


Healthy workers,
healthy business
Healthy businesses are smoke-free!



Revolution Smoke-Free envisions a future where all types of 
workplaces across a range of industries are free from tobacco 
smoke. Business leaders are at the forefront of progress and 
innovation. As drivers of change in their industries, they will 
spur a movement towards a future with healthier, safer working 
environments. 

This booklet equips organizations with information that serves 
as guidance for implementing smoke-free policies. It includes 
information on myths and facts about smoking in the workplace, 
evidence and practical resources to help organizations go  
smoke-free. 

CONTENTS OF THE BOOKLET

ABOUT THE CAMPAIGN
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Why should you 
make your workplace 
smoke-free?

Profitable businesses do well because:
• they keep their costs down; and
• they keep productivity levels up. 

Smoking in the workplace does the 
OPPOSITE because:
• it raises operational costs; and
• it reduces productivity by affecting the 

health of workers.

Smoking at work is associated with:
• more lost workdays 
• more industrial accidents and 

occupational injuries
• time lost from work on smoking breaks
• higher insurance premiums for 

smoking workers
• higher cleaning costs
• higher insurance premiums for fire  

and other hazards

HIGHER
PRODUCTIVITY

HIGHER COSTS

• cleaning costs
• fire insurance

• health insurance

Healthy Business

Unhealthy Business 
(when smoking happens in the workplace)

LOWER
COSTS
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Making your workplace 100% smoke-free 
is a strategic way to improve your bottom line!

LOWER
PRODUCTIVITY

• more absenteeism
• sicker workers



Did you know?
In businesses that allow smoking in the workplace:

There is a 60% higher risk of 
lost workdays for men and 15% 
higher risk of lost workdays for 
women.¹

Research from the United 
Kingdom of Great Britain and 
Northern Ireland found that 
smokers spend 40 minutes 
of each work day on smoking 
breaks.⁵ This equates to 20 days 
out of each year spent smoking 
instead of working.

1. Robbins AS, Fonseca VP, Chao SY, Coil GA, Bell NS, Amoroso PJ. Short term effects 
of cigarette smoking on hospitalization and associated lost workdays in a young health 
population. Tob Control. 2000;9(4):389–96.
2. Siegel M. Involuntary smoking in the restaurant workplace. A review of employee 
exposure and health effects. JAMA. 1993;270(4):490–3. Dimich-Ward H, Gallagher RP, 
Spinelli JJ, Threlfall WJ, Band PR. Occupational mortality among bartenders and waiters. 
Can J Public Health. 1988;79(3):194–7. Hyland A, Cummings KM. Consumer response 
to the New York City Smoke-Free Air Act. J Public Health Manag Pract. 1999;5(1):28–
36; p35, footnotes 4–11.
3. Halpern MT, Shikiar R, Rentz AM, Khan ZM. Impact of smoking status on workplace 
absenteeism and productivity. Tob Control. 2001;10(3):233–8.
4. National Fire Protection Association. Smoking-material fire problem fact sheet. 
Quincy, MA: National Fire Protection Association; 2013 (https://www.nfpa.org/-/media/
Files/News-and-Research/Fire-statistics/Fact-sheets/smokingfactsheet.ashx, accessed 
24 February 2018).

5. Centre for Economics and Business Research. Smoking costs UK businesses £8.7bn. 
In: CEBR.com [website]. London, UK: Centre for Economics and Business Research; 
2014 (https://cebr.com/reports/smoking-costs-uk-businesses-8-7bn/, accessed 28 
February 2018).
6. United States Environmental Protection Agency. The costs and benefits of smoking 
restrictions: an assessment of the Smoke-Free Environment Act of 1993(H.R. 3434): 
executive summary. Washington, DC: United States Environmental Protection Agency; 
1994 (https://nepis.epa.gov/Exe/ZyPURL.cgi?Dockey=100045VS.txt, accessed 1 March 
2018).

Workers who smoke call in 
sick more often.

Smoke breaks take away from 
the real work.

