To: (Name of Facility) Unit Managers

RE: Closure of Designated Smoking Rooms

The Smoke-Free Ontario Act and (facility name) policy implementation date is approaching and we want to keep you informed of the steps involved in modifying existing Designated Smoking Rooms into new spaces for resident activities As you know, on (date) it is essential that all smoking rooms be locked, with smoking no longer permitted in these areas. In the days following, custodial staff will be cleaning each unit thoroughly including the walls and ceilings. Once the rooms have been cleaned maintenance staff will be painting each room. Upon completion of the painting, the custodians will refurbish the floors.
 
The housekeeping and maintenance departments will be in touch with each unit to give you a timeline as to when they will be coming to your unit. This process will start immediately after (date).
 
The smoke rooms will be retained for resident use. After the rooms have been cleaned and painted they will be transformed into an alternative resident space. We would like resident and staff input on the use of these new resident activity rooms. (Insert instructions on how staff and resident can provide feedback for use of the new space.)

 
If you have any questions please contact (name and number).
 
Thank you,

 
