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program overview

Organizations across Newfoundland and Labrador are discovering that going green is good for business. Reducing waste 
at work isn’t just good for the environment: it’s good for the bottom line, employee morale, and corporate public relations. 
Reducing waste at work means reducing operating costs and increasing operational productivity. And from a customer’s 
perspective, eco-friendly products and services are much more appealing and stand out from the competition.

why participate in this program?
Many people have already made lifestyle changes at home that benefit the environment and are now focusing on reducing 
waste at work. We spend the majority of our day at work and 60 percent of our province’s waste comes from the workplace; 
therefore, this is a place where small actions made by many individuals can make a big difference. Businesses and organizations 
can play a role in protecting our environment and help ensure a cleaner and more sustainable future by making small, simple 
changes to the way we conduct our daily business. Businesses can help create a greener future for all Newfoundlanders and 
Labradorians and help our province achieve its goal of reducing waste by 50 percent. 

•	 Initiating	new	ideas	at	work	can	build	relationships	between	
employees	through	shared	values	and	goals	such	as	health,	
environment,	safety,	and	better	business.

•	 Establish	a	green	culture	at	work.	Make	it	part	of	the	natural	
flow	of	the	workplace	and	a	“norm”	to	rethink	business	
decisions	with	the	environment	in	mind.

•	 Positive	change	in	the	workplace	can	bring	energy,	creativity,	
pride,	and	innovation	to	the	business.	Some	changes	can	
even	help	a	business	increase	sales,	improve	public	image,	
and	tap	into	a	new	client	base.	Positive	energy	is	contagious.	
Be	the	example	for	other	employees	and	embrace	change!

“We believe that, in order to thrive, 
we must be fully aware of our impact 
on the environment. This awareness 
then becomes the catalyst for creating 
new processes and policies designed 
to meet our environmental challenge – 
today and tomorrow. ”Subaru Canada
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program resources
 
E-Resource Kit 
MMSB has developed an Electronic Resource Kit (E-Resource Kit) that can help 
you Get	to	Half	at	Work and achieve more sustainable business operations.  
The E-Resource Kit is stored on a USB data drive and contains all the information 
your business or organization needs to get greening! We have resources to help 
your business set and attain environmental goals, including the following guides:

n Greener Future Team
n Environmental Policy
n Waste Audit
n Office Recycling Programs
n Green Procurement Policy
n Green Meetings
n Waste-Free Lunch
n Green Office Checklist

Additional resources such as videos, websites, and documents can also be 
found in the E-Resource Kit.

Presentations
Interested in having an MMSB Waste Reduction Educator help your staff 
find simple solutions to reducing waste at the office? MMSB has a team of 
enthusiastic, experienced educators who love sharing their knowledge about 
reducing waste. We offer interactive, lunch-and-learn style presentations to 
organizations (free	of	charge) that focus on simple ways to reduce waste at work 
and empower staff to get involved in environmental activities in the workplace.
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are you a ‘get to half’ Business?

Businesses that host an MMSB presentation or request our E-Resource Kit will also receive a Get	to	Half	at	Work decal and 
logo to proudly display at work and on your website. For more information about the Get	to	Half	at	Work program, to schedule 
an MMSB presentation or to request an E-Resource Kit, please contact one of our Marketing and Public Education Officers.

Contact Us

709.753.0948
1.800.901.MMSB (toll-free)

mmsb.nl.ca inquiries@mmsb.nl.ca 

OurGreenerFuture mmsbnl

Website 
MMSB has a dynamic website with everything you need to know about waste 
reduction. Our website has a section dedicated to the Get	to	Half	at	Work program 
where you can access all of our E-Resource Kit materials and download the 
latest resources.

Print Material
MMSB has developed a series of posters for the workplace to help educate your 
employees about reducing paper waste, packing a waste-free lunch, and what 
items to include in your beverage recycling program. Post them in your copy 
room and lunch room to help your staff get involved in environmental activities 
in the workplace.
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getting started
n Speak to management to get permission to start 
 a Greener Future Team at your office. 
n Discuss creating or enhancing an environmental  
 policy as well as funding for the team’s  
 environmental initiatives.
n Send an email to all staff. Invite individuals who  
 are interested in environmental issues to join the  
 team and attend the first meeting. Be sure to  
 invite employees from all departments including  
 management, administration, and operational  
 and maintenance staff. 
n Ask individuals to brainstorm before the meeting 
 and bring along their top-ten list of environmental 
 issues to address within the organization.

Build the team
n At the first meeting, establish the Greener 

 Future Team. Include individuals who are familiar  
 with the organization’s overall operations.  
 Team members usually act in volunteer positions;  
 however, their roles within the team can  
 sometimes be determined by their function within  
 the organization. For example, if the person  
 responsible for purchasing office supplies is a  
 member of the team, they could be responsible  
 for seeking out “green” office supplies and  
 determining costs. 
n Be representative of the overall staff. Include  
 representatives from executive, management,  
 human resources, operations, and/or communications.

A Greener Future Team (or Green Team) is a group of employees who, together, would like to 
reduce the environmental impact of their organization. The efforts of the Greener Future Team will 
not only help the environment but will also improve the organization’s bottom line. Organizations 
that have a Greener Future Team save money by reducing operating costs and improving 
operating efficiency, spending less on energy and waste management, and enhancing community 
and public relations. Greener Future Teams can engage employees and foster professional 
growth through experience in project management, communications and leadership as the team 
plans their eco-friendly campaigns.

greener future team

Employee productivity is found to increase by 2% when employees team up from 

various departments to work on and connect over common sustainability issues. 

