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Policy Audit Tool 

To be completed and attached to any document which guides practice when submitted to 
the appropriate committee for consideration and approval. 
 
Please give status of Policy: New / Revised 
 

1. Details of Policy/Procedural 
Document 

 

1.1 Policy Number: HR037/10/2022 
1.2 Title of Policy/document: Use of E-Cigarettes and Vaping Policy 
1.3 Sponsor  Accountable Officer  
1.4 Author: HR Manager and Community Services Lead 

Pharmacist 
1.5 Lead Committee Governance Sub-committee 
1.5 Reason for policy/document:  
1.6 Who does the policy affect? All staff, workers, contractors and visitors to 

NHS Sheffield CCG  
1.7 Are the National Guidelines/Codes of 

Practice etc issued? 
Yes 

1.8 Has an Equality Impact Assessment 
been carried out? 

Yes 

2. Information Collation  
2.1 Where was Policy information obtained 

from? 
 

3. Policy Management  
3.1 Is there a requirement for a new or 

revised management structure for the 
implementation of the Policy? 

No 

3.2 If YES attach a copy to this form. N/A 
3.3 If NO explain why. Existing management structure sufficient 
4. Consultation Process  

4.1 Was there external/internal 
consultation? 

Yes 

4.2 List groups/persons involved All Staff, Public Health and Staff Side 
representatives 

4.3 Have external/internal comments been 
included? 

Yes 

4.4 If external/internal comments have not 
been included, state why. 

N/A 

5. Implementation  

5.1 How and to whom will the policy be 
distributed? 

 

All staff at NHS Sheffield CCG 

5.2 If there are implementation 
requirements such as training please 
detail. 

Communications strategy 

5.3 What is the cost of implementation and 
how will this be funded 

N/A 
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6. Monitoring  

6.1 How will this be monitored Staff engagement exercises and quarterly 
workforce reports 

6.2 Frequency of Monitoring 6 months from implementation and yearly 
thereafter 

 

Version Control 
 
 

VERSION CONTROL 

Version Date Author Status Comment 

1 June 2019 

Lisa Elliott 

Steve 
Freedman 

Draft 
Pending SMT 

approval 
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1 Introduction and Purpose 

 
NHS Sheffield Clinical Commissioning Group (NHS Sheffield CCG) has a key role 
in promoting and improving health in Sheffield. Smoking related ill health is a 
major challenge for our city. NHS Sheffield CCG champions smoke free 
environments and supporting smokers out of tobacco addiction. 

The NHS Sheffield CCG Smoke Free Policy (2019) has been developed in line 
with the requirements of the Smoke free legislation under the Health Act 2006, 
which prohibits smoking in enclosed public places and workplaces. This law is 
based on conclusive scientific evidence of the direct health harm caused to 
bystanders through the inhalation of second-hand smoke. E-cigarette use, or 
vaping, is not covered by smoke free legislation. E-cigarettes do not burn tobacco 
and do not create smoke. 

 
NHS Sheffield CCG responsibly promotes the use of e-cigarettes/vaping to 
support smokers to either reduce their smoking or stop completely. This vaping 
policy takes into account professional etiquette, corporate reputation, and 
consideration to others who do not vape when determining where vaping will be 
allowed. 

 
The latest evidence published by Public Health England (PHE) (2015/18) and 
Royal College of Physicians Nicotine Without Smoke report (2015) found that 
vaping is significantly safer for users than smoking and that there is no evidence of 
harm to bystanders from exposure to e-cigarette vapour and the risks to their 
health are likely to be extremely low. 

Aims of the Policy 

I. To protect and contribute to improving the health and wellbeing of NHS 
Sheffield CCG employees, service users, visitors, contractors and the 
public. 

II. To champion Smoke free environments, harm reduction and stopping 
smoking in Sheffield 

III. To help and encourage those employees who want to stop smoking to 
achieve their goal 

IV. To ensure that the health and safety risks are managed in relation to e-
cigarette use (charging of devices) 

V. As a local employer, be an exemplar of good practice and lead the way in 
developing evidenced based vaping policies that support harm reduction. 

VI. To contribute to an increase in productivity in the workplace from fewer 
people being off sick with smoking related illnesses and less smoking breaks 
being taken 
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VII. As a local employer, be an exemplar of good practice and lead the way in 
implementing Smoke free policies that extend to all outdoor areas. 

VIII. Prevent nuisance to other building users from exhaled vapour and obstruction 
of doorways 

 
2  Scope 
 
This policy will apply to all employees. This policy also applies to all persons on the 
Sheffield CCG site, including staff, volunteers, contractors, agency workers and 
visitors. The policy is applicable to the workplace, grounds, associated sites and 
vehicles including lease cars but excluding designated smoking areas. 
 
3  Definitions 
 

E-cigarettes are devices that allow the user to inhale nicotine in a vapour rather 
than smoke. They do not burn tobacco and do not produce tar or carbon monoxide, 
two of the most damaging elements in tobacco smoke. They work by heating a liquid 
that usually contains nicotine, propylene glycol and/or vegetable glycerine and 
flavourings. There are a variety of models available including ‘cigalikes’, vape pens, 
pod systems and ‘mods’.  
 
