
TOBACCO FREE GROUNDS 
TIMELINE

A FIVE-STEP PLAN TO CREATING A HEALTHY, SUPPORTIVE WORK ENVIRONMENT
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GETTING STARTED
As Florida businesses navigate the economic uncertainty of the future, it is increasingly important to 

1

A TOBACCO FREE GROUNDS POLICY:
• 

• is one of the most supportive 
2

• nearly doubles 3

• 

• protects your bottom line from health care costs and productivity losses4  

The Tobacco Free Grounds Timeline in this guide is a fantastic tool to help you develop and 
implement a tobacco free grounds policy that meets the needs of your organization and creates a 

Why tobacco free instead of smoke-free?

5

Finally, a tobacco free grounds policy eliminates loopholes and confusion, 
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 TOBACCO FREE GROUNDS TIMELINE: A FIVE-STEP PLAN

environment for your employees and to start saving money on health care costs and productivity 

Assess

Prepare
 

Communicate

 Implement and enforce

Evaluate your success and adapt
 

 USING THE TOBACCO FREE GROUNDS TIMELINE

in the completion of this process, space has been provided for you to record notes and assign 
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STEP 1: ASSESS

Suggested Month

Task 1

XMeet with senior 
management to assess and 
gain their commitment 
to adopting your tobacco  
free grounds policy, 
and identify the person 
who will coordinate its 
implementation.

About this task: 

Notes:

Task 2

Create a committee 
to coordinate the 
preparation process. This 
committee should include:

• Senior management
• Human resources 

personnel
• Tobacco users
• Interested employees
• 
• Representatives from 

various departments
• Union representatives

X X

About this task: 

Notes:
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Task 3

Task 4

X

X

Review your existing 
policies related to 
tobacco use and identify 
what services you 
currently provide to help 
employees quit.

About this task: 

Notes:

Gather input from 
employees about their 
attitudes toward a 
tobacco free grounds 
policy. You can do this 
using:

• Employee surveys
• 
• 

About this task: 

See Resource C for a sample survey you can adapt to your needs.

Notes:
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About this task: 

Notes:

X X

Task 2

Train managers on how to 
enforce the policy:

• Tobacco violations should 

• Reporting procedures 
should be clearly 

• 

maintain the most 
supportive environment 

STEP 2: PREPARE
After you have assessed your company and assembled your committee, it is time to begin designing 

Task 1

Write a formal policy to 
make your workplace 
tobacco free. It should 
include: 

• A clear, concise policy 
rationale 

• 
• 

procedures 
• Info to help tobacco users 

• 
• 

is prohibited
• Internal contact info for 

About this task: 

See Resource D for a sample policy you 
can adapt to your business.

Notes:

X X

Suggested Month
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X X

Task 3

X X

Task 4

on how to communicate 
the policy to guests. 

About this task: 

Notes:

About this task: 

Notes:

Create a method for 

complaints.



9

X X X

Task 5

About this task:

More about evaluation can be found in Step 5 of this timeline.

Notes:

Develop an evaluation 
plan that gathers baseline 
data measuring items 
such as: 

• Employee participation in 

• Tobacco use rates
• 
• Maintenance costs
• 
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STEP 3: COMMUNICATE   

XX

Task 1

About this task:
  

Notes:

Identify appropriate 
communication channels 
for the policy. Promote the 
policy through multiple 
mediums such as:

• Meetings
• Flyers
• 
• Intranet
• Email
• 

XX

Task 2

About this task:

 

Notes:

Develop communication 
materials to announce 
your policy. Messages 
should include:

• A rationale for the policy
• Reminders of the harmful 

• Key dates for the policy 
launch

• 

Suggested Month
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XX

Task 3

About this task:

  

Notes:

Determine how you will 
monitor and respond 
to input and feedback 
from employees and 
management after the 
policy is announced.

X

X

Task 4

About this task:

Notes:

Formally announce 
the tobacco free 
grounds policy and the 
implementation timeline 
at least six months before 
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X

Task 5

About this task: 

Notes:

Consider planning an 
event or promotional 
activity, such as an 
employee health day, to 
celebrate the start of your 
policy. To get the most out 
of your event: 

• Engage senior 
management and the 
media

• 

events, such as the Great 

X

ADDITIONAL COMMUNICATION TIPS:
Assign responsibility –

Consider your audience – 

Showcase the advantages –

Spark interest – Use an attention grabbing slogan, picture, or graphic to raise the visibility of  

Adopt a positive tone –

Give the facts –  

Connect to more information –  
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STEP 4: IMPLEMENT AND ENFORCE 

Task 1

About this task:

  

Notes:

Install tobacco free 
signage before the launch 
date.

X

Task 2

About this task: Ensure your physical environment supports your policy 

Notes:

Remove all ashtrays and 
smoking shelters the 
day the policy goes into 

manuals.

