
POLICY GUIDE

Tackling Tobacco: 
Smoke-free 



Creating a smoke-free policy for your 
organisation is one of the most important 
things you can do to improve the health  
of employees and clients, as well as  
protect visitors. 
Under the Queensland Workplace Health and Safety Act 2011, an employer must ensure, so far 
as is reasonably practical, the health and safety of workers at the workplace. An appropriately 
drafted and implemented policy will benefit your business, people and compliance risks. 
This guide will assist you to create a comprehensive smoke-free policy outlining the benefits 
of a smoke-free organisation and providing a checklist on how to develop a policy. Further 
information and resources have been provided in this guide to support your organisation, along 
with advice on where to go for further information. 

Rationale
Smoking is the leading cause of preventable 
death and disease in Australia. In Queensland, 
smoking causes around one in five cancer deaths, 
which equates to more than 3400 deaths each 
year. Workplace exposure to second-hand smoke 
is a significant occupational health and safety 
hazard. In addition, organisations have a duty of 
care to protect their clients from the dangers of 
second-hand smoke. Non-smokers who inhale 
second-hand smoke are at risk of many of the 
same tobacco-related diseases and health 
problems as smokers. Therefore, it is essential 
that processes are in place to protect employees 
and clients from exposure to second-hand 
smoke. There is no safe level of second-hand 
smoke exposure. 

While limiting exposure to second-hand smoke 
is vital, it is also important for organisations 
to commit to improving the health of both 
their employees and clients by supporting and 
encouraging them to quit smoking. 

Benefits of a smoke-
free organisation
Apart from being a workplace health and safety 
obligation, there are many benefits to a smoke-
free organisation for employees, clients and the 
organisation as a whole, some of these include:

• Improved employee and client physical and mental
health

• Decreased financial stress for employees and clients
• Increased productivity of employees (fewer / no

smoking breaks)
• Reduced employee sick leave due to illnesses linked

to smoking and passive smoking
• Decreased number of employees retiring earlier than

expected
• Reduced cleaning and maintenance costs
• Reduced fire hazard risk
• Creating a healthy organisational image
• Supporting current smokers to cut down and quit
• Decreasing the likelihood of smoking uptake among

younger employees and clients
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Smoke-free  
policy checklist

1. Consult your organisation
and gain support

Before starting your organisational policy, it is vital to ensure 
you have management support and consultation with 
employees (smokers and non-smokers). 

Incorporating employee and client suggestions is essential to ensure 
the success of the policy. This will allow you to assess attitudes towards 
the policy and allow you to address any concerns, leading to a more 
collaborative policy. We recommend your consultation includes these 
key points to start the process:

• If your organisation does not already have a workplace health
and safety committee, establish a working group to support the
development of a smoke-free policy

• Survey all employees confidentially, this can be done through
meetings, focus groups, suggestion boxes or a survey

• Collate the survey findings and develop a smoke-free proposal to be 
addressed at a committee or leadership meeting

• Make any necessary amendments to your proposal based on
management and employee feedback, then dependent on your 
organisational process, seek executive leadership approval

Simply smoke-free

Fresh 
 air zone!

2019   Tackling Tobacco: smoke-free 3



2. Formulate a written smoke-free policy
Having a comprehensive smoke-free policy will demonstrate that your organisation 
formally recognises the harms caused by smoking and the duty of care it holds to 
safeguard the health and wellbeing of all employees and clients. 

This will also clearly articulate the expectations your 
organisation has towards compliance of the policy’s 
details and consequences for non-compliance. We 
recommend at a minimum; your policy includes the 
following key aspects:

• Background and introduction – as with the
start of this policy guide, include a brief outline
and reason for the policy, including the benefits 
to the employees, clients and the organisation

• Purpose – outline the purpose of your policy,
clearly stating what it aims to achieve

• Involvement – identify who was involved in the
policy preparation and to who and where the
policy applies, if your organisation has multiple
locations, these should be included here

• Restrictions – outline all smoke-free areas and
restrictions, smoke-free areas should align with
Queensland’s Tobacco Laws. We recommend
making all outdoor areas completely smoke-
free, however if you have a designated outdoor 
smoking area, ensure this is in an area that
does not expose non-smokers to second-hand
smoke. For further information about the
tobacco laws, please refer to the additional
information and support section of this guide

• Expectations – where applicable, your policy 
may also include a position statement on
organisational expectations regarding, but not
limited to; employee smoking breaks, smoking
with clients, smoking in company vehicles,
employees smoking outside of the organisation
during work hours

• Support – outline your organisation
commitment to support employees and
clients who smoke to quit. This may include
a formalised process for asking all new and
existing employees and clients about their 
smoking and offering support to quit. For 
further information about what to offer as quit 
support, please refer to step 4 of the smoke-
free policy checklist

• Compliance – outline a procedure for, and
the consequences for non-compliance of the
smoking restrictions and expectations listed in
your policy

• Timing and review – provide a date from when
the policy is effective and outline when it will be 
reviewed e.g. six months after introduction and
then on an annual basis thereafter

 3. Communicate, support
and promote the policy

Following the development of your policy, communication should be disseminated to 
all employees and the policy should be made easily accessible. 