Vaping is the use of e-cigarettes. 
 
4  Principles 
 

4.1 There is no designated area for vaping on the 722 Prince of Wales site.  
 
4.2 In order to minimise risk and ensure safety and in line with NHS Sheffield 

CCG policies on all other portable devices, rechargeable e-cigarettes 
(which are peoples’ personal property) should not be charged on Sheffield 
CCG premises. 

 
4.3 There is no provision for “vaping breaks”. All NHS Sheffield CCG 

employees are important and offer a valuable contribution in maintaining 
high quality delivery of services. This ensures equity across service 
provision and avoids resentment and stress across service teams. Where 
it is consistent with delivery of services employees will be allowed to have 
time away from the workplace but this should be treated like any other time 
away, accounted for through use of flexitime or other local arrangement 
and be authorised by the manager.  

 

4.4 Vaping is not allowed in any vehicle owned, leased, or rented by Sheffield 
CCG. In addition, in the interests of comfort and convenience, vehicle 
owners who utilise their private vehicles during working hours for the, 
transportation of passengers or equipment will not be permitted to vape or 
allow passengers to vape whilst on Sheffield CCG business. 

 
4.4 Staff should be aware that whilst not a legal obligation, vaping in a vehicle 

could be deemed to constitute driving without due care and attention which 
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could result in prosecution. 
 

4.5 For all clinical staff required to wear a uniform for work, it is not permissible 
to vape whilst wearing the uniform. 

 
4.6 Employees are expected to have consideration for local neighbours. This 

includes avoiding vaping directly outside any neighbouring house/building. 
 

4.7 Persistent breaches of this policy could result in disciplinary action. 
 
Roles and Responsibilities NHS Sheffield CCG 
 

• Good working relations are vital for the organisation to operate 
successfully and provide services. There is a joint responsibility for 
management, trade unions and employees to accept the responsibility 
of working together on issues in good faith and with the shared intention 
of facilitating good working relations. 

• Sheffield CCG has a responsibility to ensure that staff are not exposed 
to health risks from passive vaping at work – which can affect those with 
health conditions such as asthma – and actively encourage good health 
for all employees. The Accountable Officer of Sheffield CCG has overall 
responsibility for this policy; however responsibility for its 
implementation and monitoring is shared by the Human Resources 
team and managers within the Sheffield CCG, as detailed below. 

 
Employees 

• Have a duty to comply with the requirements of this policy by not using 
e-cigarettes or vaping on Sheffield CCG premises, except in designated 
outside areas. Employees should be made aware of specific vaping 
requirements or arrangements in regards to the premises/grounds they 
are working from. All employees will, in addition to this policy, be 
expected to adhere to the vaping policies of any external premises at 
which they are working, based or visiting. It is the employee’s 
responsibility to use the designated areas outside of the building if these 
are provided. 

Line Manager 

• Managers will take reasonable steps to ensure that adequate 
arrangements are in place to enable the policy to be fully implemented 
in the workplace. 

• This will include ensuring that all staff, patients and visitors comply with 
the policy. 

• Managers may provide their employees with appropriate support if 
requested  

• Managers have a responsibility to ensure breaches of this policy are 
dealt with appropriately. 

• Managers have a duty to ensure that this policy is enforced within their 
area of management responsibility. This includes making new and 
current employees aware of this policy and dealing with issues arising 
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from breaches of this policy. 

Human Resources Team 
 

• To work in partnership with managers, representatives of staff-side and 
Trade Union Representatives to ensure employees are treated fairly 
and consistently within the framework of the policy. 

• Human Resources may need to advise and support managers in 
dealing with breaches of this policy. 

• To work in partnership with representatives of staff-side to ensure 
employees are treated fairly and consistently within the framework of 
the policy. 

 
5  Review 

 
This document may be reviewed at any time at the request of either staff side or 
management, but will automatically be reviewed after 12 months and thereafter on a 
bi-annual basis or when a change in legislation dictates. 

 

6  References and links to other documents 

The Smoke Free Regulations 2007: Smoke Free England 
http://www.smokefreeengland.co.uk/thefacts/the-regulations/  
 
Smoke Free site (endorsed by the NHS) 
https://www.nhs.uk/smokefree  
 
NHS Statement of Support for Tobacco Control 2017 
http://smokefreeaction.org.uk/wp-content/uploads/2017/06/NHSstatement.pdf 
 
Achieving World Class Cancer Outcomes – A strategy for England 2015-2020. Independent 
Cancer Taskforce (4.2 Smoking) 
https://www.cancerresearchuk.org/sites/default/files/achieving_world-
class_cancer_outcomes_-_a_strategy_for_england_2015-2020.pdf 
 
NICE Smoking Overview (last updated August 2018) 
https://pathways.nice.org.uk/pathways/smoking  
 
