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Leadership Implementation Guide

• Safe Consumption Tool Kit Guide

• RACI Exercise

• Communication& Information Materials

• Safe Space Design Guide



CAREWEST  /  PRACTICE GUIDE

Safe Consumption
Tool Kit Guide

Tobacco, Non-medicinal Cannabis, and Alcohol

in Continuing Care Programs



01 / CONTEXT

One guide. Every site is different.

01 Diverse needs
Adapt policies to resident needs, staffing models, and physical 

environments.

02 Safer support
Balance safety, autonomy, dignity, and effective substance-use 

support.

03 Stronger adoption
Build trust early to improve participation and sustainable 

outcomes.
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POLICY

Templates and guidance for tobacco, cannabis, 

and alcohol.

ASSESS

Screening tools, assessments, and practical 

checklists.

LEARN

Educational materials for staff, residents, and 

families.

CONNECT

Communication guides, consent forms, and 

conversation aids.

02 / TOOLKIT

Four resources. One coordinated approach.
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03 / ROLLOUT

From readiness to continuous improvement

ASSESS
Site + stakeholders

DESIGN
Strategy + policy

EQUIP
Train + distribute

ENGAGE
Residents + families

LAUNCH
Monitor in practice

IMPROVE
Evaluate + adjust
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01
LEADERSHIP

Endorse policy

Allocate resources

02
CARE STAFF

Daily support

Monitor + communicate

03
RECOVERY SPECIALISTS

Counseling

Recovery support

04
RESIDENTS + FAMILIES

Participate

Share feedback

04 / ACCOUNTABILITY

Clear ownership keeps support consistent
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05 / COMMUNICATION

Respect is the protocol

1  LISTEN
without judgment

2  TAILOR
language to audience

3  CONFIRM
understanding + next step

“What matters most to you right now?”

Provide regular updates • Invite questions • Document shared decisions
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EXPLAIN
Purpose + options

CHECK
Capacity + understanding

RECORD
Consent or refusal

REVISIT
When circumstances change

06 / CONSENT

Consent is informed, voluntary, and ongoing

Protect autonomy and legal rights at every stage. A refusal is a decision to respect—

not a barrier to care.
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07 / RECOVERY

Meet residents where they are

COUNSEL + CONNECT

Counseling and peer support create 
connection.

INTEGRATE CARE

Coordinate medical, mental health, 
harm reduction, and recovery goals.
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1  RESPOND
Immediate safety + care

2  REPORT
Notify + document

3  SUPPORT
Follow up with resident

4  REVIEW
Prevent recurrence

08 / RESPONSE

Stabilize. Document. Learn.

The immediate goal is safety—not blame. Every review should strengthen the system 

around the resident.
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09 / QUALITY

Measure what helps the program improve

COLLECT

Incidents + outcomes

LISTEN

Resident, family + staff feedback

AUDIT

Indicators + practice reviews
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10 / ACKNOWLEDGMENT

Built through collaboration

PROJECT TEAM

Site leaders
Clinical and care teams
Recovery specialists

PARTNERS + STAKEHOLDERS

Residents and families
Partner organizations
Program and quality advisors
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Roles and Responsibilities 
for Site-Specific Safe 
Consumption Processes
RACI Activity, Implementation Roadmap, and 

Quality Monitoring



Context and 
Objectives

Strengthening safe consumption services through 

collaboration, clarity, and data-informed decisions to 

enhance client experience and staff competency.

OUR OBJECTIVES

Develop clear roles and responsibilities via a RACI activity

Implement a site-specific strategy informed by data and team 

input

Establish a measurement and quality monitoring framework

Define governance and continuous improvement processes



RACI Framework 
and Role Map
Clarifying who does what, who decides, and who stays informed.

