOUTH”
Most oral fluid devices require up to 1ml of saliva to perform the test. This can be very difficult to 
collect from workers who have a “dry mouth” especially smokers and can take up to 30 minutes 
to achieve. 

QUICKER PROCESSING TIME 
Many devices test take >10 minutes to process and require a special instruments so that only one 
worker can be processed at a time. This means at a maximum only 5 workers can be processed 
per collector per hour, and usually only 3 or 4 per hour. The OratectXP only requires 7 minutes 
and does not require a special instrument to read so more than one worker can be processed at 
a time. This means that typically 10 workers can be processed by one collector in an hour. 

ADDITIONAL ADVANTAGES OF SPS
24 hour clearance of Codeine and Pseudoephedrine results
SPS uses a local accredited laboratories to conduct all confirmatory testing. The lab is able to 
confirm Codeine and Pseudoephedrine results within 24 hours of receiving the specimen, often 
on the same day for morning collections. This allows the worker who has taken a legal drug to 
potentially return to work the next day.

Expert Medical, Scientific and Policy advice
SPS has a team of professionals in all aspects of drug and alcohol issues in the workplace. We 
are able to provide quality confidential advice to both management and employees available 24/7.

DRUGS & ALCOHOL TESTING DRUGS & ALCOHOL TESTING

HOW IS IT DONE?
There are a number of collection methods currently available but the most reliable involves a 
subject moving an absorbent device around the mouth picking up both saliva and other residues. 
The sample is then placed in either an onsite device or taken to a laboratory.

WHY USE ORAL FLUIDS TESTING?
There are a number of advantages of oral fluids testing over current urine drug testing methods:

• The sample is easier to collect with no privacy issues 

• There is less chance the sample can be altered to mask the result 

• The drug can be detected very quickly and does not persist for more than a few days   
 which better reflects current usage 

WHEN IS ORAL FLUIDS TESTING MOST USEFUL?
As it is easy to collect and the drug can only be detected for a short time it is most useful for onsite 
safety checks such as roadside and workplace testing.

IS IT AVAILABLE IN AUSTRALIA?
There are a number of onsite systems currently available and an Australian Standard AS 4760 
was released at the end of 2006. This standard requires an extensive level of quality control and 
expertise to perform these tests to an evidentiary level that can potentially be defended in court. 

COMPARISON OF ORAL FLUIDS DEVICES
We often get asked about different devices for testing. We use other systems as they are faster 
and more accurate. Here is a comparison with one of the systems we use – Oratectxp



STANDARD TESTING 
PROCEDURE

STANDARDTESTING 
PROCEDURE

Testing of individuals in the workplace will be conducted privately on a one-on-one basis, however 
the person being tested may request a witness.
The presence of a witness, in relation to random testing or cause testing, must be immediately available and 
must not in any way affect or hinder the results of the testing. Therefore, if a preferred witness is not immediately 
available the testing is to proceed, with the individual being given the opportunity of selecting an alternate witness 
that is immediately available, such as a work colleague.

 STANDARD PROCEDURE FOR ALCOHOL TESTING STANDARD PROCEDURE FOR DRUG TESTING

STANDARD TESTING PROCEDURE
All persons entering a Clients workplace may be tested in accordance with the following procedures.

If the person returns a NEGATIVE TEST on their second test they can resume their normal duties. However, if the 
SECOND test returns another NON NEGATIVE reading, the person is to be arranged transport home and they are 
not to return to work until they can return a NEGATIVE TEST conducted by the Authorised Organisation

Immediate advice regarding a NON NEGATIVE result will be provided to the Manager Occupational Health and Safety 
who will also contact the Manager Human Resources and the person’s direct supervisor

The employee will be encouraged to contact the employee assistance program (eap) for support The person will be sent home pending the results of the laboratory confirmation, it is the duty of care of the client to make 
sure all persons sent home are provided safe transport, if any employee refuses transport then the Police may be notified. 
Following confirmation of the results from laboratory testing, the person may return to work at the commencement of 
their next shift if they first return a NEGATIVE TEST RESULT conducted by the Authorised Organisation

Where a person returns an UNCONFIRMED POSITIVE RESULT to the presence of alcohol above the relevant cut 
off level, the sample will be sent for laboratory confirmation

EAP SUPPORT WILL ALSO BE ENCOURAGED FOR EMPLOYEES
Immediate advice regarding an UNCONFIRMED POSITIVE result will be provided to the Manager Occupational 
Health and Safety who will also contact the Manager Human Resources and the employee’s direct supervisor

 If the laboratory results show that the result is NEGATIVE, no disciplinary action is required and the person can 
return to full duties. The employee will also be reimbursed any leave entitlements as appropriate