Business Case for Sustainability – Corostrandberg.com
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n Designate a Greener Future Team leader. 
 The number one criteria for the team leader is  
 enthusiasm, but he or she should also have good  
 communication skills and be able to give directions  
 to other team members. The team leader should   
 also act as a liaison between management  
 and the team. 
n Schedule regular meetings and implement the  
 team’s action plan once it has been determined.  
 Note:	large	organizations	may	need	several		
	 months	to	implement	their	programs.

assess the organization’s current Behaviour
n Seek out ideas from all staff using the  
 “What’s your greener future?” form included  
 in your E-Resource Kit.
n Perform a waste audit and identify the types and  
 amount of waste generated at your facility
 (see	Waste	Audit). 
n Identify procurement and waste management  
 practices, and assess their effectiveness  
 (see	Green	Procurement	Policy). 

n Examine current waste reduction practices and  
 assess their effectiveness. Key points to keep in  
 mind when examining your waste:
 n  Reduce Did we need to use this item?  
  Is there a more durable alternative that  
  wouldn’t end up in the garbage?
 n  Reuse Was this item used to its full extent?  
  Could it be replaced with a reusable  
  alternative? Are there others (e.g.	employees,		
	 	 organizations) that have a use for it?
 n  Recycle If the item has reached its 
  end-of-life and can’t be reused, then is it  
  recyclable? What options are available  
  for recycling this item? 
n Assess the organization’s energy 

 consumption. Review energy bills and consider  
 completing a walk-through of the building to  
 assess current energy savings practices. 

estaBlish goals and oBjectives 
n Work with management to set the 

program’s short and long-term goals.
n Determine a budget. Work with 

management to discuss a budget for 
the team’s environmental initiatives. 

n Determine areas within the  
 organization to focus on. 

launch and implement the program
n Plan a kick-off event and invite all staff to 

attend. Ask management to launch the program  
and encourage all employees to participate. 

n Describe the goals and objectives of  
the Greener Future Team and how they will  
be implemented. 

organizations that have a greener future team save money By reducing operating costs 
and improving operating efficiency, spending less on energy and waste management, 
and enhancing community and puBlic relations.

“Our Green Team consists of representatives 
from all health disciplines as well as from various 
departments within the organization. The team has 
the support of our Senior Executive and includes 
employees and community partners – all of whom 
support our efforts to establish an environmentally 
responsible work environment and culture. ”Heidi Staeben-Simmons
Western Health Green Team Member
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n Describe the roles and responsibilities of  
 employees and encourage employees to take a  
 voluntary pledge to reduce waste in the workplace. 
n Consider launching a waste reduction and/or  

 environmental challenge.

n Highlight the benefits of the program.  
 Include the quantity of waste reduced, reused,  
 and recycled; quantity of recycled products  
 purchased; and potential cost savings.
n Post the organization’s Environmental Policy  

 in a central location. 
n Continue to educate staff and stakeholders  
 through emails, intranet, lunch-and-learns, etc. 
n Incorporate information on waste reduction and  
 other environmental initiatives into new employee  
 training and orientation programs.
n Send weekly tips, provide updates on progress,  
 and feature individuals who go above and beyond. 

working green
The Western Health Green Team is showing us 
that no matter how big the company, a small team  
of people working together can make a big 
difference! Through education, reduction, and 
recycling programs, they reduced their kitchen 
waste from 10 garbage bags per meal down to 
2 – a reduction of 8,650 bags per year! Yearly fuel 
consumption was reduced by 256,777 liters – the 
equivalent of 22 oil trucks. To tackle their office 
paper waste, they initiated a paperless electronic 
form system and offered e-newsletters to staff 
instead of printed copies. To further help reduce 
paper waste, the Green Team encouraged the 
use of an intranet document sharing system and 
ordered 2-sided printers. The end result? An 80% 
reduction in waste. 
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track and measure progress
n Use the information from the waste audit as a  
 baseline for measuring future progress of waste  
 reduction efforts.
n Monitor program progress and report the status  
 of the program to management. 
n Calculate any revenue and cost savings.
n Measure waste diverted from landfill.

promote success & maintain momentum
n Share success stories with management,  
 employees, and the general public.
n Highlight your “green champions” –  
 individuals who go above and beyond.
n Make program adjustments accordingly.

green office suggestions 
n Establish a paper reduction program  
 or a paperless office.
n Establish an office recycling program:  
 include beverage containers, paper, and any  
 other materials accepted by your municipality  
 or a private recycling company  
 (see	Office	Recycling	Programs).

n Establish a green procurement policy  
 (see	Green	Procurement	Policy).
n Establish an energy reduction program:  
 turn off lights and shut down computers and  
 equipment at night.
n Encourage alternate modes of transportation.  
 Reward staff who walk, bike, carpool, or use public  
 transportation and promote anti-idling. 
n Encourage waste reduction in the  
 kitchen/cafeteria.
n Stock kitchen with reusable dishes, cutlery,  
 glassware, and other items.
n Purchase coffee cream, coffee, and sugar in  

 bulk rather than individual packets.
n Encourage staff to bring waste-free lunches 

 (see	Waste-Free	Lunch).
n Establish an office donation program.  
 Donate unwanted furniture, office equipment,  
 and supplies to local charities, schools,  
 employees, or other businesses.

Some	people	will	be	resistant	to	change	and	will	
not	be	supportive	of	initiatives	within	the	office	
or	company.	Work	with	them,	not	against	them,	
and	continue	to	include	them	in	the	process.	
If	they	continue	to	shut	out	positive	ideas,	
don’t	give	up!	Some	people	take	much	longer	to	
get	comfortable	with	new	ideas	than	others.	
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An environmental policy is an organization’s declaration of commitment to the environment. It should unify the environmental 
vision of all key stakeholders: employees, management, partners, shareholders, customers, and suppliers. It is one of 
the first steps to reducing an organization’s environmental footprint. An environmental policy should be long-lasting, with 
specific consideration given to growth, expansion, and long-term goals. As the policy will represent the views and goals of the 
organization, it should be approved by senior management. When writing an environmental policy, keep it short and simple, 
and focus on commitments that are realistic, achievable, and relevant to the organization’s activities and practices. 

getting started
The following is a list of suggested commitments or principles that may  
be considered for the organization’s environmental policy statement: 
n Educate staff on relevant environmental issues.
n Reduce waste. 
n Establish a green procurement policy 
 (see	Green	Procurement	Policy). 
n Seek a recycling service provider, if available, and establish an 
 office recycling program (see	Office	Recycling	Programs). 
n Minimize use of water and energy.
n Comply with applicable provincial and federal environmental
 regulations, as well as worker safety legislation.
n Minimize impact of transportation: employee commuting, 
 travelling for meetings and conferences.
n Seek environmentally friendly cleaning, washroom, and 
 office supplies.
n Minimize use of hazardous and toxic substances found in the office. 
n Support local environmental actions within the community.

environmental policy

“Employing sustainable best 
practices to limit the environmental 
impact of our organization has been 
identified as a core value of the  
St. John’s International Airport Authority 
(SJIAA). We worked with our employees 
and airline partners to develop and 
implement an Environmental Policy and 
Environmental Management Program. 
This policy helps drive us to find new 
and innovative methods to ensure our 
operation has minimal environmental 
impact, and helps us strive to find 
further “green” technology.”Phil O’Connell
Manager of Safety & Environment
St. John’s International Airport Authority

In a survey on career website Monster.com, college students were asked what they 

looked for in a prospective employer – 92% wanted to work for a green company. 