Industrial accidents, fires, and 
occupational injuries occur 
more frequently.³,⁴

Legal risk exists from potential 
litigation by nonsmoking 
workers affected by second-
hand smoke.

REVOLUTION SMOKE-FREE 03

Workers in restaurants and bars 
that allow smoking have a 50% 
higher rate of lung cancer than 
the general population.²

Nonsmoking workers are at 
risk of diseases caused by 
second-hand smoke.

Business that went totally 
smoke-free have experienced as 
much as a 10% drop in cleaning 
costs.⁶

Cleaning costs are higher.



When a workplace 
becomes smoke-free, 
everyone wins.

Benefits to Employers

Smoke-free workplaces create a healthier, 
more productive workforce.

There is less risk of legal action by nonsmoking 
employees due to the adverse health effects of 
second-hand smoke.

The risk of fire damage, industrial accidents 
and occupational injuries is reduced.

It sets a precedent and good practice example 
for the community, especially in areas where 
smoke-free public policies are not yet enacted.

This leads to lower fire and accident 
insurance premiums.

Cleaning and maintenance costs also go down.

The annual health-care costs for employee 
health premiums are lower.

The corporate image as a business that 
is committed to a healthier workplace 
is enhanced.

1.

6.

3.

8.

4.

5.

2.

7.

Benefits to Visitors and Clients:

Their exposure to second-hand smoke is 
reduced. This lowers their risk of adverse 
health effects resulting from exposure to 
second-hand smoke.

When the smoke-free signage clearly states 
that the smoke-free policy stems from a 
concern for health, visitors and guests perceive 
a more empathic and caring management.

Visitors and clients in a smoke-free workplace 
enjoy a fresher and cleaner atmosphere, 
making for a more positive visit.

1.

3.

2.
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Benefits to Workers

For smokers, smoke-free workplaces help 
persuade them to cut down on their smoking 
or to quit entirely, protecting their health.

For nonsmokers, the risk of health hazards 
from second-hand smoke is eliminated.

For both smoking and nonsmoking employees, 
respiratory and allergic symptoms from 
tobacco smoke are markedly reduced.

Other health hazards from exposure to tobacco 
smoke such as cancer and heart disease are 
also significantly reduced.

Less absenteeism results in less pay 
deductions from days lost from work.

Early retirement due to ill health caused by 
tobacco use – either from direct smoking or 
second-hand smoke exposure – is less likely.

With a healthier workplace and increased 
productivity, the business prospers and job 
security is strengthened.

Smoke-free workplaces report improved 
overall morale.

Workers in smoke-free workplaces lower 
their risk of exporting “third-hand smoke” – 
residues from tobacco smoke that cling to 
clothing, bags, skin and hair – to their homes. 
This reduces their children’s exposure to third-
hand smoke – and their own clothes will smell 
fresher and cleaner too!

1.

2.

3.

4.

5.

6.

7.

8.

9.
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A smoke-free workplace is a:

SAFE environment
HEALTHY workforce
PRODUCTIVE business
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Smoking areas imply that workers and visitors are still 
exposed to second-hand smoke, and that fire and accident 
risks remain. The only way to eliminate the hazards of 
tobacco smoke is through a 100% smoke-free policy.  

All countries mandate employers to provide a safe workplace 
to workers, and tobacco smoke is a major health hazard. In 
several countries, smoke-free workplaces have preceded 
national law and led the way for healthier policy.

Myths Facts

You do not need to make a 
workplace 100% smoke-free; 
just designate a smoking area.

You do not need to make a 
workplace 100% smoke-free; just 
create ventilated smoking rooms.

Ventilation systems can get rid of 
tobacco smoke indoors.

Businesses will lose 
customers if they become 
smoke-free.

Smoke-free policies are 
unpopular with workers.

Smoke-free workplace policies 
are only needed if there is a 
national smoke-free law.

