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Make It Your Business Employer’s Toolkit

 Implement and Maintain Smoke-Free
Workplace Policies

Smoking, especially secondhand smoke exposure, can have a
devastating effect on your employees, your customers and the
health of your business. Smoke-free policies send the message
that you care about your employees’ health and safety. This is
particularly important in light of the fact that approximately
three-quarters of your workforce is comprised of non-smokers.

The impact of implementing a smoke-free policy will be most
immediate for employees who smoke. You can help them adjust to
the smoke-free policy by:

• Informing them in advance of the new policy and its
implementation date. (See sample memo announcing a
company smoke-free policy.)

• Letting tobacco users know you appreciate their efforts
to comply with the policy.

• Offering tobacco use cessation assistance, and
providing employees with information about local
cessation programs and websites.

• Offering to pay for tobacco cessation programs for
employees and their covered dependents.

• Including treatments for tobacco use and dependence
as a covered health benefit.

In 1993, the
Environmental
Protection Agency
(EPA) designated
secondhand smoke
as a “Class A” or
known human
carcinogen. Other
Class A carcinogens
include asbestos,
benzene and radon.

After becoming smoke-free, our businesses looked
cleaner, more hygienic, and besides that, I think it just
looks better. We were pleased when we found out that
Indianapolis was going smoke-free. My husband Roberto
and I (Maria) know that smoking is dangerous for the
health of the smoker, but also for those around them.

-Maria and Roberto Silguero
Owners of Tienda El Paso (5 stores)

13. Centers for Disease Control and Prevention. Saves Lives, Saves Money: Make Your Business Smoke-Free. Atlanta, Georgia: US Department
of Health and Human Services, Centers for Disease Control and Prevention, National Center for Chronic Disease Prevention and Promotion,
Office on Smoking and Health, June 2006.

Because there is no safe level of secondhand smoke, only 100 percent smoke-free policies fully
protect workers’ health. These policies also offer the greatest support to those trying to
quit.13 While the Indiana State Partners Network encourages a 100 percent tobacco-free work-
place and/or campus, most of the current data references smoke-free workplaces and ciga-
rette use. In order to maintain consistency, we have used smoke-free instead of tobacco-free
throughout this document.

On the following pages, we provide some helpful guidance on how to implement your own
smoke-free policy, a timeline to prepare for the changes, and a sample smoke-free policy.
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Implement Your Smoke-Free Policy

There are many things to keep in mind to make sure implementation of your smoke-free
policy goes smoothly and results in success.

• Seek employee (staff, management) support through proven company communica-
tion channels (meetings, newsletters, payroll enclosures, bulletin boards, e-mails).

• Interweave with other on-site or off-site employee health/wellness programs.
• Provide real and visible opportunities for employee participation in the policy and

its implementation.
• Maximize the potential for success by timing the policy implementation with

national events such as New Year’s Day, World No Tobacco Day on May 31, the
American Cancer Society’s Great American Smoke Out in November, or an internal
event such as remodeling your facility or getting new carpet.

• Implement incentives that benefit your employees.

Try These Ideas to Ease Implementation
of Your Smoke-Free Policy

33333Offer sugar-free gum and candy during the
implementation day/week.

33333Offer healthy snack alternatives.
33333Offer tobacco cessation information and opportunities.
33333Sponsor a health fair for the benefit of all employees.
33333Implement the policy as part of a workplace wellness

program.
33333Provide a countdown to implementation, sponsoring a

different activity every day for the week prior to the
implementation of the smoke-free policy.

33333Gradually reduce the number of places that smoking can
take place until the entire facility and grounds are
smoke-free on your implementation date.

33333Gradually reduce the number of hours in the day that
employees are allowed to smoke, until all of your
employees no longer smoke on work hours, by your
implementation date.

33333Recognize those who quit smoking or chewing as a result
of the policy in your company newsletter or bulletin board
with the employee’s permission.

33333Remember to include all employees in the planning for,
and celebration of, a smoke-free facility.
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Preparing Your Business
to be Smoke-Free

CONSIDER ADOPTING YOUR OWN WRITTEN SMOKE-FREE POLICY.
�Gather input from employees.
�Include the chain of command for responding to noncompliant employees.
�Disseminate it to all employees.
�Include this in your HR policy and share it with potential employees when hiring.