Business Case for Sustainability – Corostrandberg.com
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Signature ______________________________________                     Date: __________________________________
NOTE: SIGNATURE OF PERSON RESPONSIBLE FOR IMPLEMENTATION OF POLICy (E.G., CEO, PRESIDENT OR OWNER)

Once the policy is drafted, members of the Greener Future Team should prepare an action plan (see	Greener	Future	Team) 
for the organization that will focus on putting the policy ideals into practice. 

educating staff
Educate staff about the environmental policy, and ask all staff and management to commit to the policy. Consider 
having management date and sign the environmental policy, and post a copy in a central area within the organization.  
The environmental policy will improve employee morale by showing the organization’s commitment to the environment. 
The policy will also enhance the organization’s public image by demonstrating corporate social responsibility and the 
organization’s commitment to reducing its impact on the environment. 

sample environmental policy
_______________ (organization	name) recognizes environmental protection as one of our guiding principles and a key 
component of sound business performance. We are committed to providing a quality _____________ (product,	service	etc.) 
in a manner that ensures a safe and healthy workplace for our employees and minimizes our impact on the environment. 
We will operate in compliance with relevant federal, provincial, and municipal environmental legislation, and we will strive 
to use environmental best practices in all we do. We will:

Companies that are considered leaders in environmental, social and governance 

policies are also leaders in stock performance… by an average of 25%! 

Business Case for Sustainability – Corostrandberg.com

n Incorporate environmental concerns and impacts   
 into all of our decision-making and activities;

n Promote environmental awareness among our 
 employees and encourage them to work in an 
 environmentally responsible manner;

n Train, educate, and inform our employees about   
 environmental issues that may affect their work; 

n Reduce waste by initiating recycling programs within  
 the office – including the recycling of paper, cardboard,  
 beverage containers, plastic containers, and other   
 materials that are accepted by a recycling provider;
n Purchase environmentally responsible products that  
 have been selected based on criteria including: 
 toxicity, durability, use of recycled or re-furbished   
 materials, reduced energy and/or water consumption,  
 reduced packaging, and ability to be recycled, refilled  

 or re-furbished at the end of its useful life;
n Promote efficient use of resources throughout our   
 facility including water and energy; 

n Avoid unnecessary use of hazardous materials and  
 seek alternatives whenever feasible;

n Regularly communicate our environmental program 
 to our clients, customers, and the public and 
 encourage their support;

n Strive to continually improve our environmental 
 performance by periodically reviewing our 
 environmental policy in planning our current and   
 future activities; and
n Investigate and initiate recycling programs and/or   
 safe disposal options for materials such as e-waste  
 and hazardous waste.
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the approach
There are three common approaches to conducting a 
waste audit. An organization may require just one of 
these approaches or a combination of the three. Factors 
such as facility size, complexity of waste streams, time 
and commitment from volunteers, and the organization’s 
waste reduction goals will help determine the most 
suitable approach.

 
Records Examination A review of the organization’s 
purchasing records, current recycling practices (if any), 
and waste disposal services and contracts. 

Facility Walk-Through A visual assessment of the 
organization’s activities and waste generation throughout 
the facility helps estimate the types of waste generated. The 
walk-through would focus on waste-generating activities 
and equipment and current waste removal practices. 

Waste-Sort Sorting and weighing a sample collection of the 
organization’s waste materials over a specified period of 
time. The sample should identify each type of waste material 
and provide a quantified estimate of the organization’s total 
waste generation. 

A waste audit involves assessing the waste generated by your organization to determine the sources and amounts of waste 
that is disposed. A waste audit will provide baseline data to help you determine priorities and establish waste reduction 
recommendations. A waste audit is a valuable step in managing your organization’s waste in a more environmentally friendly 
manner, while helping reduce waste disposal costs. Every organization generates different sources of waste; therefore, waste 
audits should be modified according to the organization’s needs. A large administrative office will generate waste differently 
than a medical clinic or a small retail business. In addition to assessing an organization’s waste sources, a waste audit should 
examine the current waste reduction practices and evaluate the effectiveness of these practices.

waste audit

In	an	office	of	20	employees,	you	may	be	producing	
up	to	2,200	kg	of	trash	per	year.	With	a	beverage	
container	recycling	program,	that	number	could	
be	reduced	to	2,187	kg.	With	the	addition	of	a	
composting	program,	your	waste	could	be	further	
reduced	to	1,897	kg.	If	your	office	decided	to	start	a	
paper	and	cardboard	recycling	program,	your	total	
waste	for	the	year	could	be	reduced	to	217	kg	–	
that’s	a	90%	diversion	rate!
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requirements 
n An individual within the organization to lead  
 the process
n Support from management
n A team of committed individuals to conduct the  
 audit and calculate results 

equipment 
n Rubber gloves
n Extra garbage bags for sorting materials
n Weigh scales (to	weigh	garbage	bags	or	containers)
n Waste Audit Worksheet for documentation/calculation 
 (see	sample	sheet)

the assessment 
Determine if the entire organization’s waste will be assessed 
or if the waste audit will focus on specific departments or 
areas within the organization. Each area of the organization, 
such as the cafeteria, copy room, administrative offices, and 
shipping and receiving, will have different waste streams 
and create varying waste reduction challenges. 

ReCORdS exaMInaTIOn 
n Examine records on current waste collection costs,  
 recycling costs and revenues, and equipment costs  
 for relevant items such as collection bins and bags.