RACI 

MODEL

A

C

KEY ROLES IN SAFE CONSUMPTION 

SERVICES

Executive Director, Director 

of Care, Clinical Lead

Provide leadership, set direction, and 

oversee outcomes

Attending Physician, 

Most Responsible Person

Clinical oversight and regulatory 

accountability

Regulated Nurses, Health 

Care Aides, Pharmacist, 

Allied Health

Deliver care, support clients, and 

apply professional expertise

Site Quality & Performance, 

Site Educator, Security, 

Housekeeping, Facilities & 

Site Maintenance

Maintain quality, safety, education, 

and site operations

Client / Alternate 

Decision Maker

Participate in decisions and 

care planning

R

I

Responsible

Accountable

Consulted

Informed

performs the work

decision maker, ultimate owner

provides input and expertise

kept up to date



• Substance Use Agreement
• Letter to the Residents and Families 

Smoking Brochures
• Standard Signage Guide for 

Consumption
• Staff Communication Scripts

Communication 
& Information 
Materials



Substance
Use

Resident Choice & Commitment

Safety Expectations

Support & Resources

Reassessment & Compliance

Next Steps

Agreement



Letter to 
Residents

Clear communication.

Shared responsibility.

Supporting safe, respectful 
communities together.

and Families



Smoking 
Brochure

Clear policies for smoking 
at Carewest Belcher

Designated smoking 
areas and building rules

Resources and feedback 
options for residents

Supporting a safe, respectful, 
and clean environment



Standard Signage 
Guide for 
Consumption

Continuing Care Design Standards



INTRODUCTION 
AND SCOPE

PURPOSE
Outline signage requirements to ensure safety 

and compliance in consumption areas.

SCOPE
Applies to compliance with Continuing Care 

Design Standards, NBC-AE 3.8.3.9, CSA B651, and 

2025 standards.

FOCUS Preserve accessibility, clarity,

and standardization in signage design.

COMPLIANCE
Verbatim adherence to specifications

is essential for safe, consistent signage.

SAFE 
CONSUMPTION 
AREA

RESPECT PRIVACY
KEEP SPACE CLEAN



NBC-AE 3.8.3.9 COMPLIANCE 
REQUIREMENTS

NBC-AE 3.8.3.9 requires that safe consumption areas be 
identified with signage that is visible, legible, and placed to be 
easily noticed by users.

SAFE 
CONSUMPTION 
AREA

RESPECT PRIVACY
KEEP SPACE CLEAN



CSA B651 ACCESSIBILITY 
STANDARDS
Csa B651 sets clear requirements for accessible signage in safe 
consumption areas.

Specifies measurements, tactile features, and 
contrast criteria.

Includes compliant text and symbols to support 
recognition and safety.

Applies consistently within continuing care 
facilities.

CLEAR. 
ACCESSIBLE. 
COMPLIANT.

Accessible signage ensures 
dignity, independence, and a safer 
environment for everyone.

SAFE 
COSUMPTION 
AREA



2025 CONTINUING
CARE DESIGN STANDARDS

MEETS 2025 
STANDARDS

Aligns with 2025 Continuing Care Design Standards for safe, 
accessible, and consistent signage.

MATERIAL & 
DIMENSIONS

Use durable, easy-to-clean materials with appropriate size, 
contrast, and tactile elements for clear visibility.

PLACEMENT Install signs at complaint heights and locations
to support wayfinding, safety, and accessibility.

INTEGRATED 
COMPLIANCE

Designed to work in harmony with NBC-AE 3.8.3.9 and CSA 
B651 for a cohesive signage program.

LAYOUT & 
DESIGN

Follow layouts that prioritize readability,
clarity, and standardization.

PLEASE RESPECT
RESIDENT PRIVACY



RECOMMENDED
SIGNAGE EXAMPLES 
AND LAYOUT NOTES

SAFE 
CONSUMPTION 
AREA

RESPECT PRIVACY
KEEP SPACE CLEAN

240 mm

300 mm



Staff 
Communication 
Scripts

CLEAR CONVERSATIONS.

HEALTHIER OUTCOMES.



SCRIPT 

APPROACH

Approach 
Calmly and 
Privately
Greet the resident with a calm, respectful tone

Invite them to speak in a private space

Make clear this is about something important

Keep the conversation focused and confidential

PRIVACY BUILDS TRUST. CALM BUILDS 

SAFETY.



