1836 (Rev. 11-04) ) Identification PT-03134
Treasury Documentation Procedure

) ] ffecti 10-1-2006
Subject: Smoking Complaints, Resolve gezlc:c‘;iDate

For: HEALTH AND SAFETY HANDBOOK Aiso see:  ET-03017, 84

PT-03134 (1-1-2003)

EMPLOYEE HANDBOOK Page 1 of 2

SUPERVISOR HANDBOOK

Treasury Employee  Note: Refers to Policy ET-03084 in the Employee Handbook on

1.
2.
3.
4.
Treasury’s 5.
Health and
Safety Agent
6.
Supervisor 7.

implementation and enforcement of Michigan Clean Indoor Air Act and
Executive Order No. 1992-3.

Observes person smoking in prohibited area of state government facility, as
defined in Policy ET-03084.

A. If smoker is not a Treasury employee, informs smoker of policy and
directs smoker to smoking permitted area of building, if any, or outside
the building.

B. If smoker is Treasury employee, goes to step 2.

Obtains form 2132 SMOKING COMPLAINT from Treasury’s Health and
Safety Agent in Human Resources Division, Treasury Building, (517)
241-3824, or on Treasury’s Intranet.

Completes complainant portion of 2132 describing problem clearly and
specifically.

Keeps copy of 2132 and sends original to Treasury’s Health and Safety
Agent.

Checks 2132 to make sure Employee has completed form properly and
made a clear statement of problem.

Gives or sends copies of 2132 to smoker’s immediate Supervisor and to
next higher supervisory authority to inform them of complaint.

A. Also notifies Supervisor of prior complaints involving the same
employee.

Resolves complaint, if possible, using the following criteria:

A. Complaints should be resolved at the lowest possible level of
supervisory authority.

B. Supervisor intervention must include notice to the employee that
progressive discipline will be used to correct continuing problems, and
documentation of that notice must be retained.

Approving Signature



Identification PT-03134
Procedure
Effective Date 10-1-2006

Subject:  Smoking Complaints, Resolve

Page 2 of 2

Supervisor (cont.) 7. C. Policy ET-03084 states that management and supervisory personnel are
responsible for familiarizing their employees with the requirements of
the Executive Order and the Act, and for enforcing compliance and
correcting violations according to Treasury’s disciplinary action
policies and procedures.

Treasury’s 8. Asks Employee’s immediate Supervisor to report within seven working
Health and days on timetable for action(s) to be taken to resolve complaint.
Safety Agent

WHEN: Each Committee Meeting

9. Reports to Departmental Health and Safety Committee on current status of
all smoking complaints.

Supervisor 10. Investigates complaint and reports findings to Treasury’s Health and Safety
Agent.

Treasury’s Health 11. Reviews findings and recommends appropriate action.

and Safety Agent

Supervisor 12. Begins disciplinary action according to Policy ET-03017 Disciplinary

Action, Progressive Discipline in the Supervisor Handbook.
WHEN: Within Seven Working Days
13. Notes on 2132 how disciplinary action will be implemented.
14. Makes copies of 2132 for all supervisors involved in complaint.

15. Retains copy of 2132 and returns original to Treasury’s Health and Safety
Agent.

End
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