7. United States Department of Health and Human Services. The health conse-
quences of involuntary exposure to secondhand smoke: a report of the Surgeon 
General. Atlanta, GA: United States Department of Health and Human Services, 
Centers for Disease Control and Prevention, Coordinating Center for Health Pro-
motion, National Center for Chronic Disease Prevention and Health Promotion, 
Office on Smoking and Health; 2006. American Society of Heating, Refrigerating 
and Air-Conditioning Engineers (ASHRAE). ASHRAE position document on 
environmental tobacco smoke. Atlanta, GA: AHRAE; 2010 (https://www.ashrae.
org//File%20Library/About/Position%20Documents/ASHRAE_PD_Environmen-
tal_Tobacco_Smoke_2016.pdf, accessed 25 February 2018).

Myths and facts 
ABOUT SMOKE-FREE WORKPLACES

REVOLUTION SMOKE-FREE 07

8. Fong GT, Hyland A, Borland R, Hammond D, Hastings G, McNeill A, et al. Reductions in 
tobacco smoke pollution and increases in support for smoke-free public places following 
the implementation of comprehensive smoke-free workplace legislation in the Republic of 
Ireland: findings from the ITC Ireland/UK survey. Tob Control. 2006;15(Suppl 3):iii51–8.

 
Even the most advanced ventilation system cannot eliminate 
tobacco smoke or the risks from second-hand smoke. 

The  American Society of Heating, Refrigerating and 
Air-Conditioning Engineers states that currently the only way 
to effectively eliminate the health risk associated with indoor 
exposure to second-hand smoke is to ban smoking.7

The global data overwhelmingly confirm that going smoke-
free does not harm businesses. In fact, for some industries, 
sales improve after going smoke-free. 

Most smokers support smoke-free policies after 
they’ve experienced it.⁸ 



There are many sample policies that can be adapted for your workplace 
(see Annexes 1 and 2), and numerous case studies of real-life examples 
across the Western Pacific Region of successful policy implementation.

 Give yourself enough time to establish the policy and to engage all of the 
stakeholder groups in your workplace, for a higher likelihood of success. Here 
are some steps that can guide you:

Ready to make your 
workplace smoke-free?
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O U T R E AC H

C E S S AT I O N  S U P P O RT

TA S K
FO R C E

P O L I C Y

I M P L E M E N TAT I O N

M O N I TO R I N G 
A N D  E VA LUAT I O N

Creating a smoke-free workplace is neither difficult 
nor costly, with the right leadership and buy-in.



Task Force
Convene an inclusive smoke-free workplace 
policy task force, including management and 
line workers. Include smokers, nonsmokers 
and ex-smokers.

Cessation Support
Offer cessation help to workers who want 
to quit smoking.

Policy
Do your research and develop a written 
smoke-free workplace policy. Survey your 
workers about their knowledge and concerns 
and address them before the policy goes 
into effect.

Implementation
Post “no smoking” signs, remove ashtrays 
and tobacco vending machines, and remove 
receptacles for smoking materials. Hold a kick-
off event when the policy starts. 

Outreach
Announce the policy ahead of the 
implementation date with an official letter 
from top management. Train managers to 
handle concerns, questions and interactions. 
Educate workers on the policy.

Monitoring and Evaluation
Track how the smoke-free workplace policy 
is going. Ensure sustainability by consistent 
enforcement until the policy becomes 
self-enforcing.

1. 4.

2.

5.

3.

6.
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Written policy exists that clearly states 
rationale and time frame, process and 
penalties.

Percentage of employees reporting second-
hand smoke exposure.

Goals 1. Protect workers from the harmful effects of 
second-hand tobacco smoke and encourage 
smokers (workers and visitors) to quit.

2. Gain health benefits for employees and economic 
benefits for employers.

M A I N  AC T I V I T I E S

P R O G R E S S  I N D I C ATO R S

S P E C I F I C  O B J E C T I V E  #  1

By (date), make workplace 100% 
smoke-free to protect employees 
from second-hand smoke exposure.

• Learn about local/national law on smoke-free 
workplaces (if it exists).

• Establish a written smoke-free policy 
with active participation of employees 
and managers.