STAFF SCRIPTS

Express Concern 
and Objective 
Information

STATE WHAT YOU OBSERVED Describe the specific 

behavior or situation

SHARE YOUR CONCERN Why it matters in a calm, 

factual way

CLARIFY YOUR PURPOSE How you want to

check in and understand



SCRIPT APPROACH

Invite
Resident’s
Perspective
Create space for them to share their view

Listen to understand, not to respond

Show you’re here to support

CURIOSITY BUILDS CONNECTION.



Acknowledge 
and validate

EMPATHY OPENS THE DOOR 

TO SAFE CONVERSATIONS.

Thank them for trusting you

Recognize the challenge they're facing

Show that their honesty matters



Restate Expectations and 
Offer Support

We follow the agreement to protect your care and safety

Not following it can affect your care and safety

Let’s talk about what support could help you succeed

We can explore options together



Explain Next 
Steps Clearly,

I'll document this and update the care team so we 

can support you

If this continues, there may be changes to 

your care plan

Our goal is to work with you and help you feel 

supported, while maintaining safety

WE'RE HERE TO SUPPORT YOU

End Positively



TRAUMA INFORMED TIPS:

Lead with 
Calm. 
Support 
Safety.
Speak with respect and empathy

Keep language calm and non-judgmental

Focus on safety, not consequences

Partner with the resident on solutions

COMPASSION CREATES CONNECTION



C A R EWEST   |   FA C I LIT IE S  D E S IG N

SAFE SMOKING
AREA DESIGN GUIDE

CAREWEST  •  SAFE SMOKING AREA DESIGN GUIDE



DEC ISIO N C O NTEX T

Two options. One safe decision.

Use this guide to align compliance, resident safety, 
staff supervision and long-term operations before 
design begins. OUTDOOR

SHELTER
INDOOR
ROOM

Each route includes detailed requirements and 
implementation checklists.
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O P TIO N 1  •  O U TDO O R

Location & compliance
03

✓
≥ 5 m from openings, windows and air intakes

✓
No oxygen cylinders or O₂ equipment within 10 m

✓
Staff visibility and safe supervision

✓
Avoid high-traffic areas  
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O P TIO N 1  •  O U TDO O R SMO K ING SHEL TER

Design Requirements for 4 Seasons

✓
Open-sided design — maximum 2–3 
walls

✓
Roof rated for snow load

✓
Non-slip flooring + proper drainage

✓
Wheelchair / walker accessible 
dimensions

✓
Electric or radiant heating element

✓
Clear, maintained winter pathway

✓
Standard Carewest wayfinding  

ENCLOSED = INDOOR

A fully enclosed shelter requires full 
indoor ventilation compliance.
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O P TIO N 1  •  O U TDO O R

Safety & operations
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✓
Non-combustible ashtrays — wall-mounted 
or weighted

✓ Fire extinguisher within 10 m

✓ Fire-resistant, easy-clean chairs or bench

✓ CCTV coverage OR clear lines of sight

✓ Lighting for evening visibility

✓ Daily / weekly cleaning protocol

✓ Winter snow clearing: path + shelter

✓ Quarterly structural inspection



O P TIO N 2  •  INDO O R

Three gates before design

01  FEASIBILITY

Facilities + mechanical contractor 
review

02  BUSINESS CASE

Document rationale and source quotes

03  BUDGET APPROVAL

Construction + ongoing operating costs
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O P TIO N 2  •  INDO O R

Mechanical ventilation system

SMOKING
ROOM

NEGATIVE PRESSURE

DEDICATED EXHAUST

No recirculation

Exhaust outlet ≥ 10 m from fresh-air intakes
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O P TIO N 2  •  INDO O R

Air filtration & fire safety
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✓
In-duct HEPA or equivalent filtration — recommended

