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Introduction 

 

In order to protect the health of all state employees and visitors to 
state‐owned properties,  to drive down a significant determinant of 
health care costs, and to  increase productivity, Gov. Fallin  issued an 
Executive Order on February 6th, 2012 which will prohibit the use of 
tobacco products “on any and all properties owned,  leased, or con‐
tracted  for use by the State of Oklahoma,  including but not  limited 
to all buildings,  land, and vehicles owned,  leased or contracted  for 
use by agencies or  instrumentalities of the State of Oklahoma.”  As 
stipulated in this Executive Order, implementation must be achieved 
by August 6, 2012. 
  
This guide has been developed to assist agencies transition to a to‐
bacco‐free environment and  includes several resources that will as‐
sist in planning, policy development, staff and visitor education, and 
tobacco cessation. 
 
In addition  to  resources  found  in  this guide, electronic  versions of 
the  tools  within  and  additional  information  are  available  via  the 
OSDH website. The Webpage can be accessed at            
http://www.ok.gov/health/Organization/Tobacco_Free_State_Properties.html. 
As we progress through this planning period leading to implementa‐
tion, this webpage will be updated with new material and answers 
to frequently asked questions. To submit questions regarding the ex‐
ecutive  order,  or  for  clarification  regarding  any  items  within  this 
guide, please contact OSDH at 1‐866‐ONLY‐AIR (1‐866‐665‐9247), or 
email ONLYAIR@health.ok.gov.  
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For updated information or to ask questions 
concerning tobacco‐use cessation check the 

website at:  
http://www.ok.gov/health/Organization/

Tobacco‐Free_State_Properties.html 
 

Email 
onlyair@health.ok.gov 

 
Technical Assistance Telephone Line 
1‐866‐ONLY‐AIR   (1‐866‐665‐9247) 
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Implementation Checklist 

 
___  Assemble a policy implementation committee and assign tasks and areas of responsibil‐

ity. The committee may include representatives such as Administration, Policy/Legal, 
Communications, Human Resources, Security, and Building/Grounds Maintenance. 

 
___  Develop a policy that is compliant with executive order 2012‐01.  (see sample policy on 
  pages 7‐9) 
 
___  Announce and begin promoting the tobacco free policy in advance of the policy effec‐

tive date and continue to send periodic reminders.  Communication should include an 
announcement from agency leadership in person or in writing; other methods of      
communication may include newsletter, posters, bulletin boards, email, pay check in‐
serts, and any other communication system available. 

 
___  Educate employees on the cessation resources available to state employees and en‐

courage their use. (see pages 15‐18 of this Guide) Communicate to staff the rules re‐
garding access to the Oklahoma Tobacco Helpline at work. 

 
___  Create a supportive environment, by clearly posting “no tobacco use” signage. Signage 
  should be visible at all vehicular and pedestrian entrances, areas of the property where 
  people congregate, former designated smoking areas, and other locations as needed; 
  and remove all ashtrays and smoking shelters from the property. (see Decals & Metal 
  Signage on page 11 of this Guide) 
 
___  After agency implementation of the tobacco‐free policy, make policy handout informa‐

tion available at visitor entrances; continue to inform new employees, visitors, and 
meeting  organizers and attendees of the tobacco‐free policy; and continue to update 
signage and utilize other forms of communication to ensure compliance with               
the policy. 

___  Remain informed of the latest news on implementation of the Executive Order and up‐
dated information and materials available  for use.  

  http://www.ok.gov/health/Organization/Tobacco‐Free_State_Properties.html 
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 Sample Agency Policy 
 
Purpose 

The purpose of this agency policy is to eliminate all tobacco use whether located  

indoors or outdoors on property owned, leased or contracted for use by ________

[Agency]_______, in state vehicles used for ___________[Agency]_____________ 

business, and __[other, as needed; see endnote #1 for example]____. 

Tobacco‐Free Environment 

1.  The use of tobacco products (including, but not limited to, cigarettes, pipes, 

smokeless tobacco, and other tobacco products) is prohibited throughout all 

indoor and outdoor areas of property owned or under the control of the 

_________[Agency]_____________, including parking lots owned or under the 

control of said agency, and in vehicles used by said agency or its employees 

whenever conducting business anywhere.  

2.  This administrative procedure applies to all employees, students, clients,   

visitors and others on business at all __________[Agency]_________ property. 

3.  The _________[Agency; this should be stated so as to cover each separate   

location of the agency]_______ will identify the boundaries of its property, 

post this information for public reference, and provide notice of this policy 

with appropriate signage, including signs at the entrances to the properties 

and/or other locations as needed. The agency will also utilize printed          

materials and other communications as needed to educate employees and all 

other persons using or visiting the property regarding this policy. 