DISCIPLINARY ACTION MAY ALSO BE TAKEN FOLLOWING A CONFIRMED NON NEGATIVE RESULT 

If the laboratory results are NON NEGATIVE to the presence of other drugs, disciplinary action may be taken
If the laboratory confirmation shows that the result is NEGATIVE, no disciplinary action is required and the person 
can return to full duties. The employee will also be reimbursed any leave entitlements as appropriate

If a person returns a NEGATIVE TEST for the presence of alcohol, that is, their result is below the ‘fit for work’ level, 
no further action is required and the person is to resume their normal duties

If a person returns a NEGATIVE TEST for the presence of other drugs, no further action is required and the person 
is to resume their normal duties

Where a person returns an NON NEGATIVE result to the presence of alcohol which exceeds the appropriate ‘fit 
for work’ level they are to be tested a second time after the lapse of 20 minutes, during which time the person is 
to remain in the controlled testing environment and is not to return to work, unless for example in other extreme 
conditions such as the necessity for the person to be transported to a hospital

Where a person returns a NON NEGATIVE result to the presence of other drugs, using Oral fluid procedure, the 
person will then be asked to provide a Urine sample if the result again is NON NEGATIVE the sample will be sent 
for laboratory confirmation

Random and Causal Testing will be conducted by a designated collector authorised by SPS
In the case of “Random Testing”, individual persons and/or work groups will be selected randomly at 
selected times by SPS conducting the testing. “Random testing” will not be used to target individuals or 
groups.

The first step for all alcohol and other drugs testing is the completion of a pre-screening form provided by 
the Authorised Organisation. If prescription or over the counter medication is not declared, the standard 
processes are to be followed.



OVER THE COUNTER 
DRUGS/MEDICATION

PRESCRIPTION OR OVER THE COUNTER 
DRUGS/MEDICATION
Following a return to work, when you have been off work for an extended period for illness or injury, you 
may be required to undergo a test.

The following section outlines the procedures for disclosing use of prescription or over the counter drugs/
medication generally and during a screening test.

The use of prescription or over the counter drugs/medication may impact upon a person’s ability to perform 
safely or efficiently. There are several types of drugs, which may increase risk, including:

HYPNOTICS AND SEDATIVES

ANTI-DEPRESSANTS

ANTIHISTAMINES

STIMULANTS AND APPETITE SUPPRESSANTS

ANALGESICS / CODEINE

People who are using prescription or over the counter drugs/medication should take all reasonable 
steps to:
• Discuss with the prescribing medical practitioner/pharmacist the nature of their duties and ascertain any 

possible side effects of the medication which may increase risk to their safety at work. SPS may also 
seek guidance from a medical practitioner.

• Take any medication strictly in accordance with the recommendations of the medical practitioner and/
or the manufacturer.

• Report any side effects of any medication to their medical practitioner. 
• In addition to the above, persons using prescription or over the counter drugs/ medication which 

they believe, or have been informed, could affect their safety or performance at work must take all 
reasonable steps to notify their supervisor of the side effects and possible safety issues associated with 
the prescription or over the counter drugs/ medication.

The supervisor should consider if the person has a limitation in carrying out normal duties. If the supervisor 
considers the person may have a limitation, the supervisor may seek further medical information from the 
person’s medical practitioner and/ or a medical practitioner of Hunter Water Corporation’s choice. This 
medical advice can only be obtained by the Supervisor if they have the person’s written consent to do so. 
Otherwise this medical information must be arranged by the Clients Manager OHS.

If it is determined through the above process that there is a limitation for the person performing their full 
duties, appropriate suitable duties will be provided if available. If the limitation or restriction has been advised 
by a medical practitioner, the person will not be permitted to return to their full duties until medical advice/ 
clearance is obtained.

Further, an employee may be entitled to access sick leave for times when unable to work due to the effects 
of the prescription or over the counter medication.

DISCLOSURE DURING THE TESTING PROCESS
• Prior to undergoing a screening test, the person is encouraged to advise the testing officer if they are 

taking prescription or over-the-counter drugs/ medication. If this is the case the person is required to fill 
out a pre-screening form.

• If drugs are detected during the screening test, the person will be required to identify any prescription 
or over the counter drugs/ medication if they have not already done so. The person does not have to 
state the medical condition, but must state the type of medication, the dosage and confirm that they are 
consuming those drugs as prescribed or directed (some over-the-counter drugs are in the same drug 
group type as those that are being tested and therefore may show up as an Unconfirmed Positive Result 
in the Screening Test). This information will only be shared by the Authorised Organisation if necessary 
with the Clients Manager OHS.

OVER THE COUNTER 
DRUGS/MEDICATION



LABORATORY GUIDELINES
& DRUG TEST RESULTS

TAMPERING WITH AN ALCOHOL OR DRUG SAMPLE
Tampering with an alcohol or drug sample will lead to disciplinary action, which may result in 
termination of employment.

