Tobacco-free Workplace Policy

Implementation Workplan for Phase Two: Tobacco-free Premises

	Start Date
	Action Goals
	Responsible Person(s)

	KEY:  IMPL = implementation date
	Enter IMPL date here: _____________ (use this date to fill in blanks below as appropriate)
	

	7 months before IMPL

____________________
	[Integrated Health] briefs Facility Manager on policy and online tool kit
	[Integrated Health]

	6½ months before IMPL

_____________________
	· Establish Steering Team

· Include representatives from 24/7 team, HR, Safety, Security, Hourly and Salaried population
	Facility Manager

	6 months before IMPL

__________________
	· Review policy

· Determine policy implementation date (general recommendation is to begin workplan action goals between 4 to 6 months prior to implementation date) 
	Facility Manager  and Steering Team

	5½ months before IMPL

__________________
	· Review communications (see “Communication Tools” on website)

· Determine budget

· Identify any structural changes to remove smoking areas

· Brainstorm concerns and issues

· Security

· Compliance

· Liabilities
· Identify potential off-premise locations that might be utilized by employees as alternatives to smoking on the premises. Discuss and address:
· Safety issues and remediation (i.e. street crossings, road side parking, traffic, fire etc…)

· Community/Neighbor issues and remediation (i.e. using private and public space alternative to smoke)
· Break durations and time to travel an off-premise location to smoke
	Facility Steering Team

	5 months before IMPL

__________________
	· Brief facility management staff about implementation plan
· Policy
· Timeline
· Procedures
· Compliance 
· Finalize action plans to address off-premise smoking issue

· Safety issues

· Community/Neighbor issues

· Breaks
	Facility Steering Team

	4 months before IMPL

__________________
	· Initial facility announcement of new policy using first Key Message (see “Communication Tools” on website) for bulletin boards and/or email from facility management

· Implement the remaining Key Messages using time frames indicated
	Facility Steering Team

	3 months before IMPL

__________________
	· Print FAQs and Policy (see “Communication Tools” on website) to distribute to employees 

· Add to FAQs information to address employees traveling off-premise to smoke

· Safety

· Community/Neighbor

· Breaks
	24/7 Health & Safety team

	3 months before IMPL

__________________
	· Print and hang “effective Month Day this facility will become a tobacco-free premises” posters (see “Communication Tools” on website)
	24/7 Health & Safety team

	2 months before IMPL

__________________
	· Use next Key Message
· Use PPT deck (see “Communication Tools” on website) to educate employees at:
· Communications meetings

· Department meetings

· Shift meetings
	Facility Steering Team

	1 month before IMPL

__________________
	· Send employee letter (see “Communication Tools” on website)
· Salaried employees – to company mail stop

· Hourly – to supervisors for distribution

· Send letter to contractors and suppliers
	Facility Steering Team

	1 week before IMPL

__________________
	· Contact Anne Kenlon in Corporate Communications to feature a SpotLight article (e.g. “Wilmington goes tobacco-free!”)

· Communicate the number and the person to call to handle compliance issues or disputes
· Take down smoking areas
	Facility Steering Team

	The night before IMPL

__________________
	· “This is now a tobacco-free premises” signage – 11x17 poster, 8½x11 poster, laminated stand-up signs for lobby desk, HR, ER & nurses’ offices
	Facility Steering Team


