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1. THE Y-STEP TEAM AND SMOKING PREVENTION

The Y-STEP team (Youth Smoking & Tobacco Education Project) within Fast Forward, a national voluntary organisation based in Edinburgh, has developed this toolkit as part of a programme of work in Lothian which has supported the local implementation of the Scottish Government’s smoking prevention action plan (Scotland’s Future is Smoke Free: a smoking prevention action plan, 2008). Y-STEP is a service delivery partnership funded by NHS Lothian until September 2011.
Purpose of the toolkit

The purpose of this toolkit is to support agencies to develop and implement clear policies around smoking prevention to not only protect staff health but to offer support to those who already smoke.  It is important to remember that the messages we give out about smoking all affect the way our future young people will view tobacco and smoking i.e. attitudes around acceptability.  This toolkit will give you the key components required when developing a tobacco policy and also some good practice examples of current policy which may suit your organisation. 

Developing and implementing a tobacco policy helps organisations to build on the benefits brought to us by the recent smoke free legislation. With vast amounts of current research and evidence strongly highlighting the dangers of secondhand smoke, a work place policy can protect employees from these dangers. There have also been links made between smoking prevalence and higher rates of vocational absenteeism
 thereby adding more benefit to organisations by implementing a tobacco policy in their workplace. Further to this, implementing a tobacco policy will give younger members of the team a positive message about attitudes to smoking and it is hoped this will have an impact on their future smoking habits. For some useful hints and ideas please refer tot he NICE Guidelines which can be found using the following link www.guidance.nice.org.uk/PH23.

Please also note that implementing a tobacco policy may count towards your organisation achieving a Healthy Working Lives award, please visit www.healthyworkinglives.com for more information.

We would like to acknowledge a useful reference document, which has greatly helped shape this toolkit. ‘Smoke free Scotland’ produced by the Scottish Government gives clear guidance around tobacco policy to statutory bodies such as the NHS, care workers and local authorities. This document is available in full online at (http://www.scotland.gov.uk/Resource/doc/47121/0020880.pdf).

2. DEVELOPING A POLICY

A policy can be a set of guiding principles, an acceptable practice, or a rule intended to influence organisation decision-making or practice.

When developing a policy it should be directly influenced by the organisations core values, mission statement and goals. This will include looking at their objectives, current strategies, type of activities and will ultimately be affected by internal and external constraints.  The policy sets out the rules to be observed in achieving the goals and results defined by the organisation.

Organisations typically implement these management philosophies into statements which in turn help to communicate regulations that apply to all staff and service –users. Policies are normally formal in nature, broad in their application, and rarely change unless a regulation, law, or a code of practice changes.

a)    Important points to consider when developing a tobacco policy

Firstly, think about the rationale or reason behind developing a smoking policy – is it to enforce a behaviour change? Is it to encourage health improvement? Is it to improve working conditions? Is it necessary to implement a policy to address this? Sometimes an element of CPD training or discussions at a team meeting are enough to facilitate change and a formal policy may not be the most appropriate course of action.

While policies are typically written and defined by management, very often in partnership with Trade Unions and staff representatives, policies are commonly reviewed, approved, and maintained by the Board of Trustees/Management Committee or the Senior Management of public agencies (schools or local authorities) at periodic and specified intervals and whenever legal requirements or regulations change. It is important to think about this when developing your policy – who will approve it and how often will they review it.

It is important to consider other policies that may already be in place that may support a tobacco policy, or may indeed conflict with it. For example do you have a healthy working lives policy or a health and wellbeing policy? Is there a lone working policy or agreed safe working ratio in place which may affect how safe it is to go to a designated smoking area? Look at the policies within your organisation to highlight any potential barriers that may occur. Remember that broader organisational policies may overrule or influence policies made at a local level e.g. a local authority policy on smoking may determine what can be done at a local community centre.

