
1 Management of Incidents of Substance Misuse Towards the very best...



2 Management of Incidents of Substance Misuse Towards the very best...

CONTENTS

SECTION 1 
 1  Introduction .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .  3
 2  Background  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 3
 3  Context .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .  3
 4  Substance misuse - Substances included under this policy  .  . 4
 5   Child protection  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 4
 6  Education on substance misuse  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 5
 7  Involvement of support agencies  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 5
 8  Management of incidents of substance misuse   .  .  .  .  .  .  .  .  . 6

SECTION 2
 1  Introduction .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .  7
 2  EL&L policy for managing incidents of substance misuse  .  .  . 7
 3  Dealing immediately with the young person  .   .   .   .   .   .   .   .   .   .   .  8
 4  Taking possession of suspected substances   .  .  .  .  .  .  .  .  .  .  . 9
 5  Contacting parents and police  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 9
 6  Responding to the media  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .11
 7  Keeping a record: Evidence and statements   .  .  .  .  .  .  .  .  .  .  .11
 8  Communication with parents & community members  .   .   .   .   .11
 9  EL&L staff   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .12

APPENDICES
1  Background and Terminology   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .17
2  Managing, Recording and Reporting of  

Substance –Related Incidents   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .19
3 Substance Description and Receipt  .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .20
4 Record of Substance-related Incident including  

Medical Emergencies  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .21
5  Debriefing and Evaluation .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .   .23
6 Local Contacts   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .24

Bibliography   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .27



3 Management of Incidents of Substance Misuse Towards the very best...

 1  Introduction
This document sets out Aberdeenshire Council policy and guidelines in relation to 
substance misuse, should an incident occur within Education, Learning and Leisure (EL&L) 
establishments and activities organised by staff . The policy and guidelines apply to all 
Aberdeenshire EL&L personnel . It outlines the steps to be taken and the relevant roles and 
responsibilities of staff .

 2  Background
Aberdeenshire Alcohol and Drug Partnership (ADP) oversees the implementation of 
national strategy at a local level (Routes to Recovery: Aberdeenshire’s strategy for Alcohol 
and Other Drugs (2009-2012) .

The national drug strategy for Scotland; The Road to Recovery (May 2008) – A New 
Approach to Tackling Scotland’s Drug Problem, requires the Council to have a clearly laid 
out set of procedures to help deal effectively with incidents of substance misuse within 
EL&L service establishments . 

This policy should be considered in conjunction with Hidden Harm, GIRFEC, Curriculum 
for Excellence, Aberdeenshire Local Authority Child Protection Guidelines, the Pan 
Grampian Children’s Services ISP and the NESPC Multi Agency, GOPR Guidelines and the 
Aberdeenshire Integrated Assessment Framework . 

 3  Context
Aberdeenshire Council regards substance misuse as a serious matter . When an incident 
of substance misuse involving a child, young person or adult occurs it is important that 
all EL&L personnel are familiar with procedures and their responsibilities . This document 
should be accessible to all personnel within EL&L .

These policy guidelines will assist EL&L establishments and staff in responding appropriately 
to information, evidence or allegations that children, young people or adults are misusing 
drugs as well as in managing incidents involving substance misuse by children, young 
people and adults .

While there are references within this document to policies and guidelines relating 
to children and young people, the document also applies to adults using Council 
establishments or participating in Council run programmes .
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Heads and managers of EL&L establishments must ensure the policy and guidelines are 
in place, and well understood by each member of staff, to enable incidents of substance 
misuse to be managed effectively and ensure the safety and welfare of everyone within 
the establishment continues to be of paramount importance . Heads and managers should 
ensure staff know how to access the relevant line manager for help on substance-related 
matters including potential child protection issues .

 4  Substance misuse - Substances included under this policy
For the purpose of this policy, an illegal substance relates to a controlled drug as defined 
under the Misuse of Drugs Act 1971 (Appendix 1) . 

Potentially harmful substances would include alcohol, volatile substances, solvents, 
prescription and non-prescription medicines and uncontrolled drugs, frequently referred 
to as “legal highs” .

The steps outlined in this policy should be taken for all these substances described as 
being potentially harmful as well as those which are illegal .

The following sections and appendices aim to clarify many of the questions staff have on 
the substances included in this policy, including how their use is governed by the law and 
the range of specialist services available within Aberdeenshire .

It is the responsibility of EL&L establishments to ensure that this policy is matched with an 
equally determined approach to education and prevention, and a strong ethos of support 
for young people .

In order to enable staff to meet their responsibilities in relation to substance misuse, this 
policy contains information and guidelines on the following areas:

•	 Child protection

•	 Principles of substance education

•	 Management of incidents of substance misuse

 5   Child protection
All children and young people in Scotland have the right to be cared for and protected 
from harm and to grow up in a safe environment in which their rights and needs are 
respected . Protecting Children & Young People in Aberdeenshire (2007) sets out the 
authority’s guidance for child protection based on the North East of Scotland Child 
Protection Committee (NESCPC) guidance .

