Example of a model policy 
Smokefree policy for (name of organisation)

Effective from (date)

Introduction

Secondhand smoke is both a public and workplace health hazard. This smokefree workplace policy seeks to guarantee all employees the right to work in air free of tobacco smoke. All premises will be designated smokefree from (date) with adequate signage to inform employees and visitors of the smoke free status of the building.
The Smokefree Policy
Work areas

Smoking is not permitted inside the building from (date). 

Facilities for disposal of smoking refuse etc

Smoking may be permitted as appropriate on (organisation) land, but will not be permitted inside (organisation) buildings or near entrances and exits. Where smoking is permitted on land owned by (organisation), receptacles will be provided for the disposal of cigarette ends and other waste smoking materials. 
Vehicles

Smoking is not permitted in company vehicles, unless when used exclusively by a single individual. 

Unions / health & safety representative

This policy has been devised in full consultation with all employees. It enjoys the support of the relevant health and safety representatives.

Informing staff of the policy

The employer has informed staff 90 days in advance and will provide all members of staff with a copy of this policy upon their request.

Visitors and temporary staff

Visitors and temporary staff are expected to abide by the terms of this policy. The following arrangements have been made for informing them of its existence:

Adequate signage

Receptionist / Person greeting will inform the person of the policy, to be reinforced via the invitation letter or email if required.

Recruitment procedures

Job advertisements, job descriptions and interviews will include reference to this policy. On their appointment, all new staff members will be given a copy of this policy.
Help for those who smoke

This policy recognises that secondhand smoke adversely affects the health of all employees. However, it is recognised that the smokefree policy will impact on smokers’ working lives. In an effort to help individuals who smoke to adjust to this change, the following help is being provided:

· Access may be agreed for up to five hours of work time to attend any course that will help smokers to quit

· Smoking Cessation support may be made available to employees who smoke and provided by (add name of local Stop Smoking Service) 

· Use of the stop smoking telephone helplines may be allowed during work time

Compliance requirements of the policy

Breaches of this policy will be subject to the normal disciplinary procedures, as stated in employees’ handbook. 

Fines

Failure to dispose of cigarette litter properly outside the building can result in the person being fined by the local authority up to £75. Refusal to pay can result in a court fine of £2500. 
Implementation

Responsibility for implementing and monitoring this policy rests with managers and supervisors. 

Monitoring and reviewing

This policy will be reviewed (state the regularity) to ensure that it continues to meet the aims.  The Co-ordinator in charge of the smokefree policy is ……………………………………………… s/he can be contacted by ………………………………………………………..  

This policy was adopted by the management team at their meeting on ………….

Changes to the policy

Twelve weeks notice will be given of any changes made to the policy. Trade unions and health and safety representatives will be consulted in good time about any proposed changes.


