[Date]

Dear Colleague

As you know, the Government is making smoking illegal in all workplaces from summer 2007.

This means smoking will no longer be allowed in our buildings, entrances to buildings or near windows.  In addition, smoking will not be allowed in vehicles used during your working day and smoking will be prohibited while in uniform or when identifiable as a member of staff wherever you are.

Staff making visits to people in their own homes for our business will be supported and we will ask customers to ensure their homes are smokefree for at least an hour prior to their appointment.

Exposure to other people’s smoke has been shown to cause lung cancer and heart disease and probably to cause asthma and stroke in adults (Royal College of Physicians, July 2005).
We know that these restrictions on smoking will pose difficulties for some staff who smoke.  We are offering support by……
Although adherence to this smokefree policy will be a condition of employment and a legal requirement, we hope that both smokers and non-smokers will appreciate the significant health benefits the policy offers.

For smokers the policy offers a chance to quit if they so wish.  

We hope staff will be supportive of this development.

Yours sincerely
