The Children (Scotland) Act 1995 places a general duty on the local authority to safeguard 
and promote the welfare of children and young people within the area who are in need 
and to investigate if it believes that a child is suffering or is likely to suffer significant harm .

Evidence of parental substance misuse would be a cause for concern under the child 
protection guidelines and although, in itself the substance misuse does not confirm that 
abuse of the child is happening, it does indicate the need for further investigation .

Each EL&L establishment has a designated child protection person who, when concerns 
arise, should initiate further investigation in accordance with Child Protection guidelines .
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 6  Education on substance misuse
Curriculum for Excellence is about making a difference to children and young people, 
developing values, attitudes and skills as well as knowledge and understanding . 

There is also now a legislative duty on local authorities under the Schools (Health Promotion 
and Nutrition) (Scotland) Act 2007 to ensure that schools are health promoting .

Substance misuse education in schools is often the first line of prevention against drug 
use, providing opportunities to pass on accurate, up-to-date facts, explore attitudes and, 
crucially, foster the skills needed to make positive, informed decisions .

Early years settings, schools and community establishments have an important role to 
play in developing in young people qualities of resilience and adaptability so that they are 
able to make informed choices to enhance their own health and wellbeing . 

To be effective, substance education should take account of children and young people’s 
knowledge, beliefs and attitudes relating to substance misuse (SCRE 2000) . It is not just 
about classroom teaching, but encompasses all policies, practices, programmes, initiatives 
and events connected with the prevention and reduction of substance related harm . 
Teachers will always be in the front-line for delivery in schools, however, the message will 
be most effective if delivered in partnership with children and young people, a range of 
partners and agencies . 

Lifelong Learning & Leisure staff also have a key role in substance education . Lifelong 
Learning & Leisure staff are routinely in contact with young people and others who may 
be putting themselves at risk through substance misuse . It is frequently the case that 
youth workers, through the relationship of trust and support they have established with 
individuals and groups, are uniquely well placed to offer information and advice on how 
the harm associated with various substance misuse practices may be reduced . 

 7  Involvement of support agencies
In both schools and community settings, the provision of substance education should 
be well supported by input from partner agencies from both the statutory and voluntary 
sectors .

Effective handling of any substance misuse incident will be enhanced where positive, 
trusting and respectful relationships exist between partner organisations . It is important 
therefore, to develop good collaborative links with social work services, health services, 
police and other voluntary and statutory organisations in order to provide a network of 
support and guidance for children and young people . Staff should be familiar with EL&L 
guidelines in relation to confidentiality and be aware that different agencies will operate 
under different guidelines .

Where good inter-agency working exists, incidents can be dealt with quickly ensuring the 
best outcome for the child or young person involved .
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 8  Management of incidents of substance misuse 
Despite the educative and supportive measures put in place by schools and community 
establishments, there will be times when personnel are required to deal with the following 
situations:

•	 Clearing an EL&L establishment of substance misuse-related litter

•	 Substance misuse-related incidents involving adults

•	 Suspicion, allegation, disclosure of substance misuse

•	 Child/young person/adult who displays symptoms of substance misuse

•	 Child/young person/adult taking controlled substances on establishment 
premises, trips or transport

•	 Child/young person/adult selling controlled substances on establishment 
premises, trips or transport

•	 Child/young person/adult with drugs, alcohol or solvents on establishment 
premises, trips or transport 

To support EL&L staff to deal effectively with the above incidents, a set of procedures has 
been developed . These are contained in section 2 . These procedures should be followed 
at any stage during the school day where an incident occurs in or around school premises 
and equally apply to school transport or any school activities out with school . These 
procedures are also to be followed where activities are organised by Lifelong Learning & 
Leisure staff .
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SECTION 2

 1  Introduction
Heads and managers of EL&L establishments and senior Lifelong Learning & Leisure staff 
are responsible for ensuring that they are well prepared to manage incidents of substance 
misuse, should they occur and that all members of staff are fully aware of their role and 
function in the event of their involvement in incidents of this type . 

There should be no doubt as to the seriousness of incidents of substance misuse . It is 
important that such incidents are dealt with robustly .

 2  EL&L policy for managing incidents of substance misuse
All establishments should have a designated member (or members) of staff responsible 
for advising on any substance misuse issue that arises . This member of staff must have 
appropriate knowledge on the effects of substances as well as signs and symptoms of 
substance misuse . He/she should be consulted by other staff with queries relating to 
substance misuse .