Be clear about who the policy is aimed at for example you might want to extend the policy to include volunteers, sessional staff and building users as well as all core staff. It may also be appropriate to explicitly include young people or pupils within the policy. It is useful to understand that the policy will have an impact on a wide range of staff, take into account gender, smoker/non smoker, race, age etc.  People within the same working environment can be affected quite differently by the implementation of a single policy. Also consider how the policy will be implemented, with particular thought given to the differing staff groups. Would it be best to cover the policy at induction, have mandatory training or regularly have updates on an agenda at team meetings?

Make sure a wide cross section of staff is included in any consultation about a tobacco policy.  This may make adherence and enforcement easier as staff will feel included and part of the policy making process. You might want to use existing structures for this for example Parent and Teacher Associations, Trade Unions and staff representatives, Pupil councils, management groups, User groups etc. Successful consultation will not only give good pointers about what will work but also a feel for how such a policy will be received and how you might want to prepare for any resistance to implementation. 

Start to think about realistic and achievable time scales for implementing the policy – it is advised to have an ‘implementation period’. This is done over a reasonable period of time in order to give staff/young people the chance to feedback on the policy – it is essential to make it known their points of view have been considered. It’s best to do the implementation process slowly when dealing with behaviour change. Have a think about what might be done if there is resistance or failure to comply with the policy – again make sure staff/young people are aware of this. 

b) The key stages in developing a smoking policy 
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The flowchart step by step;

· Review the current situation – what smoking restrictions are in place? Are there specific problems relating to smoking behaviours at work? Is what you have in place effective? What would the projected benefits/consequences of implementing a smoking policy?

· Gain support from senior management team, elected members, board or Trade Union. It is important to get their support to help with the implementation process. Agree that consultation will take place with staff/young people at all levels – this may encourage inclusion and early acceptance. Consider past problems within the organisation and think about what worked and didn’t work - this may help develop a policy that will be well received.  Ensure that the correct people are involved with developing the policy and that clear, defined structures and parameters are in place to guide the development.

· Consider your resources – how much time do you have to spend on this? Do you have any budget attached to developing this policy? For example look at the cost of staff time involved or the cost of providing smoking shelters and bins.

· It is important to consider roles and responsibilities of those involved in each stage for example consultation, implementation and/or enforcement. Who, within the organisation, has the appropriate authority to implement and enforce a policy? This will depend on the size of the organisation but it may fall to a group which already exists e.g. healthy working lives or it may be one individual e.g. the caretakers/janitors. 

· Consult and communicate with all staff throughout the whole process. Use local intelligence to highlight positives and any potential pitfalls or barriers. This could be done as a survey, by nominating a representative from each department or an open meeting to get views of the workforce. Any information gathered from these consultations must be fed back with clear explanation on how they have influenced the policy or why it was not appropriate to include

· Develop the policy (suggested format in section number 3).

· Prepare and plan an implementation process over a reasonable time scale. This could be by a presentation to staff, included in work bulletin/school magazine, support and supervision sessions etc. Make sure staff/young people know what’s coming, know what to expect and what the consequences for non-compliance will be. Make sure that dates are given to staff/young people for final comments / concerns around the policy and ensure they know who is responsible for which parts of the policy i.e. does it affect them?

· Launch the policy! Set a date for this to happen and make sure staff/young people are aware of this date. Try innovative ways of doing this – create a buzz and raise the profile of the new policy and highlight the benefits. Try and make it fun – maybe consult your local medical practice or a healthy working lives group for support. Use this as an opportunity to reiterate the rationale behind the policy, who was involved and how the consultation findings directly influenced the end result. 

· Monitoring, Evaluating and reviewing the policy and process. Make sure this is easy and straightforward – a simple checklist form is enough or a few key questions. Include the how, what, when and who from start to finish of the policy planning and implementation stages. Identify a lead person to be responsible for the monitoring, evaluation and review task – this ensures consistency and a good understanding of the process. Set clear questions or outcomes  – for example; 

· Is the policy still relevant?  

· What changes has the policy made? 

· Are there still instances of people smoking at a non designated place? 

· Is the policy being followed/what is the level of compliance? 

· Have the sanctions used for non compliance been effective? 

· What changes are needed?

· These could be represented by numbers as well – i.e. in June how many times was the smoking policy breached? How many disciplinary procedures were required for smoking related breaches? Etc. 