When communicating the policy, it is important to focus on non-confrontational language,  
in which you focus on the smoke not the smoker and health and safety not individual rights.  
This will increase the likelihood of successful implementation and acceptance of the new policy 
and procedures. To help support and promote your policy, we recommend the following key points:

• Make physical changes like putting up signs as soon as possible. A range of signs can be
downloaded from the resources section below

• Ensure the policy is made easily accessible to employees
• Nominate a person responsible for responding to questions and issues that may arise
• Create a process to inform all new employees of the smoke-free policy and communicate the

smoking restrictions and expectations to clients
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4. Provide quit smoking support
Providing employees and clients who smoke with a safe and supportive environment 
to quit is one of the most important things your smoke-free policy can achieve. 

In Queensland, there are a range of quit support initiatives and tools which people can access to 
assist in their quit attempt. 

We recommend as part of your policy; your organisation offers employees and clients the following 
support:

• Intensive Quit Support: If your organisation supports people experiencing disadvantage
(such as homelessness, unemployment, economic stress) you can access a free quit smoking 
program for interested employees and clients. The program is delivered by Queensland’s 
Quitline service and combines support (delivered over the phone) with nicotine replacement 
products. For further information or to register your organisation, complete this form and email 
to13QUIT-HealthPromotion@health.qld.gov.au

• Employees can use the smoking cessation pathway as a tool to guide their conversations with 
clients and support them with quitting smoking. Download the smoking cessation pathway

• Disseminate newsletters, flyers and posters to promote the benefits of quitting and 
information on the risks of smoking. Please refer to the additional information and resources 
section of this guide for quit smoking resources

• Promote free calls to the Quitline (13 7848) service and consider letting employees make calls 
during work hours

• Promote quit smoking support websites and mobile phone apps, such as the QUIT HQ website 
and My QuitBuddy app

• Consider subsiding the cost of quit smoking medications for employees and/or clients such as 
nicotine replacement therapy (NRT)

5. Evaluate and monitor implementation
Following the implementation of your policy, it is an important step to monitor 
compliance and evaluate if the policy is meeting the desired objectives 6 months 
after implementation and annually thereafter. 

Some useful points to consider when monitoring and evaluating your policy include: 

• How aware are employees and clients of the policy details and where to find it?
• What is the uptake of support offered to help employees and clients to quit smoking?
• How aware are employees, clients and visitors of the smoking restrictions?
• How widespread is compliance with the policy?
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https://cancerqld.blob.core.windows.net/site/content/uploads/2020/03/Smoking-and-disadvantage_organisation-interest-registration-form.pdf
https://cancerqld.blob.core.windows.net/site/content/uploads/2019/02/18028_Final-Smoking-Cessation-Pathway.pdf
https://quithq.initiatives.qld.gov.au/quit-support/quitline/get-help-from-quitline/
https://quithq.initiatives.qld.gov.au/quit-support/quitline/get-help-from-quitline/
http://www.quitnow.gov.au/internet/quitnow/publishing.nsf/Content/quit-buddy


Additional information and support
Legislation
• Queensland’s tobacco laws: https://www.qld.gov.au/health/staying-healthy/atods/smoking/laws
• Penalties, fines and enforcement: https://www.health.qld.gov.au/public-health/topics/atod/

tobacco-laws/penalties
• Queensland’s workplace health safety laws: https://www.worksafe.qld.gov.au/laws-and-compliance 

Quit support
• Quit now: http://www.quitnow.gov.au/
• Quit HQ: https://quithq.initiatives.qld.gov.au/quit-support/quitline/get-help-from-quitline/
• Quit Coach: http://www.quitcoach.org.au/
• My QuitBuddy app: http://www.quitnow.gov.au/internet/quitnow/publishing.nsf/Content/quit-buddy
• Quit for you – Quit for two app: http://www.quitnow.gov.au/internet/quitnow/publishing.nsf/

Content/quit-now-apps

Smoke-free resources
• Cancer prevention resources: quest.org.au
• Cancer Council Queensland Tackling Tobacco: https://cancerqld.org.au/cancer-prevention/

programs-resources/tackling-tobacco-queensland/ 
• Quit Smoking brochures: https://publications.qld.gov.au/dataset/quit-smoking-brochures
• Smoke-free signs: 

 - Cancer Council Queensland No smoking sign
 - Cancer Council Queensland Fresh air zone sign
 - Healthier Happier Smoke-free workplace sign
 - Designated smoking area sign 

Policy support
If you require further assistance with developing or implementing your smoke-free policy,  
please contact Cancer Council Queensland at: cancerprevention@cancerqld.org.au
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