Filter replacement schedule established

✓
Non-combustible floor, wall + ceiling finishes documented

✓
Fire-retardant, easy-clean furniture

Secured non-combustible ashtrays

✓
Local smoke detectors + building alarm integration

✓
Fire extinguisher mounted in room

✓
Self-closing, fire-rated door — preferred

✓
Wheelchair accessible  

✓✓

✓



O P TIO N 2  •  INDO O R

Monitoring & controls

✓
BAS ( Building Automation System ) 
integration where possible

✓
Staff / security checks and rounds

✓
Call bell within room

✓
Operating hours: __________

✓
Standard Carewest signage

✓
Disposal + emergency instructions posted

✓
Daily cleaning schedule

✓
Deep clean frequency: ______

✓
Staff supervision + emergency response 
training

CAREWEST  •  SAFE SMOKING AREA DESIGN GUIDE



O P TIO N 2  •  INDO O R

Ongoing Maintenance Schedule

DAILY

Visual inspection
Cleaning
Ash disposal

WEEKLY

Deep clean
Check ventilation

MONTHLY

Filter inspection
Airflow spot-check

QUARTERLY

Full ventilation test
PM system inspection
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IMP L EMENTATIO N

Required Approvals

✓
Facilities Engineering — ventilation design

✓
Fire Marshal — fire safety, detection, materials

✓
Infection Prevention & Control — smoke control, cleaning

✓
Occupational Health & Safety — staff exposure

✓
Carewest Leadership — operational approval

✓
City of Calgary — permit / bylaw review

ALL APPROVALS COMPLETE  →  PROCEED
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Equipment Options for Safe 
Storage and Space Design

Carewest does not recommend or endorse any of these 

products. They are presented as options to support operators in 

researching the product that best meets their needs.



Safe Storage at Bedside

Bedside Cabinet Lock
Supplier: RGO Products Ltd.
Item #: GCEXBT01PN-LK

Install a keyed lock on bedside tables or closets for 
clients to manage and hold the key if possible.

https://www.rgo.ca/


Safe Storage with Oduor 
Control
• Smell-Proof Bag for Cannabis
Residents’ cannabis is placed in this smell-proof 
bag and then secured inside the bedside cabinet. 

Click here to link to product.

https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.amazon.ca%2FSmell-Proof-Bags-Combination-Lock%2Fdp%2FB07VPM3B8J%2Fref%3Dsr_1_9%3Fcrid%3D1YIBXBX6EP9ES%26dib%3DeyJ2IjoiMSJ9.TLw4ub8GPGQNOciHIGZUoIg-dDwScRvv8nCh54bfBPSrJ9FRvodTT2QN5e5l0wEvAqOEYkjmzXhBAnxueqmbyHFbGn-0i4LEGQqnzFaUMPzr9jTHXVFW4NUTgHLwLxW5XAiVs_G10SBsYGsuT1hBpSRA7MzHpPIFCIPPtzGbY2uUh_jf4wXDVvGu_N2VLiWPODzxRE9uwUEYWHcsCBFcOw20Vf9GCWpewfrwjA0bxrnVtuL2X7eOE-UBxoYpqvCoTwVsFUUv2rQNmhIHIozGD2gh8v5LcRCE2owP4Bi0D-M.511gg0DF5WWgaki79xvptpWwL_KIoEwkuPdRDZN_TrY%26dib_tag%3Dse%26keywords%3Dsmall%2Bstorage%2Bbag%2Bno%2Bodor%26qid%3D1743608177%26sprefix%3Dsmall%2Bstorage%2Bbag%2Bno%2Bodor%252Caps%252C148%26sr%3D8-9&data=05%7C02%7CDaria.Armstrong%40carewest.ca%7Ca9e004397bb949ea8bf408de681d1fc5%7C11930486b47048f291663f0cc3087727%7C0%7C0%7C639062671452907616%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=s0oQDzxgUTNx2HDF5zYSztxh%2BurbB%2F81HUHpyvrDbBU%3D&reserved=0


Temporary Safe Storage Option
• Unit Teams, under the direction of the leadership, 
should create a safety plan to address the need to 
temporarily remove a substance from a client and the 
need to temporarily house a substance while alternate 
arrangements are made.

