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 Smoking Policy


Policy – Smoking
1.
Introduction and purpose

1.1
The company is committed to compliance with all relevant employment legislation.

1.2
Matters related to health and safety are generally regulated by the Occupational Health and Safety Act 85 of 1993 and associated Regulations and Notices; however smoking at the workplace is regulated by the Tobacco Products Control Act 83 of 1993. 

1.3
The South African government is a signatory to the World Health Organisation Framework Conventions on Tobacco Control, and amendments to the legislation have been implemented to bring our national legislation in line with these requirements.  

1.4
The company is committed to ensuring compliance with all legislation and associated regulations, and all employees are required to familiarize themselves with the requirements of this policy statement, and to ensure that they comply at all times.
2.
Scope

2.1
This policy applies to all employees regardless of the nature of their contract, that is: including contracts which are permanent, fixed term, casual, temporary, and includes temporary staff from agencies, and staff supplied by labour brokers; contractors and sub-contractors, and any other persons who assist in the carrying on of the business. 
3.
Policy framework

3.1
This policy should be given to every employee and contractor before they commence work and forms part of the standard company induction and orientation program.  

3.2
Any alleged contraventions of this policy should be reported immediately to a health and safety representative, or a member of the health and safety committee, or any member of management who may be more accessible; all allegations of non-compliance will be investigated by management, and all employees are required to report to management any contravention of the policy, and any abuse of the facilities provided, which comes to their attention.

3.3
Management has a responsibility to continually monitor legislation and to ensure that this policy is updated at all times, and that the systems implemented to ensure compliance are maintained, for example: that all notices identifying smoking and non-smoking areas are maintained in good order, all supplementary information notices and all facilities for smoking are maintained in good order, and that all induction programs for employees contain the necessary updated information. 

3.4
Appropriate disciplinary action will be taken against any employee found to have contravened the system, and this may lead to dismissal, or termination of a contractor contract. 

4.
Designated Smoking Areas
4.1
Smoking is only permitted in designated smoking areas, identified by “Smoking Area” signs. 

4.2
Designated smoking areas are identified by management in consultation with the health and safety committee members.

4.3
Requirements for designated smoking areas include, but are not limited to, the following requirements, the designated areas:


4.3.1
may not be required for any other work-related purpose; 

4.3.2
may not be an area which is commonly frequented by employees, for example passages, entrances or lobbies, staircases or stairwells, toilets or change rooms, canteen tearooms or kitchens, meeting rooms, or other common areas;


4.3.3
may not influence adversely the image of the company from a public relations point of view, such as the entrance to the building; 


4.3.4
may not infringe on any areas used by non-smokers; 


4.3.5
must meet the requirements of all relevant legislation, and 

4.3.6
particularly not be within a prescribed distance of windows or entrances, as prescribed and amended from time to time.   

5.
Smoke Breaks
5.1
No specific periods are identified for smoking breaks, and employees who wish to smoke are encouraged to limit their smoking to their tea and lunch break periods, and to take due cognizance of the feelings of other employees who may continue to work, while they enjoy a break from work while they smoke.

5.2
Managers who smoke must ensure that: 


5.2.1
no “informal meetings” take place in the smoking area, from which information may not be known to non-smokers, or from which non-smokers are excluded, and


5.2.2
no employees who are non-smokers are made to feel obliged to participate in a meeting in the designated smoking area so that the manager can “have a smoke”.
5.3
Employees are required to ensure that their work performance is not adversely affected by smoke breaks during work hours.

5.4
Management of such non-performing staff are responsible for addressing the non-performance, initially informally, with the employee, and through performance management processes, and if these efforts are not successful and the matter is not remedied informally, to advance the matter to formal disciplinary processes.  
6.
Assistance to Stop Smoking
6.1
Management acknowledge that it is a matter of personal choice whether employees choose to smoke or not; however should employees with to stop smoking and feel that they need advice or assistance, they are encouraged to approach either the occupational health and safety staff, or their manager to discuss what assistance may be of value to them.

7.
Visitors to the Company
7.1
All employees are required to ensure that any visitors to the company are made aware of this Smoking Policy and the designated smoking areas.
7.2
Employees who encounter any problems with visitors refusing to comply with the policy, particularly if the employee is a junior member of staff and the visitor more senior should seek assistance immediately from management.
8.
Agreement

8.1
I understand and agree to the terms and conditions of this Smoking Policy. 
Signed this ___________________ day of __________________________ 20--_______

_____________________________


_____________________________

Name






Signature

Witness

_____________________________


_____________________________

Name






Signature
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