NOTIFY EMPLOYEES ABOUT THE SMOKE-FREE WORKPLACE POLICY.
�Send a letter to each employee with a copy of the policy.
�Announce the new policy at regular meetings.
�Include articles in the company’s newsletter.
�Post flyers on bulletin boards and other locations frequented by employees.
�Distribute payroll enclosures to publicize the new policy and cessation resources.
�Focus on the health aspects and benefits of going smoke-free.

EDUCATE AND TRAIN YOUR EMPLOYEES.
�Educate them on the impact of secondhand smoke.
�Give them suggestions of what to say to visitors who wish to use tobacco.
�Provide them with materials that explain the policy that they can give to visitors.
�Be sure they understand the chain of command and how to respond to complaints

and violations.

POST SIGNS OR POSTERS TO AVOID CUSTOMER CONFUSION.
�Post signs early to inform visitors of the date that the establishment will be smoke-free.
�Post a sign at the main entrance.
�Put signs in visible indoor places including restrooms, waiting areas, hallways, etc.
�Consider issuing a news release.
�Conduct a ceremony recognizing the establishment as a smoke-free business.

DO NOT GIVE INDICATIONS THAT SMOKING IS ALLOWED.
�Take down “Designated Smoking Area” or “Smoking Allowed” signs in the building.
�Remove ashtrays from tables, counters, break rooms and restrooms.
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Model Policy for a Smoke-Free Workplace19

Date

ABC Company Smoke-free Policy

ABC Company is dedicated to providing a healthy, comfortable, and productive work
environment for our employees.

Numerous studies have found that tobacco smoke is a major contributor to indoor air
pollution, and that breathing secondhand smoke (also known as environmental
tobacco smoke) is a cause of disease in healthy nonsmokers, including heart disease,
stroke, respiratory disease, and lung cancer. The National Cancer Institute determined
in 1999 (Monograph #10) that secondhand smoke is responsible for the early deaths of
up to 65,000 Americans annually.

The Americans With Disabilities Act, which requires that disabled persons have access
to public places and workplaces, deems impaired respiratory function to be a disability.
The U.S. Surgeon General has determined that the simple separation of smokers and
nonsmokers within the same air space may reduce, but does not eliminate, the
exposure of nonsmokers to secondhand smoke. The Environmental Protection Agency
has determined that secondhand smoke cannot be reduced to safe levels in businesses
by high rates of ventilation. Air cleaners, which are only capable of filtering the
particulate matter and odors in smoke, do not eliminate the known toxins in
secondhand smoke. A significant amount of secondhand smoke exposure occurs in the
workplace. Employees who work in smoke-filled businesses suffer a 25-50 percent
higher risk of heart attack and higher rates of death from cardiovascular disease and
cancer, as well as increased acute respiratory disease and measurable decrease in lung
function.

The Centers for Disease Control and Prevention has determined that the risk of acute
myocardial infarction and coronary heart disease associated with exposure to tobacco
smoke is non-linear at low doses, increasing rapidly with relatively small doses such as
those received from secondhand smoke or actively smoking one or two cigarettes a day,
and has warned that all patients at increased risk of coronary heart disease or with
known coronary artery disease should avoid all indoor environments that permit
smoking.

Smoke-filled workplaces result in higher worker absenteeism due to respiratory
disease, lower productivity, higher cleaning and maintenance costs, increased health
insurance rates, and increased liability claims for diseases related to exposure to
secondhand smoke.

19. Americans for Nonsmokers’ Rights. http://no-smoke.org. 2006.
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In light of these findings, ABC Company shall be entirely smoke-free effective
_____________ [date].

Smoking shall not be permitted in any enclosed company facility. This includes
common work areas, auditoriums, classrooms, conference and meeting rooms, private
offices, elevators, hallways, medical facilities, cafeterias, employee lounges, stairs,
restrooms, vehicles, and all other enclosed facilities. This policy applies to all
employees, clients, contractors, and visitors. Smoking shall be permitted only at a
reasonable distance (e.g., 25 feet or more) outside any enclosed area where smoking is
prohibited so as to insure that secondhand smoke does not enter the area through
entrances, windows, ventilation systems, or any other means.

Copies of this policy shall be distributed to all employees. “No Smoking” signs shall be
posted at entrances to all company facilities.

This policy is being announced three months in advance in order to give smokers time
to adapt to its restrictions and to facilitate a smooth transition to a smoke-free
environment. Those employees who smoke and would like to take this opportunity to
quit are invited to participate in the cessation programs being offered by the company.
The success of this policy will depend on the thoughtfulness, consideration, and
cooperation of both smokers and nonsmokers. All employees share in the responsibility
for adhering to and enforcing this policy.

Signature of CEO or President




