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Foreword
Voluntary and community organisations 
can make a positive statement by reduc-
ing their own carbon footprint. This guide 
provides both practical advice and relevant 
examples from existing projects in Scot-
land which should help your organisation 
to become more sustainable through mak-
ing your office greener.

Community Action for a Sustainable Scot-
land contains 5 main themes:

Save energy - reduce your energy bills and 
have a positive impact on climate change 
at the same time.

Travel wisely - travel in ways which save 
fuel, help colleagues get to know each 
other and which reduce carbon dioxide 
emission from cars and mini-buses.

Shop ethically - use your shopping choic-
es to buy local food which cuts transport 
pollution, supports local businesses and 
buy fairly traded goods to help producers 
overseas.

Save resources - by saving waste and 
water you can save money for your 
organisation as well as help protect the 
environment.

Care for your area - take an interest in 
your local environment, help protect local 
wildlife and have your say on local plans 
affecting your area.

Community Action for a Sustain-
able Scotland (CASS) is a set of 7 
educational resources on sustain-
able development for community 
organisations. The CASS resources 
were adapted from material pro-
duced as part of the Every Action 
Counts programme in England, 
which aimed to embed sustain-
able development into the work 
of community groups. They were 
produced as part of the UN Decade of Education for Sustain-
able Development (UNDESD) programme, funded by the Scot-
tish Government and administered through the Community 
Learning and Development Working Group. The Community 
Learning and Development Working Group was established in 
2010 to ensure that Scottish communities are supported and 
encouraged to engage in active learning on local sustainable 
development. 

This set of resources is aimed at community projects and 
groups and offers advice ranging from how to develop a sus-
tainability plan to simple tips for recycling and saving energy. 
The resources support both large and small scale community 
organisations to carry out their activities in ways which protect 
the environment without impacting on efficiencies and which 
ensure greater levels of sustainability for the longer term.

Sustainable development is a priority which cuts across all as-
pects of community life. Many local groups and organisations 
are already taking forward highly innovative approaches to 
local sustainability and a range of activities is taking place in 
schools and within informal education settings. 

This publication aims to build on work taking place across 
communities and to help extend and enhance holistic commu-
nity approaches to local sustainable development. We hope 
that the resources will be useful to community organisations 
themselves and also to people working with them, whether 
within Community Learning and Development, sustainable 
development or other related contexts.

Fiona Garven 
Director, SCDC
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Introduction
Getting Started

The state of our environment has con-
cerned people for many years. But over 
the last decade it has become clear that 
humanity is starting to cause serious dam-
age to the planet’s ecosystems. If we do 
not act now, that damage will get worse 
and become hard to reverse. Taking ac-
tion on environmental issues has become 
a common social responsibility for us all. If 
we want to minimise the problems we and 
our children will face then we need to make 
changes at every level. Actions on local en-
vironmental issues all play a part in tackling 
global climate change.

This poses three challenges for any volun-
tary organisation. How can we:

•  link these issues to the core purpose 
and values of the organisation;

•  make a real difference with limited 
resources; and

•  engage staff, volunteers, trust-
ees and people who work with the 
organisation?

Why should our organisation worry about the environment?
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Why worry about Climate Change?

There is now a strong consensus among the scien-
tific community that the world is warming and that 
this is at least partly the result of human activities. 
Global temperature rose by 0.7ºC during the 20th 
century. All but one of the warmest 10 years on 
record has occurred since 1990 (all figures from UK 
government).

The climate in the UK is projected to change signifi-
cantly by 2100, with average annual temperatures 
rising by up to 5ºC over the next 100 years. The 
specific changes we are likely to see can be sum-
marised as:

•  Higher average temperatures, leading to a 
greater need for cooling in offices and homes 
(and therefore higher energy consumption) 
and a higher probability of extreme high tem-
peratures threatening the health of vulnerable 
people.

•  Wetter winters, leading to increased flood risk.

•  Drier summers, with water shortages in many 
areas and damage to wildlife and crops.

•  Rising sea levels, leading to more coastal ero-
sion and a greater risk of flooding.

