
Breathe Fresh Supervisor Toolkit  
 

Overview 

The University of North Florida strives to foster a healthy environment for its students, faculty, staff and visitors.  
It is the University’s decision to make the campus smoke free in order to help individuals achieve and maintain 
their highest level of health and well-being. In support of the Breathe Fresh at UNF policy, all university owned, 
operated, or leased property including all vehicles personal and university owned are all designated smoke free 
areas.  Another purpose of the policy is to protect individuals from the health hazards of secondhand tobacco 
smoke. 

One frequently asked question is how the policy will be enforced.  The University of North Florida seeks to 
create a culture that encourages compliance by promoting and supporting a healthy environment.  Supervisors 
should strive to be non-confrontational when notified of policy violations.  Respect for all members of the 
campus community, including tobacco users is fundamental.  This toolkit is to be used for guidance on how you 
can support this change and navigate potential challenges with policy compliance. 

Your Role 

As a leader within the college and your unit you can help implement this policy by being a strategic partner.  In 
order for the policy to be successful it is imperative that you consistently communicate the policy and address 
violations.  Your role is to support the smoke free initiative; you can do that by placing the following steps in to 
action.  

1. Educate yourself on the policy, resources, and frequently asked questions. 
2. Communicate the policy in a non-threatening and courteous manner to faculty, staff, students, and 

visitors to the college. 
3. Serve as a reference to connect faculty, staff and students to resources such as stress management, 

tobacco cessation, nutrition, and fitness services. 
4. Take action to hold employees accountable and address matters of repeated violations as you would 

with any other policy violation.   

How to Educate Your Faculty, Staff, and Student Employees 

Below is an example of a message that can be used to inform faculty, staff and students of the policy. 

The University of North Florida has adopted a smoke free policy that is set in place to provide a healthy 
environment for all members of the campus community.  Effective August 1st, 2015, smoking of tobacco products 
will be prohibited on all university owned property, including parking lots, garages, and all outside areas. 

The smoke free policy is in place to help improve the health of faculty, staff and students.  It is not intended to 
drive smokers away from campus to our off-campus neighbors.  In order for this policy to be successful the 
university needs the consideration and cooperation of both smokers and non-smokers.  The university is 
committed in supporting all faculty, staff and students who wish to stop smoking.  The Department of Health 
Promotion holds smoking cessation classes and has resources available to those who are attempting to quit 
smoking.  More information can be found at the following website 
https://www.unf.edu/healthpromotion/Alcohol,_Tobacco_and_Other_Drugs.aspx.  

https://www.unf.edu/healthpromotion/Alcohol,_Tobacco_and_Other_Drugs.aspx


Please incorporate this message in to meetings, emails, publications, and other communication vehicles directed 
toward your faculty and staff.  You are encouraged to plan one-on-one meetings with smokers to help bring 
awareness to the policy and offer assistance in connecting individuals to resources.   

 

Talking Tips for Supervisors 

1. Have a one-on-one meeting privately. 
2. Let the employee tell his/her side of the story. 
3. Be respectful and aware that this policy change can be difficult for tobacco users. 
4. Make clear and direct statements about the importance of the policy and how the university expects 

everyone’s compliance. 
5. Help the employee develop a plan that takes all of the university’s policies into account.  If the employee 

would like to quit smoking then connect them to the proper resources.  If the employee does not wish 
to quit then reinforce the policy expectations. 

6. Recap with the employee about the expectations moving forward. 
7. Schedule a follow up meeting to help avoid future issues and to determine if the plan is working.  If 

violations continue, then manage them appropriately. You are encouraged to contact your HR 
representative for further assistance. 

Discussion examples for repeat policy violations 

1. Give the person the opportunity to tell his or her side of the story.  “It has been brought to my 
attention that you continue to smoke on university property and I would like to you an opportunity to 
share your perspective on the information that was reported.” 

2. Summarize what the employee has said. “So, what you have just said is [restate what you heard]. 
3. Ask the individual to come up with an action plan to resolve the issue. “Now that we have discussed 

the importance of complying with the smoke free policy, here are some resources that you can use to 
help you with continued compliance to the policy.” Refer them to the Department of Health Promotion 
for cessation classes and educational material related to smoking. 

4. Make documentation of the event to keep on file.  If the issue still arises then consider corrective 
measures.   When pursuing corrective measures management should do so in consultation of an HR 
representative. 

Responding to employee’s concerns about repeated policy violations of their colleagues 

1. Give the employee time to tell his/her side of the story. 
2. Reassure the employee that their concerns have been heard and will be addressed accordingly. 
3. If necessary reeducate the employee who voiced concern on the policy and expectations. 
4. Make documentation and take appropriate action. 

 

Where to go for help 

For questions or concerns about the policy please contact The Department of Health Promotion at 
dhplife@unf.edu or (904) 620-1570. 

mailto:dhplife@unf.edu


The department will monitor “hot spots” or areas where smoking is most prevalent.  Please remember that if 
you approach someone who is smoking about the policy to be kind and courteous, if the situation escalates to a 
point where you feel you are in danger contact UPD immediately. 

Resources 

https://www.unf.edu/healthpromotion/Alcohol,_Tobacco_and_Other_Drugs.aspx  

Approaching someone who is smoking 

Being a part of the University community means we all have a role in reminding people of the Breathe Fresh at 
UNF initiative.  If you happen to see someone smoking on campus you are encouraged to politely remind them 
of the policy if you feel comfortable doing so.  In the event you do approach someone, please remember to do 
so in a friendly and pleasant manner as the person may not be aware of the changes made.  If the person you 
have approached becomes hostile or angry please do not escalate the situation, simply walk away.   

The following scenarios are to help the university community remind people of the smoke free campus initiative 
effective August 1st, 2015. 

Scenario #1: 

Situation: You see someone smoking on campus. 

Response: “Hi, my name is ______, and I am an (employee, student) here at UNF.  I just wanted to let you know 
that UNF is now a smoke free campus….meaning they no longer allow smoking anywhere on the university 
property.  This policy is new and went in to affect in the fall of 2015.  Thank you so much for respecting this new 
policy.” 

Scenario #2:  “Where am I allowed to smoke?” 

Response: UNF is actually now a smoke free campus and prohibits smoking anywhere on its grounds.  If you 
would like to smoke, you will need to do so off campus.  Thank you so much for respecting this new policy.” 

Scenario #3:  Making arrangements to have outside vendors or contractors on campus. 

Response: “We would like to let you know that UNF is now a completely smoke free campus.  They no longer 
allow smoking anywhere on the campus grounds.  We thank you kindly for your understanding and respect of 
our policy.” 

 Scenario #4: You would like to communicate the Breath Fresh at UNF initiative to prospective employees, and 
prospective students and their families prior to them visiting the campus. 

Script: “I would like to let you know that the University of North Florida will become a smoke free campus as of 
August 1st, 2015.  Smoking of any tobacco products will not be allowed on UNF property, grounds, or parking 
areas.  This includes inside vehicles that are on UNF property, grounds or parking areas.  Thank you for 
respecting our policy”   

 

https://www.unf.edu/healthpromotion/Alcohol,_Tobacco_and_Other_Drugs.aspx