• This container could be mounted on the wall in that 
designated location and accessible for staff.

Wall-Mounted Storage Boxes
 

https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.hallowell-list.com%2Fproducts%2Flockers%2Fcubix%25E2%2584%25A2-lockers&data=05%7C02%7CDaria.Armstrong%40carewest.ca%7Ca9e004397bb949ea8bf408de681d1fc5%7C11930486b47048f291663f0cc3087727%7C0%7C0%7C639062671452942046%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=h8Qd%2B1B8bbSBWBKEjgaNOoVkGf%2BbzlifxxgmgvLMKvM%3D&reserved=0
https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.hallowell-list.com%2Fproducts%2Flockers%2Fcubix%25E2%2584%25A2-lockers&data=05%7C02%7CDaria.Armstrong%40carewest.ca%7Ca9e004397bb949ea8bf408de681d1fc5%7C11930486b47048f291663f0cc3087727%7C0%7C0%7C639062671452942046%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=h8Qd%2B1B8bbSBWBKEjgaNOoVkGf%2BbzlifxxgmgvLMKvM%3D&reserved=0
https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.hallowell-list.com%2Fproducts%2Flockers%2Fcubix%25E2%2584%25A2-lockers&data=05%7C02%7CDaria.Armstrong%40carewest.ca%7Ca9e004397bb949ea8bf408de681d1fc5%7C11930486b47048f291663f0cc3087727%7C0%7C0%7C639062671452942046%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=h8Qd%2B1B8bbSBWBKEjgaNOoVkGf%2BbzlifxxgmgvLMKvM%3D&reserved=0


Safe Smoking Equipment
• Equipment should be 
secured/mounted.
• Easy to clean.
• Fire resistant.
• Weatherproof.
• Durable
The Site Manager will be able to provide 
recommendations on equipment.



Safe Smoking and Vaping Design

• Reference the Safe Space Design Guide in 
the Toolkit.

• The Site Manager will provide site specific 
design recommendations.



Assistive Devices
Assistive/adaptive aids such as weighted ashtray with a 
cigarette holder, smoking tubes and adaptive cigarette 
holders and lighters:

• Smoking aid ashtray with flexible tube allows handsfree 
smoking, reduces fire/burn risk and a clamp to secure the 
base to a wheelchair or an anti-slip base for a table 

• USB charging, rechargeable flameless lighter 

• Wall or pole mounted lighters (flameless)

https://www.performancehealth.ca/ashtray-with-remote-tube
https://parsonsadl.com/products/product.php?id=273
https://parsonsadl.com/products/product.php?id=273
https://parsonsadl.com/products/product.php?id=273
https://www.canadiantire.ca/en/pdp/vermont-castings-flameless-rechargeable-usb-c-lighter-0766809p.html
https://ozilite.com/wall-mounted-automatic-flameless-cigarette-lighter/


Fire Resistant Accessories

Smokers Fire Retardant Bib |

ERP0350

Fireproof Apron: Apron protects residents who smoke and upholstery from burns. Click here.

Click here

Click here

Click here.

Fire resistant accessories: Fire-
retardant aprons, clothing, and 
blankets to protect against 
falling ashes. 

Smoker’s Fire Retardant 
Bib:Smokers Fire Retardant Bib | 
ERP0350

Fireproof Apron: Apron protects 
residents who smoke and 
upholstery from burns. 

Click here.

Flame-Resistant Clothing: 
coveralls, jackets, hoodies. Price 
ranges depending on garment

Click here.