All this is likely to have the worst impacts on the 
poorest communities, especially those likely to be 
affected by flooding or in poor housing. The good 
news is that there is time to tackle these problems, 
and that this can be done in ways that can also 
benefit local communities.

Linking environmental issues with your organisations’ 
core purposes may raise new issues but it makes 
good sense. The quality of the local environment 
affects how people feel about their neighbour-
hood. Research shows that all too often the poor-
est communities suffer the extra burden of having 
the worst environments. This may involve a lack of 
good quality green space, or poor access to public 
transport or shops selling fresh food, but it can also 
involve living close to busy roads, polluting factories 
or waste sites. In the worst cases these problems 
can have significant impacts on people’s health – it is 
accepted that air pollution from traffic leads to over 
32,000 early deaths every year (Source: EU/Clean 
Air for Europe). Community action can help resolve 
these environmental inequalities.

Changing what you do in your office may not have a 
major impact on these problems, but you can lead 

by example and show people there are things that 
any community can do to improve where they live.

Sustainable Development - making it 
work locally

“The ultimate aim to Every Action 
Counts is to contribute to ‘sus-
tainable development’. Sustainable 
Development is about integrating 
environmental, social and eco-
nomic issues, and about the need 
for lasting and long-term change. 
The current Scottish Sustain-
able Development Strategy states: 
Sustainable development presents 
us with a framework for think-
ing about the future: the kind of 
world we want to live in and the 
legacy we want to leave behind 
for future generations…” It adds 
that “Facing up to these chal-
lenges means changing the way that 
we live and develop: as individu-
als, as a nation and as part of a 
global society. In an increasingly 
global economy, we rely on imports 
of food, raw materials and manu-
factured goods from and exports to 
many nations. That challenges us 
to consider the impact of the re-
sources that we are consuming”.

(Choosing Our Future:  

Scotland’s Sustainable Development Strategy 2005)

 
So what’s all this to do with us? Voluntary and Com-
munity Sector (VCS) offices are only a small part of 
Britain’s business world, but the VCS impacts on 
people’s lives in many ways. Millions of people are 
involved every month with local voluntary activity, 
and those people work and talk with people they 
trust. The VCS can be a key way to get information 
across to people, and one way to do that is to lead 
by example. 

You could certainly suggest that your office doesn’t 
on its own have a huge impact on the world’s 
climate and you’d be right. But together the UK’s 
workplaces do have a significant impact, not just in 
terms of the energy they use, but also through the 
materials they buy and use, the travel people do, the 
waste they produce and much more.
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Making changes is never easy. Yet change is what 
every workplace will need to do. The Government 
sets national targets for reducing our polluting emis-
sions and funders expect to see evidence of change.

You may be pleasantly surprised by how ready peo-
ple are for change. Throughout this guide you’ll see 
examples of how VCS organisations are responding 
to this challenge. A survey conducted by Every Ac-
tion Counts (the English programme on which Com-
munity Action for a Sustainable Scotland is based) 
showed that 89% of respondents wanted to make 
their offices greener. 77% said they needed more 
information to help them change things. This guide 
will help you get started. The changes you make will 
take time and effort but they will save energy and 
money and they will provide a strong message that 
your organisation is committed to a just and sustain-
able future.

The benefits of environmental policy 
and practice

There are both direct and indirect benefits for any 
organisation from improving your environment. The 
most obvious direct benefit is in saving money on 
energy and cutting waste, but improving the office 
environment can also create a healthier and more 
congenial place to work. The indirect benefits of tak-
ing action for your office and your community may 
be less obvious but can include improvements to lo-
cal services and better support for local businesses.

Building expertise within your office may also help 
tackle issues of environmental justice. Poorer com-
munities may not be engaged in consultations about 
new developments that may affect them, and may 
lack the time, resources and capacity to get involved 
in tackling these environmental issues.

As you improve your environmental performance you 
may also be better able to offer good advice to local 
communities on these issues or advise them on 
where to get help. 

Where do we fit in?

Just as national and global issues affect your neigh-
bourhood, so the work that you can do also affects 
those bigger issues. At the core is your own work 
to improve your own performance. This in turn can 
link in to and influence action by those who use your 
services, and they and you will affect your wider 
local environment. Action at the local level has a 
national and ultimately a global impact.

