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Communicating about the Tobacco Free Policy  

at Western Michigan University 

The fourth goal of the University’s Strategic Plan is to ensure a diverse, inclusive, and healthy  
community. A specific strategy of this goal is to enhance the health and wellness of our community. 
Western Michigan University strives to provide and maintain an optimally healthy and safe working 
and living environment for students, faculty, staff and visitors. Recognizing the health, safety, and 
comfort benefits of smoke-free air and tobacco-free spaces, WMU will become a tobacco-free  
campus as of September 1, 2014.  
 
Beginning September 1, 2014, the use of tobacco products is only permitted in enclosed personal  
vehicles. The use of tobacco products is not permitted indoors or outdoors on any University property. 
Tobacco products are defined to include the following: cigarettes, electronic-cigarettes, cigars, bidis, 
snuff, snus, water pipes, pipes, hookahs, chew and any other non-combustible tobacco products. 
 
The objective of this policy is to provide Western Michigan University students, staff, faculty, and  
visitors with a healthy space in which to learn, live, and discover.  It is not intended to punish the 
members of our community who choose to use tobacco products, and it is important for all of us to 
communicate with respect and compassion for each other.   
 
The success of this policy relies on the thoughtfulness, consideration, and cooperation of each  
individual. All members of the university community share the responsibility of adhering to and  
enforcing the policy and have the responsibility to respectfully bring it to the attention of visitors. It is 
the intent of this policy that enforcement will be achieved primarily through education, awareness, 
and a spirit of cooperation.   
 
As we all become adjusted to the new policy, it may become clear that there are repeated reports of 
policy violations despite friendly and respectful reminders.  If this becomes the case, please bring any 
complaints to the attention of the appropriate university authority. Violation of this policy will be  
addressed through existing employee discipline and student conduct processes.  
 

Questions?  

For more information about the policy, including Frequently Asked Questions (FAQs), please visit 
wmich.edu/tobaccofree. 

Adapted from University of Texas, Manager Toolkit, Tobacco Free Campus 
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Adapted from University of Texas, Manager Toolkit, Tobacco Free Campus 

As we acclimate to the new policy and become more aware of campus boundaries, it’s important to 
remain courteous and respectful when reminding an employee or contractor of the university’s  
tobacco-free campus policy. If, however, there are repeated reports of policy violation despite  
reminders of the policy requirements, a supervisor or manager is expected to have a more direct  
discussion with their employee (staff, faculty or student employee) to help resolve the concern.  

Only if resolution using discussion and problem solving fails will corrective action be implemented.  
Any corrective action is to be conducted in accordance with established disciplinary procedures as  
defined in University policy and collective bargaining agreements as applicable.  

If you receive an initial report that an employee under your 
supervision is using tobacco products: 

  

Be respectful.  Listen and have empathy for the employee’s situation.  

“I understand that this policy must pose a significant challenge for you as a tobacco user. If you aren’t 
ready to quit using tobacco products, our HelpNet Employee Assistance Program (EAP) may be able to 
help you manage your tobacco use while at work. They can be reached at (800) 523-0591. If you’re 
interested in our campus resources for tobacco cessation, a variety of in-person or online resources are 
listed at wmich.edu/tobaccofree.”  

Be direct.  Make a clear statement that this is an important policy to the university and it is an  

expectation that everyone adheres to this policy.  

“I want you to know that violations of university policy are not acceptable and I need your coopera-
tion."  

Offer options.  Provide your employee with ways to cope with the new policy. 

“You might consider taking advantage of tobacco cessation resources offered by Western Michigan 
University or other online options.  More information can be found on the website: wmich.edu/
tobaccofree.” 

“To help you manage cravings while on campus, you can purchase nicotine replacement therapies 
such as gum or the patch at the Sindecuse Health Center Pharmacy.  If you get a prescription from 
your primary care provider, even over-the-counter products may be covered by your health insurance 
plan.  Additionally, WMU will cover the out-of-pocket cost up to $150 of over-the-counter nicotine re-
placement therapy or FDA-approved tobacco cessation prescriptions purchased at the Sindecuse 
Health Center Pharmacy for eligible WMU students or employees through Dec. 31, 2014.” 

Supervisor Toolkit 
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If you receive repeated reports that an employee under 
your supervision is using tobacco products:  

 

Hear them out.  Give the employee time to tell his or her side of the story.  

“It’s been brought to my attention that you continue to use tobacco products on university property 
and I’d like to give you an opportunity to share your perspective on the information that was  
reported.”  

Double-check.  Be sure you understand by summarizing what the employee said.  

“So, what you’ve just said to me is [rephrase what you heard].  

Gain commitment.  Ask the employee to come up with actions steps that will resolve the 

problem.  

“Now that we’ve discussed the importance of complying with the tobacco-free campus policy, you 
need to develop a plan to remain compliant with the policy. If you need help developing your plan, you 
may contact the Employee Assistance Program (EAP) at (800) 523-0591 to schedule a confidential  
consultation to discuss strategies to remain compliant or to seek tobacco cessation resources.”  

Corrective action.  If resolution is not achieved through discussion and the problem solving 

strategies highlighted above, the manager may pursue corrective action in consultation with their  
department and Human Resources Representative.  

 

If an employee asks for time away from work to attend  
tobacco cessation programming:  

The University is supportive of tobacco users who desire to quit using tobacco products.  Supervisors 
are encouraged to allow employees time away from work to attend tobacco cessation classes in  
balance with departmental business needs.  Options for this accommodation include employee use of 
paid leave time and flexible scheduling in accordance with University policy and collective bargaining 
agreements as applicable.  There are free online tobacco cessation resources for employees preferring 
not to engage in group or individual counseling sessions.  Resources are available at  
wmich.edu/tobaccofree.  

Adapted from University of Texas, Manager Toolkit, Tobacco Free Campus 
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If an employee asks for extra time away from 

work to use  tobacco products:  
Tobacco users do not get more time for their rest periods or meal periods. Refer to university policy 
and collective bargaining agreements as applicable for additional information on work schedules. 
 

If a tobacco user indicates he or she is unable to travel to and return from an area where tobacco use 
is not prohibited within their rest period or meal period, you may advise them that to help manage 
cravings while on campus, employees may purchase nicotine replacement therapies such as gum or 
the patch at the Sindecuse Health Center Pharmacy.  If the smoker has a prescription from a primary 
care provider for any nicotine replacement therapies, even over-the-counter options, their health  
insurance plan may cover the cost.   
 

Additionally, WMU will cover the out-of-pocket cost up to $150 of over-the-counter nicotine  
replacement therapy or FDA-approved tobacco cessation prescriptions purchased at the Sindecuse 
Health Center Pharmacy for eligible WMU students or employees through Dec. 31, 2014.     
 

Our policy allows tobacco use while inside personal vehicles when windows are rolled up and tobacco 
refuse (cigarette butts, juice/spit) remains in the tobacco user’s vehicle. 

 
The Tobacco-free Campus policy is meant to be a positive, health-related policy. Managers and  
supervisors, when notified of policy violations, should strive to be non-confrontational and respectful 
of all members of our campus community, including tobacco users. Additionally, tobacco users are 
expected to adhere to the policy. It is the intent of our policy that enforcement will be achieved  
primarily through education, awareness and a spirit of cooperation.  

Adapted from University of Texas, Manager Toolkit, Tobacco Free Campus 
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