
Implementation Planning for State Agencies

	Tobacco-free Property Policy Implementation Planning


	Agency name:
[Agency name]
Who will oversee the project for your agency?

[First Name Last Name]


	Communicating the policy (consider working with your wellness or safety committee)


	Communicating through multiple avenues numerous times is most effective. Here are some key dates to consider:

· Initial Announcement

· Countdown to Implementation (Start 30 days ahead.)

· Launch Date

(Sample presentations, letters, and posters are available at  healthoregon.org/tobacco-free-state-properties
 


	How/when will you let employees know about the pending policy?

	 FORMCHECKBOX 
 Managers’ Meetings
	[list dates]

	 FORMCHECKBOX 
 All-Staff Meetings
	[list dates]

	 FORMCHECKBOX 
 Letter to Employees
	[list dates]

 FORMTEXT 
[mode]

	 FORMCHECKBOX 
 Website (State of Oregon  

      website)
	healthoregon.org/tobacco-free-state-properties

	 FORMCHECKBOX 
 Through Wellness 
      Committee/StayWell Coordinator
	[list dates]

	 FORMCHECKBOX 
 Poster on Bulletin Boards or Break Rooms
	[locations]

	 FORMCHECKBOX 
 Other
	

	[list others]


	Promote Tobacco Cessation Benefits for Employees 

	How/when will you promote tobacco cessation benefits to your employees?

 FORMCHECKBOX 
 Managers’ Meetings
[list dates]
 FORMCHECKBOX 
 All-Staff Meetings
[list dates]
 FORMCHECKBOX 
 Letter to Employees
[list dates]

 FORMTEXT 
[mode]
 FORMCHECKBOX 
 Website (State of Oregon  

      website)
healthoregon.org/tobacco-free-state-properties
 FORMCHECKBOX 
 Through Wellness 
      Committee/StayWell Coordinator
[list dates]
 FORMCHECKBOX 
 Poster on Bulletin Boards or Break Rooms
[locations]
 FORMCHECKBOX 
 Other

[list others]



	Communicating with Partners

	Who from outside your agency will need to know about the new policy (vendors, visitors, clients, neighbors, constituents)? 
 FORMCHECKBOX 
List names
[First Names Last Names]
 FORMCHECKBOX 
Tailor Tobacco-free Policy Notification letters
 FORMCHECKBOX 
Send Tobacco-free Policy Notification letters



	Preparing the Site

	DAS will provide one run of metal signs and will install signs by September 15, 2012. Each agency is entitled to a maximum of five signs per facility campus. DAS will also provide up to 10 clear door stickers per agency facility campus. 
 FORMCHECKBOX 

Remove ashtrays
[list dates]
 FORMCHECKBOX 

Remove smoking shelters
[list dates]



	Enforcement 

	Most tobacco users comply when informed about the policy. Employees who are repeat offenders may be subject to disciplinary action. All employees can be expected to politely inform visitors about the policy. (Sample information and script cards are available at healthoregon.org/tobacco-free-state-properties.
How do you plan to enforce the policy?
[Enforcement Plan]
With Managers:

[Enforcement Plan]
With Other Employees:

[Enforcement Plan]
With Clients:

[Enforcement Plan]
With Visitors:

[Enforcement Plan]
How will you train front desk personnel and managers on informing employees and the public about the policy?

 FORMCHECKBOX 
 Web training

[list others]
 FORMCHECKBOX 
 Staff meetings 

[list others]
 FORMCHECKBOX 
 Other 
[list others]



	Assess how things are working and make adjustments

	 FORMCHECKBOX 
 Work with your team
 FORMCHECKBOX 
 Celebrate



	What else do you need from DAS?

	Comments:
[list others]