How do we make changes?

If you’re going to create a greener office environment 
there are a few key places to begin:

• Get staff and Trustees engaged right from the 
start.

• Work out what kind of changes you can make 
most easily to get the work started.

• Identify major obstacles – one may be that 
you rent your office and can only make limited 
changes; another may be peoples’ confusion 
and scepticism.

• Review your values and mission statement 
and see what links can be made.

• Look to develop a long-term plan with some 
straightforward initial actions and more seri-
ous longer-term goals.

It’s hard for any one person to change how a work-
place operates. If you’re going to bring about real 
and lasting change then you need to get everyone 
involved. The best way to start is to draw together 
a small team. If it’s a very small office it may just be 
two of you, but even just one other person can help 
develop ideas and make them work.

Start to build your team with a meeting for all staff. 
This can be a special event just to talk about green-
ing the office, or it can be part of a regular office 
meeting, but either way allow time for a real discus-
sion. You will need to explain what this is about and 
why it’s important. You should also look to get the 
support of your Trustees – perhaps one or two at 
first, but take these ideas to your Board at an early 
stage and look for someone on the Board to cham-
pion these ideas.

There are three messages to get 
across:

• Show people how this links with the purpose 
of your organisation. Action for sustainabil-
ity should flow naturally from a typical VCS 
organisation’s values.

• We have a shared responsibility to protect our 
environment and everyone can help make a 
difference.

• This can save the organisation money and 
increasingly funders are going to expect you 
to have an environmental ‘action plan’.
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Invite people to talk about how they think things 
could improve. Write down everyone’s ideas and 
introduce the idea that the organisation should 
develop its own environmental or sustainable 
development action plan. Then invite people to join 
the ‘green team’ (or whatever you want to call it). 
The team should include the key people – the office 
manager if there is one, and the person who or-
ders the stationery etc. But it’s also worth including 
the enthusiasts – for example the people who are 
already keen recyclers – as they may be keen to put 
time in to make this work.

At the end of the discussion try and get some 
agreed commitments:

• Get everyone to recognise that the team is 
going to start work and that changes will fol-
low.

• Identify two or three of the most obvious 
points, ideally where immediate action can be 
taken.

• Get agreement on the need for an action plan 
and the timetable for producing that plan.

Work to develop a Sustainable Development Action 
Plan will take some time and planning.

It may usefully have five sections, one for each of the 
key issues and for each of these it should include:

• things to be done now,

• things that can be done soon and

• matters to be done later that will need longer-
term planning and resources.

Don’t forget:

• Plan for access and equality issues. Involve 
everyone in the office, not just those with  
perceived ‘expertise’ – everyone may have 
good ideas. Make sure that any planned 
changes aren’t going to have undue nega-
tive impacts on anyone. Be especially aware 
of anyone (staff, volunteers and users) with 
access, visual or mobility issues who may 
be affected and plan for this. Equally, if you 
are upgrading your office to improve access 
issues, this may be a good time to bring in 
environmental improvements.

•  Keep people well informed 
The need for environmental action is widely 
accepted but there’s always a few people 
who think ‘someone else should do this’. 

Build up an office file of information resources 
that can help convince the sceptics and share 
knowledge and ideas within the team.

• Keep it fun and interesting 
Find some activities that can involve everyone 
and maybe put some hours aside for a joint 
piece of work. This could be some environ-
mental action or it could be a lunch-time 
‘eco-quiz’ (with Fair Trade prizes). Be sure to 
show people why you are looking to do what 
is planned and make more detailed informa-
tion available to those who would like it. Start 
a ‘good ideas’ suggestions box encourag-
ing staff and volunteers to be creative and to 
share ideas and knowledge (e.g. about local 
outlets for recycling waste materials).

• ‘Incentivising’ behaviour 
Getting people to change their behaviour is 
central to making real changes. How far you 
offer individual incentives and rewards for 
positive action may depend on the working 
culture in your office. But when a clear step 
has been taken (e.g. energy use targets have 
been met or a paper recycling scheme has 
collected its first tonne of paper) then some 
joint celebration may well be in order. 