FaCILITY WaLK-THROUGH
n Inform department managers and staff about the  
 walk-through, and request that any pertinent  
 information regarding waste disposal within the  
 department be disclosed to the waste auditors  
 (e.g.	supply	deliveries;	new	equipment	purchases). 
n Schedule the walk-through at the end of the day  
 or before garbage removal to get an accurate  
 representation of the waste generated. 
n Observe the types of waste generated. Use the  
 Waste Audit Worksheet to record estimated weights 
 and quantities of waste items.

WASTE-SORT 
n Determine the necessary time required to get an 
 accurate representation of the organization’s waste. 
 For example, if waste is collected daily in a large  
 administrative office, the waste auditors may  
 choose to assess waste for 5 days to get an  
 accurate sample. However, if a small retailer’s  
 waste is collected weekly, the auditor may choose to 
 conduct one assessment at the end of the week. 
n Collect the waste to be sorted and weighed.  
 Record the waste audit date(s).
n Define categories for sorted materials such as:  
 paper, cardboard, beverage containers, plastics,  
 glass, metal, and food waste. Gather and label  
 containers for sorting.
n Weigh empty sorting containers. 
n Place sorted materials into appropriate containers. 
n Weigh sorted materials and record in the Waste  
 Audit Worksheet (subtract	the	weight	of	the		
	 container	from	the	total	weight).
n Continue the waste collection and sorting  
 process for the predetermined period of time.

Typical office building waste composition 

Source: Federal Office Building Waste Composition, 

Public Works and Government Services

67%  Recyclable Paper

1% Metal Cans

3%  Plastics

4%  Glass Bottles

5%  Other

9%  NR Paper

11%  Organics

0%  Hazardous
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analyze data & make recommendations
The waste audit data can be calculated after the  
waste has been sorted and recorded. 
n Calculate the total weight of each waste source. 
n Calculate the annual weight of each waste source. 

exaMPLe: 
Company “A” collected 6 kg of organic waste during their 
5 day waste audit. The company determined that there 
are 250 work days in one year (after	subtracting	holidays	
and	weekends). Using the equation below, it is determined 
that Company “A” will produce 300 kg of organic waste in 
one year. Weight of organic waste for 1 year (250 days) =  
6 kg/5 days X 250 days = 300 kg/year.
n Prepare graphs for visual representation of the  
 waste streams and analysis of the data (weekly,		
	 monthly,	and	annual	graphs	are	all	helpful	when		
	 setting	targets). 
n Make waste reduction recommendations to  
 management or the Greener Future Team based on  
 findings and set achievable goals. 
n If there are high levels of organic material in the  
 waste stream, recommend on-site composting or 
 organics collection by a service provider.
n If there are high quantities of paper in the recycling  
 bins and garbage bins, recommend paper  
 reduction initiatives and paper recycling education.

working green
The Frito Lay distribution centre in St. John’s 
was extremely motivated to take on the Zero  
Landfill Program initiated by Frito Lay Canada –  
a program designed to divert as much waste 
from the landfill as possible. When they started 
this challenge in 2009, they were sending 43%  
of their waste to the landfill. Now, they have 
reduced this number to 11% by implementing 
a variety of recycling programs – beverage 
containers, paper/cardboard, and metals. They 
decided to take it one step further by donating 
their stale chip products to a local farm to be 
used as pig feed and by sending all cardboard 
boxes back to their plant in Nova Scotia for 
reuse. This local company is on their way to 
winning the challenge! 
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Organization:  _______________________________________________________________________________________ 

Department / Area of Focus:  ___________________________________________________________________________

Today’s Date:  _____________________  # Days Audited: __________________  # Annual Workdays: ________________ 

   _____ Total weight of waste material (kg)  

waste material weight (kg) source of waste

Food Waste

Plastic

Glass

Metal

Paper

Cardboard

Boxboard

total weight

waste audit worksheet 
Complete a new table for each day of the waste audit. Add specific waste materials to the spreadsheet, if required. Using the 
formula below, calculate the annual weight of each waste material and analyze the data. 

   _____ # of waste audit days 
x   _____ Total workdays per year  =  _____ Total weight of material per year (kg)       

Waste Formula: 
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getting started
n Conduct a waste audit to determine how much 

waste the organization is currently making  
(see	Waste	Audit).

n determine what types of materials can be recycled 
in your region and which items you will recycle in 
the office. 

n determine the recycling services available for your 
office. Either:

 n Contact the property manager to find out if 
there are any recycling programs available  
to your office; 

 n Contact a recycling company directly to set up 
a program in your office; or 

 n Create your own recycling program and 
arrange for staff to drop-off materials at a 
recycling centre.

Organizations across the province are kick-starting their efforts to go green by 
establishing office Green Teams and introducing office sustainability programs. Waste 
diversion programs, such as beverage container recycling and paper recycling, are 
easily implemented and monitored. As a result, these simple activities are often the 
initial step in establishing a sustainable office. To successfully implement an office 
recycling program, a group of dedicated individuals is required. A Greener Future Team 
(or office “Green Team”) is often responsible for such a program (see Greener Future 
Team). Duties and tasks should be assigned and a budget determined. Work with 
management to determine responsibilities. 

office recycling progams

Recycling	is	not	just	good	for	the	environment	
and	for	a	company’s	image,	it	also	PAYS!	At	the	
Robin	Hood	Bay	Regional	Waste	Management	
Facility,	the	tipping	fees	for	garbage	are	$65.50	
per	tonne,	versus	$20	a	tonne	for	source	
separated	recycling.	In	a	workplace	with	30	
employees,	you	could	save	over	$1,300	a	year	–	
simply	by	starting	a	recycling	program!	
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n Coordinate collection: 
 n Determine a regular pick-up schedule.
 n Determine who will pick up materials from the 

office: recycling service provider, custodial 
staff, or designated office staff. 

n Set up bins: 
 n Determine a central location for the recycling 

bin(s). Note: recycling service providers often 
provide large recycling bins for common  
office use. 

 n Determine if there will be additional individual 
paper recycling bins at staff work stations. 

 n Post educational signage showing what items 
go in each bin (and	what	items	should		
stay	out).

n explore safe disposal options in your region for 
hazardous waste. Contact hazardous waste haulers 
to set up a program for your office.

n explore options for electronic waste (e-waste) 
disposal and recycling in your area.