Remember, a successful policy:

· Should be forward looking

· Should be outward looking

· Ought to be both innovative and creative

· Should use evidence to develop and improve delivery

· Is inclusive

· Should be relevant to the organisation in which it is implemented

·  joined up

· Must be continually reviewed and evaluated

3.   POLICY CONTENT

a. Rationale

This is the reason behind the policy being developed and adopted. This will help to focus on why this policy is needed and explain to everyone what it hopes to achieve. When thinking about this refer back to your mission statement and aims and make clear links to back up the rationale, particularly if the current attitude towards tobacco contradicts the organisations ethos. Also consider other policies or initiatives already in place e.g. healthy working lives or health promotion.  A good reason behind change could be providing a consistent message to young people around making positive life choices and how adults’ behaviour can influence this i.e. staff as role models. 

b. Statement of Intent

This is a clear statement which should provide a consistent health message toward tobacco including the organisations rules and procedure in relation to tobacco. In youth organisations it could be a statement around a commitment to young people making positive healthy life choices and again about staff being role models.

c. Background Information

This is an opportunity to present some facts or data around why a change to policy or this new policy had to be introduced. This could include the previous way that the organisation dealt with smoking and tobacco issues. There could be links to any changes in legislation that directly links to tobacco or the organisation. This section could also be used to highlight the dangers of smoking and second hand smoke and hence the need for a policy to protect staff and service users.

d. Objectives

These should be clear statements based on the above points for example: To comply with legislation, to protect the health of non smokers, to provide a consistent message to service users, to ensure equality for staff breaks, to keep the building entrance tidy and smoke free, to provide a healthy working environment etc.  

e. Application

This is where you would set out who the policy applies to e.g. all staff, visitors, volunteers, subcontractors. Also point out in this section who is responsible for enforcing the policy, what powers they have and that a procedure will be followed if non compliance occurs.

f. Smoking Provision

This is where to clearly state whether smoking is permitted and if so where the designated smoking areas will be. If smoking is not permitted on site bear in mind this may have staff safety implications for example if staff have to go off site to poorly lit areas or crossing main roads etc. Reiterate the message the organisation wants to give and therefore staff should not be smoking in the sight of young people and service users. This is an opportunity to raise the issue of responsible smoking e.g. disposal of cigarette butts. This may cause public annoyance if smokers are moved away from a building and littering another area. Point out that bins will be provided in the designated areas and should be used at all times and if off site use public bins when a cigarette is well extinguished. 

g. Failure to comply

In this section explain what the procedure will be if someone does not comply with the organisations smoking policy. This could be a warning system, issue raised in support and supervision or indeed it may be deemed appropriate to use other policies within the organisation for example the grievance or disciplinary policies. Discuss what would happen if a visitor or guest was smoking in breach of the smoking policy – who has the responsibility to point out the smoking policy and ask them to move etc. This could be all staff or a designated person. Explain that signs may be erected to clearly establish smoking areas.

h. Legal Exemptions

If there are any exemptions to the smoking restrictions please list them clearly under this section. Some mental health or residential units allow smoking in their premises, although be aware this is set to change. Below are two pieces of legislation (available on line) that you may want to refer to for clarity;

Smoking, Health and Social Care (Scotland) Act 2005

The Prohibition of Smoking in Certain Premises (Scotland) Regulations 2006

Links are provided at the end of the document.

i. Employee support to stop smoking

Provide a section explaining as an employer you understand that smoking is an addiction but there are agencies that could help should someone wish to stop smoking. Identify a lead person who could be available for guidance or a place where information or leaflets can be sought e.g. resource room or staff room information stand. It may be an option in your organisation to provide staff the opportunity to access cessation support sessions during working time, at lunchtime or just after work. NHS Lothian provides stop smoking support in a number of locations throughout the Lothians. Please use the numbers below for support in your chosen location.