• Communicate the policy and its rationale 
clearly, and sanctions for non-compliance.

• Implement the smoke-free policy according to 
agreed timetable. The policy should also apply  
to customers, visitors and clients.

• Enforce, monitor and adjust the policy if 
necessary.

B E N E F I C I A R I E S/ TA R G E T  G R O U P S

All employees and managers, customers, 
visitors, clients.

Here is a sample work plan for establishing a smoke-free workplace 
policy adapted from the World Bank’s Smoke-free Workplaces at a Glance.⁹

1.

2.
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Percentage of employees who are 
active smokers.
Percentage of smokers who attempt to quit 
each year.

Percentage of quitters who are tobacco-free
12 months after quitting.

M A I N  AC T I V I T I E S P R O G R E S S  I N D I C ATO R S

S P E C I F I C  O B J E C T I V E  #  2

Help employees to quit smoking 
to reduce risks of disease and 
premature death.

• For smokers who want to quit, ensure easy 
access to trained counsellors for individual or 
group counselling, or a quitline or web/mobile 
cessation service.

• Consider subsidizing pharmaceutical 
treatments for nicotine addiction.

• Provide information to all workers on the 
benefits of quitting and how to support 
colleagues trying to quit.

1.

2.

3.
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9. World Bank. Smoke-free workplaces at a glance. 
Washington, DC: World Bank; 2002 (http://siteresources.
worldbank.org/INTPHAAG/Resources/AAGSmokeFree-
Workplaces.pdf, accessed 19 April 2018).

Photo: WHO/Xu Peng

B E N E F I C I A R I E S/ TA R G E T  G R O U P S

Employees and managers who use tobacco.



What is a good 
smoke-free 
workplace policy?
An effective smoke-free workplace policy¹⁰

Clearly delineates procedures 
for ensuring all are informed of 
the policy, and for dealing with 
infractions and penalties. Also, 
the enforcement responsibilities 
are identified.

100% smoke-free in all 
indoor areas, including 
company vehicles.

Designed to treat all 
workers fairly, regardless of 
title, position, seniority or 
smoking status.

Begins by stating the goal is 
to create a safe and healthy 
workplace for all workers. 
Mentions the documented 
health risks of second-
hand smoke.

Clear and unequivocal about 
where smoking is prohibited. 
Avoids exceptions to the 
smoke-free policy (e.g. does 
not exempt private offices).

10. Centers for Disease Control and Prevention. Save Lives, Save Money: Make Your Business 
Smoke-Free. Atlanta, GA: United States. Department of Health and Human Services, Centers 
for Disease Control and Prevention, National Center for Chronic Disease Prevention and 
Health Promotion, Office on Smoking and Health; 2016 (https://www.cdc.gov/tobacco/
basic_information/secondhand_smoke/guides/business/pdfs/save_lives_save_money.pdf, 
accessed 19 April 2018).
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100% smoke-free even in 
outdoor company areas.



Of course, the best-written smoke-free workplace policy is only as 
good as its implementation. The key to effective implementation 
is securing maximum support for the policy through thorough and 
inclusive consultation and outreach with all staff. Here are some 
tips to achieve this, adapted from Going Smoke-free: Recommendations 
for the Workplace by Cancer Council NSW:¹¹

Utilize all available opportunities to discuss 
the smoke-free policy, like staff representative 
groups, staff meetings, office events, 
occupational health and safety discussions, and 
other workplace forums.

Ensure staff and managers fully understand why 
the policy is being implemented.

Involve all the relevant stakeholder groups, 
such as the human resources department, 
occupational health and safety staff, workers’ 
representatives, etc.

Inform everyone in advance of the 
details, such as:

• when the policy will be launched;
• the availability of cessation support for 

employees who smoke;
• the company’s position on smoking 

breaks; and
• the procedures for enforcement and penalties 

and disciplinary actions for noncompliance.