Good practice requires establishments to identify the line-management duties for co-
ordinating action both within the premises and between other relevant agencies . Local 
multi-agency networks involving staff, police, health and social work should be put in 
place for responding to incidents in which a child or young person may be at risk . Heads 
and managers of establishments should ensure that these linkages are effectively utilised 
to manage incidents of substance misuse . 

It is crucial that all staff in EL&L establishments are fully aware of their function and role 
in management of incidents of controlled and uncontrolled substance misuse . When 
informed of an incident heads and managers of EL&L establishments must quickly establish 
the facts of the incident and then take the appropriate action . The policy provides a step 
by step account of the procedures to be employed .

Heads and managers of EL&L establishments must ensure that staff are:

•	 Informed about their role in the management of incidents of substance misuse, 
and are fully committed to policies relating to substance misuse .

•	 Aware of their responsibilities under law . It is important that staff are aware of 
the legal implications of discovering a child or young person with a controlled 
substance, and how they would be expected to deal with such an event .

•	 Know to report all incidents of substance misuse to the Management Team on 
duty .

•	 Informed of the limits of confidentiality that can be offered and that information 
about controlled and uncontrolled drug misuse may be offered in confidence 
but the recipient cannot keep such information to him or herself .
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•	 Know that it is acceptable for a responsible person to take possession of a 
controlled drug for the purpose of preventing an offence in connection with 
that drug . The controlled drug must then be delivered into custody of a person 
lawfully entitled to take custody of it (Section 5(4)(b) of the Misuse of Drugs Act 
1971) . He/she will then have a defence against prosecution for possession .

Any member of staff who finds himself or herself involved in an incident of substance 
misuse, involving a young person, must send for the headteacher (HT) or senior member 
of staff . They should also access another member of staff to act as a witness . It is important 
to have an independent witness present in order to corroborate all actions taken should 
any subsequent charge be made by the police and the case taken to court .

In some instances it may be difficult to access the support of another adult immediately . 
The member of staff should contain the situation and make contact through the main 
office to the most appropriate person within the local network as soon as possible .

The member of staff should remind the child or young person of policy regarding 
substance misuse and the procedures to be followed to investigate the incident, including 
the intention to contact parents/carers (if the child or young person is under 16) and the 
police . The steps to be taken by the member of staff involved are summarized in (Appendix 
2) .

 3  Dealing immediately with the young person
It is vital that the health needs of the child or young person are fully met before any formal 
investigation involving the child or young person is undertaken .

If the condition of the child or young person involved gives rise for concern, medical help 
must be sought .

Procedure to follow if medical assistance is required:

•	 Provide first aid as necessary, minimise risk of the child or young person 
damaging him/herself or others .

AND/OR

•	 Send for an ambulance . Arrange for appropriate adult to accompany child or 
young person to hospital .

In the event of a young person requiring an ambulance, steps require also to be taken 
to take possession of any substances and/or related items . Recording must be made as 
described in the procedures that follow . Medical staff will require a description of any 
substances or related items that may have a bearing on the young person’s health .

All staff should be made aware that extreme physical dangers present after an incident 
of solvent abuse . Solvent misuse demands a different approach from other types of 
substance misuse . The potential for heart failure demands that any suspected incident 
of this nature be treated as a medical emergency . The medical treatment of the young 
person should be the priority . 
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 4  Taking possession of suspected substances 
Any child/young person suspected of being involved must be requested to hand over any 
suspected substances and/or related items to be delivered to the police . A description of 
the items handed over by the young person must be recorded and signed by both the 
person in charge, and the members of staff involved and the person acting as a witness 
(Appendix 3) . The receiving adult must lock the suspected substances and/or related items 
away in a secure place, in the presence of a witness . The items must be handed over to the 
police at the first opportunity .

The young person must be given a receipt for anything he/she hands over to staff, with 
a description (e .g . colour, quantity) of the items . This must be signed by the child/young 
person as confirmation of what has been handed over .

It is important that the child/young person does not have the opportunity to destroy or 
pass on any evidence .

In exceptional circumstances, for example while on an excursion, with no access to a safe 
place to hold the substance, and solely to reduce the risk of, or to prevent, harm to the 
child or young person, the person in charge should take overall responsibility for holding 
the substance(s) . The substances require to be retained for possible use as evidence, or 
for chemical analysis . All such actions must be witnessed and recorded and subsequently 
reported to the police at the earliest opportunity .

 5  Contacting parents and police
Guidance from the police states that if a child or young person approaches a teacher, 
youth worker or some other person employed by the Council and discloses an issue they 
have around substance misuse, this is not a matter for the police provided there is no 
suspicion that the individual is in possession of a substance . The primary consideration 
is the health and wellbeing of that child or young person and the sharing of information 
should be concerned with ensuring this is addressed . There would be no requirement 
for police involvement in such cases, unless some kind of associated issue was raised, for 
example around extended criminality by the young person or others or child protection .

