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[NAME OF COMMUNITY SERVICE ORGANISATION] SMOKE-FREE AND VAPE-FREE POLICY 
VERSION WITH NO EXCEPTION 

1.0 RATIONALE
The purpose of the smoke-free and vape-free policy is to maintain a safe and healthy smoke-free and vape-free environment in the best interests of staff, clients, visitors, volunteers and contractors throughout [Name of organisation]. When used in this policy, the term ‘smoke-free’ means free from tobacco smoke, and the term ‘vape-free’ means free from e-cigarette aerosol(s).
Tobacco smoke is universally known to cause and contribute to significant risks of death and disease, including cancer. There is also strong evidence of a range of health harms associated with e-cigarettes.
The Work Health and Safety Act 2020 (WA) sets out a primary duty of care which requires a person conducting a business or undertaking to, so far as is reasonably practicable, ensure the health and safety of workers and others who may be affected by the carrying out of work. The Work Health and Safety (General) Regulations 2022 (WA) prohibits smoking and e-cigarette use in enclosed workplaces.

Further, the Tobacco Products Control Act 2006 (WA) and Tobacco Products Control Regulations 2006 (WA) prohibit smoking in certain public places.

The [Name of organisation] has adopted this policy that formalises its commitment to a smoke-free and vape-free environment, which extends beyond legislative requirements.

[Name of organisation] ensures, so far as is reasonably practicable, that workers and others are not exposed to tobacco smoke and e-cigarette aerosol(s).

2.0 OBJECTIVES
The objectives of this policy are:
· To protect all staff, clients, visitors, volunteers and contractors from exposure to environmental tobacco smoke and e-cigarette aerosol(s), and ensure a smoke-free and vape-free environment; and
· To actively prevent uptake, to provide smoking and e-cigarette cessation support to staff and clients, and to reduce the risk of relapse. 

3.0 TIMING
This policy is effective from [Start date for the policy].

4.0 WHO IS AFFECTED BY THE POLICY?
This policy applies to all [Name of organisation] staff, clients, visitors, volunteers and contractors, and relates to all [Name of organisation] premises.

Staff will receive a copy of this policy and will be informed through internal communication channels (e.g. [Insert any specific communication channels - e.g. email, signage, staff meetings, intranet]). Clients will be informed of this policy upon entry into the service/s of [Name of organisation] through [Insert any specific methods] and through internal communication channels (e.g. [Insert any specific communication channels - e.g. signage, groups, meetings]). Visitors, volunteers and contractors will be informed of this policy at [Insert any specific methods – e.g. at their induction, when they sign in at reception]. 

5.0 SMOKE-FREE AND VAPE-FREE AREAS
[Name of organisation] requires the following areas of any premises owned or leased by [Name of organisation] to be smoke-free and vape-free:
· All grounds (indoor and outdoor, including carparks) owned or leased by [Name of organisation.

Smoking and e-cigarette use are also prohibited in all vehicles owned or leased by [Name of organisation].

Smoke-free and vape-free areas will be clearly signed and promoted in [Name of organisation] materials.

6.0 POSITION REGARDING BREAKS
[Suggested position]
Staff are not permitted to smoke or use e-cigarettes on any [Name of organisation] premises or when they are acting in an official capacity offsite. Smoking and e-cigarette use is only allowed during designated breaks and outside of [Name of organisation] premises.

6.1 ACTING IN UNIFORM
[Please consider whether 6.1 is relevant to your organisation – delete if not applicable]
Staff are not permitted to smoke or use e-cigarettes in [Name of organisation] uniform in circumstances where it is likely to cause reputational damage to [Name of organisation].

6.2 PROFESSIONAL BOUNDARIES

Staff must not smoke or use e-cigarettes with or in the presence of clients.

It is imperative that all staff maintain professional boundaries with clients. All staff are reminded that it is inappropriate for staff to stand and smoke or use e-cigarettes with clients. If this situation arises, staff should respect that boundary and remove themselves from the situation. 

Clients must not smoke or use e-cigarettes when meeting with staff (including offsite).