North East Edinburgh

0131 536 6247

North West Edinburgh

0131 552 8671

South West Edinburgh 

0131 537 7447

South Central Edinburgh

0131 536 9759

South East Edinburgh

0131 672 9532 

East and Midlothian

0131 537 9914

West Lothian


01506 651829

Pregnant women


01506 523 871

Workplace groups


0131 537 7447

For the young persons service (12-18yrs) please text ‘STOP SMOKING’ to 07969530266.

j. Effective date, monitoring and review

State that the policy will begin on a set date and when it will be reviewed, the first one might be 12 months after implementation and then a minimum of every 2 years thereafter. 

4. EXAMPLES OF CURRENT TOBACCO POLICIES

a. The Rock Trust
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Smoking at Work Policy

Introduction

Staff will be aware of the medical evidence that smoking and passive smoking can be a serious health hazard.  The purpose of this policy is to protect our staff and the young people that we work with.  This policy was drawn up following a staff survey on smoking at work.

Policy Statement

It is the policy of the Rock Trust that staff will not smoke while at work.  Good practice would dictate that this includes any situation that they may be in for the fulfillment of their work including situations where young people, tenants and others with whom we work may be smoking.

· Staff may take reasonable time out from work to smoke, similar to, for example, a coffee break.

· Staff and young people are not permitted to smoke anywhere in the Albany Street office.  Smoking is permitted in the garden at the rear of the building or the basement at the front. Access to these areas must not disrupt or interfere with service delivery activities.  Smoking is not permitted outside the front door.  This is not for health reasons but rather for the image it portrays to visitors, the public etc.

· Smoking is not permitted in Rock Trust office.

· Smoking is not permitted in any company vehicle.

· The above applies equally to young people, except where in the professional judgement of staff a young person should be permitted to smoke.

· Staff are recruited into a field of work where a smoke free environment cannot be guaranteed, but individual preferences will be met where possible.  Particular attention will be paid to any ongoing health issue that a member of staff may have which makes it preferable to avoid exposure to smoke (e.g. Asthma).

Responsibility for the implementation and operation of this policy will lie with managers for the locations and staff which they are responsible for.  Breaches of the Smoking at Work Policy will be viewed seriously and dealt with under the disciplinary procedure.

Here is an example of a local authority policy (reprinted with permission)

Control of Smoking at Work Policy

1. INTRODUCTION

1.1. There is widespread recognition that smoking is damaging to the health of smokers and it is stated in the Government white paper “Smoking Kills” as the most important preventable cause of ill health and premature death amongst adults. Similarly, the effects of passive smoking, i.e. non-smokers breathing in other people’s tobacco smoke, have emerged as an important health concern.

1.2. It is also recognised that public attitudes towards smoking are changing, with greater restrictions on smoking in many public places, such as places of entertainment and public transport, becoming the norm.

1.3. The Council supports the view that whether people smoke or not is a matter of personal choice, but where they smoke is a matter of public concern.  It is likewise recognised that employees, whilst at work, are entitled to breathe air unpolluted by tobacco smoke whilst in enclosed workplaces, rest areas or areas where food will be consumed.

1.4. It is recognised that smoking at work by employees is already prohibited in part at some Council premises for legal, technical, operational or health and safety reasons.  This policy seeks to harmonise the arrangements throughout the Council ensuring equity for all employees. 

2. POLICY

2.1. The Council re-affirms its continuing responsibility as an employer for ensuring, so far as is reasonably practicable, the health, safety and welfare of all its employees whilst at work and is committed to ensuring that non-smoking will be the norm for Council employees in enclosed workplaces. 

2.2. The purpose of this policy is to:

(a) promote the health of all employees by means of discussion and support on key issues surrounding smoking, providing help and support to employees who wish to stop smoking; 

(b) introduce a total ban on smoking indoors on Council premises (not solely restricted to employee workstations but including meeting/training rooms, toilets, lifts, stairs, corridors, canteens, rest areas, Members’ offices and lounge, etc.);

(c) end all existing special smoking provisions for employees within Council premises, including smoke breaks during working time. This will include employees who are covered by the Council's Flexible Working Hours agreement, which was adopted in July 1996, and who, in the past, have clocked out to smoke;

(d) introduce a  ban on smoking within Council owned or hired fleet vehicles; 

(e) introduce a ban on smoking in privately owned/leased cars, or similar vehicles, during authorised journeys on Council business where other employees are travelling as passengers; and

(f) extend the principles of the smoking policy to third party contracts for the provision of services on behalf of Midlothian Council.