 
 
educating staff
n Communicate collection schedule to  

applicable individuals.
n Ensure that custodial staff are aware of their duties 

relating to new recycling programs.
n Send an introductory email to all staff  

providing a launch date for your recycling  
program, list of accepted materials, and any  
other necessary details.

n Provide information about recycling programs 
using an e-newsletter.

n Post proper signage in recycling and waste 
disposal areas. 

working green
The Scotia Centre in St. John’s is managed by 
East Port Properties Limited and houses over  
700 employees! Sustainability has become 
second nature in this building, where they now 
divert 72% of their total waste from the landfill.  
In addition to paper and beverage containers, 
tenants recycle batteries, ink cartridges, and 
construction materials and have diverted 4,823 
light bulbs from the landfill. However, their 
success could not have been achieved without 
tenant awareness and participation. Their tenants 
now go beyond standard recycling practices 
to play a role in giving back to the community 
through the donation of non-recyclable materials 
that are given to local schools, developing 
countries, and charities. In two days, the staff 
collected 1,200 pairs of shoes to send to Haiti!

Support recycling, support the earth: By purchasing one ton of  

recycled copy paper, your office can save about 68 trees. 

Clean Nova Scotia
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launch the program
n Have a fun kick-off event for all staff.
n Challenge everyone to reduce their waste.
n Launch a contest and provide giveaways, prizes, 

or other fun incentives. 
n Maintain the recycling program:
 n Ask staff to provide feedback on the program.
 n Make necessary program changes.
 n Measure the program’s success annually 

by evaluating and comparing recycling and 
garbage volumes. 

 n Send email updates to staff on the  
program’s success.

 n Email recycling reminders and waste  
reduction tips. 

When establishing a recycling or waste reduction program, 
keep in mind that every organization is unique. Some 
organizations may catch on immediately while others 

may need continuous reminders and staff incentives. 
Demonstrate the organization’s commitment to sustainable 
practices by celebrating environmental events such as 
Waste Reduction Week and Earth Day, and ask staff to 
get involved. 

“Initiating our recycling programs not only 
helped reduce Scotia Centre’s effect on the 
landfill, but it also helped to instill a sense of pride 
among the staff and building occupants. Tenants 
enjoy getting involved in the community through 
the workplace and take part in recycling initiatives 
with enthusiasm!”Kim Saunders
Property Manager, East Port Properties Limited
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why a green procurement policy?
A green procurement policy will help reduce an organization’s 
consumption, reduce waste going to the landfill, decrease 
carbon emissions, and improve the organization’s overall 
impact on the environment. In addition, a new policy may 
also offer significant cost savings to the organization, 

The purpose of a green procurement policy is to state an organization’s commitment to reducing 
their environmental impact when purchasing products and services. A green procurement policy 
introduces an environmental dimension to the procurement process but does not change how the 
organization does its business. 

green procurement policy

“We choose to give our love (and money) to 
suppliers that respect the environment, as well 
as the animals and people living there. We’re 
pretty sure we drive our suppliers crazy in our 
pursuit to find the best possible alternatives for 
materials and supplies available on the market. 
In one year, responsible buying of recycled 
supplies for our offices helped us save over 300 
trees, 135,000 gallons of water, 675 gallons of 
oil and reduced greenhouse gas emissions by 
28,000 CO2 equivalents . ”LUSH Canada
Makers of natural, organic bath and beauty products. 

increase staff morale, and improve the public image of the 
organization. Furthermore, green products are generally 
produced in a manner that consumes fewer natural 
resources or uses them more sustainably.

getting started 
The scope of the policy will depend on the organization’s 
specific requirements and areas of focus. Below are some 
suggested areas:
n Consider all stages of a product’s life cycle:  
 production, distribution, consumption, and disposal  
 to help make the best purchasing choices.
n Purchase products that are durable, reusable,  
 recyclable, and/or compostable.
n Purchase products that contain post-consumer  
 recycled content and that are sustainably produced. 
n Purchase products that conserve water and energy,  
 and reduce carbon emissions.
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n Seek product vendors that reuse or recycle  
 products at the end of their useful life through  
 “take-back” or Extended Producer Responsibility  
 (EPR) programs.
n Purchase products that minimize toxins, pollution,  
 and hazards to employees.
n Seek local products and services before looking  
 outside the province and/or country. 
n Only purchase new products when all similar  
 supplies in the office inventory have been used. 
n Consider renting infrequently used items rather  
 than purchasing.
n When renewing contracts with existing suppliers,  
 implement your green procurement policy as part  
 of the contract.
n Seek alternative solutions to existing daily cleaning  
 methods (e.g.	consider	using	cloth	napkins	at	board	
	 meetings	or	reusable	hand	towels	and	cloths		
	 in	the	kitchen). 
n Be aware of “greenwashing” – misleading  
 perceptions or claims that goods and services are  
 environmentally friendly that may not be accurate.  
 Ask questions and investigate companies and  
 products for yourself.

When	purchasing	items,	look	for	“green”	
certifications	such	as:

Cradle-to-cradle
www.c2ccertified.com

Energy Star
www.energystar.nrcan.gc.ca

Forest Stewardship Council
www.fsc.org

Green Guard
www.greenguard.org

Green Seal
www.greenseal.org

Eco-logo
www.ecologo.org

It	is	in	everyone’s	best	interest	to	keep	workplace	
air	pollution	at	a	minimum.	New	carpets,	furniture,	
building	materials,	fragrances,	and	synthetic	
cleaning	products	all	have	the	potential	to	give	
off	harmful	chemical	fumes.	These	products	can	
trigger	allergies,	asthma,	sinus	irritation,	fatigue,	
and	nausea,	leading	to	poor	work	performance,	
reduced	productivity,	and	absenteeism.	Before	
purchasing	items	for	the	office,	inquire	about	
how	the	product	was	made	or	ask	to	see	a	list	of	
ingredients,	and	make	sure	you	understand	the	
information.	(Canadian	Lung	Association)	
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educating staff
While there may be some resistance to a new policy, it 
should be communicated to all employees that the benefits 
of implementing the policy far outweigh the challenges. 
Successful implementation of a green procurement policy 
requires commitment at all levels of the organization. 
Ensure that management leads by example. 