If the child, young person or adult is known or suspected to be in possession of a substance, 
then he/she must be advised of policy and told that their parent/guardian will be informed 
as required and the police will be notified . This must be the case regardless of what the 
substance is thought to be, as only laboratory examination will determine whether that 
substance is controlled or not . It is not for any employee of the Council to decide whether 
or not they can be discretionary about possession of one substance over another . 

In certain circumstances, some staff members may have difficulties on the issue of trust, 
for example when a youth worker experiences a young person using or in possession of 
cannabis within EL&L establishments . 
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The policy of the service in respect of zero tolerance of possession of substances requires 
to be on open display so that those occupying EL&L establishments can be in no doubt 
as to the action to be taken if policy is breached . In sharing this policy with children/
young people and adults, the onus is placed upon employees to report such instances . 
If an individual chooses to bring a substance into an EL&L establishment or activity it is 
the individual who breaks the trust of the member of staff and not the staff member by 
reporting the incident to the police .

The following procedures within this section of the document have been informed by the 
guidance provided by the police .

Parents/carers should be informed and involved in any substance-related incident 
involving their child unless the young person is over the age of 16 . If a young person aged 
16 or over insists that their parents must not be summoned, this should be respected . In 
certain circumstances police or social work staff will contact parents/carers .

If the young person is under the age of 16, the parents must be contacted immediately, 
and advised that the police will be informed that there has been an incident in which there 
is a suspicion that a controlled substance might be involved, and which may involve their 
son/daughter . The time of the call should be recorded (Appendix 4) . The parents will be 
required to come immediately . 

If parents are not available, the authority has a duty of care to the young person and, 
accordingly, the designated senior member of staff must be in attendance if the police 
wish to interview the young person . If necessary, the member of staff, or someone from an 
appropriate service e .g . social worker, should accompany the young person to the police 
station .

If parents/carers arrive before the police, the parents/carers should be allowed access to 
the child or young person with an adult present at all times, unless otherwise instructed 
by the police .

If police arrive before parents/carers, the police must be asked to wait until the parents/
carers arrive . However, circumstances may dictate the police taking immediate action . In 
such cases an adult must be present during the subsequent interview .

Police are entitled to detain and search anyone suspected to be in possession of suspicious 
substances . Such searches are the responsibility of the police .

If the police require to search the child/young person on the premises, this must be carried 
out in the presence of the parent and/or appropriate member of staff .

The police may wish to take the child or young person away for questioning . In such cases 
staff are asked to seek an explanation from the attending police officer(s) for their actions 
and ensure a member of staff accompanies the child/young person if the parents have not 
already arrived .



11 Management of Incidents of Substance Misuse Towards the very best...

 6  Responding to the media
It is assumed that the HT/senior member of staff will be required to respond to enquiries 
from the press . Following a substance misuse incident, the Aberdeenshire Communications 
Unit should be informed by a senior member of staff and a statement for the press prepared . 

If staff are approached by the press, they must be directly referred to the HT or designated 
senior member of staff with overall responsibility for managing the incident . If the press, 
approach the establishment before an agreed statement is prepared, they must be 
directed to Aberdeenshire’s Communications Unit . Apart from the agreed statement, no 
further comment should be made . 

Where other agencies are involved, they should agree a strategy for handling any 
approaches from the media .

 7  Keeping a record: Evidence and statements
The senior member of staff and any other member of staff present must keep a written 
record of events and contact calls (including times) . This record should be made 
immediately after each event, or as soon as practically possible . (Appendix 4) . 

Anyone involved in dealing with an incident of controlled drug misuse should expect 
to be interviewed by a senior member of staff and possibly the police, and to supply a 
statement of their involvement . It should be remembered that a court case may result 
from an incident and, therefore, a written record of the interview with a young person 
suspected of being in possession of, or supplying substances, must be made . Staff must 
be aware of where record forms are kept . 

Any further action taken must also be recorded, and the member of staff responsible for 
dealing with the incident must ensure that the Head of Service is informed at the earliest 
opportunity . Completed incident forms must be stored in a locked cabinet in line with the 
Data Protection Act 1998 .

 8  Communication with parents & community members
Heads and managers of EL&L establishments will need to consider how information on 
individual substance misuse incidents should be communicated . Staff will require to 
be informed but whether information should be communicated to all parents/carers 
generally and the wider community will depend on the nature of the incident .
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 9  EL&L staff need to:
•	 Be given the broad facts

•	 Know the suspected substance(s) involved

•	 Know that the incident is being managed in line with EL&L procedures

•	 Agree the response to inquiries by children and young people and parents/
carers, and the need to follow this advice to ensure consistency

•	 Know that they are required to refer all media inquiries to the designated senior 
member of staff .

In the event of school exclusion, all staff who teach the child/young person involved 
should be informed of the decision, but no reason should be given .

