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1.

Introduction

1.1.

What is the Alcohol and Other Drugs Policy Builder?

The Alcohol and Other Drugs Policy Builder is an online form that asks you nine questions to help you
build an alcohol and other drugs policy for your workplace. It is free to use.

1.2.

Who is the Policy Builder for?

The Policy Builder was developed for Victorian workplaces employing heavy vehicle drivers. Although
it focuses on heavy vehicle drivers, it can be used for all employees. It might also be helpful for any
workplace that has drivers.
It is useful for heavy vehicle workplaces that:
•
•
•

do not have an alcohol and other drugs policy
have a policy that needs to be updated or reviewed
have a policy but want to see whether they are following best practice.

The Policy Builder will help you in developing or updating your alcohol and other drugs policy by
giving general guidance on what to include in your policy. You should get independent advice when
you have completed the policy document to ensure that it is adequate for your workplace.

1.3.

What is the purpose of this User Guide?

This User Guide explains how the Policy Builder works and explains the questions in it. The Guide
shows you the questions before you fill out the online form so you can think about what should be
included in your alcohol and other drugs policy and talk this over with your employees.

1.4.

Why is it important to involve my workforce in developing
an alcohol and other drugs policy?

You have a legal obligation to consult with your workforce in developing your alcohol and other drugs
policy. Involving your workforce in deciding what should be in your policy also helps everyone to
understand what you’re trying to achieve, makes them more likely to support the policy and ensures
that it is a good fit for your workplace. A discussion guide to help you do this is provided in Section 3.

1.5.

How can I involve my employees in building my policy?

You can do this by inviting a small group of employee representatives to discuss the questions in
Section 3 and make recommendations suitable for the needs of your workplace. You should include
people who will be responsible for making your policy happen (e.g. supervisors), as well as people
who will be most affected by it (e.g. drivers).

2.

Using the Policy Builder

2.1.

How do I access the Policy Builder?

You can find the Policy Builder on the VicRoads website at: vicroads.vic.gov.au/aodpolicy
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Or you can enter ‘alcohol and drug policy’ in the search bar on the VicRoads home page:
vicroads.vic.gov.au.

2.2.

How do I use the Policy Builder?
The checklist below shows you the steps in building your policy and putting it into practice.

Before you open the Policy Builder
☐

Use the Discussion Guide in Section 3 to talk with your workforce about what should be in the
policy.

Using the Policy Builder
☐

Access the Policy Builder from the VicRoads website: vicroads.vic.gov.au/aodpolicy.

☐

Enter your email address and click the ‘start’ button.

☐

Answer 9 questions about what you want in your policy.

☐

Enter your company name, upload your logo and accept the terms and conditions.

☐

Click ‘Build my policy’ to download a Word document that contains your alcohol and other
drugs policy. It will be branded with your company name and logo if you have provided this.

After downloading your policy
☐

☐

Save the policy document and make any necessary changes. If you answered ‘yes’ to
Question 1, add information in Section 2.1 about other risks to your business. If you answered
‘yes’ to Question 9, add information in Annex C about your preferred medical provider.
Obtain independent advice to ensure the policy document is adequate for your workplace.

Putting your policy into practice
☐

☐

☐

☐

☐

Discuss the policy with managers to ensure that they understand their responsibilities and
how to apply the policy. Refer managers to the Manager Fact Sheets on the on the
Employers and Employees page of the Heavy Vehicle Alcohol and Other Drugs Resource on
the VicRoads website
Discuss the policy with employees, and make sure they understand what will happen if it is
breached. This is best done in talks between employees and managers, for example at staff
or team meetings. However, it could be done by email and backed up by a newsletter article
or Intranet post. It is important to note that any decision made due to a breach in the policy
must be in line with your employees’ employment contracts.
Ensure your employees have access to the policy and know how to find it (e.g. by putting it on
the company Intranet or having hard copies at a location all employees can access).
Print out or share links to the Employee Education Posters on the Employers and Employees
page of the Heavy Vehicle Alcohol and Other Drugs Resource on the VicRoads website.
Require your employees to complete the free online training available on the same page.
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☐

2.3.