2.3. Following approval by the Council, this policy will have a lead in period of at least 12 weeks and will thereafter be fully operational.

3. EMPLOYEE RESPONSIBILITIES

3.1. All employees are reminded of their responsibilities as stated in the Council’s Occupational Health and Safety Policy. In particular, to act in the course of their employment with due care for their own safety and that of others who could be affected by their acts or omissions at work.

3.2. Employees who smoke will be responsible for adapting to and abiding by the Control of Smoking at Work Policy. Whilst the controls are aimed primarily at enclosed workplaces, smokers need to be mindful that smoking directly outside Council premises may, in certain circumstances, be dangerous (eg in the vicinity of highly flammable substances where discarded smoking material may result in fire or explosion, or expose smokers to risks from traffic) and cannot be permitted.

3.3. In addition, smokers need to be mindful that smoking directly outside Council buildings projects a poor image. Therefore, consistent with the one of the main purposes of the policy i.e. to promote the health of employees by ensuring that non smoking becomes the norm, it is intended that this practice will diminish as the Council's smoking controls become established.

4. PROMOTING HEALTH

4.1. Promoting a healthier life style is a key aim of this policy and the Council is committed to encouraging and supporting employees who currently smoke to change their smoking behaviour. 

4.2. It is likewise recognised that some employees may experience difficulty in adapting to the changes set out in 2.2 above. Therefore, Directors will ensure that support is provided to these employees by:

(a) making available on request general information (including sources of help, Nicotine Replacement Therapy etc) for employees who wish to reduce or stop smoking; and

(b) providing, during normal working hours, voluntary Smoking Cessation groups, or one to one support, for employees who wish to stop smoking.  Employees who wish to take advantage of this facility will require to give a commitment to completing the full course of classes.

5. IMPLEMENTING AND OPERATING THE POLICY

5.1. Directors will be responsible for the implementation and operation of this policy, in consultation with appropriate Trade Union representatives, in respect of all Council premises and vehicles that fall within their control.

5.2. Directors, assisted by the Head of Personnel, will ensure that:

(a) all employees are informed of this policy and provided with clear guidance on its implementation, including ending smoking breaks;

(b) appropriate information and instructions are developed and understood by all staff, especially smokers who may be tempted to find alternative places to smoke when existing smoking facilities are removed. The purpose of this will be to highlight high risk areas where, for example, discarded smoking materials may expose employees and/or others to danger. This may range from sites of known fire risk such as bulk fuel storage facilities to secluded areas where any resultant fire may spread undetected;

(c) information on the health hazards associated with smoking is provided to all employees and prominently displayed in workplaces and in public areas;

(d) ongoing support is made available to employees who wish to stop smoking; 

(e) employees are informed that, following the lead in period referred to in 2.3, breaches of the policy will be viewed seriously and may ultimately be dealt with in accordance with the Council’s Disciplinary Procedure (following appropriate levels of counselling and support); and

(f) arrangements are in place for informing visitors to Council premises of the smoking restrictions and for dealing with situations of non-compliance.

5.3 (a)
Elected members will also be required to comply with the arrangements contained in this policy. 

(b)
Breaches of the policy by elected members will be viewed seriously with appropriate steps being taken to ensure compliance.

6. SIGNPOSTING OF SMOKING RESTRICTIONS

6.1. Directors will ensure that notices of the ban on smoking are prominently displayed in key areas throughout each building (e.g. all entrance points, meeting/training rooms, toilets, canteens, rest rooms, etc.) and in fleet vehicles.

7. ASH TRAY/CONTAINERS


7.1. Directors will ensure that all ash trays/containers are removed from Council premises and arrange for suitable receptacles at the entrance to buildings for discarded smoking materials. 

8. POTENTIAL EMPLOYEES

8.1. All potential employees will be informed of this policy and made aware of the non-smoking obligations which will be placed on them should they be offered employment with the Council (e.g. through job information packs, during selection interview).