Other than to staff above, the name of child/young person involved must be kept 
confidential .

 10  Parents
Generally it is not advisable for schools to write to all parents in response to a specific 
incident . However, there may be specific instances in which the headteacher may wish to 
consider, in consultation with appropriate officers, whether a letter should be written to 
all parents explaining:

•	 That a substance-related incident has happened in the school

•	 That the school policy, with which parents are familiar, has in this instance been 
carried out

•	 Which substance was involved

•	 To know that medical needs have been attended to

•	 To know that parents/guardians or carers and police have been involved

•	 To be reassured that the procedures are in place to manage the incident 
effectively and bring it to a successful conclusion

 11  Partners and other services
At the conclusion of the incident a discussion with the agencies involved should take 
place to review how the incident was managed, to inform changes to ensure best practice 
for the future, and to maximise the potential for agencies to work together effectively . A 
record of the outcome should be kept . (Appendix 5) .

 12  Management review
An evaluation should also be organised by the HT/manager to review how the incident 
was managed and inform changes if required .
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 13  Reporter to the children’s panel
Where the school has sufficient concern, contact must be made with the Reporter for 
appropriate advice . To assist this decision, the HT may wish to liaise with social work, 
health or relevant professionals operating within the community network .

 14  Excursions outwith school 
School transport providers must be made aware that they should report the incident to 
the headteacher, who will then be responsible for dealing with the incident .

This policy applies equally on school and community excursions abroad . Before undertaking 
such excursions, the manager responsible must ascertain any relevant laws and penalties 
for substance misuse of the country to be visited and should agree procedures to be 
followed in the event of any incident .

 15  Managing incidents of substance misuse involving staff
If a member of staff is involved in an incident of substance misuse the corporate policy and 
guidance notes for the operation of policy on alcohol and drug misuse must be followed .

 16  Managing incidents of substance misuse involving other adults
Heads of EL&L establishments must deal appropriately with incidents involving substance 
misuse related behaviour by adults . The senior member of staff will need to take account 
of the safety of everyone both within and outwith the establishment when determining 
action to be taken .

There may be some occasions when EL&L staff encounter a situation in which the concern 
about substance misuse or related behaviour involves a parent or other adult . As with 
incidents involving children and young people, some situations will require immediate 
action in collaboration with other agencies to ensure the protection of a child or young 
person . 

If a member of staff is not confident that a parent/carer is able to provide appropriate care 
and supervision of their child because he/she is under the influence of a substance, they 
have a duty to protect the welfare of the child or young person involved . They should 
attempt to contact an alternative guardian/carer before contacting social work staff, and, 
if necessary, the police .

If there are concerns about the safety of a child or young person, staff should attempt 
to persuade the adult not to leave with the child or young person until appropriate 
help arrives . If the adult insists on leaving with the child or young person, staff should 
immediately inform social work staff and the police (Appendix 6) . Depending upon the 
age of the child, the course of action may vary . 

Examples are given below .

Where the child is not of an age to look after themselves e .g . a young child attending 
playgroup, the member of staff should:

•	 Enlist the support of another member of staff
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•	 Attempt to persuade the adult not to leave the premises with the child until 
appropriate assistance arrives

•	 Attempt to contact an alternative carer for the child (either the emergency 
contact or a family friend)

•	 NOT attempt to restrain the adult if they insist on leaving

•	 Contact the social work service and, if relevant, the police (Appendix 6) .

Where the child is older and able to look after themselves e .g . a young person being picked 
up after a youth group, the member of staff must check that the young person feels safe 
to go home with this adult . If not, an alternative (carer/neighbour/relative willing to take 
responsibility etc) should be contacted . If the young person is happy to leave, but the 
adult is intending to drive, the member of staff should:

•	 Try to persuade the adult not to drive home

•	 Suggest the adult does not take the young person

•	 Offer to order a taxi

•	 Suggest a friend drives them home

If the adult insists on leaving, the member of staff should contact the police .

If an adult is acting threateningly or aggressively on EL&L establishment premises, the 
member of staff should:

•	 Attempt to calm the situation

•	 Attempt to isolate the young person or adult by taking them aside, preferably to 
a quiet room

•	 Advise the adult that the police will be called if the behaviour continues .

These incidents must be recorded .

 17  Support for young people affected by parental substance misuse
A number of young people in school are affected – or may have been previously affected - 
by parental substance misuse . This may constitute a child protection issue and staff should 
liaise with other relevant agencies as directed by the NESCPC Child Protection Guidelines . 
Getting Our Priorities Right and Hidden Harm are two documents which outline the 
specific harms from parental substance misuse . Both of these, along with Getting it Right 
for Every Child (GIRFEC) emphasise the importance of strong partnership working in order 
to meet the needs of the child .