Schedule reviews of the policy to see how well it is working and what could be improved. We
suggest that this should be done every three years or more often.

What is the structure of the Policy Builder?

The first page of the online Policy Builder form is shown below. You can see that you will move
through 11 pages in the online form: an introduction page, 9 question pages and a branding page.
These are described more below.

Figure 1: Image of first page of online Policy Builder form
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Table 1: Structure of the online Policy Builder form

Page Number

Content

Description

Page 1

Introduction

This page explains how the Policy Builder works. It asks for your
email address so we can keep you updated with new materials
and get your feedback on the Policy Builder as well as the
Heavy Vehicle Alcohol and Other Drugs Resource page. To
progress to the next page, click the ‘start’ button.

Pages 2 to 10

Questions

On each of these pages you will find one question about what
you want to include in your policy.
The questions are all yes/no choices. Choose by clicking on the
buttons. Answering ‘yes’ adds material to your policy. The
material is explained in Section 3.
To move to the next page, click the ‘next’ button. If you need to
change something, you can click the ‘back’ button and it will
remember your choices.

Page 11
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Branding

This page asks you to enter your company name, upload your
logo and accept the terms and conditions. You must accept the
terms and conditions to be able to download the policy
document.
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3.

Discussion guide

This discussion guide contains the questions from the online Policy Builder. You should use this to
guide discussions with employee representatives to ensure that your policy is suitable for the needs of
your workplace.
There are nine questions and each one asks you if you want to include particular material. If you
answer ‘yes’ to any question, material for that question is added to your policy. Table 2 below shows
what the material will be.
You can also read the full policy document in Appendix A at the end of this user guide, where all the
additional material from all nine questions is highlighted yellow.
Table 2: Questions from the online Policy Builder and material for the policy document

Questions from the
Policy Builder

Additional material

Issues to think about

1. Do you have
any specific
risks unique to
your work
environment
that you would
like included in
your policy?

The policy document already has the
following risks under Section 2.1:

Are there any extra alcohol and
other drugs risks in your
workplace that you would like in
your policy?

•
•
•
•
•

employee fitness for work while
driving on the road;
risk taking behaviour and dangers
caused by other drivers;
use of heavy machinery and working
around heavy machinery;
handling of goods; and
the image and reputation of our
business.

If you answer ‘yes’ to this question, the
Policy Builder will:
add a dot point at the bottom of
the list where you can include
any additional risks you want
shown in your policy.
You will have to type in these
extra risks after you download
the policy document.
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Questions from the
Policy Builder

Additional material

Issues to think about

2. Would you like
to provide your
employees free
education
about alcohol
and drugs?

The policy document already has the
following items in Section 3.1:

Education is important for
preventing problems and
helping your employees be fit
for work.

E.g. Annually, allow
a 30 minute break to
complete an online
program.

•

•

•

•

providing a safe workplace that
ensures employees and others on
the road are not exposed to
unnecessary risks;
giving employees information,
instruction, training and supervision
to enable them to work in a safe
manner;
consulting and cooperating with
employees to reduce alcohol and
drug related harm;
ensuring that this policy is applied on
a consistent and fair basis.

If you answer ‘yes’ to this question, the
Policy Builder will:
add the dot point below at the
end of the list.
•

3. Does your
company
conduct alcohol
and/or drug
testing – or
might it do so
in the future?
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We recommend all
organisations provide their
employees with regular and
ongoing education about
alcohol and drugs.
VicRoads has provided
a free alcohol and other
drugs eLearning
program for heavy
vehicle drivers. On
completion of the
program, users can
download a completion
certificate that they can
provide to their
supervisor as proof of
completion.

providing information and training
about alcohol and drugs to help
ensure employees are aware of the
potential risks to health and safety
associated with consuming these
substances.

