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A practical guide to introducing a Tobacco Control Policy in a Manchester school.
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1. Introduction

This tobacco control policy guidance document has been produced to assist Manchester 
schools in the implementation of a Tobacco Control Policy.  A model tobacco control policy 
will be disseminated alongside this document, which can be personalised for your school.  
The model policy can be electronically downloaded on the Manchester Stop Smoking Service 
website, www.stopsmokingmanchester.co.uk/TobaccoControlPolicy.doc. The policy is in line 
with the recently revised Manchester City Council policy. The guidance document is intended 
for use not only by schools embarking upon tobacco control policy implementation for the 
first time, but also for schools who may have informal, unwritten voluntary agreements or old 
policies.  This guidance document will go through all the steps required to enable an effective 
implementation of the model tobacco control policy. 

Background – Why have a School Tobacco Control Policy?

1.1 – 1.6  
Numerous scientific reports have outlined the dangers of smoking to the smoker and those 
breathing in second hand smoke.  There is also a great deal of evidence indicating the dangers 
of chewing tobacco, especially in relation to oral cancers.  It is now well known that children 
become aware of cigarettes at an early age.  Three out of four children are aware of cigarettes 
before they reach the age of 5 whether the parents smoke or not1. By the age of 11 one third 
of children, and by the age of 16 two thirds of children have experimented with smoking2. 
In Great Britain about 450 children start smoking every day3. Children are more susceptible 
to the effects of second hand smoking and nicotine levels found in the saliva of children 
whose parents smoke indicate that in households where both parents smoke, the children 
are receiving a nicotine equivalent of smoking 80 cigarettes a year4. Second hand smoke is a 
dangerous mixture of over 4,000 chemicals including at least 60 known carcinogens (cancer-
causing agents)5. Bronchitis, pneumonia, asthma and other chronic respiratory illnesses are 
significantly more common in infants and children who breathe in second hand smoke6. 17,000 
children under the age of five are admitted to hospital every year with illnesses resulting from 
second hand smoking7.

In 1993, owing to increasing evidence of the dangers of smoking, the Manchester City Council 
implemented a smoking policy directed at all council establishments.  Unlike many council run 
organisations, schools were able to opt out of this new smoking policy. Many schools are to be 
applauded for taking the policy on board, although a substantial number of schools decided 
not to do so.  Those schools that decided to opt out added ventilation systems to smoke rooms 
within their school (a stipulation of the policy).  In 1993 the evidence did not indicate whether 
ventilation made a substantial difference to air pollutant levels, and therefore it was believed 
that ventilation helped to eradicate the dangers of second hand smoke.

In March 2003 a research paper produced by the Manchester Metropolitan University indicated 
that ventilation within rooms that allowed smoking did not make a statistical difference to air 
pollutant levels, and therefore did not eliminate the dangers of second hand smoke8. It was 
immediately apparent that those schools that opted out of the City Council smoking policy and 
currently allowed smoking within their buildings, including smoke rooms, were exposing their 
staff, pupils and members of the public within their buildings to varying degrees of second 
hand smoke. They were, therefore, running the risk of endangering the health of their school 
community and being at risk of litigation over illnesses that could result from second hand 
smoke.
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Many schools also currently allow smoking in school grounds, which normalises the use of 
tobacco and contributes to the perception by young people that smoking is an acceptable 
behaviour9. With such potential dangers to members of the school community, it is of paramount 
importance that every school in Manchester adopts a tobacco control policy.  A recent audit of 
smoking behaviour and policies in Manchester schools conducted by Manchester Stop Smoking 
Service revealed that a number of school policies still allow smoking in their premises and/or 
grounds10.   

In December 2004 Manchester City Council revised and ratified a new tobacco control policy 
to protect all employees and visitors from the harmful effects of second hand smoke and the 
possible risk of litigation.  The general policy states that all City Council premises will become 
smoke free by 1st February 2005.  Furthermore, it also included a specific recommendation 
that ‘school governing bodies and head teachers adopt a tobacco control policy that prohibits 
all smoking in school premises and school grounds’.  This guidance document and attached 
model tobacco control policy have been written in the context of the City Council policy 
recommendations. 

