Tobacco-Free Policy Implementation Time Line

(DATE)

_______ Meet with staff to announce plan to implement tobacco-free policy

_______ Create task force (tobacco-free committee or smokefree committee) to develop implementation plan.  Task force should represent all segments of the organization (Optional)

_______ Obtain educational information about smoking, smokeless tobacco and secondhand smoke

_______ Announce company commitment to a tobacco-free or smokefree workplace (Letter from company head)

_______ Gather information about tobacco cessation for users interested in quitting tobacco.  Talk to human resources about benefits to cover nicotine patches, gum and other medications to assist users in kicking the habit.

_______ Conduct training sessions for managers and supervisors (Optional)

_______ Conduct employee education and feedback session (Optional)

_______ Develop and post tobacco-free or smokefree policy at least 3 months prior to implementation date.

_______ If planning to offer tobacco cessation assistance to employees and if interested in participating in the Missouri Department of Health and Senior Services quitline option, notify DHSS of intent to participate at least 1 month prior to effective date.

_______ Put a copy of the policy in each paycheck envelope and post the policy in company newsletter

_______ Remove cigarette vending machines

_______ On the effective date of the policy:

· remove ashtrays and receptacles for smoking

· place no-smoking signs at entrances and as needed throughout the facility

_______ Schedule a date for 3-4 months after the policy implementation to meet with the tobacco-free or smokefree committee to evaluate and, if necessary, refine the policy.

