[image: image1.png]Leg al Software | Oyez House, 7 Spa Road, London SE16 3QQ

sales 020 7556 3200 support 020 7556 3201
fax 020 7556 3310 DX 80705 Bermondsey
e-mail legal.software@oyez.co.uk www.oyezstraker.co.uk





EFIS No.20/2007

May 2007

RANGE: PERSONNEL - POLICY DOCUMENTS

POLICY10
-
Smoking at Work Policy [NEW FORM]
A smokefree working environment will become law in England with effect from 1st July 2007.  A smoking at work policy, whilst not a legal requirement, will help to communicate and enforce this law within your workplace.

This form can be used immediately.

DOWNLOAD THIS EFIS FROM WWW.OYEZFORMS.CO.UK
Users of the site benefit from 24 hours access to additional features only available to www.oyezforms.co.uk.  To access the site you will need your account number and password
(if not known please contact Support on Tel. 020 7556 3201). 

Importing Forms – Version 8/9 (32Bit software for Windows 98/NT4/2000/XP)

1. Start the OyezForms software (if you are running a networked copy of the software only one user should have the software open at this point).

2. Insert the CD-ROM into your CD drive.

3. Select Admin and then Import new forms… 

4. When the dialogue box appears, click BROWSE
5. Double-click on the CD-ROM drive labelled ‘OyezForms’ and select the EFIS folder which this document refers to.  Click OK
6. The forms listed within this EFIS will appear in the dialogue box

7. Click Select All

8. Click Import

9. Click Done.

If you have any problems please contact Oyez Legal Software on 020 7556 3201
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