If you answer ‘yes’ to this question, the
Policy Builder will:
include two sections outlining
alcohol and drug testing
procedures (Section 3.2) and
action upon a confirmed positive
result (Section 3.3).
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Even if your company doesn’t
conduct alcohol and drug
testing, it is good practice to
include information about
testing if you want to do this in
future.
We recommend that you
consult an alcohol and drug
testing company for help with
testing procedures. If your
company reserves the right to
conduct testing, advice should
be given to employees about
what will happen after a positive
result.
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Questions from the
Policy Builder

Additional material

Issues to think about

4. Is your
company able
to make
adjustments to
an employee’s
work
requirements
for a short
period of time?

If you answer ‘yes’ to this question, the
policy builder will:

We recommend that you tell
employees how your company
will manage someone who is
taking prescription medication
and whose driving and work
may be affected.

include a new section (Section
4.3) outlining how and when
adjustments will be made to help
employees who are taking
medications that may affect their
ability to perform their work.

E.g. Can the
employee be retasked while they
are taking
medication that may
impair their ability to
drive safely?
5. Is your
company able
to support
employees who
may require
alcohol or drug
rehabilitation ?

If you answer ‘yes’ to this question, the
policy builder will:
include a new section (Section
5.7) showing how your
organisation will support
employees to undertake alcohol
and/or drug rehabilitation.

Depending on your company’s
position, you may be able to
support employees who take up
rehabilitation programs and
keep their position open for a
period of time.

E.g. Would you be
able to offer
personal and/or
unpaid leave for a
period of time while
an employee
attended
rehabilitation?

6. Do you want
your managers
to know what
action to take if
they believe an
employee is in
possession of
alcohol and/or
drugs at work?
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If you answer ‘yes’ to this question, the
policy builder will:
include a new section (Section
5.4) that gives the steps a
manager can take if they believe
an employee has alcohol or
illegal drugs at work.
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Including this in your policy
shows the importance of
keeping alcohol and illegal
drugs out of the workplace and
lets employees know that their
locker, bags, etc may be
searched.
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Questions from the
Policy Builder

Additional material

Issues to think about

7. If an employee
is prohibited
from visiting a
client’s site, will
this impact
their ability to
do their job?

If you answer ‘yes’ to this question, the
policy builder will:

Problems can arise if
employees are banned from
client sites. Including this
material emphasises to
employees that unacceptable
behaviour will not be tolerated.

8. Does your
company hold
events or
gatherings
(formal or
informal) or do
employees
represent your
company at
events where
alcohol is
available?

If you answer ‘yes’ to this question, the
policy builder will:

9. Does your
organisation
have a
company
doctor or a
preferred
medical
provider for
your employees
to attend?

If you answer ‘yes’ to this question, the
policy builder will:

include a new section (Section
5.9) that explains the
consequences for an employee
if they are banned from a client
site because of misuse of
alcohol and/or drugs.

include a new section (Section
5.10) that explains behaviour
expected from employees and
employers at work-related
functions.

include a space at the end of the
policy document (Annex C) for
you to add the details of your
company doctor or preferred
medical provider.

This section reinforces the
expected behaviour of all
employees when consuming
alcohol and highlights the
employer’s responsibility to
serve alcohol responsibly at
workplace events.

Many companies don’t have
onsite health care, but if you do,
or if you have a preferred
medical provider, it is
recommended that the provider
and their contact details are
included in your policy.

You will have to add these
details after you download the
policy document.

Please get in touch with the team at VicRoads if you have any questions about this resource:
AODPolicy@roads.vic.gov.au .
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Appendix A – full policy document
The following pages contain the full policy document that is produced if you answer ‘yes’ to all nine
questions from the Policy Builder. The additional material from the nine questions is highlighted
yellow.
The policy document includes three Annexes:
•

Annex A – sets out definitions used in the policy document. All defined words are bolded in
the policy document.

•

Annex B – sets out signs and symptoms to determine if an employee is not fit for work.

•

Annex C – sets out information on assistance and support services.
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