ARE YOU READY?

A SMOKEFREE WORKPLACE IMPLEMENTATION CHECKLIST

Before implementing your smokefree policy, have you …

· Assigned overall responsibility to a respected manager as a smokefree policy coordinator to develop and oversee policy implementation?

· Built support for and raised awareness of the impending policy among employees and management?

· Provided a way for employees and management to provide input and feedback on the smokefree policy implementation?

· Researched and decided on the smoking cessation tools (services and products) your company will offer?

· Planned a high profile event or promotional activity, such as an employee health day, to celebrate the implementation of the smokefree policy?

· Prepared for the physical changes that must take place for the policy to go into effect (e.g., making sure that ashtrays and cigarette butt receptacles will be removed from company premises)?

· Trained or briefed managers on the implications of the policy?

· Developed signage that will be posted and communications materials that will be used when the policy goes into effect?

· Created a Smokefree Policy Working Group composed of smoking and non-smoking employees who are respected “opinion leaders” within your company?

· Ensured that employees have access to smoking cessation tools and counseling either on-site or through referrals to outside resources?
On the day your smokefree policy is to be implemented, have you …

· Ensured that job postings for new staff and new employee orientation materials state that your company has a smokefree workplace policy?

· Prominently displayed signage and made visitors to the facility aware of the policy (e.g., on visitor badges)?

· Formally announced the policy, ideally in conjunction with a high profile event or promotional activity, such as an employee health day?

· Removed ashtrays and cigarette butt receptacles and, if implementing a 100% smokefree campus policy, eliminated “smoking shelters” from company property?

· Ensured that no tobacco products are sold on company premises?
After your smokefree policy is implemented, have you …

· Continued the awareness campaign, providing messages that promote a smokefree lifestyle and thanking employees for their support and efforts to make the smokefree policy a reality?

· Continued to monitor and respond to input and feedback from employees and management?

· Evaluated the impact of your efforts and documented lessons learned and future needs?

· Met with the Smokefree Policy Working Group and senior management to discuss the results of the policy evaluation and ongoing activities?

· Celebrated your smokefree workplace policy success in conjunction with national/regional/international events such as World No Tobacco Day and International Labor Day?