4. ______________[Agency locations] ____________________________________ 

that share a building or property with other offices will eliminate tobacco use 

in their offices and from all the indoor and outdoor locations under their    

control.  

 

Item Quantity 

15x15” metal signs  

 
5x5” decals (adhesive on front, for inside of a glass 
door, facing out) 

 

 
5x5” decals (adhesive on back, for smooth outdoor 
surfaces primarily; this size does not show up well 
from very far away) 
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5.  Tobacco product receptacles will be removed from the property, including any 

ash cans near entryways. 

6. ___________________[Agency]____________________________ employees 

will not use tobacco products while providing services to clients regardless of 

location. 

7.  _______________[Agency]____________________________ is committed to 

providing support to all ______________[Agency]_________________________ 

employees and other __________[Agency]__________________ personnel who 

wish to stop using tobacco products. _________[Agency]_______________ is 

committed to ensuring that ________[Agency]________________ employees 

and, to the extent possible, other personnel have access to several types of 

assistance, including cessation medications and telephone counseling through 

the Oklahoma Tobacco Helpline (Helpline). Supervisors are encouraged to   

refer employees and other _____[Agency]_______________ personnel to the 

Helpline as appropriate. 

8. Noncompliance by an employee will be cause for management/supervisor    

intervention and may result in corrective or disciplinary action in accordance 

with _________[reference to agency policy for employee discipline]______ 

and state personnel rules. 

9. Noncompliance by visitors and others will be handled as stated in this policy 

as follows: _____________[see example in endnote 2]_______________. 

 

 

 

 

 

Please submit the Signage Request Form  (on reverse side of this page) 

 By email to onlyair@health.ok.gov 

 By fax to 1‐405‐271‐9053 

 By mail to Oklahoma State Department of Health 
  Attn: Center for the Advancement of Wellness, Room 403 
  1000 NE Tenth Street, Oklahoma City, 73117 

 Via the Web: access the form at the Website  
     http://www.ok.gov/health/Organization/Tobacco‐

Free_State_Properties.html 

 To discuss by phone, call 1‐866‐ONLY‐AIR (1‐866‐665‐9247)                     
or 405‐271‐3619. 

 

Please return the 
Signs Request Form (Page 14) 

by March 16, 2012 
to advise us 

on your signage needs. 

Thank You. 
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Action   

The ___[agency official designated]________________________ is responsible 

for ensuring the annual review of this administrative procedure. 

This procedure is effective ____________[date, no later than Aug. 6, 2012; 

see endnote 3]_______. 

 

 
 
 
 
 

 
 
 
Endnote 1:  This space would be for other necessary restrictions, as appropriate for the 
agency. For example, the State Department of Health policy reads at this point  “and by 
OSDH personnel providing services in clients’ homes.”     
 
Endnote 2:  An example excerpted in part from an existing tobacco‐free policy of a uni‐
versity in Oklahoma is as follows: 

Students—Students shall be directed to and handled by the Office of Student 
Rights and Responsibilities. Violations occurring within University Housing shall 
be directed to and handled by the Housing Office. University Housing may refer 
complaints to the Office of Student Rights and Responsibilities. 

Visitors—Visitors shall be directed to and handled by the University Police             
department. 

  
Endnote 3:  The Executive Order specifies by six months from February 6, 2012. Some 
state agencies may plan the transition to correspond with the state fiscal year starting 
July 1, 2012, or earlier. 

Other Materials 
 The Health Department will continue to develop educational materials to as‐

sist you in successfully implementing this tobacco free property policy.  

 Coming soon to the website: 

 Enforcement aids 
 Frequently asked questions 
 Lessons learned 
 

 Your questions and suggestions may help identify useful items and lead to 
new materials helpful to  many state agencies.  

 

Check the Website 
and contacts listed on the back cover of this Guide 

for information 
on additional materials as they are developed.  

 
http://www.ok.gov/health/Organization/Tobacco‐

Free_State_Properties.html 
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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, 
 
 
 
 
 
 

Decals & Metal Signage 
Posting “no tobacco use” decals and signage is important because it reduces the burden of 
enforcement on your staff. Strategically post decals and signage at all entrances in use by the 
public or employees.   

For the initial implementation of this new statewide policy, the Oklahoma State Department 
of Health and the Tobacco Settlement Endowment Trust will provide basic starter signage 
and decals for all state agencies covered by Executive Order 2012‐01 upon request. 