REFUSAL TO UNDERTAKE A TEST
Refusal by a person to submit or cooperate fully with the administration of Testing will 
be treated in the same manner as any other refusal to comply with SPS policies and/or 
procedures and as detailed herein.

Refusal will result in the person being counselled on the spot as to the consequences of the 
refusal. The person will then be directed to undergo the test. If the person continues to refuse 
to undertake the test, as a minimum, the refusal will be treated prima facie as a Confirmed 
Non Negative Result 

 Disciplinary action will be taken in accordance with SPS and Client OH&S Policy.

 The employee will be arranged transport home

 The employee will be suspended without pay for refusal of duty in accordance  
 with the stand down provisions of the SPS and Clients OH&S Policy

 A negative test will need to be provided by the SPS Authorised Organisation   
 before the person will be able to return to work

Continued refusal to undertake testing in accordance with specific causal testing or random testing 
will result in disciplinary action up to and including termination of employment.
Contractors who refuse to undertake a test will be asked to leave the site and will not be permitted 
back on the site until they have undergone a screening test and returned a negative result from the 
SPS Authorised Organisation. The contract manager will also need to manage any non-conformance 
in accordance with the SPS Contractor Management Policy.

 DISCIPLINARY ACTION

1
2
3
4

TESTING PROCESS FOLLOWING DISCLOSURE OF 
MEDICATION

6nce the person has filled out the pre-screening form, the screening process can commence as follows:

When a person returns an Unconfirmed Non Negative Result from a screening test, and has provided a declaration 
stating that prescription or over the counter medication is being used, laboratory confirmation testing will always be 
undertaken. The purpose of such testing is to confirm the accuracy of the declaration made by the person. 

Subject to the paragraph below, if the person’s laboratory confirmation test results show levels of drugs at or above 
the Cut off Levels as amended and updated, the test will be regarded as a Confirmed Non Negative Result. 

If the laboratory confirmation test results are consistent with the person’s declaration of prescription or over the 
counter medication, both in type and quantity, and was appropriately notified and discussed and was being taken 
in accordance with directions, the results will not be deemed or treated as a Non Negative result.

If a person returns a negative result following the screening test no further action is required and the employee is 
to resume their normal duties

If a person returns an Unconfirmed Non Negative Result the procedure outlined will apply



RANDOM TESTING

DISCIPLINARY PROCEDURES
This section describes the types of disciplinary action that may be required following a Non 
Negative Result from test screening. Any discipline taken will be in accordance with SPS and 
Clients Disciplinary Guidelines.

Where an employee:

Records a Confirmed Non Negative Result from screening tests for alcohol or other 
drugs; or

Refuses to undertake a screening test; or

Tampers with a screening test sample; or

Avoids a random or causal screening test; or

Breaches this policy in any demonstrated way;

SPS and the Client has discretion to take the appropriate disciplinary action for breach of 
this policy. All the circumstances, including the employee’s full work history, will be taken into 
account when considering what, if any disciplinary action should to be taken. Disciplinary action 
may include termination of employment taking into account the seriousness of the breach.

AVOIDANCE OF A RANDOM TEST
If a person has presented for work and avoids a random screening test then they will be treated 
prima facie as a Confirmed Non Negative Result and further as per the conditions set out above

• The person presents a medical confirmation that they were unable to attend/partake in the 
random screening

• There is a genuine family emergency that required them to leave the site

• There is a pre-arranged reason (with Manager consent) for the person to leave the site

PROCESS FOLLOWING A CONFIRMED 
NON NEGATIVE RESULT
The following steps are to be taken for a Confirmed Non Negative Result:

  The person tested and the supervisor (or respective employer) will be   
  informed of the result

  The person will be required to undergo testing for a period of 6 months 

 
  For employees, a disciplinary discussion will take place which will include   
  consideration  as to the level of disciplinary action that should be taken

Further, if an employee returns a confirmed Non Negative result or has been deemed prima 
facie as a confirmed Non Negative result and it is identified the person is undergoing medical 
treatment/support/rehabilitation specific to alcohol and other drugs, the employee will be able to 
access available sick leave entitlements upon presentation of a confirmatory medical certificate. If 
employees exhaust all sick leave entitlements, consideration will be given to accessing other paid 
leave entitlements.

DISCIPLINARY PROCEDURES

1

a

2

b

3

c
d
e



The following sets out a guide to the action which may be taken when employees return a Non Negative result 
to an alcohol or other drugs test. In circumstances where the breach is of a more serious nature, SPS and the 
Client has the discretion to take action which does not conform with the guide below, e.g. where there has been 
a serious breach to other safety policies, or the employee’s conduct endangers the safety of others.