11. Cancer Council NSW. Going smoke-free: Recommendations for the 
workplace. Woolloomooloo, NSW: Cancer Council NSW; 2002 (https://
www.cancercouncil.com.au/wp-content/uploads/2012/07/Workplace-Go-
ing-smoke-free-Recommendations-12-02-version-updated-June-2012-
for-CCN-web-site-3-June-2012.pdf, accessed 19 April 2018).
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What about employees 
who smoke or use
tobacco?
A smoke-free workplace policy is intended to protect both nonsmokers and smokers. It 
does not mean that smokers are being judged negatively or are unwelcome. In fact, the 
best type of smoke-free workplace policy also includes provisions to help employees quit 
tobacco use completely. This maximizes the health benefits to the employees as well as 
the productivity and cost savings to the business.

If your workplace is about to go smoke-free, consider offering the following to your 
employees who are tobacco users:

Provide materials about the harm from 
tobacco use and how to quit tobacco use.

Organize cessation classes on-site or 
through local providers. Offer to reimburse 
the cost of attending these classes.

Check with your health insurance carrier 
and request that the employee policy cover 
cessation services, including counselling, 
nicotine replacement therapy and cessation 
medications, for employees desiring to quit.

If you have an occupational health 
provider, ensure they are trained to 
offer cessation advice.

Make available a list of cessation resources 
available in your community. These 
could include:

• quitline numbers; 
• cessation website or mobile app 

addresses; and
• cessation providers and cessation 

programmes and how to access them.

Consider creating a cessation support 
group on-site.
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Cessation programmes are relatively low-cost and yield financial returns over the long 
term that far outweigh their costs. A theoretical model for the United States estimates 
potential long-term net benefits of a smoking cessation programme at around $4.5 
million for large employers.

Cessation in the Workplace

Source: Warner KE, Smith RJ, Smith DG, Fries BE. Health and economic implications of a 
work-site smoking cessation program. J Occup Environ Med. 1996;38(10):981–92.



Within 20 minutes 
of quitting smoking...

Your heart rate drops.

Your added risk of coronary heart 
disease is half that of a smoker’s.

Your lung cancer death rate is about half 
that of a smoker’s. Your risk of cancers of 
the mouth, throat, oesophagus, bladder, 

kidney and pancreas decreases.

Your heart attack risk begins to drop. 
Your lung function begins to improve.

Carbon monoxide level in 
your blood drops to normal.

Your coughing and shortness 
of breath decrease.

Your stroke risk is reduced 
to that of a nonsmoker 5–15 
years after quitting.

Your risk of coronary heart 
disease is back to that of a 
nonsmoker.

20 Minutes

1 Year 

10 Years

2 Weeks to 3 Months

12 Hours

1 to 9 Months

5 Years

15 Years

Your body begins a series of 
changes that continue for years.

Source: United States Department of Health and Human Services. The Health 
Consequences of Smoking: A Report of the Surgeon General. Atlanta, GA: United 
States Department of Health and Human Services, Centers for Disease Control and 
Prevention, National Center for Chronic Disease Prevention and Health Promotion, 
Office on Smoking and Health; 2004. 
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I’m an employee who 
wants my workplace to 
become smoke-free.
What can I do?

01

Sometimes, policy change can be initiated not by management but by the workers 
themselves. This bottom-up approach is especially effective when the issue is one 
that affects the health and safety of the workforce. Here are some suggestions for 
actions to help convince management to support a smoke-free workplace policy.

Research the issue and learn as much as you can 
about local smoke-free laws, the rationale for 
making your workplace smoke-free, who is affected 
and who benefits, and other workplaces that have 
successfully gone smoke-free.

Make the business case for going 
smoke-free: It’s good for health but it’s 
also good for business!

Reach out to your co-workers, human 
resources staff and management to get 
their support.

Provide sample policies and a list of 
resources to make it easy for management 
to make the change.

02

03

04
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In April 2014, the Emory Global Health Institute–China Tobacco Control Partnership 
(GHI-CTP), in collaboration with the Chinese Center for Disease Control and Prevention, 
Georgia State University, the United States National Cancer Institute and the China 
Think Tank Research Center for Health Development, launched the Tobacco-Free Cities 
Smoke-Free Business Initiative. Its goal was to protect nonsmokers in the workplace 
from exposure to second-hand smoke while also supporting existing smokers in their 
efforts to quit.

