GREEN OFFICE POLICY AND PROCEDURES
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STATEMENT OF POLICY

We at WLP strive to promote good practice in all its work. Whilst we do not have an
environmental remit, we recognise that we have environmental responsibilities and
therefore operate our office, as far as practicable, in a way that conserves the natural
environment.

PROCEDURES

General Principles

The purpose of this internal document is to provide guidance to all those who work at
WLP how to minimise the organisation’s impact on the natural environment.

Responsibility

The Coordinator/Manager/CEQ are responsible for ensuring that the policy and the
procedures in this document are implemented efficiently and effectively. All other staff
are expected to facilitate this process.

Measures

These procedures list the measures which must be taken in order to fulfil the policy.
CONSUMPTION: USE LESS

Lighting

Switch off lights if the office is unoccupied or when natural light is showing, Wherever
possible, use energy efficient light bulbs.

Termperature

Only switch heaters on if the office is cold and occupied. Only use electric fans if the
reom temperature cannct be lowered by opening windows and closing blinds.

Electrical Equipment

Switch off electrical equipment when not in use.

Paper and Card

Always use paper and card on both sides, where possible.

Water

Minimise the amount of water used to clean the office and washing up must be done.
WASTE: MINIMISE AND RECYCLE

Stationery

Reduce stationery wherever possible. Remove reusable items or parts before disposing of
any waste,
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Recycling

Use recyclable goods in preference to disposable alternatives, where economical.
Recycle paper, metal, glass, plastics, organics and any other goods, if there are feasible
collections or disposal points.

TRANSPORT AND COMMUNICATION: LIMIT IMPACT

Mail

If appropriate, use the telephone or electronic mail in the first instance - if not, use fax
or ordinary mail,

Couriers

Only use couriers if absolutely essential.
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