ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD
NO SMOKING POLICY
Covers: 
· The smoking of cigarettes on or near council buildings.
· The use of e-cigarettes.
· The conduct of smokers.
· Support given to staff. 

1.
Introduction
1.1 
All employers have a duty to ensure as far as reasonably practical, the health and safety of its employees. This duty is reflected in legislation, which places on the employer the requirement to assess risks to employees’ health in the workplace and to take appropriate remedial action.

1.2    In recognition of this the council introduced a No Smoking policy in 1994. As a result of the implementation of the Smoke-free (Premises and Enforcement) Regulations 2006, Smoke Free (Exemptions and Vehicles) Regulations 2007 and the Smoke-free (Signs) Regulations 2007, which came into effect from 1 July 2007, this policy was revised. It was updated again in May 2013 to incorporate the use of e-cigarettes.
1.3    The Council is a community leader and also responsible for the statutory enforcement of these Regulations, therefore it must be seen to lead by example, wherever possible demonstrate best practice and be conscious of its public image.

2. Aims of the policy
2.1  
The main aim of the policy is to provide a clean and smoke free environment for employees and customers thus protecting health whilst at work. 

3. Effective date

3.1 
The revised policy is effective from 1st May 2013.

4. 
What the policy means in practice

4.1 
Smoking (including the use of e-cigarettes and any other smoking devices) is not allowed in all enclosed civic and administrative buildings. Appropriate signage in compliance with the regulations is displayed.
4.2 
Smoking by staff (including the use of e-cigarettes and any other smoking devices) will not be permitted within the boundaries of council properties. 

4.3
Maps defining boundaries will be made available on the intranet, but a boundary will generally will be defined as the edge of the public footpath or road adjoining the council property. In the absence of a map or where unclear, boundaries will be defined by local management.
4.4 
Short smoking breaks will only be permitted outside core working time and will be unpaid. 

4.5
For staff on flexitime, core working hours are core time as defined in the flexitime scheme. Any break outside core time must be taken in the employees own time i.e. time has to be made up. 

4.6
For staff not covered by the flexitime scheme, this means that smoking breaks are not permitted at any time whilst ‘at work’ or ‘on-duty’. Smoking is permitted during official rest/break periods. Clarification of official rest/break periods should be made with local management.

4.7 
Arrangements regarding the management and monitoring of smoking breaks is a local management issue.

 4.8 
For those staff whose role takes them out and about in the borough, the no smoking whilst ‘at work’ or ‘on-duty’ will apply. This will not however include staff using their vehicles for council business. See 5 below. With regard to transporting service users staff should refer to local operational policies.

4.9
For health and safety reasons, it is recommended that staff do not smoke whilst driving. Drivers should be aware that the Highway Code now includes reference to the need to concentrate and that they should not be distracted whilst driving and this could include, amongst others things, being distracted by smoking. Therefore, the police could also take this into account, where they were considering prosecution for reckless or dangerous driving.
4.10
No smoking is allowed whilst driving any council owned vehicles.
4.11 
Staff are required to comply with the smoking policy of other organisations when visiting other premises.

5. 
Conduct of smokers

5.1 
Arrangements for the taking of smoking breaks must be agreed locally with management.

5.2 
Staff should ensure they know the defined boundary of their work location (refer to the maps on hyperwave). In the absence of a map for any particular location or if unclear or uncertain about the boundary, refer to local management for clarification.

5.2 
Staff should be conscious of the public image of the council and not smoke in locations off council premises that are highly visible to the public or to gather in groups.
5.3 
Smokers are requested to be considerate to the environment when disposing of their cigarettes and to ensure they dispose of them safely.

5.4 
Where using a private vehicle for council business, if transporting colleagues, staff are requested to consider the preference of non smoking colleagues.

6.
Enforcement of the policy

6.1 
Human Resources have the responsibility for reviewing and monitoring the policy and its effectiveness. 

6.2 
Enforcement of the policy lies with Directors, Heads of Service, other managers and all staff with supervisory responsibilities.

6.3 
Practical efforts will be made to help employees comply with the policy and overcome any difficulties where appropriate, to prevent recourse to disciplinary measures. Where a breach of the policy is blatant and/or persistent, action will be taken in accordance with the council’s Disciplinary Procedure.

7. Support for staff

7.1 
Stopping smoking is good for physical and mental health, and it is recognised that staff, who smoke, may need support in order to comply with the policy or quit altogether.
7.2 
The following are useful sources of information:

·        Local NHS Stop Smoking Services
·        Smoke Free Life Berkshire
·        NHS Smokefree Kit - smokefree.nhs.uk
·        Stop smoking - Live well website
.  

7.3 
NHS websites offer advice and support, including a free Quit Kit, support via apps, email and SMS messaging, as well as information about the benefits of stopping smoking, together with tips about how to cope with cravings and how to avoid putting on weight. The One You site provides free personalised advice to help prevent diabetes, kidney disease, heart disease and dementia.

7.4
On-site help and support will be made available subject to sufficient numbers. Time off during working time to attend council approved events will be provided.
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