9. VISITORS TO THE BUILDING 

9.1. Whilst the policy is directed at employees it is reasonable to require other visitors, including contractors, to conform to the smoking restrictions applying to employees. It is likely that such visitors will respond automatically to the smoking restriction notices on display but frontline employees, for example, reception staff, may, in certain circumstances, need to draw a visitor’s attention to the arrangements. These front line employees (including all relief/cover staff) will be provided with adequate information, instruction, training and supervision to enable them to make informed judgements about the potential for a conflict situation to arise from any intervention they may be required to make. Furthermore, if the member of staff has any concerns whatsoever regarding approaching a visitor who is smoking, they should inform their line-manager of the situation, in line with the arrangements referred to in 5.2 (f).

9.2. It may be considered necessary by Directors to specify a particular and limited facility where smoking by visitors, including clients, elected members etc (or, in extreme situations, a member of staff) can be permitted (e.g. in a nominated interview room where clients in a highly stressed situation can be interviewed). The provision of such a facility should be agreed with the appropriate Trade Union, be clearly identified, adequately ventilated and strictly regulated to prevent “smoking practices” developing into other areas of the building.

9.3. Where organisations or persons are granted temporary use of Council premises (e.g. meetings or events of Voluntary Organisations or private individuals, Trade Unions, etc.) then compliance with the smoking restrictions operating will be a condition of the let, applying to use both within and outwith normal working hours

10. RESIDENTIAL FACILITIES, DAY CENTRES AND COMMUNITY EDUCATION CENTRES 

10.1. Whilst accepting that this policy will generally extend to Council residential establishments, the needs of residents to have some freedom to smoke at their place of residence will be taken into account when regulating smoking at such facilities.  Furthermore, it is recognised that resident status can also apply to employees in certain circumstances.

10.2. Similarly, relevant Directors will take into account any special needs of day services users for some smoking provision when regulating smoking at day centres.

10.3. It is important, however, to ensure that smoking areas for clients in residential and day care premises are clearly identified and adequately ventilated to reduce the exposure to ETS for non-smokers and that fire safety is not compromised.                                                                                                                                                                                                               

10.4. In the case of Community Education Centres the Management Committees will ensure that the terms of this policy are applied and a total ban on smoking indoors for service users is implemented. 

11. WORKING IN THE COMMUNITY

11.1. It is recognised that a number of employee groups work in the community, providing services to people in their own homes. In such situations, it is acknowledged that employees may be working in a house where the occupant is smoking. 

11.2. In some situations, where, for example, the client may be a heavy smoker, the aim should be to ensure that the health of the employee is not compromised, whilst at the same time ensuring that the service is provided. Therefore, the manager responsible for the service should apply the following principles:

(i) ensure that a risk assessment is completed for the service being provided;

(ii) encourage the client to allow a window(s) to be opened for ventilation purposes whilst the employee is working in the house;

(iii) give serious consideration to a non smoking employee's request, in certain circumstances (such as specific health reasons), to be transferred from a smoking environment to a non smoking environment;

(iv) identify employees who could be at an increased risk as a result of a medical condition, for example, asthma and, where necessary make appropriate adjustments to their working conditions;

(v) develop a safe system of work which seeks to reduce the exposure time to ETS by, for example, means of job rotation;

(vi) ensure that non-smoking employees are not penalised for refusing to provide a service where they perceive the risk will affect their health.

12. REVIEW

12.1. The effectiveness of the policy will be reviewed annually by the Council and the Trade Unions and revised as necessary.

c. Jewel and Esk College
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Smoking Policy

1.0 Purpose

The purpose of this policy and procedure is to express the College’s

compliance with the Smoking, Health & Social Care (Scotland) Act 2005 and

the Prohibition of Smoking in Certain Premises (Scotland) Regulations 2006.

2.0 Policy Statement

Jewel & Esk College takes seriously its responsibility to maintain a smoke

free environment and to protect all staff, students and visitors (including

external contractors/suppliers) by enabling them to operate within a smoke

free environment (with the exception of designated smoking areas) whilst on

College property or travelling in College vehicles.