Getting your landlord on side to 
make changes

• If you are a tenant, particularly in a shared 
building, services such as energy and water 
supply, waste management may be provided 
by your landlord. Many potential changes will 
require their co-operation, from moving to a 
green electricity supplier, installing better facili-
ties for cyclists, using recycled toilet paper to 
making space for a recycling bin.

• Once you’ve got your first key ideas clear 
then ask for a meeting. Try to anticipate the 
likely problems and benefits of the change 
to the landlord – and be ready with facts and 
counter arguments – or an offer to do some 
of the legwork.

• Find some allies: speak to other tenants in 
the building – particularly if the changes you 
propose are likely to benefit them. If you can 
approach the landlord with the support of 
fellow tenants, you are more likely to get a 
positive response.
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Making it happen and 
the five main issues

So what do we actually do…? Making real 
change means getting everyone involved. 
But as well as having a good process to 
deliver change we also need to be clear on 
exactly what needs to change and how. 
This section of the guide looks at the issues 
that we suggest you focus on.

Community Action for a Sustainable Scot-
land divides ‘the environment’ into five key 
areas:

• Save energy: Saving energy will save 
you money and this is where you 
can play your part in tackling climate 
change.

• Save resources: Cutting down on 
waste makes sense at every level 
– you spend less on unnecessary 
products and less on waste disposal.

• Shop ethically: Every office needs to 
buy certain goods and services: mak-
ing green and ethical choices can also 
stimulate the local economy.

• Travelling wisely: Transport, especially 
cars, is a major source of pollution. 
Public transport is good for the com-
munity; cycling and walking are good 
for people’s health!

• Care for your area: Your organisation 
can have a positive effect on the 
neighbourhood where you are based.

This guide also includes a separate section 
on saving water.

Each of these is a big issue in itself and 
effective action could take a lot of time and 
energy. A key part of your action planning is 
therefore to find the things that you can do 
quickly and easily that will make the most 
difference and cost least money. Some 
of these may be fairly obvious behaviour 
changes but others may not, so regular 
reinforcement of the message is important.

“As an organisation we have an en-
vironmental policy and have taken 
a number of ‘green’ measures as a 
result. For instance, fruit and 
vegetable waste goes to compost 
at our allotment, as does paper 
and shredded paper. We have also 
put in place a policy to encourage 
green travelling in which mile-
age for cycling is paid at 25p per 
mile.”

North Glasgow Community Food Initiative

1
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Energy and climate change

Saving energy is central to avoiding the 
worst effects of climate change. Carbon 
dioxide (CO2) released by the burning of oil 
products, coal, and gas is responsible for 
about 2/3 of all the warming resulting from 
human activity. The UK and the EU are 
developing ambitious targets to cut CO2 
emissions by 60% or even 80% by 2050 
(and some scientists are calling for faster 
cuts). To meet these targets every com-
munity will need to play its part, even if that 
does seem to be a small one.

The key challenge is simple: reduce energy 
use in the office. The majority of energy use 
is in buildings. This can be done in three 
ways:

• Changing working habits.

• Increasing the energy efficiency of the 
office through simple improvements.

• Changing your electricity supply to a 
‘green’ electricity supplier that buys 
electricity from renewable sources.

2

Source Venture Scotland
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Key Action Points
Now

• Turn down the thermostat to 19 - 21º C.

• Install energy-saving light bulbs.

• Turn off everything at night.

Soon

• Switch to a green electricity supply (or 
speak to your landlord if you don’t buy 
energy directly).

• Set an annual target to reduce your CO2 
emissions, and monitor progress.

Later

• Review the insulation of your building.

• Ensure all new equipment is the most 
energy-efficient.

• Ensure that light fittings help direct light 
to where it is needed.

• Fit timers or motion-sensitive switches to 
cut lighting when it’s not needed.