FIRST NON NEGATIVE RESULT
Following the first Confirmed Non Negative result, a First Written Warning may be issued to the 
employee stating that the behaviour is regarded as serious misconduct and is a breach of this policy 
and therefore unacceptable. The employee will be encouraged to seek assistance through the EAP 
and will be required to undergo random and/or cause testing for a period of six months.

SECOND NON NEGATIVE RESULT
If a second Confirmed Non Negative result is returned, Final Written Warning is issued. The employee 
will be encouraged to seek assistance through the EAP and will be required to undergo random 
and/or cause testing for a period of twelve months.

THIRD NON NEGATIVE RESULT
Following a third Confirmed Non Negative result serious disciplinary action, up to and including 
termination of employment may occur.

RECORDS AND DOCUMENTATION
Alcohol and other drug test records (the “test records”) will be kept in the employees personnel file and maintained 
in accordance with legislative and other State requirements. Test records for contractors will be forwarded to 
their respective employers.
Records of any disciplinary action taken as a result of breaches to this policy will be maintained on the employee’s 
personnel file for the life of the person’s employment, as employees are required to be fit for work throughout their 
employment with the Client, and these records may be taken into account in future disciplinary meetings/ actions.

Results of causal tests following a safety related incident (e.g. high potential near miss, lost time or medical 
treatment injury) may be made available to WorkCover and other agencies if requested and necessary.
Employees may obtain a copy of a testing receipt to be made available by the provider immediately at the time 
of testing and may make a written request addressed to the Manager Occupational Health and Safety to obtain 
a copy of their confirmatory testing records.

CONFIDENTIALITY
Any person that comes into contact with confidential information in respect to this policy must not disclose any 
of this information to another party except where:
• A disclosure is necessary in the course of official duties as SPS Code of Conduct; or
• A disclosure is made with the consent of the Individual to whom the information relates; or
• A disclosure is otherwise permitted under relevant legislation. 

SUMMARY OF RESPONSIBILITIES
Employee Responsibilities
These responsibilities apply to all persons defined herein and those covered by the scope of this policy, regardless 
of their role or position, including employees engaged on a casual or contract basis, contractors, employees 
working outside normal hours, employees required to be on stand-by and members of the Board of Directors.

1

2

3

NEGATIVE RESULTS RECORDS



PERSONS MUST TAKE RESPONSIBILITY FOR ENSURING THE 
HEALTH AND SAFETY OF THEMSELVES AND OF OTHERS. IN 
PARTICULAR, EMPLOYEES MUST ACT RESPONSIBLY BY:
• Ensuring that they do not, by the consumption of alcohol or other drugs, endanger their own safety or the 

safety of any other person, including customers or clients, in the workplace. Persons must present for work 
able to undertake their normal work activities to an acceptable standard;

• Attending and resuming work unimpaired by alcohol or other drugs and notifying their manager/supervisor 
if aware that their work performance or conduct could be adversely affected or if there is a risk to the safety 
of themselves or others as a result of the effect of a prescribed or non-prescribed drug. All persons should 
find out from their doctor or pharmacist what effects a drug prescribed for their consumption has on their 
work performance;

• Taking action to resolve their own alcohol or other drug-related problems; 

• Consulting with their manager/supervisor, occupational health and safety or union representative if 
they have genuine reason to believe that a person is under the influence of alcohol or other drugs 
and may pose a risk to the health and/or safety of the person and all others including the public; 

• Conforming with all of the regulations enforceable under the Road Transport Act; 

• Complying with related policies of other companies when working on their site (this may include testing).

THE CLIENTS RESPONSIBILITIES:
• Determining the drug and alcohol policy and procedure for the Company; 

• Authorising the use of workplace drug and alcohol testing; 

• Appointing an Authorised Organisation to conduct drug and/or alcohol testing; 

• Maintaining an Employee Assistance Program Provider and referring Corporation employees requesting 
assistance for drug and alcohol related issues;

• Taking measures to achieve a workplace culture that supports health, safety and welfare including the 
personal effects of the misuse of drugs and alcohol; 

• Reducing the effects on the workplace of the misuse or abuse of alcohol and other drugs and related 
costs, including absenteeism, accidents and low productivity; 

• Informing employees of the potential work-related problems that may arise from the misuse or abuse of 
alcohol and other drugs and of their responsibilities in relation to workplace safety, conduct and performance; 

• Providing guidelines to managers/supervisors for dealing with employees whose work performance or 
conduct is adversely affected by the misuse or abuse of alcohol and other drugs; 

• Ensuring all contractors are aware of and comply with this policy; and 

• Providing information about referral to counselling, treatment and rehabilitation services where appropriate.

RESPONSABILITIES RESPONSABILITIES

R E S P O N S A B I L I T I E S
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