  1.  Teenage Smoking Attitudes in 1996.  Office for National Statistics 1999.
  2.  Drug Use Smoking & Drinking among Young Teenagers in 1999. National Statistics,  2000.
  3.  Smoking and the Young.  Royal College of Physicians. London, RCP, 1992.
  4.  Beweley B.R. Day I, Ide L. Smoking by Children in Great Britain.  MRC Social Science  Research 
 Council, 1972.
  5.  Drug use, smoking and drinking among young people in England in 2001.  Department of Health 2001.
  6.  Dobbs J, Marsh A. Smoking among secondary school children, HMSO 1992.
  7.  International Consultation on Environmental Tobacco Smoke (ETS) and Child Health.  
 Consultation Report.  WHO, 1999.
  8.  Carrington. J. Watson AFR. Gee IL.  The effects of smoking status and ventilation on  
 environmental tobacco smoke concentrations in public areas of UK pubs and bars.     
 Atmospheric Environment Vol 37 (23), pp 3255 - 3266, 2003.
  9.  Smoking and the Young.  Royal College of Physicians, 1992
10.  An Evaluation of the smoking behaviour in school buildings and grounds of the staff, parents/carers and  
 the pupils in Manchester.  Manchester Stop Smoking Service, unpublished document, 2004.

2. Principles of the policy

2.1 – 2.3
The school has a duty of care to its employees, pupils and visitors to provide a safe and healthy 
environment. It is important that the board of governors and senior management recognise 
the importance of having smoke free school buildings and grounds and are committed to 
implementing the policy.  It is essential that the issue is raised and support is gained at board 
level to ensure successful implementation.  The board also needs to recognise the positive 
health impact that introducing a tobacco control policy will have on the health and safety of 
staff, pupils and visitors to the school.  

2.4 
The school should incorporate issues related to tobacco use and second hand smoke into 
their Personal Social Health Education (PSHE) scheme of work.  It is important that pupils 
develop the skills, knowledge, understanding and confidence to be able to make the positive 
health choice not to smoke.  Furthermore, second hand smoke issues should be explored with 
pupils throughout their school life.  Elements of the PHSE and cross curriculum activities should 
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include smoking related issues in each stage of a pupil’s personal development. To support the 
PHSE and cross curriculum work, suggested lesson plans and other age appropriate resources 
can be obtained from the Manchester Stop Smoking Service or through their healthy schools 
link worker (Refer to Appendix B for further details).
 
2.5
The policy’s principle aim should be to protect the whole school community from the health 
effects of second hand smoke. The policy should also create a supportive environment for 
those who wish to stop smoking. However, it should not be used to force people to quit.  The 
policy should also help reinforce the tobacco education curriculum taught, by sending out a 
clear message regarding smoking behaviour.  It is important that all members of the school 
community are offered support to stop smoking, or to deal with their cravings when the policy 
is introduced. The school nurse or a stop smoking advisor can provide the support.  For detailed 
information on the type of support you could offer, refer to Appendix A: “Support to those 
who smoke”.

3. Policy statement

3.1 
Sets out normal policy position.

3.2 
It is important to set and agree a realistic date for the complete prohibition of smoking in school 
premises and grounds. It may be appropriate to select a significant day such as No Smoking 
Day or the beginning of a school year. It may be appropriate to apply a phased approach, 
publicising each phase and its implementation date in advance. It should be emphasised that 
it’s a phased introduction and further changes will follow after the initial stage. An example of 
a suitable phased approach may be to initially prohibit smoking in the school buildings then six 
months later introduce the restrictions to the school grounds. Any communication regarding 
the implementation will have most impact if it comes from the head teacher or a member of 
the senior management team.

3.3 - 3.4
The policy needs to clearly define the areas in which smoking is prohibited and needs to be 
publicised to the whole school community. The tobacco control policy will relate to all school 
owned public buildings and grounds. All users should be aware of the tobacco control measures 
being implemented and it should be reinforced with the use of no smoking signs.