Green procurement requires an understanding of 
environmental benefits and future reduction in costs; 
therefore, developing an educational plan should be 
considered a critical component of implementing the policy. 
Changing long-standing purchasing habits and procedures 
can be a challenge, but providing simple tips and frequent 
reminders will make the policy’s new methods become 
second nature. 

Benefits of a green procurement policy
A green procurement policy will reduce an organization’s 
consumption, reduce waste, decrease carbon emissions, 
and reduce the overall impact on the environment. 

In addition, the policy may also offer significant cost savings 
to the organization, increase staff morale, and improve the 
public image of the organization. 

By sharing the green procurement policy with key 
stakeholders, there is an opportunity to create positive 
environmental change within the province. 

By showing a demand for sustainable products, the 
organization can assist in shifting suppliers towards more 
sustainable practices and increasing the availability of 
environmentally responsible products in Newfoundland 
and Labrador.

Your clients will support you in green purchasing and manufacturing decisions!  

8 out of 10 Canadians agree they would be willing to pay more for a product if it is 

produced in a socially and environmentally responsible manner.

Business Case for Sustainability – Corostrandberg.com



guiding our province
to a greener future

organizing the meeting
A productive green meeting is the result of good planning 
and considers the environmental impact of all products 
and services at the earliest stages. If the organization 
has an environmental policy, ensure that the policy’s 
guidelines are being followed from procurement to waste 
reduction to energy savings and more. Inform attendees 
in advance that the meeting will be green and provide 
them with a brief overview of how the meeting will reduce 
environmental impacts. Inform the attendees about what is 
expected of them and how you would like them to comply 
(e.g.	bring	your	laptop	to	the	meeting).

THe MeeTInG SPaCe 
n decide if a traditional meeting is necessary 

before booking a meeting space. Consider 
video teleconferencing to allow participants the 
opportunity to reduce carbon emissions created 
through travelling. 

n Create a green atmosphere by selecting a 
meeting space with natural light and keep plants in 
the room to help purify the air. 

RedUCe PaPeR
n Request that attendees bring laptops  

to the meeting to take notes.
n email meeting notes, agendas, and information 

packages before the meeting instead of  
providing handouts.

n Print a limited number of copies before the 
meeting if attendees prefer to have a paper copy.

green meetings

A successfully executed green meeting ensures that all aspects – administration, 
location, food services, accommodations, and transportation – are taken into account in 
order to significantly reduce waste and environmental impact. While a green meeting is 
environmentally responsible, it can also have economic benefits for the organizers, saving 
both time and money. As green meetings have a positive public image, their implementation 
is also good for public relations. 
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FOOd & BeveRaGeS
Choosing environmentally responsible food and 
beverages at green meetings has the potential to 
drastically reduce waste. 
n Ensure that food and 

beverage suppliers are aware 
of the meeting’s green policy  
and provide them with  
specific requirements. 

n Supply jugs of chilled tap water 
and reusable glasses instead of bottled water.

n Seek fair trade coffees and teas, serve drinks from 
insulated containers, and provide ceramic mugs. 

n Purchase cold beverages in bulk to avoid the 
need for individual bottles. 

n Use reusable dishes and cutlery (rent	if	
necessary) to eliminate the disposal of single-use 
items. Compostable utensils, cups, and plates are 
sustainable options if you make arrangements to 
compost them. If they are thrown in the garbage, 
they are actually more harmful than paper or plastic 
in the landfill since they break down without oxygen 
in an anaerobic environment that produces toxins 
and methane gas.

n Look for paper options made from recycled 
content and avoid polystyrene (Styrofoam)  
if disposable dishes must be used. 

n donate leftover food to a local community food  
bank or shelter or offer to staff that were not 
involved in the meeting.

TRanSPORTaTIOn
One of the biggest environmental impacts from hosting a 
meeting is transportation. Many people will arrive at the 
meeting from outside of town by plane or car, and as a result, 
can create significant carbon emissions. If teleconferencing 
is not an option, use your green meeting as an opportunity 
to demonstrate alternative modes of transportation. 
n encourage attendees to walk, share rides, or use  

public transit whenever possible. 
n Share contact information among attendees 

interested in sharing rides.
n Provide contact information for local hybrid car 

rental companies, if available, during the meeting. 
n Consider carbon offsets for those who must travel  

to attend the meeting. 

aCCOMMOdaTIOnS
When recommending accommodations to attendees, 
provide a list of environmentally responsible hotels that 
have achieved sustainable standards within the tourism 
and hospitality industry. Accommodation providers should 
incorporate environmental practices in their daily operations, 
such as linen and towel reuse programs, waste prevention 
procedures, and recycling programs.

Providing individual bottles of water at meetings is 

like flushing hundreds of dollars a year down your 

business’ drain! Tap water is cheaper, safer, more 

regulated, and doesn’t come with packaging. What 

better reason do you need to make the switch to tap? 

insidethebottle.org

working green
Hospitality Newfoundland and Labrador’s Green 
Team members were key players in getting green 
meetings mandated at their workplace. Their 
meetings are paperless, with no circulation of 
paper agendas or minutes, and all information is 
projected on-screen. 

Transportation is the single largest source of 

greenhouse gas emissions and air toxins in Canada, 

and accounts for 20 percent of Canada’s emissions. 

davidsuzuki.org
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at the meeting
Before the meeting begins, provide a brief summary of the 
initiatives that were accomplished to make the meeting more 
environmentally responsible – from planning to catering, 
transportation to accommodations. If applicable, provide 
instructions for recycling as well as any other procedures 
that require specific directions throughout the meeting. 
n Remind attendees of this waste reduction  
 initiative if meeting notes and agendas were  
 emailed in advance; explain that paper copies  
 will not be provided. Provide note paper by  
 reusing paper that is only printed on one side  
 (one-side-still-blank	paper).
n Replace paper flip charts with dry-erase boards 

for taking notes during the meeting. Slideshow  
presentation software such as PowerPoint can  
replace poster boards and paper hand-outs. 

n Turn off electronic equipment (or hibernate) when 
not in use.

after the meeting
It is recommended to document the results of the meeting’s 
green efforts as well as any cost savings or expenses. 
Highlight the green achievements of the meeting and 
provide figures such as the amount of waste reduced, 
energy saved, and number of items recycled. Preparing 
a list of recommendations would also be helpful to those 
planning future meetings and may set a precedent for more 
sustainable office procedures.

if you must travel, make your trips multi-purpose: is there something  
else Business-related that you can accomplish on this trip? 