Six cities were selected based on the support of their local government for tobacco 
control and smoke-free policies, talented local implementation teams, and 
partnerships with influential organizations and leaders. In addition, the National Health 
and Family Planning Commission of the People’s Republic of China and Chinese Center 
for Disease Control and Prevention also supported this initiative.

As of 2015, over 240 businesses in six Chinese cities were participating in the Tobacco-
Free Cities Smoke-Free Business Initiative.¹²

Is your workplace 100% 
smoke-free? You’re in 
good company!

Baidu, Inc. has been an advocate for smoke-free 
policies in China. Since 2011, all of Baidu’s 17 
offices, laboratories and research centres located in 
China and around the world are 100% smoke-free 
workplaces. During World No Tobacco Day 2017, 
Baidu reiterated their commitment to encourage 
China’s business community to commit to 100% 
smoke-free workplaces.¹⁴

12. China Tobacco Control Partnership. Smoke-free business for a healthier tomorrow. 
Atlanta, GA: Emory Global Health Institute; 2015 (http://ctp.publichealth.gsu.edu/
files/2016/03/Smokefree_Business_brochure_eng.pdf, accessed 19 April 2018).

13. Fletcher O. Baidu CEO and Bill Gates Take On Smoking. The Wall Street Journal. 11 
June 2011 (https://www.wsj.com/articles/SB1000142405270230425930457637922
2269824188, accessed 19 April 2018).

14. World Health Organization Representative Office in China:  China’s Business Leaders 
Take on Tobacco [website]. Beijing: World Health Organization Representative Office in 
China; 2017 (http://www.wpro.who.int/china/mediacentre/releases/2017/20170531-
op-ed-tobacco/en/, accessed 19 April 2018).
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Annex 1: Resources

American Cancer Society. Tobacco use in the 
workplace: A model policy [website]. Atlanta, 
GA: American Cancer Society; 2017 

American Cancer Society. Tobacco use in the 
workplace: A model policy [website]. Atlanta, 
GA: American Cancer Society; 2017 

Tobacco Control Branch. Supporting smoke-free 
workplaces – a policy implementation guide. 
Perth, WA: Government of Western Australia, 
Department of Health; 2014 

Tobacco Control Branch. Supporting smoke-free 
workplaces – a policy implementation guide. 
Perth, WA: Government of Western Australia, 
Department of Health; 2014 

Cancer Council NSW. Going smoke-free: Recom-
mendations for the workplace. Woolloomooloo, 
NSW: Cancer Council NSW; 2002 

Health Promotion Agency. A guide to creating a 
smokefree workplace. Wellington: Health Pro-
motion Agency; 2017 

Health Promotion Board. Sample smoke-free 
workplace policy [website]. Singapore: Health 
Promotion Board; 2018

(https://www.cancer.org/healthy/stay-away-from-
tobacco/smoke-free-communities/create-smoke-
free-workplace/smoking-in-the-workplace-a-
model-policy.html, accessed 27 April 2018).

(https://www.cancer.org/healthy/stay-away-from-
tobacco/smoke-free-communities/create-smoke-
free-workplace/smoking-in-the-workplace-a-
model-policy.html, accessed 27 April 2018).

(https://www.commerce.wa.gov.au/sites/default/
files/atoms/files/supporting_smoke_free_
workplaces.pdf, accessed 27 April 2018).

(https://www.commerce.wa.gov.au/sites/default/
files/atoms/files/supporting_smoke_free_
workplaces.pdf, accessed 27 April 2018).

(https://www.cancercouncil.com.au/wp-content/
uploads/2012/07/Workplace-Going-smoke-
free-Recommendations-12-02-version-updated-
June-2012-for-CCN-web-site-3-June-2012.pdf, 
accessed 19 April 2018).