Basic starter signage  

 (1) metal 15X15 sign for each entrance to a parking lot or to a campus.** 

 Signage at important pedestrian walkways and other key locations 
 
Decals 

 Adhesive back decal (5X5”) can be applied to a variety of smooth surfaces indoors 
& outdoors 

 Adhesive front decal (5X5”) can be applied to an interior glass door, facing out 
 
 
Ordering Information 

Please refer to the signage request form on page 14 to order the number of decals and metal 
signs needed for all locations of your agency statewide. 

 

**Large orders may be limited due to available resources.   
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Sample of a Letter to Employees 
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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. 
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Action   

The ___[agency official designated]________________________ is responsible 

for ensuring the annual review of this administrative procedure. 

This procedure is effective ____________[date, no later than Aug. 6, 2012; 

see endnote 3]_______. 

 

 
 
 
 
 

 
 
 
Endnote 1:  This space would be for other necessary restrictions, as appropriate for the 
agency. For example, the State Department of Health policy reads at this point  “and by 
OSDH personnel providing services in clients’ homes.”     
 
Endnote 2:  An example excerpted in part from an existing tobacco‐free policy of a uni‐
versity in Oklahoma is as follows: 

Students—Students shall be directed to and handled by the Office of Student 
Rights and Responsibilities. Violations occurring within University Housing shall 
be directed to and handled by the Housing Office. University Housing may refer 
complaints to the Office of Student Rights and Responsibilities. 

Visitors—Visitors shall be directed to and handled by the University Police             
department. 

  
Endnote 3:  The Executive Order specifies by six months from February 6, 2012. Some 
state agencies may plan the transition to correspond with the state fiscal year starting 
July 1, 2012, or earlier. 

Other Materials 
 The Health Department will continue to develop educational materials to as‐

sist you in successfully implementing this tobacco free property policy.  

 Coming soon to the website: 

 Enforcement aids 
 Frequently asked questions 
 Lessons learned 
 

 Your questions and suggestions may help identify useful items and lead to 
new materials helpful to  many state agencies.  

 

Check the Website 
and contacts listed on the back cover of this Guide 

for information 
on additional materials as they are developed.  

 
http://www.ok.gov/health/Organization/Tobacco‐

Free_State_Properties.html 
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5.  Tobacco product receptacles will be removed from the property, including any 

ash cans near entryways. 

6. ___________________[Agency]____________________________ employees 

will not use tobacco products while providing services to clients regardless of 

location. 

7.  _______________[Agency]____________________________ is committed to 

providing support to all ______________[Agency]_________________________ 

employees and other __________[Agency]__________________ personnel who 

wish to stop using tobacco products. _________[Agency]_______________ is 

committed to ensuring that ________[Agency]________________ employees 

and, to the extent possible, other personnel have access to several types of 

assistance, including cessation medications and telephone counseling through 

the Oklahoma Tobacco Helpline (Helpline). Supervisors are encouraged to   

refer employees and other _____[Agency]_______________ personnel to the 

Helpline as appropriate. 

8. Noncompliance by an employee will be cause for management/supervisor    

intervention and may result in corrective or disciplinary action in accordance 

with _________[reference to agency policy for employee discipline]______ 

and state personnel rules. 

9. Noncompliance by visitors and others will be handled as stated in this policy 

as follows: _____________[see example in endnote 2]_______________. 

 

 

 

 

 

Please submit the Signage Request Form  (on reverse side of this page) 

 By email to onlyair@health.ok.gov 

 By fax to 1‐405‐271‐9053 

 By mail to Oklahoma State Department of Health 
  Attn: Center for the Advancement of Wellness, Room 403 
  1000 NE Tenth Street, Oklahoma City, 73117 

 Via the Web: access the form at the Website  
     http://www.ok.gov/health/Organization/Tobacco‐

Free_State_Properties.html 

 To discuss by phone, call 1‐866‐ONLY‐AIR (1‐866‐665‐9247)                     
or 405‐271‐3619. 

 

Please return the 
Signs Request Form (Page 14) 

by March 16, 2012 
to advise us 

on your signage needs. 

Thank You. 
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 Sample Agency Policy 
 
Purpose 

The purpose of this agency policy is to eliminate all tobacco use whether located  

indoors or outdoors on property owned, leased or contracted for use by ________

[Agency]_______, in state vehicles used for ___________[Agency]_____________ 

business, and __[other, as needed; see endnote #1 for example]____. 

Tobacco‐Free Environment 

1.  The use of tobacco products (including, but not limited to, cigarettes, pipes, 

smokeless tobacco, and other tobacco products) is prohibited throughout all 

indoor and outdoor areas of property owned or under the control of the 

_________[Agency]_____________, including parking lots owned or under the 

control of said agency, and in vehicles used by said agency or its employees 

whenever conducting business anywhere.  