“By leading by example, we hope that other 
businesses will follow. Our staff has been 
instrumental in getting on board with green 
initiatives and has been the driving force in 
making our initiatives a success. Our advice 
would be to start small. Think of all the little 
things you could be doing to reduce waste 
because every little bit really does help.”Carol-Ann Gillard
CEO, Hospitality Newfoundland and Labrador
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The convenience of take-out, throw-away lunches isn’t quite so convenient for the earth. All of that garbage piles up. Simply 
rethinking how you pack your lunch every day can greatly reduce the amount of waste you throw away. Bringing your own 
waste-free lunch means you’ll avoid trips to the cafeteria, grocery stores, and local restaurants, helping you save money and 
eat healthier too. To pack a waste-free lunch all you’ll need are some reusable containers to either bring last night’s leftovers 
or make your own tasty salad or sandwich. Take the 3Rs – reduce, reuse and recycle – into consideration when preparing a 
waste-free lunch. 

reduce
Reduce the amount of waste you create by buying in 
bulk and then packing a snack-size amount in a reusable 
container for your lunch. Crackers, cheese, juice, yogurt, 
and cookies in individual packages can be avoided by 
buying in bulk. 

reuse
Pack your lunch in a reusable lunch 
bag and use reusable food storage  
containers, drink bottles, cutlery,  
cloth napkins, and lunch bags.

recycle
Although it’s better for the environment to use reusable 
bottles and containers, be sure to recycle any containers 
that you do use. Check the office recycling program to see 
what is recyclable.

compost
Pack fresh fruit and vegetables 
in your lunch. Vegetables can be 
stored in reusable containers, 
and some fruit comes in its own 
natural packaging. Any leftover fruit 
and vegetable scraps can be composted.

waste-free lunch

“There’s no waste in nature. Waste is a human 
invention. As good stewards of our environment, 
our top priority is to reduce the amount of waste 
we produce and reuse what we have .”in.gredients grocery store 
in.gredients.com

If	you	have	one	take-out	meal	a	day,	five	days	
a	week,	you’ll	produce	over	12	bags	of	garbage	
throughout	the	year!
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how to pack a waste-free lunch 
n Bring your favourite hot beverage or soup in a  
 reusable thermos; waste-free lunches don’t have  
 to be cold lunches.
n Use cloth napkins or tea towels instead of paper  

napkins or paper towels. A tea towel can also  
serve as a place mat in the lunch room or  
in your office. 

n Purchase reusable sandwich and food containers  
 with locking lids; you can reheat your lunch inside  
 the container (if	heating,	use	a	glass	container). 
n Pack a reusable fork, spoon, and knife from home  

so you can avoid disposable plastic options. 
n If you are used to taking pre-packaged meals and  
 snacks, get in the habit of coming up with some  
 homemade alternatives. Healthy muffins can  
 replace packaged granola bars; homemade soup  
 can replace canned or take-out options.

What	is	the	problem	with	packaging?

•	 Only	about	22%	of	it	is	recycled	–	with	most	
packaging	ending	its	life	in	the	landfill.

•	 Some	types	of	packaging	are	difficult,	impractical	
or	too	costly	to	recycle	–	such	as	Styrofoam.

(Canadian	Council	of	Ministers	of	the	Environment)

In	an	office	of	30	employees	with	each	
employee	drinking	2	cups	of	coffee	
a	day	in	Styrofoam	cups,	you	could	
save	up	to	$400	and	22,000	cups	
a	year	by	encouraging	staff	to	
switch	to	reusable	coffee	mug!	
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n Pack last night’s leftovers – this will reduce waste  
 at home as well. If you like to take leftovers for  
 lunch, get in the habit of preparing extra food for  
 dinner the night before. 
n Choose fresh fruits and vegetables instead of 

canned or packaged. Put your leftover peels and 
cores back into one of your empty lunch containers 
and take them home to compost or compost at the 
office, if a program is available.

n Wrap soft fruit in a cloth napkin to protect  
from bruising. 

n Buy local. you’ll reduce packaging waste and  
carbon emissions since local foods aren’t shipped  
from long distances in excessive packaging. 

n Bring water in a reusable water bottle and refill  
from the tap throughout the day.

n Bring recyclable containers home from work if your 
office doesn’t offer a recycling program for these  
items. They may be recyclable in curbside or green 
depot recycling programs. 

n Use an ice pack to keep your lunch cool throughout 
the morning if a fridge is not available. 

n If you don’t have time to make lunch but  
anticipate purchasing a take-out meal, bring an 
empty reusable container with you to work and 
ask the restaurant to package your food in your 
reusable container. 

n Popping out for a coffee at lunch? Bring a reusable 
travel mug with you to the store or coffee shop. 

n Buy ingredients for several lunches at once. 
Generally you will use less packaging and save 
money by purchasing larger quantities of basic 
ingredients than paying for individual meals. 

n Pack no more or no less than you need. If you pack 
too little you may end up supplementing your  
lunch with a trip to the vending machine or  
convenience store. If you pack too much you may  
throw it away.

Once you get in the habit of packing a waste-free lunch, 
you’ll notice how easy it becomes. Plus you’ll save money 
over the long-run by cutting down on the cost of convenience 
food and packaging. Of course, you’ll also live a healthier 
life and the planet will be healthier too.

working green
If you’re eating your lunch at the St. John’s  
earth-conscious restaurant The Sprout, you  
most likely are eating a waste-free lunch.  
The owners were shocked to learn that 90% 
of their waste could be reduced through 
composting and recycling initiatives and decided 
to take action. They give all their compostable 
waste to a local farming cooperative, donate 
beverage containers to residents, and recycle 
other materials through private recycling 
companies. To eliminate unnecessary packaging, 
The Sprout makes all their food from scratch, 
prepares all produce in-house, and buys 
products in bulk whenever possible. They have 
replaced Styrofoam take-out containers with 
biodegradable sugar cane-based containers, and 
all paper goods used at the restaurant are made 
with recycled fibers. Now, that’s a lunch that you 
can feel good about. 
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around the office 
aT OUR WORKPLaCe, We...