(http://wellplace.nz/assets/Uploads/Resource-
files/Smokefree-resources/A-guide-to-creating-a-
Smokefree-Workplace-NIF.pdf, accessed 27 April 
2018).

(https://www.hpb.gov.sg/workplace/workplace-
programmes/useful-information-for-organisations/
guidelines-and-tools/sample-smoke-free-
workplace-policy, accessed 27 April 2018).

Sample smoke-free workplace 
policies

Sample employee survey

Sample advocacy materials
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Annex 2: Sample 
smoke-free workplace 
policy
This sample smoke-free workplace policy includes key elements of the model 
smoke-free workplace policies introduced in Annex 1 and the Guidelines for 
implementation of Article 8 of the WHO Framework Convention on Tobacco 
Control (WHO FCTC). While this sample captures the essence of a smoke-free 
workplace policy, it is recommended that you assess your current situation and 
goals and adapt the policy accordingly.

Purpose Definition

Scope of application

(Name of organization) recognizes that exposure 
to tobacco smoke causes death, disease and 
disability. With our commitment to ensure safe and 
healthy working conditions, (name of organization) 
believes that eliminating tobacco smoke in the 
workplace protects both employees, clients and 
visitors, and contributes to the further success and 
prosperity of our business.

Smoking means being in possession or control of a 
lit tobacco product regardless of whether the smoke 
is being actively inhaled or exhaled.

The Policy applies to all employees, clients and 
visitors on the premises of (name of organization).

         - company’s principle on employees’      
           health and working environments;
         - existing national or subnational laws 
            on smoke-free environments. 

• Define key terms as needed, following 
existing national or subnational laws, the 
Guidelines for implementation of Article 8 
of the WHO FCTC, etc.

• While the use of smoked tobacco products 
is the primary target of the policy, it 
is also important to consider other 
tobacco products commonly used in the 
local context.

• In a country where heated tobacco 
products and/or e-cigarettes are available, 
it is recommended that those products are 
defined and their use is regulated following 
the existing laws or guidance. For WHO’s 
latest guidance on those products, please 
refer to the WHO website: http://www.who.
int/tobacco/en/.

• Provide rationale for smoke-free workplace:
T I P S

T I P S
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Prohibition of smoking

Procedure

Smoking is prohibited within the premises of (name 
of organization) at any time. 

Management will implement and promote 
compliance to the Policy by:

• Communicating the implementation of the Policy 
through signage, e-mail, orientation, etc.

• Providing support to employees who want to 
quit tobacco.

• Addressing violations of the Policy based on the 
standard disciplinary action.  

Employees will comply with the Policy and, 
when welcoming their clients and visitors on the 
premises of (name of organization), inform them of 
the Policy.

• Describe when and where (e.g. inside 
buildings, on campus, in cars) smoking 
(and the use of any other tobacco products, 
as needed) is prohibited.

• Describe roles and responsibilities in 
introducing and enforcing the smoke-
free policy.

T I P S

T I P S

Review of the policy

Entry into force

The Policy will be subject to review following 
two years of its implementation to establish 
lessons learnt.

This policy shall enter into force on (date).
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Annex 3: Sample 
employee survey

(Name of organization) is considering a smoke-free workplace policy. Please take a moment to 
complete this survey and return to (responsible unit/person). Please note that your response will 
remain confidential.

Research on employees’ knowledge and concerns regarding smoking can help 
you formulate a better smoke-free workplace policy and implementation plan. 
The sample provided below can be adapted to meet your specific needs.

Do you currently smoke tobacco?

If you are a smoker, are you interested in quitting?

1.

2.

Yes No

 I am not a smoker

Yes

No

Don’t know

If “yes”, what kind of support would you need?
                                                                                                                                                                                                

During the past 30 days, did you see anyone smoking in indoor areas within the 
premises of (name of organization)?

During the past 30 days, did you see anyone smoking in outdoor areas within the 
premises of (name of organization)?

Are you bothered by tobacco smoke in the workplace?

3.

4.

5.