In all cases, staff should be alert to concerns about a child’s welfare and report any issues 
to the relevant senior member of staff . The designated member of staff will co-ordinate 
a school support plan for the child/young person and liaise with other agencies as 
appropriate .
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 18   Support for young person(s) involved in incidents of substance misuse
It is important that children and young people receive appropriate support and  
re-assurance in the period following a substance misuse incident or disclosure of substance 
misuse as they may feel extremely vulnerable at this time . Staff should work closely with 
parents and identified partner agencies, in supporting the young person .

Where necessary children and young people need:

•	 To be told the facts of the incident, including the consequences

•	 To have the policy on substance misuse reinforced

•	 To have their substance misuse education programme reviewed and 
supplemented where necessary

 19  Support within the school
Children’s services networks work towards an agenda for inclusion of all children/young 
people . For this reason every effort must be made to allow the child/young person to 
continue his/her education . Schools should collaborate with parents and partner agencies 
to support the child/young person in identifying and planning possible individual 
education programmes when required . These programmes must be reviewed and 
amended on a regular basis .

 20  Substance related litter 
If any member of staff either finds substance-related litter (e .g . bottles, needles, syringes) 
or it has been brought to their attention, they must first arrange for its safe removal .

For non-needle litter:

•	 Arrange for the substance to be safely stored while waiting to hand it to the 
police .

For needle/syringe type litter:

•	 Discarded needles and used syringes present environmental health and safety 
implications for EL&L, staff, young people and the wider community . Discarded 
injecting equipment should only be removed by persons appropriately trained 
and equipped to do so . The removal of substance related litter of this nature 
should be in accordance with Health Scotland protocols and the Council’s 
Health and Safety at Work Standing Procedures . 

•	 Staff, if not properly trained or equipped, should isolate discarded needles 
and syringes from young people and other staff members until professional 
assistance is available . Needles and syringes can only be transported or stored 
safely in a “sharps” box .

For all substance-related litter, the member of staff must:

•	 Complete a substance incident form, giving a description of the substance 
related litter

•	 Ensure the Lifelong Learning & Leisure service manager or Quality Improvement 
Officer are notified of the incident at the earliest opportunity .
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APPENDICES    
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APPENDIX 1
Background and Terminology

Drug Misuse – The Misuse of Drug Act 1971 defines the use of all illegal drugs covered in 
the Act as misuse . For this reason, the term drug misuse is generally used within official 
documents and has become more widely recognised and understood than terms such as 
drug use or drug taking .

Drug misuse within these guidelines is used to cover all these terms, primarily covering 
misuse of controlled substances such as heroin, cocaine and cannabis . However, substance 
misuse includes the use of solvents, medication and alcohol and these guidelines will be 
of help in managing incidents of all types .

Parents – References to parents in these guidelines should be taken to mean the primary 
care giver to the young person involved .

Staff – The term staff relates to all teaching and non-teaching staff within the service .

Legislation

Age of criminal responsibility

Under age 8

Children under 8 are generally deemed not to be responsible for any criminal act, although 
specific circumstances may refute this presumption .

Age 8 – 15

Children of this age are responsible, and there is a presumption that they know what they 
are doing is wrong (e .g . they know that stealing is wrong) . They will generally be dealt 
with by the Children’s Hearing System, although, if the crime is determined as being of a 
serious nature, it may be dealt with in the normal criminal court . This is, however, rare in 
such circumstances .

Age 16 or over

Young persons of this age are considered to be responsible for their actions and any 
prosecutions will take place in the normal criminal court .
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The following drugs are controlled by the Misuse of Drugs Act 1971:

CLASS A includes CLASS B includes CLASS C includes

•	 LSD Ecstasy

•	 Magic mushrooms

•	 Heroin, opium, 
methadone

•	 Cocaine, crack

•	 Diconal (painkiller)

•	 Any class B drug prepared 
for injection

•	 Amphetamines, Cannabis 
(resin or herbal), Cannabis 
oil

•	 Barbituates

•	 DF 118, Codeine

•	 Mephedrone

•	 Tranquillisers 
(Benzodiazepines) e .g . 
Diazepam (Valium)

•	 Temazepam (Normison)

•	 Some anti-depressants

•	 Some painkillers 
e .g . Temgesic 
(Buprenorphine)

•	 Steriods

MAXIMUM PENALTIES MAXIMUM PENALTIES MAXIMUM PENALTIES

•	 Supply = life imprison-
ment + fine

•	 Possession = 7 years + 
fine

•	 Supply = 14 years + fine

•	 Possession = 5 years + 
fine

•	 Supply = 14 years + fine

•	 Possession = 2 years + 
fine

This is not a definitive list . Please check website listed below for updated information . 
http://knowthescore.info 

Certain Class B drugs can become Class A when prepared for injection . Generally these are 
amphetamine or opiate related . 