X

Suggested Month
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Task 3

About this task:

Notes:

On the day of policy 
launch, hold your 
planned event to engage 
employees and attract 
media attention.

X

Task 4

About this task:

Notes:

Enact your developed 
enforcement plans and 
feedback procedures. 
Remember:

• Tobacco violations should 

• 
should be trained to 
communicate and enforce 

X X X X
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STEP 5: EVALUATE AND ADAPT 

www.cdc.gov/
workplacehealthpromotion/evaluation

Task 1

About this task:

Notes:

Collect data based on 
your evaluation plan. 
The data you collect will 
vary depending on what 
you decide to evaluate. 
You should consider 
evaluating:

• 
• 
• 

X X X

Suggested Month
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Task 2

About this task:

Notes:

Evaluate 
COMMUNICATION
by measuring awareness 
using:

• Interviews: Smaller 
companies can get 

their employees through 

• Surveys:
and larger companies 

X X

Task 3

About this task: Evaluating the cost savings of your tobacco free grounds 

Notes:

Evaluate COSTS SAVINGS 
by examining: 

• Productivity: 
are a simple productivity 
indicator that you 

productivity measures you 
already utilize

• Health Care Costs: 
health insurance provider 

many of the measures 

and streamline your 

X X
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Task 4

About this task: Successful implementation of a tobacco free grounds 

Notes:

Evaluate WORKFORCE 
HEALTH using:

• Health Risk 
Assessments (HRAs): 
HRAs are a useful tool 
to measure a variety 

indicators, including 

about implementing 

an independent HRA 

• Sick Days: In addition 
to being a valuable 
productivity indicator, 

used to demonstrate an 
improvement in the health 

• Quit Rates: 

through employee 

X X

Task 5

About this task:

Notes:

Clarify and adapt the 
policy, communication 

procedures as necessary.

X X
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THE NEXT STEPS

 

TALK TO YOUR LOCAL TOBACCO FREE FLORIDA REPRESENTATIVE

ACQUIRE HEALTH INSURANCE BENEFITS TO HELP EMPLOYEES QUIT

CHECK OUT THE ADDITIONAL RESOURCES

the Tobacco Free Grounds Timeline to implement, communicate and evaluate your tobacco free 

FIND OUT MORE ONLINE
More information about Tobacco Free Florida is available online at 
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RESOURCE A: FREQUENTLY ASKED QUESTIONS
Q:  What else can I do to help my employees quit tobacco and limit the costs of  
 tobacco in the workplace?

6

Q:  Will a tobacco free grounds  policy infringe upon individual rights? 

18 As an employer, implementing a tobacco free

Q:  Do tobacco free policies discriminate against tobacco users?

Q:  Do tobacco free policies really help people quit?

 



20

Do the math:

X

X

X

=

=

=

     # of Employees

# of Smokers

# of Smokers

Florida Smoking Rate # of Smokers

0.168

Lost Productivity Cost
Per Smoker

$4,056
Total Lost 

Productivity Costs

Excess Medical Costs
per Smoker

$2,056

   Total Medical Costs

RESOURCE B: HOW MUCH DOES TOBACCO COST YOU?4,6
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RESOURCE C: SAMPLE EMPLOYEE SURVEY

 No  

 No 

  No  

  ___________________________________________________________________________________________  
  ___________________________________________________________________________________________
  

 No  

 No 

  No  Maybe 

 Mailers to my home Emails 
 
 Other __________________________________________________________

 ____________________________________________________________________________________________  
 ____________________________________________________________________________________________
  

 No
 

Thank you for completing this survey. We appreciate your feedback.
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RESOURCE D: MODEL TOBACCO FREE WORKPLACE POLICY

[COMPANY] TOBACCO FREE GROUNDS POLICY

policy for all employees, customers, and visitors in order to provide a safe, healthy, and productive 

I. POLICY

II. COMMUNICATION OF POLICY

III. RESPONSIBILITIES RELATED TO POLICY



23

 
B. Responsibilities of supervisors:

IV. RESOURCES FOR TOBACCO USERS

• Over the phone:
• Online:  

• In person:

http://
www.cancer.org/downloads/gahc/hp_strategies_for_promoting_and_implementing_
smokefree_workplace.pdf and http://tobaccofree.nih.gov/tfpolicy.htm respectively
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RESOURCE E: HELPFUL LINKS
Tobacco Free Florida

The American Lung Association

www.lung.org

The American Cancer Society

www.cancer.org 

Centers for Disease Control and Prevention

www.cdc.gov/nccdphp/dnpao/hwi/toolkits/tobacco

The Florida Department of Health

The National Business Group on Health

www.businessgrouphealth.org/tobacco
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