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Smoke-Free Workplace Procedure
Audience
All employees, students and others attending a TasTAFE campus or training facility.
Purpose
The Smoke-Free Workplace Procedure provides direction to support the implementation of the TasTAFE Smoke-Free Workplace Policy.
Procedure statement/details
TasTAFE WHS will work with Student Support Services and relevant Managers to coordinate communication of the Smoke-Free Workplace Procedure and promote the benefits of a smoke-free environment to employees, students, contractors and other stakeholders through the following measures:
posting approved no smoking signage, flyers and posters in key locations on TasTAFE campuses and training facilities;
promoting the Smoke-Free Workplace Policy to:
employees through the employee induction and orientation process;
students through the student induction and orientation process; and
contractors and visitors through the contractor and visitor induction and orientation process.
providing employees access to information and resources:
on the TasTAFE intranet, INFOcus;
on employee notice boards at TasTAFE campuses and training facilities; and
in the TasTAFE newsletter, TasTAFE Talk.
providing students access to information and resources:
on the TasTAFE web site;
in the TasTAFE Student Information Guide;
in student lounges and on student notice boards at TasTAFE campuses and training facilities;
through Student Support Services.
Responsibilities
The responsibilities and actions required to be taken by key stakeholder groups are outlined below to ensure effective implementation of the TasTAFE Smoke-Free Workplace Policy and Procedure.
WHS team:
ensure the Smoke-Free Workplace Policy and Procedure are approved, promoted, communicated to all employees; and effectively implemented across all TasTAFE campuses and training facilities; and
actively promoting and encouraging a smoke-free workplace culture.
Managers/Supervisors must:
ensure the Smoke-Free Workplace Policy and Procedure are effectively communicated to all employees, students and other stakeholders under their management, direction or control;
ensure employees, students and other stakeholders are aware that all TasTAFE campuses and training facilities are smoke-free areas;
actively promote and encourage a smoke-free workplace culture;
review details of all TasTAFE Hazard/Incident report forms relating to smoking that are provided to them;
investigate incidents where; a person fails to cease smoking when requested, fails to leave a smoke-free area or becomes abusive when requested to do so;
where the person is known, identify and take appropriate action to ensure further breaches of the Smoke-Free Workplace Policy do not occur. Relevant action may include:
reinforcing the requirements of, and encouraging compliance with the Smoke-Free Workplace Policy;
providing to individuals who are in breach of the Smoke-Free Workplace Policy, information, advice or guidance on resources available to assist them to quit smoking; and
provide repeat offenders a letter advising them of their breach of the Smoke-Free Workplace Policy;
advise TasTAFE WHS of any smoking incidents addressed on TasTAFE campuses or training facilities and remedial actions taken at whshazard@tastafe.tas.edu.au
All employees and others must:
comply with the Smoke-Free Workplace Policy;
promote and encourage a smoke-free workplace culture;
if confident to do so; inform any person smoking in a smoke-free area they are in breach of the Smoke-Free Workplace Policy, and request they cease smoking or move to an appropriate smoking area; and / or if available; provide the person/s with a TasTAFE Smoking Information Card; and
if repeated breaches of the Smoke-Free Workplace Procedure occur and a person fails to cease smoking, fails to leave a smoke-free area or becomes abusive when requested to do so:
if possible obtain the name and contact details of the individual; and
complete a TasTAFE Hazard/Incident report form and provide the completed form to a TasTAFE manager/supervisor, teacher or contact person and whshazard@tastafe.tas.edu.au 
Associated legislation/documents
Letter advising breach of TasTAFE Smoke-Free Workplace Procedure
Public Health Act 1997 (Tasmania)
Tasmanian Tobacco Control Plan 2017-21
TasTAFE By-Laws
TasTAFE Smoke-Free Workplace Policy
TasTAFE Student Code of Conduct
TasTAFE Student Information Guide 2020
Work Health and Safety Act 2012
Measure of procedure effectiveness
Effectiveness will be measured by demonstrated observation of consistent implementation and compliance with the TasTAFE Smoke-Free Workplace Policy and Procedure across all TasTAFE campuses and training facilities.
Definitions/acronyms
The Act - Public Health Act 1997
WHS – Work, Health and Safety
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	Responsibility
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	[bookmark: Row_Title_Contact_number]Contact number

	Executive owner
	Director People Performance and Culture
	Jim Burden 
	6270 5453

	Policy owner
	Director People Performance and Culture
	Jim Burden 
	6270 5453

	Contact person
	Senior Consultant Work Health and Safety
	Andrew Portanger
	6165 6364


Consultation 
The following teams/positions should be consulted during the development/review of this Policy:
 Student Support Managers 
Endorsement required by:
Not Applicable

Dates:
Last approved:	20/02/2020	
Next review:	14/02/2023


Version history
	[bookmark: Row_Title_Version]Version
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	1.0
	16/01/2014
	New document – Smoke-Free Workplace Guidelines

	2.0
	14/02/2020
	Smoke-Free Workplace Policy reviewed, converted to new template. Minor Amendments

	2.1
	15/07/2020
	Updated Contact Points in line with new Organisational Structure

	2.2
	17/05/2022
	Document reviewed to align with new TasTAFE Organisation Status. References to TSS, Awards, Acts removed/updated to reflect new organisation status.

	2.3
	26/09/2023
	Updated Policy Owner, PPC Manager to DPPC.
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