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THE EMPLOYMENT HEALTH AND SAFETY AND  

DRUG AND ALCOHOL MANAGEMENT DOCUMENTATION PROCESS 
This process illustrates where and how Health and Safety and Drug and Alcohol management can be 

included throughout the employment process. If in a disciplinary action dispute for a health and safety or 

an Drug and Alcohol issue, it can illustrate through the loopback process how the employee was informed 

of the company’s health and safety and Drug and Alcohol policies rules. 

 

      APPLICATION FOR EMPLOYMENT 

Contain reference to the company’s Health and Safety 

system and Drug and Alcohol policies. Include questions 

relating to the position and the health and wellness of the 

prospective employee.  

 

      JOB/POSITION DESCRIPTIONS 

Reference to Health and Safety responsibilities, 

accountabilities and the functions the employee is engaged 

to undertake 

 

 

EMPLOYMENT AGREEMENT 

Health and Safety and Drug and Alcohol responsibilities 

stated 

 

 

COMPANY RULES AND STANDARDS 

These will include Health and Safety and Drug and Alcohol 

requirements 

 

 

STAFF INDUCTION PROCEDURE 

To contain Health and Safety requirements and Drug and 

Alcohol responsibilities  

 

TRAINING PROCEDURES (SOPs) 

These are more specific and detailed for each job process. 

They are safe operating procedures containing, quality safety 

specific and general information for machines  

or tasks 

 

PROBATIONARY PERIOD REVIEW 

Recognize positive points and areas for improvement. 

Communicate; reinforce the H&S and Drug and Alcohol 

policies and procedures etc. and record outcomes and 

expectations. 

 

EMPLOYMENT APPRAISAL 

Recognise positive points and areas for improvement. 

Communicate; reinforce the policies and H&S and Drug and 

Alcohol procedures etc. and record outcomes and 

expectations. 
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A DISCIPLINARY ACTION FOR A BREACH OF THE COMPANYS  

HEALTH & SAFETY OR DRUG AND ALCOHOL POLICIES OR SAFETY 
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