Getting started

Energy is mainly used for heating, lighting, applianc-
es and ventilation. Every computer, light and copier 
left on overnight is a few pence more on the electric-
ity bill and a little more CO2 in the atmosphere. It’s 
that simple! But getting people out of bad habits 
and into good ones takes time, effort and positive 
leadership. Building high levels of awareness about 
switching off appliances is a first step (that never 
stops!). If you have an electricity meter, start to keep 
a record of monthly readings so that you can show 
the savings that are being made.

“Our office has taken 
the initiative with re-
spect to saving energy 
by replacing our old en-
ergy inefficient light-
bulbs with a 12 Volt LED 
lighting system. In addi-
tion, remote (home) work-
ing is encouraged and re-
sourced.” 

Rhyddian Knight 
Venture ScotlandHeating

Heating is likely to be your main energy cost. There 
is scope for real savings in most offices so:

• Check the thermostats. You don’t need to 
heat an office above 19 - 21ºC nor your hot 
water supply above 60ºC. Anything higher is 
wasteful.

• Check timers so that heating only comes on 
when the office is occupied. Make sure that 
you’re not heating the office over the week-
end.

• Cut the draughts. Check the office is well 
insulated and draught-proofed, identify the 
problem spots and take action.

Lighting

Use natural light wherever possible. Then use the 
best appropriate lighting systems:

• Low energy light-bulbs should be standard.

Air conditioning

Many offices use more energy in July than in January 
due to air conditioning. Keep this under control:

• Only use air conditioning when it’s really nec-
essary.

• Keep the windows open.

• Don’t cool an office below 24ºC.
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“The Comrie Develop-
ment Trust office uses 
low energy light bulbs 
and turns computers 
off completely over-
night. We also use a 
current cost monitor 
to show exactly what 
energy we are using at 
any given time.” 

Emma Margrett

Here’s some help

• WWF Scotland: Has on-line resource 
with step by step guides to reducing 
energy use along with Scottish case 
studies.. 
http://scotland.wwf.org.uk/how_you_
can_help/get_your_business_involved/
planning_a_green_office/ 

• Energy Saving Trust: Offers informa-
tion on energy efficiency, renewable en-
ergy and travel plans for local authori-
ties and domestic energy users.  
www.energysavingtrust.co.uk

• The Carbon Trust: Website offers use-
ful Save Energy, Save Money starter 
packs of advice, posters and stickers 
for larger organisations in the public 
sector and businesses.  
www.carbontrust.org.uk

• Calculate your carbon footprint  
www.safeclimate.net/calculator

http://scotland.wwf.org.uk/how_you_can_help/get_your_business_involved/planning_a_green_office
http://scotland.wwf.org.uk/how_you_can_help/get_your_business_involved/planning_a_green_office
http://scotland.wwf.org.uk/how_you_can_help/get_your_business_involved/planning_a_green_office
http://www.energysavingtrust.co.uk
http://www.energysavingtrust.co.uk
http://www.carbontrust.org.uk
http://www.safeclimate.net/calculator
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Waste and resources

The UK produces around 330 million 
tonnes of waste annually - a quarter of 
which is from households and business. 
The bad news is that this figure is growing 
at around 3% each year and the waste we 
produce would fill a space the size of the 
Albert Hall every half an hour. Each person 
produces an average 517 kilos / year (up 
from 450 kilos ten years ago) – that’s about 
100 full bin bags each! The good news 
is that about 113 kilos of that is recycled 
(about twice as much as just four years 
ago), but around 70% of UK waste is still 
dumped in holes in the ground (all figures 
from Defra).

Now landfill space is running out, and 
new laws to cut waste mean that disposal 
costs are rising. Decaying waste releases 
methane, a gas that contributes to climate 
change, and many communities are cam-

paigning against incinerators. It all makes 
sense to cut as much so-called ‘waste’ as 
we can.

The key objectives are to minimise waste 
and maximise recycling. Getting into the 
reuse and recycling habit is a key part of 
making changes. Plan your work around 
the ‘waste hierarchy‘. This starts with:

• Reducing the amount of waste we 
produce, moves on to

• Reuse (of goods such as furniture 
etc.) and

• Recycle of all sorts of materials).

Only then should materials be thrown away.