 Email pay stubs and other internal documents.
 Email staff memos or post them in a central location. 
 Avoid envelopes for internal mail. 
 Reuse packing supplies like envelopes, boxes,  

 paper, and plastic wrap for shipping. 
 Maintain central files instead of individual files. 
 Turn off lights, computers, and non-essential  

 equipment at the end of the day. 
 Purchase energy efficient office equipment. 
 Invest in rechargeable batteries and battery  

 chargers for digital cameras, flashlights, and other 
 small electronic devices. 

 Donate or recycle any old office equipment  
 and supplies.

 Try to repair items before discarding them as garbage.
 Use an office network (shared	drive) to share  

 internal documents.

 Have an environmental policy  
 (see	Environmental	Policy). 

 Have an office green procurement policy 
 (see	Green	Procurement	Policy).

 Conduct periodic waste audits (see	Waste	Audit).
 Have an office recycling program for used beverage  

 containers and other items that are recyclable in our  
 region (see	Office	Recycling	Programs).

 Have an office Green Team  
 (see	Greener	Future	Team).

 Host green meetings (see	Green	Meetings).

copy and supply room
aT OUR WORKPLaCe, We...

 Have an office supply reuse area where staff can 
 look for supplies before seeking brand new items. 

 Save old file folders and binders that can be 
 relabelled and reused.

Businesses in Newfoundland and Labrador have the opportunity to play a major role in creating a 
greener future for our environment. 60 percent of the province’s waste comes from the workplace, 
with a substantial portion coming from administrative offices. By creating a more sustainable 
office you can help achieve the province’s goal of reducing our waste by half. Use this checklist 
to see how well your business is reducing waste, conserving energy and water, and helping to 
protect the environment. 

office checklist
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 Set printer defaults to print double-sided.

 Collect one-side-still-blank paper to make notepads 
and notebooks.

 Recycle paper. 
 Purchase reusable supplies (e.g.	reusable	toner	

cartridges,	rechargeable	batteries,	refillable	pens).
 Purchase items that contain recycled and/or 

recyclable content.
 Have a collection bin for used ink cartridges. 
 Dispose of electronic waste (e-waste) properly. 
 Dispose of hazardous 

waste properly.

meeting room
aT OUR WORKPLaCe, We...

 Use presentation software. 
 Use a dry-erase board instead of using paper  

flip charts.
 Email copies of presentations and meeting  

agendas to attendees before meetings instead  
of providing handouts. 

 Use ceramic coffee mugs, reusable cutlery, and 
dishes, instead of disposable items. 

 Supply a jug of tap water and reusable glasses 
instead of bottled water. 

 Choose caterers that provide reusable trays  
and containers. 

lunch room
aT OUR WORKPLaCe, We...

 Use reusable coffee mugs, 
glasses, dishes, and cutlery, 
to avoid disposables. 

 Purchase fair-trade, organic 
coffee and tea.

 Use reusable filters in coffee 
machines or compost paper filters.

 Buy coffee cream, coffee, and sugar in bulk and 
avoid individually packaged items.

 Keep a water jug in the fridge to avoid running the 
tap and the use of bottled water. 

 Purchase recycled and unbleached paper towels 
and napkins. 

 Compost organic waste (including	paper	towels,		
tea	bags,	coffee	grounds,	and	filters). 

 Recycle beverage containers and other lunch 
containers that are accepted by your office  
recycling program.

 Turn off taps tightly and report drips and leaks to 
property management. 

 Have a dishwashing area to encourage staff to use 
reusable containers. 

 Use dish towels instead of paper towels for  
drying dishes. 

 Run the dishwasher only when full. 
 Use biodegradable, non-toxic cleaning supplies.
 Keep spare travel mugs and reusable bags in  

the lunchroom for anyone buying lunch outside  
of the office. 

 Encourage staff to bring waste-free lunches. 
(see	Waste-Free	Lunch).

 Turn off lights and unplug appliances when not in use. “It’s wonderful to work for a socially conscious 
business that continues to educate and push its 
employees to grow.”Just Us! Coffee Roasters Co-op employee
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There are also many simple things that individuals can  
do to protect the environment while at work. Use this  
personal checklist to see how you are doing. 

my desk
aT MY deSK, I...

 Use a central office garbage bin instead of  
 having one at my desk. 

 Have a small paper recycling bin under my desk  
 or use a central paper recycling bin. 

 Circulate office memos by email rather than  
 using paper copies.

 Send and receive faxes electronically.
 Use a communal copy of the phone book or  

 look up phone numbers online. 
 Print and copy only what I need.
 Bookmark important websites and keep electronic  

 files instead of printing.
 Set my printer default to print double-sided.
 Use email or voice mail instead of faxing.
 Edit on-screen and use joint-editing features for  

 shared documents. 
 Replace fax cover sheets with fax-it notes.
 Reuse file folders. 
 Reuse envelopes, boxes, and packaging materials.
 Share newspapers with others in the office  

 or read online.
 Print addresses directly on envelopes instead  

 of using labels.
 Remove my name from unwanted mailing lists.
 Reuse paper clips, rubber bands, and clamps.
 Use mechanical pencils, refillable pens, and  

 tape dispensers.
 Return unused supplies to the supply room.
 Use an undated, erasable calendar.
 Turn off the computer, monitor, and office lights  

 when leaving my office.

 Dress appropriately for the weather and keep a  
 sweater in my office. 

 Turn off air conditioning and open the windows  
 on warm days. 

 Use plants as natural air filters.
 Bring my morning coffee in a reusable coffee mug. 

lunch room
In THe LUnCH ROOM, I...

 Bring a waste-free lunch – using reusable  
 containers, cutlery, lunch bags, and cloth napkins.

 Avoid single-use convenience packages. 
 Bring my morning coffee or tea in a reusable mug. 
 Put my organic waste in the office composting bin  

 or bring home to my backyard compost bin. 
 Recycle the containers that are accepted by the  

 office recycling program; take home additional items  
 that can be recycled at home.


