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Tips for discussing AOD with 

employees and contractors
	
When talking with our people about AOD, you need to deliver messages in a clear, concise 
and consistent way. 

Having discussions about AOD can be difficult, for both you and the employee or contractor. It is important to remember 
that managing AOD-related issues in the workplace should be no different to managing any other productivity, safety or 
wellbeing issues. 

• actively listen to the employee or contractor 

• focus on what they are saying 

• try not to interrupt them 

• concentrate on the meaning of what they say, and 
try to pick up how they are feeling and the things 
they aren’t saying 

• check for understanding (that they understand you and 
you have understood them correctly) 

• always be constructive 

• empathise with the employee or contractor 

• stick to the facts and be objective and specific 

• stay calm and don’t be provoked into a debate 

• make sure personal biases or stereotypes don’t cloud 
the discussion 

• don’t try to diagnose the ‘problem’, leave that to medical 
professionals 

• avoid emotive language or anything that could sound 
judgemental (for example, avoid words like ‘drunk’, 
‘alcoholic’ and ‘addict’) 

• always offer the services of our Employee Assistance 
Program, or Workplace Assistance Program for 
contractors - 1300 687 327 

Tips for having an AOD related discussion with an employee or contractor: 

Maintaining respect in the workplace 

It is likely that speculation might arise if individuals 
leave the workplace following AOD testing. Any gossip or 
speculation must be addressed immediately in line with 
our policies and our value of Trust. 

Tips for addressing gossip and speculation: 

•	 On occasion workers may need to leave the workplace 
after AOD testing has occurred. 

•	 This does not necessarily mean that person has breached 
the AOD policy, or done anything wrong. Regardless of 
their reasons for leaving the workplace, it is unacceptable 
to start or spread rumours that may damage another 
person’s reputation or hurt their feelings. 

•	 Such gossip and speculation can be extremely harmful 
and negatively impact on mental health. 

•	 It is your responsibility to act in accordance with Our Ethics 
and treat all workers with courtesy and respect always. 

We will support our people to address any AOD 
issues that they may have 

As we roll out our AOD Policy, some employees may 
reduce or eliminate their AOD use. It’s important for 
you to understand a change in behaviour or mood, 
potentially coupled with absenteeism or presentism, 
may indicate withdrawal signs that should prompt 
you to have a conversation with the employee or 
contractor and to offer them appropriate support. 

Where an employee voluntarily discloses an AOD 
issue, you can seek advice and support from the 
Wellbeing Unit in MyHR. 

There is also a list of free local support resources 
listed at the back of the AOD information booklet – you 
should have received this in the mail to your home 
address. You can also find a copy on OurPost.com.au. 

77 





Accessibility Report





		Filename: 

		AOD discussion tips.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 2



		Passed: 28



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Skipped		Appropriate nesting










Back to Top