Staff must take all reasonable care not to be exposed to tobacco smoke and e-cigarette aerosol(s) while at work (including while working offsite). If staff are confronted by a client smoking or using an e-cigarette, staff should politely request the client to put the cigarette out or cease using the e-cigarette. If this fails, staff should advise the client they will come back when they are not smoking or using an e-cigarette (if appropriate).

[*Organisation to include matters concerning safety. For example,

[bookmark: _Hlk134103786]“Should the staff have any safety concerns they should [*insert organisation’s security process e.g. remove themselves from the situation, speak to their Manager in the first instance]. Any incidents of aggressive behaviour should be reported [*insert organisation’s process or policy or position to report the matter to].”]

7.0 SUPPORTING STAFF AND CLIENTS WHO SMOKE AND/OR USE E-CIGARETTES [Examples provided below – please adapt for your organisation’s purposes]
To encourage and assist staff and clients with their journey to quit smoking and/or e-cigarette use, the following support will be provided:

For staff:
· Provide information and support in induction processes and during supervision meetings;
· Access to free/subsidised combination Nicotine Replacement Therapy (NRT) to quit smoking and/or e-cigarette use, as clinically appropriate following consultation with a doctor;
· Refer staff to the Quitline (13 7848) for help to plan and develop strategies to quit smoking and/or e-cigarette use, and sustain their quit attempt; 
· Promote other support that is available, including Make Smoking History’s Quit Planner and the free My QuitBuddy app, as appropriate. Visit the Make Smoking History website (https://www.makesmokinghistory.org.au/tips) for more information; 
· Allow reasonable time during working hours to access support services, if needed; 
· Provide group tobacco information sessions from Cancer Council WA, if needed; and
· Provide printed health information from reputable sources (e.g. Make Smoking History resources – see https://www.makesmokinghistory.org.au/community-services/training-and-resources/resources-for-partners).

For clients:
· Provide information and support upon entry and exit, and regularly through case management sessions (staff will be provided with education and training as part of induction to provide this support);
· Refer clients to a doctor to facilitate access to stop smoking medication to quit smoking and/or e-cigarette use, as clinically appropriate;
· Access to free/subsidised combination NRT to quit smoking and/or e-cigarette use, as clinically appropriate following consultation with a doctor;
· Refer clients to the Quitline (13 7848) for help to plan and develop strategies to quit smoking and/or e-cigarette use, and sustain their quit attempt; 
· [bookmark: _Hlk152167243]Promote other support that is available, including Make Smoking History’s Quit Planner and the My QuitBuddy app, as appropriate. Visit the Make Smoking History website (https://www.makesmokinghistory.org.au/tips) for more information; and
· Provide printed health information from reputable sources (eg. Make Smoking History resources – see https://www.makesmokinghistory.org.au/community-services/training-and-resources/resources-for-partners).


8.0 FOLLOWING THE POLICY
If staff do not comply with this policy the staff member may be educated on the policy, which may include:
· Ensuring the staff member is aware of the policy and reiterating the reasons for its existence;
· Reminding the staff member that staff are not required to quit smoking or e-cigarette use, but they are asked to follow the policy by not smoking or using e-cigarettes onsite, while offsite in an official capacity or during work hours (excluding during designated breaks offsite);
· Reminding the staff member that they are required to take all reasonable care not to be exposed to tobacco smoke and e-cigarette aerosol(s) while at work;
· Providing the staff member with information about support that is available;
· Reinforcing that all staff are required to follow the policy.

Non-compliance by a staff member with this policy may constitute grounds for disciplinary action.

If clients do not comply with this policy the following actions may be taken:
· Ensuring the person is aware of the policy and reiterating the reasons for its existence;
· Asking the person to stop smoking or using the e-cigarette in circumstances that contravene the policy;
· Providing the client with information about support that is available; and 
· Reinforcing that all clients are required to follow the policy.

All staff are responsible for ensuring compliance with this policy for areas and personnel, clients, visitors, volunteers and contractors under their responsibility.  Any visitor, volunteer or contractor who does not comply with this policy may be asked to leave. 

9.0 POLICY REVIEW
This policy will be reviewed six months after its introduction and then on an annual basis thereafter. This will ensure that the policy remains current and practical.

Date of last review:	[Insert date] 

Date of next review:	[Insert date]