Note: Fine can be unlimited in all cases . The court can impose a prison sentence or a fine 
or both .

It is against the law for a shopkeeper to sell gas lighter refills e .g . Butane gas, to anyone 
under-18, regardless of use . It is against the law for a shopkeeper to sell any other solvent/
volatile substance to any person if he/she suspects the substance is being misused .

On the whole, Class C tends to include pharmaceutical “prescription only” drugs, which are 
illegal to possess without a prescription; steroids being an exception to this . However, it is 
illegal to supply all of the Class C drugs as it is with any controlled drug .

Since February 2002, 33 Benzodiazepines (tranquillisers) are controlled under Class C and 
these include, Temazepam (Normison), Diazepam (Valium), Nitrazepam (Mogadon), and 
Flunitrazepam (Rohypnol) .

This reflects current legislation at July 2010 .
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APPENDIX  2
Managing, Recording and Reporting of Substance –Related Incidents

Send for 
Head of Establishment or 

senior member of staff.

Record first aid treatment as per 
policy and report back to Head of 

Establishment.

IF MEDICAL HELP IS 
REQUIRED?

Provide first aid as necessary, minimise 
risk of the child or young person 
damaging him/herself or others.

Access another member of 
staff for assistance.

IF SOLVENT ABUSE – 
SEEK MEDICAL HELP 

IMMEDIATELY

Send for an ambulance. Arrange for 
appropriate adult to accompany child 

or young person to hospital.

Check that the health needs of the young person are fully met.

Arrange interview of staff and other children and young people involved, with witnesses, to establish the facts of the 
incident and obtain corroboration. A written record of events and contact calls should be made immediately after the event.

(Record details of interview. – Appendix 4) 

Arrange interview of child or young person, with witnesses, to establish the facts of the incident, at what level the child or 
young person was involved, and whether other children and young people were involved.

(Record details of interview. – Appendix 4) 

Inform corporate communications.
(Record contact details and time of call.  -  Appendix 4)

Indicate to Chair of Parent Council that an incident has occurred and 
discuss the nature of information which will be given to parent(s)/carer(s).

(Record contact details and time of call. - Appendix 4)

Complete APPENDICES  4 AND 5
and submit to Area Office.

Once investigation has finished, give consideration to the guidance that has been given in terms of excluding the child or 
young person and involving others such as health or social work.

The Councillor(s) for the area 
in which the school is situated, 
should be informed by the QIO 

of the general nature of the 
incident.

Contact Area Office/QIO who will  inform 
Director of E,L&L, Head of Service, and 

Social Work Services as soon as possible.
(Record contact details 

and time of call. - Appendix 4)

Inform parent(s)/carer(s) of incident and that Police have been contacted.
Invite parent(s)/carer(s) to come to the establishment/school.

(Record contact details and time of call. -  Appendix 4)

Ask child or young person to hand over any substance-related material.  If 
reluctant to do so, explain that this will be repeated in presence of parents/

carers and possibly Police. 
(Record substance description and issue copy receipt.  - Appendix 3).

Contact Police for advice. (0845 600 5700) 
(Record contact details and time of call. - Appendix 4)

Remind child or young person of policy regarding substance misuse and 
the procedures to be followed to investigate the incident, including the 

intention to contact parent(s)/carer(s) and Police.
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APPENDIX 3
Substance Description and Receipt 

(Exemplar form for information)

Establishment:

Date of Incident: Date & time reported: Reported by:

Person(s) involved:

Name(s): DOB: Home contact number:

Description of substance:

Description of any packaging:

Substance surrendered by:  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .

Signed:  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . Date:  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .

Substance surrendered to: 

Name:  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .

Designation:  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .

Signed:  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . Date:  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .

Witnessed by: 

Name:  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .

Designation:  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .

Signed:  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . Date:  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .

Where is substance being kept?

A copy of this form must be given to the person(s) as receipt of surrender .
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APPENDIX 4
Record of Substance-related Incident including Medical Emergencies

(Exemplar form for information)

Establishment:

Date of Incident: Date & Time Reported: Reported by:

Person(s) involved:

Name(s): D .O .B .: Home Contact Number:

Description of Incident:

Category of Incident: Action Taken By whom Contacted

Substance-related litter 
on or near establishment 
premises
Suspicion, allegation & 
disclosure in and out of 
school activities
Symptoms of substance 
misuse
Person(s) with substances 
on establishment 
premises/trip/transport
Person(s) taking 
substances on estab-
lishment premises/trip/
transport
Person(s) selling/
supplying substances on 
establishment premises/
trip/transport
Substance Type (if known) or description and related materials

Removed by Where retained Receipt given and 
countersigned
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Contacts made: (where appropriate)

Contact 
Number

By Whom Contact Time Arrival Time

Police

Ambulance

Parents/Carers

Area office/QIO

Other Health 
Professionals

Parent Council Chair

Corporate 
Communication

Social Work

Child Protection Team

Environmental Health

Local Drug Support 
Agency

Other, please state

Substance-related Incident report cont.