3
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Getting started

Find out about local recycling services. If you are a 
charity your council may offer a free service. Ask as 
these services are not always publicised. Otherwise 
there is a charge for recycling but you can offset 
costs by reusing items and using the savings you 
make by using less energy. Look for social or com-
munity enterprises collecting materials. They will give 
advice and supply collection facilities (bags, bins 
etc). If not, there are commercial companies. Do 
you know how much ‘waste’ you are producing? A 
simple waste audit helps highlight areas for improve-
ment and provides information to measure change 
against.

Reduce

An easy first step is to cut paper waste. About 70% 
of office waste is paper, so:

Saving Paper

• Use scrap paper for notes rather than copier 
paper.

• Encourage double-sided printing and photo-
copying – people may need training on this.

• Do you really need to print everything out?

• Use email for sending out reports and also 
put a copy on your website for people to read 
or download if you have one.

Other materials

• Reduce packaging waste – buy frequently 
purchased items in bulk.

• Choose refillable products or concentrates.

• Find out how to dispose of toner cartridges, 
batteries, electrical equipment, telephones 
and chemicals in an environmentally respon-
sible manner. Contact your local authority for 
information.

• Draw up purchasing guidelines that reduce 
waste as part of your procurement work.

Reuse

• Hire infrequently used equipment or share 
items with others in a multi-tenant building.

• Leasing electronic equipment (photocopiers, 
computers etc) means that maintenance and 
end-of-life disposal is someone else’s respon-
sibility.

• Reuse packaging materials.

• Donate unwanted equipment to community 
groups, resource centres, furniture reuse 
projects, charity outlets, tool re-use schemes, 
scrapstores or schools for creative use.
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Key Action Points
Now

• Run a paper-saving campaign.

Soon

• Set up an office paper recycling scheme.

Later

• Do a waste audit and build waste reduc-
tion into your action plan.

“We do the normal recycling paper 
and cans with a GCC recycle bin in 
the premises. We also have compost 
bins in our eco-garden for garden 
and food waste. Within one of our 
buildings we have a geo-thermal 
system installed and a wind tur-
bine. Unfortunately though, the 
wind turbine is being taken down 
due to insufficient wind. However 
the geo-thermal system helps keep 
the bills down.”

Pauline Smith
Wellhouse Community Trust

Recycle

• Set up a recycling collection if you are not 
already doing this. Seek advice from your lo-
cal council or recycling companies. Check out 
collection arrangements and issues around 
storage and fire risks.

• Make it easy for people to recycle with clear 
information.

• Run an informal awareness session – a ‘One 
Bin Day’ challenge gives a stark visual illustra-
tion of just how much waste one office can 
generate. Restricting the availability of office 
bins to one location for one day can spur 
people into reuse and recycling.

Here’s some help 

• The Community Resources Network 
Scotland (CRNS): a membership 
organisation which represents over 
120 recycling and reuse organisations 
across Scotland on issues of sustain-
able community resource management 
www.crns.org.uk 

• Computer Aid International: 
Recycles unwanted computers from 
Britain for use in schools and com-
munity organisations in the developing 
world.  
www.computeraid.org

• Furniture Re-use Network (FRN): 
over 400 re-use organisations across 
the UK collect items for re-use.  
www.frn.org.uk

• Greenworks: Services include a furni-
ture disposal and collection service for 
redundant office furniture. Offer re-
made items and office furniture.  
www.green-works.co.uk

• Recycle Now: National recycling 
awareness campaign. Includes a guide 
to recycled products.  
www.recyclenow.com

• Zero Waste Scotland:  
www.zerowastescotland.org.uk 

http://www.crns.org.uk
http://www.computeraid.org
http://www.frn.org.uk
http://www.green-works.co.uk
http://www.recyclenow.com
http://www.zerowastescotland.org.uk
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Shopping ethically and  
procurement

Every organisation buys products and 
services to help fulfil its purpose. Everything 
you buy has environmental and social im-
pacts. So the objectives are simple: cut the 
use of unnecessary items and increase your 
purchasing of products that have a minimal 
environmental impact and are ethical where 
possible.