3.5
All school buildings and grounds are included in the policy and no area should be exempt. 
Previous smoking facilities such as designated smoking rooms, smoking area signs and ashtrays 
should be removed.
3.6 – 3.7
School employees may only smoke in their own time, away from school grounds. School 
employees include senior management, all teaching and support staff, catering staff, lunchtime 
assistants, outside contractors and anyone paid to work on school premises. 
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3.8 – 3.11 
The school should insist that school premises and grounds remain smoke free for all functions 
and events.  Prohibiting smoking at functions and events will ensure that rooms are not left 
with evidence that smoking has taken place (e.g. cigarette butts, matches, ash, cigarette 
packets, ashtrays and smoking odours).  This will help to maintain the supportive environment 
for people who wish to stop smoking.  Furthermore, ventilation systems are inadequate to 
provide protection against second hand smoke and consequently smoking at functions should 
be prohibited.   It is important to highlight the tobacco control policy on all school venue-
booking forms and verbally to all potential clients.

4. Implementation and enforcement of the policy

4.1 
It is essential that the senior management team inform the whole school community about 
the tobacco control policy before it is implemented as this helps to increase the likelihood of 
it being accepted. The policy should be promoted through various forms of media including 
letters, posters and meetings. The information provided should include a description of the 
policy and the rationale behind it, including the benefits to the school. Additionally, the 
implementation date and procedures should be included along with how and where to get 
help to stop smoking and how the policy will be monitored. Furthermore, when the tobacco 
control policy is implemented it should be promoted throughout the life of the school including 
in the taught curriculum.  In particular, the policy should be promoted when; school events 
take place (e.g. summer fairs); parents/carers pick up or drop off their children; extra curricular 
activities take place (e.g. school football matches); potential staff are interviewed, and when 
drug education takes place within the curriculum.  Appendix A and B provide you with further 
ideas on how to integrate the policy into school life and the organisational structure required.

A senior management member should be identified to be responsible for the maintenance 
of the tobacco control policy within the school.  It is important that the policy is maintained 
through good publicity and signage and that disciplinary action is taken on any individual 
that does not comply.    Although the senior management team is responsible for the overall 
maintenance of the tobacco control policy, everybody within the whole school community has 
a role to play.  The roles and responsibilities of the school community are detailed in Appendix 
D.

In order to promote an effective whole school approach to the implementation and maintenance 
of the tobacco control policy, staff should be able to receive training on tobacco control issues 
and education from the Manchester Stop Smoking Service.  This support and training will be 
provided as a free service to your staff.

4.2 - 4.3
When advertising for vacant positions the tobacco control policy must be listed in the job 
specification. On interviewing applicants the presence of the policy must be raised and the 
successful applicant should receive a copy of the policy in the starter pack. This will avoid 
potential uncertainty regarding the schools stance on tobacco use in the future.
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4.4 
The school should consistently enforce the tobacco control policy through the initiation of set 
disciplinary action upon the individuals who fail to comply with the policy.  There is a need for 
appropriate disciplinary action to be established for both staff and pupils in accordance with 
existing policies, especially the Drugs and Education Policy. Suggested disciplinary procedures 
are: 

Children and Young People

If a pupil is found to be smoking in a smoke free zone the cigarette and lighting instruments 
should be confiscated.  The incident should be recorded and parents/carers informed.  The 
confiscated cigarettes and lighting instruments should where possible be given to the parents/
carers.  A meeting between the parents/carers and pupil with the senior management 
representative should take place to discuss a course of action to help the young person with 
their smoking habit.

Staff

Staff should be initially reminded that smoking is not to occur on school grounds or within the 
building and be asked to put the cigarette out.  If a continual disregard of the policy occurs 
then disciplinary procedures should be followed in accordance with Manchester Education 
Partnership procedures.

4.5 
If a parent/carer or visitor is found to be smoking they should be reminded about the tobacco 
control policy and asked to put the cigarette out, or smoke the cigarette outside the school 
grounds (if possible slightly away from the school gate).  If a parent/carer or visitor continues to 
disregard the tobacco control policy they should be reminded by letter that the school is now 
smoke free.  If they continue to smoke they should be asked to leave the school grounds. If a 
parent/carer or visitor repeatedly disregards the tobacco control policy they should be reminded 
by letter that the school is now smoke free. Parents/carers or visitors who find it difficult not to 
smoke and express a wish to quit smoking should be reminded that they can receive free advice 
and support from the Manchester Stop Smoking Service.  It is essential that the tobacco control 
policy is publicised to the whole school community prior to the implementation and that there 
is clear signage identifying the smoke free areas.

