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Managing policy introduction and monitoring its effectiveness
Any changes to the way a business is run needs to be communicated effectively to the staff.

This applies to your smoking policy and you should think about the best way to do this to suit your business.

Included in this toolkit is a staff letter you could adapt and send out before the implementation date, customer and employee questionnaires and a “No Smoking” sign.
Staff notice boards, newsletters and internal emails are also excellent communication methods and materials on the disc can be adapted to help spread the message.

Once the policy is in place you will need to put in a procedure for review.  
This should be six months after its implementation and then yearly in line with other health and safety policies.

The review may include further staff consultation and should cover:

· How much the smoking areas are used.

· Have smokers and non smokers found the new policy beneficial.
· If there have been any cases of non compliance what action was taken.
· How many employees have used the new policy as an aid to quitting smoking.
· Has the support offered been successful and should it be continued or extended.
· Is information about the policy being included in job adverts, job descriptions and contracts of employment.
· Are No Smoking signs located effectively.
There is a staff survey included in the ‘Resources’ section which you can adapt to help with consultation.