Cover surfaces as needed with a 
flame retardant blanket 

Welding Blanket

Click here.

https://www.erp.ca/Smokers-Fire-Retardant-Bib-ERP0350?srsltid=AU7gw4Xdb0cW1d1phY4rTLjrxVctKG59wvCr3GnsMAYrPn2RegZOzkew
https://www.erp.ca/Smokers-Fire-Retardant-Bib-ERP0350?srsltid=AU7gw4Xdb0cW1d1phY4rTLjrxVctKG59wvCr3GnsMAYrPn2RegZOzkew
https://www.performancehealth.ca/skil-care-smokers-apron
https://www.performancehealth.ca/skil-care-smokers-apron
https://shop.thecoverallshop.ca/
https://www.uline.ca/Product/Detail/S-21099/Welding/WeldingBlanket-6-x-6


Fire-safe Cigarette 
Disposal Containers • Stainless steel smoke disposal box 

Smoke-X Cigarette Disposal Box | Safety 
Media

• Commercial Fireproof Ashtrays wall-
mounted or free-standing designs with 
various capacities. Powder-coated 
stainless steel, weather resistant. 

• Receptacle Liners

https://safetymedia.com/AA55/smoke-x-cigarette-disposal-box?utm_source=google&utm_medium=cpc&utm_campaign=17506368948&keyword=&gad_source=1&gad_campaignid=17509220773&gclid=Cj0KCQjw8c3VBhCsARIsAA_xJ921Ei3L-DgHLVXtkFTB_rJeA0tzvB8ogB8s9KMviCyRzfc6O_FtjQ8aAkeXEALw_wcB
https://safetymedia.com/AA55/smoke-x-cigarette-disposal-box?utm_source=google&utm_medium=cpc&utm_campaign=17506368948&keyword=&gad_source=1&gad_campaignid=17509220773&gclid=Cj0KCQjw8c3VBhCsARIsAA_xJ921Ei3L-DgHLVXtkFTB_rJeA0tzvB8ogB8s9KMviCyRzfc6O_FtjQ8aAkeXEALw_wcB
https://safetymedia.com/AA55/smoke-x-cigarette-disposal-box?utm_source=google&utm_medium=cpc&utm_campaign=17506368948&keyword=&gad_source=1&gad_campaignid=17509220773&gclid=Cj0KCQjw8c3VBhCsARIsAA_xJ921Ei3L-DgHLVXtkFTB_rJeA0tzvB8ogB8s9KMviCyRzfc6O_FtjQ8aAkeXEALw_wcB
https://safetymedia.com/AA55/smoke-x-cigarette-disposal-box?utm_source=google&utm_medium=cpc&utm_campaign=17506368948&keyword=&gad_source=1&gad_campaignid=17509220773&gclid=Cj0KCQjw8c3VBhCsARIsAA_xJ921Ei3L-DgHLVXtkFTB_rJeA0tzvB8ogB8s9KMviCyRzfc6O_FtjQ8aAkeXEALw_wcB
https://www.uline.ca/Grp_286/Smokers-Receptacles
https://www.uline.ca/Grp_286/Smokers-Receptacles
https://www.uline.ca/Grp_286/Smokers-Receptacles
https://www.uline.ca/Grp_286/Smokers-Receptacles
https://www.uline.ca/Grp_286/Smokers-Receptacles
https://www.uline.ca/Grp_286/Smokers-Receptacles
https://www.uline.ca/Grp_286/Smokers-Receptacles
https://www.uline.ca/Grp_286/Smokers-Receptacles
https://www.uline.ca/Grp_286/Smokers-Receptacles
https://www.uline.ca/Grp_286/Smokers-Receptacles
https://www.uline.ca/Grp_286/Smokers-Receptacles
https://www.uline.ca/Product/Detail/S-17201/SmokersReceptacles/Smokers-Receptacle-Liners
https://www.uline.ca/Product/Detail/S-17201/SmokersReceptacles/Smokers-Receptacle-Liners


Smoke Reduction Equipment Equipment to reduce excess smoke and/or 
alert for smoke particles 

• Smokeless ashtrays reduces smoke fumes. 
Options range from basic to advanced air 
purifiers. Available from Walmart, Amazon 
and other vendors.  

• Portable purifiers can help in semi-enclosed 
outdoor spaces (e.g., patios, tents) 

o For smaller spaces 

https://gordssmokeshop.ca/products/smokeless-ashtray
https://gordssmokeshop.ca/products/smokeless-ashtray
https://www.uline.ca/BL_2930/Air-Purifiers
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