5. Policy review 

5.1
The policy needs to be regularly reviewed by the school governors, senior management team 
and the PSHE and Citizenship Co-ordinator.  It is essential that review dates are agreed and 
signed by all of the key members of the school team.  It is recommended that the policy should 
be reviewed initially after 6 months and subsequently every 12 months to ensure that it is 
working effectively and to identify any changes that need to be made.  The review needs to 
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explore the effectiveness of the policy, in terms of adherence, attitude changes, the number of 
smoking related incidents and feedback from the whole school community.  Further support on 
how to conduct a review of the policy can be obtained from Manchester Stop Smoking Service 
or your Healthy Schools link worker.

6. Details of stop smoking services

6.1  
The Manchester Stop Smoking Service should be contacted if you want any support with the 
implementation of the tobacco control policy.  The service can support people that want to quit 
smoking and help you deal with difficult situations that may arise.  Additionally, the service has 
lots of resources that can be utilised to help your school with the implementation of the policy 
and tobacco education.  For further details of how the service can help, refer to appendix C.
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Appendix A: Structures and Organisation
Establish the organisational structure and arrangements to oversee the 
policy and encourage a participatory approach

• Identify who will take lead responsibility i.e. who will make it work?

• Take a whole school approach – include consideration of curriculum, any    
 adults  who smoke, what to do with current smoke rooms, pupils who smoke,   
 and support for any parents/carers who might wish to quit.

• Set up a school stop smoking group run by the school nurse or a Stop    
 Smoking Specialist Advisor (tel. 0161 205 5998).  Invite to the group all adult   
 members of the wider school community who wish to stop smoking.

• Schools could include in the annual report to governors and parents     
 commentary on: -

• Any difficulties in keeping buildings or grounds smoke free.

• Whether members of the school community who wanted to stop smoking have   
 received support.

• How smoking prevention and cessation work is in place within the curriculum   
 for pupils.

• Whether pupils have received support to give up smoking.

• Progress in meeting the Tobacco Control Policy’s aims and objectives.

• Decide how to involve parents and the wider community e.g. school newsletter,   
 National No Smoking Day.

Appendix B: Integrating Into School Life
Presenting the health benefits of being smoke free to the school 
community

• Begin the implementation of the policy by raising the issue of smoking in    
 school buildings and grounds with the governors, staff, parents/carers and    
 pupils.  Leaflets available from Manchester Stop Smoking Service can be used   
 to raise awareness of the health benefits of being smoke free.

• Discuss with members of the school community what help they would like    
 available to them when the school becomes smoke free.
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• Place signs around school buildings and in the school grounds indicating that   
 the school is smoke free (pupils should be involved in this process).

• Decide what to do if a member of the school community smokes within school   
 buildings or grounds.  Where possible confrontation should be avoided and    
 help should be available from other members of staff to enforce smoke    
 free status.  Decide what reprimand should occur for the first occasion on 
 which  a pupil is caught smoking and thereafter.  If the particular pupil persists   
 in smoking follow the guidelines set within the Manchester Drug Education    
 Handbook. 

• Schools will receive support, resources and training to educate pupils about
 the dangers of smoking and gain recognition for their efforts from the    
  Manchester Stop Smoking Service.
 

Resources available to support tobacco education programme

The following is a list of resources available to support tobacco education in    
the school’s curriculum and raise awareness of tobacco issues to the whole    
school community;

• Suggested lesson plans (all key stage levels)
• Leaflets (some age appropriate)
• Guides on how to run young people stop smoking groups 
• Carbon Monoxide monitors
• Stop Smoking display boards
• Jar of tar
• Videos

To find out what is available contact the Manchester Stop Smoking Service on 
0161 205 5998 or check out the website -www.stopsmokingmanchester.co.uk.

Appendix C: Support to those who smoke
Helping Smokers quit or deal with their cravings.

• During the discussion with members of the school community about the health   
 benefits of being a smoke free school, discuss what form of support they    
 would like prior to the school becoming smoke free to help them through the   
 transition period.

• Those who wish to stop smoking can have one to one support from a Stop    
 Smoking Specialist Advisor at a local hospital or clinic, and receive Nicotine
 Replacement Therapy (NRT), if appropriate, either free or subsidised to help    
 them to quit.
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• Alternatively a trained Stop Smoking Advisor can attend the school to help    
 members of the school community to stop smoking as a group.  Advisors can
 also provide vouchers that can be redeemed for free or subsidised NRT, if    
 appropriate, at local pharmacies.