3.0 Scope

3.1 This policy covers all staff, students, contractors, suppliers and visitors

to this College.

3.2 This policy applies to all College premises and property with the only

exception being the external designated smoking areas.

3.3 This policy applies to all College vehicles.

3.4 This policy should be read in conjunction with the College Equality,

Diversity and Inclusion Policy and its separate Disability, Race and

Gender Equality Schemes.

4.0 Responsibilities

4.1 The Principal & Chief Executive and the Health & Safety Manager are

responsible for the management of this policy.

4.2 The College Management Team is responsible for the implementation

of this policy.

4.3 The Facilities Service Manager is responsible for the provision and

maintenance of signage and designated areas.

4.4 All staff, students, contractors, suppliers and visitors are responsible

for ensuring they comply with this policy.

5.0 Implementation

5.1 Students and staff, under the age of 18, are not permitted to smoke

on College property or in College vehicles under any circumstances.

5.2 All staff, students, visitors and contractors are prohibited at all times

from smoking within the college buildings and vehicles.

5.3 Smoking is permitted in the designated smoking areas only. Please

see Appendix 1 and Appendix 2.

5.4 Smoking is permitted by patrons of eh15 restaurant on the south of

the terrace area.

6.0 Non Compliance

6.1 Staff are enabled to ensure that smoking only takes place in the

designated areas. For students, violation of this policy is a breach of

the Student Code of Conduct and as such is a booking offence under

the Student Disciplinary Policy and Procedures.

6.2 A breach of this policy by staff, students or residents will be subject to

disciplinary action in accordance with the relevant disciplinary

procedure.

6.3 Any visitor or contractor found in breach of the policy will be instructed

to comply or leave the College premises or vehicle.

6.4 Any complaint in respect of non-compliance should be referred to the

Health & Safety Manager or General Manager (The Club &

Accommodation): complaints can be lodged at Reception on either

campus or by ringing 0131 344 7000.

7.0 Appeals Procedure

7.1 For students and staff the sanctions associated with non-compliance

with this policy are set out in the relevant Disciplinary Policy &

Procedures which include appeals procedures.

7.2 For all other categories the appeal will be treated as a complaint which

will be considered within the College Complaints Procedure.

8.0 Communications

8.1 This policy and procedure will be brought to the attention of all staff

and students.

8.2 Explanation and information regarding these policy and procedures

will be included in staff and student induction programmes, as well as

staff and student handbooks.

9.0 Support to Stop Smoking

9.1 Sources of support include:-

• Your local GP/Healthcare Surgery

• Pharmacists

• Smokeline 0800 848484

• www.help-eu.com
10.0 Review of Policy

This policy and procedure will be reviewed as necessary to ensure

compliance with legislation.

Map of Campuses;
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5.   REFERENCES AND USEFUL LINKS
‘Smoke Free Scotland – Guidance on smoking policiesfor the NHS, local authorities and care service providers’, Scottish Executive and COSLA, 2005. http://www.scotland.gov.uk/Resource/doc/47121/0020880.pdf).

The Tobacco and Primary Medical Services (Scotland) 2010

http://www.scottish.parliament.uk/s3/bills/22-TobacPrimMedSer/b22bs3-aspassed.pdf
Smoking, Health and Social Care (Scotland) Act 2005

http://www.legislation.gov.uk/asp/2005/13/contents
The Prohibition of Smoking in Certain Premises (Scotland) Regulations 2006

http://www.scotland.gov.uk/Publications/2005/08/02143247/32478
www.tobaccoinscotland.com
www.ashscotland.org.uk
www.fastforward.org.uk
Y-Step would like to say thank you to the Rock Trust and Jewel and Esk College for allowing us to use their tobacco policies in this document as examples of good practice.
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Key stages in Developing a Tobacco Policy
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� Bunn W.B. et al: ‘Effect of smoking status on productivity loss’ (2006) as cited in Ash Scotland ‘Up in Smoke: the economic cost of tobacco in Scotland’ (2010)
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