Sample of a Letter to Employees

Announcing the Policy

 

Date

 

 

 

 

Dear fellow ___[State Agency]___ Employee:

 

To provide a safer work environment for its employees, students, clients and visitors, and to set a model for healthy practices for all workplaces across our state, the State of Oklahoma is transitioning to a tobacco-free policy for all state properties, as announced in the attached  Executive Order 2012-01 signed by Governor Mary Fallin.

 

Consistent with this Executive Order, to help combat this state’s leading cause of preventable death and disease, and to help set a positive example for all Oklahoma, the ______[Agency’s]_______________ new policy will end tobacco use on all _________[Agency]____________ premises at all times and in the delivery of our services regardless of location, effective       ____[Date]_____.  The full text of this new policy ______[Number/Title]_______is attached. 

 

I would also like to take this opportunity to encourage tobacco users to take advantage of the cessation resources available to state employees and all Oklahomans.  Additional resources, including counseling services, are available through Oklahoma Tobacco Helpline at 1-800-QUIT-NOW (1-800-784-8669), okhelpline.com, or visit the Web site at:  http://www.ok.gov/health/Organization/Tobacco-Free_State_Properties.html.     

 

For those who do not use tobacco, it is important to be supportive of those who attempt to quit their tobacco/nicotine addictions, avoiding negativity toward individuals for their tobacco use.  The ________[Agency]________ will be supportive of tobacco users who want to quit and will assist in connecting employees with the available resources. 

 

Working together, we will improve our health and also set the best example we can for our youth and all others to improve the overall health of Oklahoma residents.

 

Sincerely,

 

 

 

