Template 3: Sample communication plan
{Remove this section once complete}

The following table outlines a sample plan for communicating the key messages about your smoke-free worksite policy. 

A range of parties may be interested in your policy change, and you will need to determine:

· who they are

· what to tell them

· how to tell them
· who is going to tell them

· when to tell them.

An example for contractors is given in the first row of the table, with further example groups listed in the first column. Add or remove as necessary.

	Target audience:

Who do we want to inform?
	Key messages:
What do we want to tell them?
	Communication methods: 

How are we going to tell them?
	Who is responsible for doing it?

	Deadline:

By when does this need to happen?
	Date completed

	Example: Contractors
	· We want to promote the health and wellbeing of our staff and visitors

· Our worksite will be smoke free from 30 June 2012

· Contractors visiting the site will not be permitted to smoke on the premises after this date
	· Letter to manager/CEO of each contracting organisation
	· Debbie – Site Manager
	· 31 March 2015
	

	
	· 
	· Notice on website
	· John – IT Manager
	· 15 April 2015
	

	
	· 
	· Signage erected at gate
	· Charlie – Maintenance foreman
	· 30 April 2015
	

	
	· 
	· Article in external newsletters
	· Alice – Public Relations Manager
	· 3 May 2015
	

	
	· 
	· Advertisement in local paper
	· Alice – Public Relations Manager
	· 15 June 2015
	

	Employees
	
	
	
	
	

	Customers
	
	
	
	
	

	Contractors
	
	
	
	
	

	Visitors
	
	
	
	
	

	General public
	
	
	
	
	