• Pupils who wish to stop smoking can receive support from the school nurse
 in the form of one to one support or a group run at lunch times.  NRT is not    
 available to children and young people under the age of 18 without a written
 prescription from their GP.  It is up to the discretion of the GP whether they    
 prescribe NRT for children aged 12 – 18 years old. For more information about NRT   
 contact the Manchester Stop Smoking Service. 

• For further support or ideas contact the Manchester Stop Smoking Service on 
 0161 205 5998 or check out the website – www.stopsmokingmanchester.co.uk.

Appendix D: Roles and Responsibilities
Roles of Staff and Governors

PSHE and Citizenship Co-ordinator
The PSHE and Citizenship Co-ordinator should support the development and implementation 
of the tobacco control policy.  This should include the organisation of support for any member 
of the school community who wishes to stop smoking or who wants help dealing with their 
cravings.  The PSHE and Citizenship Co-ordinator should liaise closely with the Manchester 
Healthy Schools link worker and/or the Senior Public Health Development Advisor for Tobacco 
Control and Young people.

Senior Management Team Member
A senior management team member should be responsible for the coordination and enforcement 
of the policy.  It is important that they fully support the tobacco control policy and have clear 
enforcement guidelines.

Head Teacher
The head teacher should be responsible for overall coordination and development of the 
tobacco control policy.

Health Governor
The health governor should be responsible for ensuring that the governing body considers 
tobacco control issues within its overall role.  The health governor should also ensure that the 
board of governors make links with any other school policies.
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Roles of Children and Young People
Children and young people should all be expected to know about the schools tobacco policy 
and why such a policy is needed.  

Pupils should also be given the opportunity to: -

• Participate in the placement of smoke free signs in school buildings and in the   
 school grounds.

• Take part in smoking cessation groups or one to one sessions led by the    
 school nurse.

• Debate the reasons why a smoke free building and grounds are important    
 within their PSHE and Citizenship curriculum.

Role of Parents and Carers
It is essential to work in partnership with parents and carers and build a positive and supporting 
relationship with them based on mutual understanding, trust and co-operation.  Parents and 
carers should be consulted and informed about the introduction of the tobacco control policy 
through meetings, home learning activities (PSHE and Citizenship activities), letters and Healthy 
School Award initiatives.  Parents and carers should also be offered support to stop smoking 
within school or within a local healthcare establishment organised by the PSHE and Citizenship 
Coordinator in partnership with the Manchester Stop Smoking Service.

Role of School Nurse
The school nurse can provide support to pupils and where possible to staff to help them with 
cravings or to stop smoking.  Where the school nurse has time constraints and cannot help 
pupils or staff they should contact the Manchester Stop Smoking Service on 0161 205 5998.

Role of Visitors and Outside Agencies
A range of outside agencies and individuals should contribute to the tobacco control policy 
both in the planning stages and delivery e.g. Manchester Stop Smoking Service and Manchester 
Drug Education Consultant.  Any other visitors and outside agencies that could be impacted 
by the policy should also be consulted so that their views are heard as part of the wider school 
community.
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[School Headed Paper]

Dear [Parent/Carer],

Introduction of School Tobacco Control Policy

We are in the process of introducing a Tobacco Control Policy in [Name of School] and would 
like your support in maintaining this policy.

As we are committed to improving the health of our children, staff, parents, as well as that of 
other members of our school community, smoking will not be allowed anywhere on the school 
premises or in the grounds.  The policy is consistent with our education programmes, and is 
being introduced to protect staff, parents/carers and, in particular, children from the harmful 
effects of second hand smoke. We also recognise the important role that teachers, parents and 
other adults have in influencing the attitudes and smoking behaviour of children.

No Smoking signs will be placed around the school premises and grounds when the new policy 
begins.

Once again we would ask for your support and hope you understand the importance of this 
policy, enabling us to improve the health of all who are associated with our school.

The Tobacco Control Policy will take effect at the school from [Agreed Date].  

Yours sincerely

 
Head teacher     Chair of Governors 