2.  This administrative procedure applies to all employees, students, clients,   

visitors and others on business at all __________[Agency]_________ property. 

3.  The _________[Agency; this should be stated so as to cover each separate   

location of the agency]_______ will identify the boundaries of its property, 

post this information for public reference, and provide notice of this policy 

with appropriate signage, including signs at the entrances to the properties 

and/or other locations as needed. The agency will also utilize printed          

materials and other communications as needed to educate employees and all 

other persons using or visiting the property regarding this policy. 

4. ______________[Agency locations] ____________________________________ 

that share a building or property with other offices will eliminate tobacco use 

in their offices and from all the indoor and outdoor locations under their    

control.  

 

Item Quantity 

15x15” metal signs  

 
5x5” decals (adhesive on front, for inside of a glass 
door, facing out) 

 

 
5x5” decals (adhesive on back, for smooth outdoor 
surfaces primarily; this size does not show up well 
from very far away) 
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Implementation Checklist 

 
___  Assemble a policy implementation committee and assign tasks and areas of responsibil‐

ity. The committee may include representatives such as Administration, Policy/Legal, 
Communications, Human Resources, Security, and Building/Grounds Maintenance. 

 
___  Develop a policy that is compliant with executive order 2012‐01.  (see sample policy on 
  pages 7‐9) 
 
___  Announce and begin promoting the tobacco free policy in advance of the policy effec‐

tive date and continue to send periodic reminders.  Communication should include an 
announcement from agency leadership in person or in writing; other methods of      
communication may include newsletter, posters, bulletin boards, email, pay check in‐
serts, and any other communication system available. 

 
___  Educate employees on the cessation resources available to state employees and en‐

courage their use. (see pages 15‐18 of this Guide) Communicate to staff the rules re‐
garding access to the Oklahoma Tobacco Helpline at work. 

 
___  Create a supportive environment, by clearly posting “no tobacco use” signage. Signage 
  should be visible at all vehicular and pedestrian entrances, areas of the property where 
  people congregate, former designated smoking areas, and other locations as needed; 
  and remove all ashtrays and smoking shelters from the property. (see Decals & Metal 
  Signage on page 11 of this Guide) 
 
___  After agency implementation of the tobacco‐free policy, make policy handout informa‐

tion available at visitor entrances; continue to inform new employees, visitors, and 
meeting  organizers and attendees of the tobacco‐free policy; and continue to update 
signage and utilize other forms of communication to ensure compliance with               
the policy. 

___  Remain informed of the latest news on implementation of the Executive Order and up‐
dated information and materials available  for use.  

  http://www.ok.gov/health/Organization/Tobacco‐Free_State_Properties.html 
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For updated information or to ask questions 
concerning tobacco‐use cessation check the 

website at:  
http://www.ok.gov/health/Organization/

Tobacco‐Free_State_Properties.html 
 

Email 
onlyair@health.ok.gov 

 
Technical Assistance Telephone Line 
1‐866‐ONLY‐AIR   (1‐866‐665‐9247) 
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Introduction 

 

In order to protect the health of all state employees and visitors to 
state‐owned properties,  to drive down a significant determinant of 
health care costs, and to  increase productivity, Gov. Fallin  issued an 
Executive Order on February 6th, 2012 which will prohibit the use of 
tobacco products “on any and all properties owned,  leased, or con‐
tracted  for use by the State of Oklahoma,  including but not  limited 
to all buildings,  land, and vehicles owned,  leased or contracted  for 
use by agencies or  instrumentalities of the State of Oklahoma.”  As 
stipulated in this Executive Order, implementation must be achieved 
by August 6, 2012. 
  
This guide has been developed to assist agencies transition to a to‐
bacco‐free environment and  includes several resources that will as‐
sist in planning, policy development, staff and visitor education, and 
tobacco cessation. 
 
In addition  to  resources  found  in  this guide, electronic  versions of 
the  tools  within  and  additional  information  are  available  via  the 
OSDH website. The Webpage can be accessed at            
http://www.ok.gov/health/Organization/Tobacco_Free_State_Properties.html. 
As we progress through this planning period leading to implementa‐
tion, this webpage will be updated with new material and answers 
to frequently asked questions. To submit questions regarding the ex‐
ecutive  order,  or  for  clarification  regarding  any  items  within  this 
guide, please contact OSDH at 1‐866‐ONLY‐AIR (1‐866‐665‐9247), or 
email ONLYAIR@health.ok.gov.  
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1‐866‐ONLY‐AIR   (1‐866‐665‐9247) 

 


