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Ideas and Suggestions for 

Creating a Supportive 

Workplace for Quitting 

Smoking 

Understand the Quitting Process 

Many tobacco users make multiple attempts before they are successful in overcoming their addiction. 

For many people, quitting smoking is the hardest thing they will ever do. The workplace should be a 

place that supports this challenging process. Employers and co-workers can be supportive by: 

 Showing concern for them no matter what you think about their smoking. 

 Not preaching, nagging or using guilt trips. 

 Keeping in regular contact with them to offer support and encouragement. 

 Being sensitive to the moods and needs of the smoker who is quitting. 

 Letting them know you believe they can do it and that they have your support whether they are 

able to quit now or later. 

Offer Incentives 

Provide incentives for employees to quit by organizing quit and win contests. Use hands-on tools such as 

Quit Kits to spark interest among employees. 

 Find out what prizes would motivate employees. 

 Talk to major suppliers and clients to see if they will donate to this cause. 

 Cash prizes work well and are easy to hand out. 

 Paid time off is always a welcome and an affordable incentive to offer. 

Provide Alternatives to Smoke Breaks 

Many employees smoke because they are bored during breaks. Provide other activities to keep them 

busy. 

 Put board games, cards, puzzles, ping pong table, or foosball table in the lunchroom. 

 Put up a basketball hoop in the parking lot. 

 Start a walking group. Use pedometers and prizes to entice participation. 
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Change the Physical Environment 

Tobacco-free workplaces actually help those trying to quit by removing powerful triggers to smoke. 

 Work closely with building management to establish a workplace environment that conveys a 

tobacco-free message. This includes removing smoking shelters and cigarette butt receptacles. 

Signs should be placed at all vehicle and pedestrian entrances in order to notify employees and 

visitors that they are entering a tobacco-free workplace. 

 Supply mints, gum or toothpicks in staff common areas to help those trying to quit overcome the 

urge to smoke. 

 All tobacco-free messages, signage and policies should be extended to include electronic nicotine 

delivery systems (‘ENDS’) (i.e. e-cigarettes with or without nicotine). 

Dates to Remember 

Make use of special events and opportunities throughout the year to promote opportunities to quit: 

 National non-smoking week (each third week of January) a great time for New Year’s resolutions. 

 World No Tobacco Day – every May 31. 

 Healthy Workplace Month – October every year. 
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How to Help a Co-worker 

Second-hand smoke comes from the tip of a lit cigarette, pipe or cigar. It is also the smoke that a 

smoker exhales.  It is what you see, smell and inhale when you’re near a smoker. 

For many people, quitting smoking is the most difficult thing they will ever do. Many tobacco users need 

seven to eight attempts before they are successful in overcoming their addictions. The workplace can be 

a place that supports this challenging process. 

Ways Employers and Co-workers Can Help 

1. Ask how you can help. Make yourself available as much as possible, especially during the first 

few days. Keep in regular contact to offer support and encouragement. 

2. Show concern for them no matter what you think about their smoking. 

3. Be patient. Most people who quit smoking experience physical and psychological withdrawal 

symptoms. These symptoms usually peak within 48 hours, but might last as long as four weeks. 

Be especially understanding during this time. 

4. Listen. Don't preach, nag or use guilt trips; just listen. Hostility and irritability can be a normal – 
and temporary – part of the withdrawal process. Be sensitive to these moods and emotions and 

encourage them to talk about their feelings. 

5. Encourage them to seek help. Suggest they participate in smoking cessation activities at work 

or in the community and that they talk to their doctor for help. Encourage the use of self-help 

materials available at work or from community agencies such as the Canadian Cancer Society. 

6. Help them avoid smoke and others who smoke as much as possible. Invite them to join you 

in activities that are not associated with smoking, such as walking, swimming, or going to theatres, 

libraries and department stores. 

7. Offer practical support. Quitting can be very stressful. Offer to help minimize other pressures by 

helping with difficult work situations. 

8. Keep a supply of smoking substitutes on hand. People who quit smoking miss the satisfaction 

of handling and inhaling a cigarette. Keep a supply of gum, mints, toothpicks and straws on hand. 

9. Be supportive if your friend has a relapse. Sometimes it takes five or more attempts before a 

smoker quits for good. Encourage your friend to build on what he has learned and to try again. Let 

them know you believe they can do it and that they have your support whether they are able to 

quit now or later. 
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10. Celebrate success. Help mark significant milestones such as three days, one week, or one month 

of being smoke-free. Send a note of congratulations, take them out to lunch, send flowers. 

