To:  (Name of LTC Facility) Management
RE: Implementing our new smoke-free policy 

 
By now you will have heard that (facility name) is going Smoke-Free. We have developed a policy to clarify how we will be implementing the Smoke-Free Ontario Act on (date and time).  
 
Part of the process is to inform all managers on what their role will be in helping to implement the policy and legislation. As with all (facility name) policies, the mangers' role in directing and supporting staff in the implementation of the policy is appreciated. We ask that managers provide encouragement and guidance so that staff can play an active role in helping to communicate the policy to clients/visitors as well as complying with the policy themselves. Staff members who do not comply with the policy will be accountable through existing human resource policies.
 
All staff will be asked to complete (mandatory) training on the policy. This will be provided through (Insert method of training).

The development of our policy was based on input from residents, families, and staff. 
 
Our smoking rooms will be turned into resident activity rooms. All smoking paraphernalia such as ashtrays should be discarded. In addition, it will be important to discuss the policy with residents in advance of the smoke free implementation date in order to prepare them for these changes. Communication about the policy and implementation date via posters and immediate broadcasts has already begun.  
  
Finally, we are also hoping that mangers will work with their staff to develop consistent protocols for dealing with residents who continually do not abide by the policy. If residents believe that there are no consequences for smoking in non-smoking areas then the behaviour will continue. Most programs already have existing protocols/consequences in place for other behavioural issues, and may be able to apply or adapt these to smoking behaviour. However we would like staff to make sure that any consequences given are not punitive and that access to cigarettes are not used as a reward or punishment in helping to control behaviours. Some suggestions that have come out of our consultations with other locations that have smoke-free policies include: 
 
1. Educating residents on why we are going smoke free and reviewing the legislation and policy with the residents.

2. Consistently approaching people who smoke in non-smoking areas to inform them of the legislation and policy(never ignoring the behaviour). 
3. Ongoing monitoring of symptoms associated with nicotine withdrawal and Nicotine Replacement Therapy (NRT) adjustment as needed. 
4. Addressing any repeated violations of the policy.

We realize that every program is different and has varying issues and challenges. We encourage you to meet with your staff ahead of time to discuss the operational implications the policy will have for your program or department, so that all staff are consistently giving the same message to clients. Smoking violations should be treated similar to any other behavioural infractions.  
 
Your leadership and direction is requested in ensuring that the process proceeds as smoothly as possible.  If you have any questions or concerns, please call (name and number).

Sincerely,