Yes

Yes

Yes

No

No

No

Don’t know

Don’t know

Don’t know
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If “yes”, why?
                                                                                                                                                                                                



Please provide any additional comments.
                                                                                                                                                                                                
                                                                                                                                                                                                
                                                                                                                                                                                                
                                                                                                                                                                                                
                                                                                                                                                                                                

9.

Do you support the implementation of a smoke-free workplace policy in 
(name of organization)?

8.

If “no”, why not?
                                                                                                                                                                                                

Yes No Don’t know

Thank you for your participation.

Based on what you know or believe, does tobacco smoke in the workplace affect 
productivity?

7.

6.

Yes

Yes

No

No

Don’t know

Don’t know
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Based on what you know or believe, does breathing other people’s smoke cause 
serious illness in nonsmokers?



Annex 4: Sample 
advocacy materials
Here are some communication ideas for your smoke-free workplace policy advocacy. 
You may wish to use them in a company newsletter or other media used to connect 
with employees.

Communication can be conducted in steps, as you progress towards achieving your 
goal of a smoke-free workplace.

Step 1: Educate your employees about the 
benefits of a smoke-free workplace
Why is (name of organization) going smoke-free?

We want to provide you with a healthy work environment that protects you, as well as our 
customers and visitors, from the negative health effects of exposure to second-hand smoke.

Many people know about the dangers of smoking, but second-hand smoke can cause many 
of the same problems, including lung cancer, heart disease, bronchitis, lung and airway 
infections and exacerbated asthma symptoms. Exposure to tobacco smoke in the workplace 
increases a nonsmoker’s risk of lung cancer by as much as 19 percent. 

Adopting a smoke-free policy at (name of organization) will reduce everyone’s risk of 
suffering the health hazards from exposure to second-hand tobacco smoke. We want to 
make sure that all of our staff members can benefit from the improved morale, fewer sick 
days and greater productivity that come with a smoke-free workplace. And we are happy to 
lead by example in establishing positive health practices in our community, too.

To promote the health and safety of all employees and clients, (name of organization) is 
establishing its smoke-free policy by setting up a task force made up of (insert number) 
managers and employees. The task force welcomes your suggestions or comments, which 
can be directed to (insert contact).

(Name of organization) will keep you informed of the details of our smoke-free policy. 
We look forward to working with you to establish a healthier, happier and more productive 
workplace for us all!
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Step 2: Tell your employees about the details of the 
new policy and offer them cessation assistance
(Name of organization)’s smoke-free policy is almost here. Our policy towards a new, 
healthier workplace will officially commence on (insert date), when all areas of our 
workplace will become smoke-free.

The details of our important new policy have been distributed to all of you, and smoke-
free signage has been posted throughout the premises.

We are counting on you to ensure the success of this important change to our work 
environment, as it will help protect all of us and lead us to a healthier future.

If our new policy has inspired you to quit smoking, you can get information on how to 
quit by contacting (name of organization)’s cessation assistance programme or (insert 
local cessation contacts here).

Step 3: Celebrate the implementation 
of your smoke-free policy

Revolution smoke-free is finally here!

(Name of organization) wants you to be in on the celebration of our achievement 
and our giant step in creating a healthier future for us all.

Please join us in marking our new, healthy beginning by (insert plan for 
marking the occasion of the smoke-free policy).
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Step 4: Thank your employees for their assistance and 
provide a means of  evaluating the smoke-free policy
Thank you for your cooperation and support in helping us breathe change into our 
workplace!

Revolution smoke-free has begun in (name of organization) and we are already 
enjoying the success of our new policy.

In order to ensure that we continue to improve our new smoke-free policy, 
(name of organization) is relying on you to provide your continued feedback. 
Please contact (insert appropriate details) with any suggestions or questions.

For those of you who have been inspired to take the benefits of our healthy 
workplace to the next level and to stop smoking, don’t forget about our smoking 
cessation resources, which you can access by contacting (insert appropriate 
information here or the local cessation contacts).

Photo: WHO/Yoshi Shimizu
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