11. Reinforce the benefits of staying smoke-free. Encourage your friend to use the money they 

have saved to purchase something special. Celebrate the health benefits by participating in a 

charity walk or run. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Source: Adapted from the Program Training and Consultation Centre, the Alberta Tobacco Reduction Alliance as cited in 

Health Canada’s Toward a Healthier Workplace: A Guidebook on Tobacco Control Policies. 
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Health Benefit Plans 

Second-hand smoke comes from the tip of a lit cigarette, pipe or cigar. It is also the smoke that a 

smoker exhales.  It is what you see, smell and inhale when you’re near a smoker. 

Employers can use health benefit plans to ensure employees have easy access to tobacco cessation 

medication, products like nicotine replacement therapy (NRT), and counseling. Research shows that the 

most effective tobacco cessation program includes both medications and counseling, which in 

combination have been shown to double or triple a person’s success rate at quitting. 

“What is covered and available to employees needs to be clearly communicated.” 

A Good Benefits Plan: 

• Is available to all employees including part time or casual employees. If this is not possible, 

consider reimbursing employees for out of pocket expenses related to NRT, medications and 

counseling, at least for a limited time. 

• Includes individual, group or telephone counseling from either an employee assistance program or 

Quitnow, a free telephone and online counseling program for BC residents. 

• Provides information about the quitting process, etc. 

• Includes access to prescription and over—the—counter products approved by Health Canada for 

the treatment of tobacco use dependence (including nicotine patches, nicotine gum, nicotine 

lozenges, nicotine inhaler, bupropion SR and varenicline). 

• Provides counseling and pharmacotherapy for multiple episodes of treatment per benefit year with 

no lifetime limit. Relapse is part of the quitting process and often requires multiple quit attempts 

in order to achieve long—term abstinence from tobacco. 

• Eliminates or minimizes employees’ out-of-pocket treatment costs (such as deductibles, cost-

sharing) for counseling and pharmacotherapy to remove financial barriers to treatment. 

Questions to Ask Your Health Plan Provider: 

 How does the health plan identify and document tobacco users and tobacco cessation 

interventions? 

 Provide a list of all covered tobacco cessation drugs. How frequently are these offered and for 

what period annually? Are multiple quit attempts covered in one 12-month period? 
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 Describe the plan for tobacco cessation. Is it co-payment? 

 Are over the counter medications covered? 

 Who is covered by the benefit plan, all employees? 

 How is the plan promoted to employees? 

When Tobacco Cessation Products and Counseling Services  
Are Not Part of Your Company Health Benefits Package 

If company benefits for smoking cessation products are not available, let employees know about the BC 

Smoking Cessation Program. This Program helps British Columbians stop smoking by assisting them 

with the cost of medications such as prescription smoking cessation drugs or nicotine replacement 

therapy (NRT) products like nicotine gum or patches. 

If counseling services are not available, inform employees about QuitNow which offers a variety of 

counselling services by phone, online and via text messaging.  QuitNow is a FREE smoking cessation 

helpline available around the clock for all residents of BC. Trained CareCoaches® will help you develop a 

quit plan, deal with cravings, and provide on-going support throughout your quit. QuitNow provides 

translation services in 130 languages, as well as TTY service for the deaf and hearing impaired. 
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Tips for Implementing a 

Tobacco-Free Policy 

Here is a quick and easy plan to follow when you implement a tobacco-free policy: 

Six to 12 months from the date you want to go tobacco-free 

 Organize a committee to collect information about the impact of the policy on employees. 

 Provide information on the benefits and reasons for implementing this policy. 

 Gather input from the employees. 

Three to six months from the date you want to go tobacco-free 

 Communicate with employees about the policy using email, meetings, bulletin boards and 

newsletters. 

 Make policy revisions based on employee input. 

 Promote tobacco cessation resources (i.e. existing benefits). Offering nicotine replacement 

therapy to employees, if it is not available through company benefits, is relatively inexpensive 

and significantly contributes to employee success and a positive reaction to policy. 

 Highlight the availability of B.C.’s free online and telephone counseling program, QuitNow, as 

well as other tobacco treatment, counseling and medication options. 

Two months from the date you want to go tobacco-free 

 Print and post the tobacco-free policy, highlighting the implementation date. 

 Provide in-service training to management and other key employees (i.e. union reps, health and 

safety committee). 

 Continue to promote cessation resources (company benefits, QuitNow, etc). 

One month from the date you want to go tobacco-free 

 Put up prominent tobacco-free signage. 
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On implementation day 

 Remove all ashtrays and smoking areas. 

 Implement and enforce the policy. 

 GO TOBACCO-FREE! 

After you have gone tobacco-free 

 Follow up with employees and evaluate the success of your tobacco-free policy. 

