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Templates for Farmers:

Policies and Procedures

From Page 2 onwards, this document provides all the text you need, to create policies and procedures specific to your company.  Following these instructions will mean that your company is one step closer to becoming compliant with your OH&S responsibilities.

It is important to note that simply having this policy is not enough to discharge your employer duties.  You must also consult with your employees on the policy, as outlined below, and keep a record that you have done this consultation.
Instructions for Use:

1. Open a new Word document with your company letterhead on it.

2. Copy all text from Page 2 onwards, and paste it into your letterhead.

3. Personalise where highlighted, to reflect your company.

4. Fill in the table at the bottom with the version number, date, your name and a digital signature (or you can print the document off, sign it and scan it back in for your records).

5. Add/change the policy name to the footer, as demonstrated in this document.

What to do next:

1. Present this policy document to your employees at a toolbox meeting, and discuss it in full. A record of who is in attendance should be kept.

2. Include this policy in your induction process for any new employees.

3. Take on and address any feedback or concerns that your employees may have.  Adjust as necessary.

4. Have the policy stored in an accessible place, for future reference and updating.
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Any future updates should be Saved As a new file, and the new version number and date written into the table at the bottom of the document, for review by everyone, and signed again by the author.



(Your company’s letterhead)
DRUGS AND ALCOHOL POLICY
Policy

(Name of company) is committed to maintaining a working environment that protects the health and safety of employees, customers and others that may be affected by the activities of (name of company).
The use of drugs or alcohol can threaten the ability of an employee to carry out their work in a manner that is safe, and without risk to customers and fellow employees.

(Name of company) prohibits the use of drugs or alcohol during the hours of work, or in such a manner that may affect an employee’s performance at work.

Procedure

· The consumption of alcohol or drugs in such a manner that the consumption will affect the employee’s performance at work will not be tolerated.
· An employee’s supervisor should be consulted where there is a need for the use of prescribed substances that may affect an employee’s standard of work performance.
· In no circumstances, should an employee be subject to the influence or use of illegal drugs at work.

· If you require assistance with an alcohol or drug problem, (Name of company) will assist with recognised treatment and programs.  If you have concerns or queries relating to employee assistance treatment or programs, contact ___________________   (insert responsible person).
· It is expected that employees present themselves to work, being fit and ready for work. 

· If an employee is suspected of being under the influence of drugs or alcohol at work the employee will be counselled and stood down until such time as they present themselves in a fit and ready manner to commence work.

· Employees will be subject to two written warnings, and terminated where the continued use of drugs or alcohol is detected.
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