NHS Long Term Plan Jan 2019 (Smoking 2.8) 
https://www.longtermplan.nhs.uk/wp-content/uploads/2019/01/nhs-long-term-plan.pdf 
 

https://www.nhs.uk/live-well/quit-smoking/using-e-cigarettes-to-stop-smoking/ 

 

http://www.smokefreeengland.co.uk/thefacts/the-regulations/
https://www.nhs.uk/smokefree
http://smokefreeaction.org.uk/wp-content/uploads/2017/06/NHSstatement.pdf
https://www.cancerresearchuk.org/sites/default/files/achieving_world-class_cancer_outcomes_-_a_strategy_for_england_2015-2020.pdf
https://www.cancerresearchuk.org/sites/default/files/achieving_world-class_cancer_outcomes_-_a_strategy_for_england_2015-2020.pdf
https://pathways.nice.org.uk/pathways/smoking
https://www.longtermplan.nhs.uk/wp-content/uploads/2019/01/nhs-long-term-plan.pdf
https://www.nhs.uk/live-well/quit-smoking/using-e-cigarettes-to-stop-smoking/
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7 Equality & Diversity Statement   

NHS Sheffield CCG aims to design and implement services, policies and measures 
that meet the diverse needs of our service population and workforce, ensuring that 
none are placed at a disadvantage over others. It takes into account the Human 
Rights Act 1998 and promotes equal opportunities for all. This document has been 
assessed to ensure that no-one receives less favourable treatment on grounds of 
their gender, sexual orientation, marital status, race, religion, age, ethnic origin, 
nationality, or disability. Members of staff, volunteers or members of the public may 
request assistance with this policy if they have particular needs. If the person 
requesting has language difficulties and difficulty in understanding this policy, the 
use of an interpreter will be considered.  

NHS Sheffield CCG embraces the six staff pledges in the NHS Constitution. This 
policy is consistent with these pledges. 

8 Disability Confident  

NHS Sheffield CCG has been accredited with the Disability Confident Award – level 
1.  This is in recognition of meeting the commitments regarding employment of 
disabled people and permits the organisation to use the Disability Confident logo on 
all of its stationery.    The Disability Confident symbol should be added as a footer to 
all policies / procedural documents. 
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.     Appendix 2 

 
 

NHS Sheffield CCG Equality Impact Assessment  
 

Equality Impact Assessment 
 

Title of policy or service: 
 Use of E-cigarettes and Vaping Policy 

Name and role of officer/s completing  
the assessment: 

 
Lisa Elliott – HR & OD Manager  

Date of assessment: June 2019 

Type of EIA completed:        Initial EIA ‘Screening’  ☐   or    ‘Full’ EIA process  ✓             

 

 

1. Outline 
Give a brief summary of your policy or 
service 

• Aims 

• Objectives 

• Links to other policies, including 
partners, national or regional 
 

 

 

 
Identifying impact: 

• Positive Impact:  will actively promote or improve equality of opportunity; 

• Neutral Impact:   where there are no notable consequences for any group; 
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• Negative Impact: negative or adverse impact causes disadvantage or exclusion. If such an impact is identified, the EIA should ensure, that 
as far as possible, it is justified, eliminated, minimised or counter balanced by other measures. This may result in a ‘full’ EIA process. 

 

2. Gathering of Information  
This is the core of the analysis; what information do you have that might impact on protected groups, with consideration of the General Equality Duty.  

  
 
 

(Please complete 
each area) 

What key impact have you identified? For impact identified (either positive an or negative) give details below:  

 
Positive 
Impact  

 
Neutral 
impact 

 
Negative 
impact 

How does this impact  
and what action, if any, do you need 

to take to address these issues? 

What difference  
will this make? 

Human rights  ☐ ☐ A reduction in exposure to side-stream 
smoke (for non-smokers) and improved 
access to stop-smoking services (for 
smokers). 
 

Improved Health Outcomes 

Age ☐  ☐   

Carers ☐  ☐   

Disability ☐  ☐   

Sex ☐  ☐   

Race ☐  ☐   

Religion or belief ☐  ☐   

Sexual orientation ☐  ☐   

Gender 
reassignment 

☐  ☐   

Pregnancy and 
maternity 

 ☐ ☐ A reduction in exposure to side-stream 
smoke and improved access to stop-
smoking services. 

Improved Health Outcomes 

Marriage and civil 
partnership (only 
eliminating 
discrimination) 

☐  ☐   

Other relevant ☐  ☐   
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groups 

HR Policies only: 
Part or Fixed term 
staff  

☐  ☐   

 
IMPORTANT NOTE:  If any of the above results in ‘negative’ impact, a ‘full’ EIA which covers a more in depth analysis on areas/groups 
impacted must be considered and may need to be carried out.  

 
 
 
Having detailed the actions you need to take please transfer them to onto the action plan below. 

3. Action plan 

Issues/impact identified Actions required 
How will you measure 

impact/progress 
Timescale Officer responsible 

 
 

    

 
 

    

  
 

   

 
 

4. Monitoring, Review and Publication 

When will the proposal be 
reviewed and by whom? 

Lead / Reviewing  
Officer: 

HR Manager Date of next Review: 3 years 

 

 

 