 Continue to promote tobacco cessation resources. 

 Be positive with all employees. 

 Enforce the policy. 
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Tobacco-Free Workplace Policy 

Samples 

Policy Sample #1 

Due to known and substantial hazards resulting from exposure to tobacco smoke, along with unknown 

health effects of electronic nicotine delivery systems (‘ENDS’)(i.e. e-cigarettes with or without nicotine), 

it shall be the policy of (company name) to provide a tobacco-free environment for all employees and 

visitors. This policy covers the smoking and chewing of any tobacco product or any ENDS. It applies to 

both employees and visitors. 

Definition 

1. There will be no smoking or chewing of tobacco products or ENDS within the facilities or on the 

property of (company name) at any time. 

2. There will no smoking or chewing of tobacco or ENDS in company vehicles at any time. 

3. There will be no smoking or chewing of tobacco or ENDS at any off-property company-sponsored 

meetings or events. 

Breaks 

Supervisors will discuss the issue of tobacco breaks with their staff. Together they will develop effective 

solutions that do not interfere with the productivity of employees. 

Procedure 

1. Employees will be informed of this policy through signs posted in company facilities and vehicles, 

the policy manual, orientation and training provided by their supervisors. 

2. Visitors will be informed of this policy through signs, and it will be explained by their host. 

3. The company will assist employees who wish to quit using tobacco by facilitating access to 

recommended tobacco cessation programs and materials. 

4. Any violations of this policy will be handled through the standard disciplinary procedure. 
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Policy Sample #2 

(Date) 

(Company name) is dedicated to providing a healthy, comfortable and productive work environment for 

our employees. 

(Company name) shall be entirely tobacco-free effective (date). 

All forms of tobacco use and electronic nicotine delivery systems (‘ENDS’) (i.e. e-cigarettes with or 

without nicotine) will be strictly prohibited within company buildings, including, but not limited to offices, 

hallways, waiting rooms, restrooms, lunch rooms, elevators, meeting rooms and all community work 

areas. This policy applies to all employees, clients, contractors and visitors. 

Additionally, tobacco use and electronic nicotine delivery systems shall be prohibited within 25 feet of all 

building entrances, windows and ventilation systems. To discourage smoking around doorways, all 

smoking trash receptacles will be placed beyond the 25-foot limit. 

All company vehicles will also be designated tobacco-free, including rental cars used for company 

business. 

Copies of this policy shall be distributed to all employees. Signs shall be posted at all building entrances. 

This policy is being announced three months in advance in order to facilitate a smooth transition. Those 

employees and their family members who smoke or use other forms of tobacco and would like to take 

this opportunity to quit are invited to participate in the cessation program being offered by this 

company. Contact (insert name) for more information. 

 

 

___________________________  _________________ 

Signature of CEO or President    Date 
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Policy Sample #3 - Designated Smoking Areas 

Due to known and substantial hazards resulting from exposure to tobacco smoke, along with unknown 

health effects of electronic nicotine delivery systems (‘ENDS’) (i.e. e-cigarettes with or without nicotine) 

it shall be the policy of (company name) to provide a tobacco-free environment for all employees and 

visitors. This policy covers the smoking and chewing of any tobacco product or ENDS. This policy applies 

to all employees, contractors and visitors. 

Definition 

1. There will be no smoking or chewing of tobacco products or ENDS within the facilities or on the 

property of (company name) at any time except in designated smoking areas. 

2. There will no smoking or chewing of tobacco or ENDS in company vehicles at any time. 

3. There will be no smoking or chewing of tobacco or ENDS at any off—property company—
sponsored meetings or events. 

Designated smoking areas 

Smoking or chewing of tobacco will only be allowed in outside designated areas that are located at least 

25 feet from any public entrances. 

Outside designated smoking areas at this worksite are identified as: 

 (Location of outside designated area) 

 (Location of outside designated area) 

If the smoking area is not properly maintained (i.e. if cigarette butts or matches are found on the 

ground) it can be eliminated. 

Breaks 

Supervisors will discuss the issue of tobacco breaks with their staff. Together they will develop effective 

solutions that do not interfere with the productivity of employees. 

Procedure 

1. Employees will be informed of this policy through signs posted in company facilities and vehicles, 

the policy manual, orientation and training provided by their supervisors. 

2. Visitors will be informed of this policy through signs, and it will be explained by their host. 

3. The company will assist employees who wish to quit using tobacco by facilitating access to 

recommended tobacco cessation programs and materials. 

4. Any violations of this policy will be handled through the standard disciplinary procedure. 

Source: Adapted from Make it Your Business: Strategies for A Tobacco-Free Workplace in Wisconsin  


