

SUBJECT:   Tobacco-Free Policy for Employees and Volunteers at [Facility Name]
Purpose: 
To continue to promote and maintain the health of all [Facility Name] staff. 
Scope:

All [Facility Name] Facilities and Programs
Policy:
Effective [Date], smoking or any form of tobacco use will be prohibited in all [Facility Name] owned or leased facilities and vehicles, including surrounding areas of the buildings.  
In addition, no employee or volunteer is permitted to possess any tobacco product, substitute, or paraphernalia while on duty or when participating in [Facility Name] events, both indoor and outdoor and both on and off [Facility Name] property.  Tobacco products, substitutes, and paraphernalia are as defined in 7 V.S.A. § 1001. 

Procedure:
 
1. As of [Date] all employees and volunteers are prohibited from using tobacco products during work hours (not including unpaid breaks). 
2. Respectful enforcement of this policy is the responsibility of all facility employees.

3. Employees, students, medical staff, volunteers, vendors, lessees, and contractors are expected to comply with this policy.

4. This policy will be explained to new employees during New Employee Orientation. All new hires will be required to sign a written acknowledgement that they have been informed of the policy during the pre-employment processing and orientation. 

5. All prospective employees and volunteers are to be informed of this policy as part of the interviewing process. Job announcements for all positions on the campus will display a notice that the facility has a tobacco-free work environment policy.

6. Employees are prohibited from smoking or using other tobacco products during any and all parts of their paid work shift (does not include unpaid breaks). Employees may not smoke or use other tobacco products in their private vehicles while the vehicle is on facility grounds.

7. Employees who encounter staff or visitors who are violating the tobacco policy are encouraged to politely explain the policy and report the violation to the person’s supervisor, if known.

8. Failure to follow these guidelines will be addressed between the employee or volunteer and their supervisor and may result in disciplinary action.

9. All employees and volunteers who currently use tobacco products will be encouraged to discontinue use during work hours and will be offered the following:

a. Education on tobacco dependence 

b. Education on available treatment alternatives and other resources

c. Nicotine replacement therapies

d. Referrals to 802Quits for professional support
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