Person(s) Interview Details (as appropriate)

If member of staff is required to be present a summary should be detailed below

RECORD OF EVENTS:

TIME DETAILS

OUTCOME

Signed:   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .Witnessed by:   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .

Title:  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .Title:    .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .

Date:   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .Date:    .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .

To be filled in within 7 days of the incident taking place and sent to the  
Education Office.
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APPENDIX 5
Debriefing and Evaluation

(Exemplar form for information)

Date of Incident:

Name of person(s) involved:

Name of staff members involved:

Outline of events:

Action taken:

Outside agencies involved:

Details of ongoing support to person(s) involved:

Details of any follow-up procedures required: 
(give details of who will carry out and/or monitor follow-up)

Is there anything we can do to improve our response in future?

 

Signed

Designation

Date

Signed

Designation

Date

For school related incidents, this record must be retained in the Pupil Record for 
at least five years in compliance with national policy on school records and data 
protection.
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APPENDIX 6
Local Contacts

A comprehensive list of contacts is provided here, but schools and Lifelong Learning & 
Leisure establishments should add additional local contacts .

It is suggested that 2 members of staff, when possible, are main co-ordinators of the 
Substance Misuse Policy .

Agency Function Key Contact

Corporate 
Communications

Area: Aberdeenshire

•	 Media Kate Bond Head of Service

01224 664405

Area Offices

Area: Aberdeenshire

Banff and Buchan 
01261 813 340

Garioch & Formartine 
01467 620 981

Kincardine & Mearns and 
Marr
01569 766 960

Local Social Work Dept.

Area: Aberdeenshire

•	 Enquiry & Information Gordon House 
Inverurie 01467 628 308

Seafield House 
Banff 01261 818 244

Carlton House 
Stonehaven 01569 763 800

Aberdeenshire Council 
Substance Misuse 
Service (social work)

Area: Aberdeenshire

•	 For age 16+

•	 Information, support, 
advice, assistance for 
users and families

•	 Provide fast assessment 
to services (rehab ., 
counselling)

•	 Provides info for family 
members

01346 516 800

Substance Misuse 
Service Drug & Alcohol 
Team (NHS Grampian)

Area: Grampian

•	 Assessment, support and 
treatment interventions . 
Work with adults and 
under-16’s . Clients must 
be referred by GP/Social 
Work/Psychiatric services

01224 557 212



25 Management of Incidents of Substance Misuse Towards the very best...

Agency Function Key Contact
Barnardo’s Gemini Project

Area: Aberdeenshire

•	 For age 12-18

•	 Provide one-to-one advice 
and counselling or small 
group work with young 
people who want to 
stop using drugs and/or 
alcohol either in school or 
community setting

•	 Young people can 
self-refer

Name: Eric Watson

01779 481 467

Turning Point Scotland

Area: North Aberdeenshire

•	 For age 16+

•	 Support and counselling 
for drug users

01779 470 490

Police HQ •	 Support, information, 
advice, intervention

Name: Police HQ 
Address: Queen Street, 
Aberdeen

0845 600 5700 
01224 386 000

Local Police Station

Alcohol Support Ltd

Area: Aberdeenshire & 
Aberdeen City

•	 Support, Advice, 
Counselling

•	 Specialist service for 
children & families

01224 573 887 (office)

01779 476 333 
(helpline)

NHS Grampian Healthline 
NHS Grampian 
Healthpoints

Area: Grampian

•	 Access to health 
information on drugs and 
alcohol 0500 20 20 30

St Andrew’s Ambulance/
Red Cross

•	 Support/training in first 
aid

Name:

Address: 

Tel No:
Aberdeenshire Alcohol & 
Drug Partnership (ADP)

Area: Aberdeenshire

•	 The ADP is a partnership 
of agencies (e .g . NHS, 
Police, Local Authority) 
and their main function is 
to reduce the harm caused 
in Aberdeenshire by drugs 
and alcohol

ADP office:

01224 558 554

Local Family Support 
Groups

Area: various throughout 
Grampian

•	 Support group for families 
of problem drug/alcohol 
users

Contact local Social 
Work office for details
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Agency Function Key Contact
Families Anonymous

Area: Grampian (meetings 
are held in Aberdeen)

•	 Support group for 
families of problem drug/
alcohol users

07855 232 893

Community Drug Project

Area: Kemnay, Kintore, 
Kinellar & surrounding rural 
areas

•	 One-to-one advice and 
practical support to drug 
users of all ages

01467 641 444

Children’s Reporter, Local 
Office

Name:

Address:

Tel No:
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