Green and ethical purchasing sends out a 
positive signal that your organisation takes 
its environmental and social responsibilities 
seriously. You are leading by example and 
reflecting the values of your organisation. 
Small organisations may not think they can 
exert much influence through their buying 
power but any change helps. Current trade 
practices also create an ‘uneven playing 
field’ – your commitment can help change 
this.

There are always reasons not to change, 
including perceived cost and the idea 
that green products are somehow not as 
‘good’. Much of this may be more about 
‘purchasing inertia’, fear of change and a 
lack of organisational commitment. If there 
is opposition your ‘green team’ will need to 
do some planning and perhaps stress the 
wider social dimensions as a way to get 
support.

A formal purchasing policy may be neces-
sary within certain organisations but infor-
mal commitment can be just as effective. 
The key is taking action whether you have a 
policy or not.

4
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“We use Viking to purchase all of 
our office stationery, however we 
only purchase recycled paper, en-
velopes etc. If we require other 
items such as jute / fabric bags, 
pencil crayons made from FSC wood 
etc., we search on-line for the 
most appropriate ethical supplier. 
Our office furniture is generally 
re-conditioned, donated or second-
hand. We only buy Fairtrade tea, 
coffee and sugar.” 

Emma Margrett 
Comrie Development Trust

Getting started

Working in a team is critical for purchasing deci-
sions. Involving the office manager and people at the 
operational end is essential. Top level commitment 
is equally important, especially if a switch to certain 
products may take time or cost a little more. Change 
your purchasing in easy stages:

• Carry out a review of your current purchasing 
to determine scope for including or expanding 
‘green’ purchasing options.

• Identify actions that can be taken short, me-
dium and long-term.

• Start with a few products (paper is a good 
starter) and bring in more as experience is 
gained or cost savings achieved.

• Question whether certain products are really 
required or whether a lower production speci-
fication would still be ‘fit for purpose’.

• Work on developing a longer term procure-
ment strategy that looks at all the goods and 
services you buy.

Many of the products you may want to buy are la-
belled with a range of ‘kite marks’ and eco-labels.

Recycled products

Using recycled products does not mean compromis-
ing on performance. Obtaining accurate informa-
tion and a product ‘fit for purpose’ helps break the 
myths, as can ‘blind’ product testing. Many specifi-
cations ask for more than is necessary or are based 
on aesthetics rather than on performance. 

• Make a public commitment to reduce waste 
and buy recycled products whenever pos-
sible.

• Make a statement with any publicity materials 
or promotional products – use pens or pencils 
or bags made with recycled materials.

• Specify items that can be reused or recycled 
at the end of their lifespan.

• Give preference to products that contain a 
high recycled content.

• Be flexible in your specifications; the scope for 
purchasing certain items may alter due to new 
information or product availability.

• Ask suppliers for samples for product trials to 
check equipment compatibility.

• Consider ‘blind testing’ for recycled paper 
to avoid preconceived judgements.

Other ‘environment-friendly’ prod-
ucts and services

There are now many other products available with a 
reduced environmental impact.

• Choose ecological cleaning products.

• Reduce use of disposables and invest in 
proper glasses, cups, plates and cutlery – or 
hire these when they are needed.

• Use rechargeable batteries or choose mer-
cury / cadmium free options.

• Buy remanufactured toner cartridges. 

• Support printing services that address 
environmental issues (check that they use 
recycled paper, vegetable inks and have an 
accredited Environmental Management Sys-
tem).

• Use tap water (maybe cooled and filtered) 
instead of bottled water.

• Shop around for competitively priced prod-
ucts – avoid suppliers who put a price pre-
mium on ‘green’ products.

• Consider energy use in all purchases of 
equipment. 
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Fair trade

Most organisations buy tea, coffee, sugar, and 
biscuits. All are available fairly traded. Buying 
these products is one way of showing that your 
organisation can help make a difference. The 
Fairtrade Mark is a guarantee of a fair deal for farm-
ers and workers in some of the poorest countries 
of the world. It also sends out a clear message that 
the present unjust global trade rules are not accept-
able. The Fair Trade Foundation has launched a 
workplace awareness campaign – their suggestions 
include:

• Agree to buy products carrying the Fairtrade 
Mark.

• Find out where to buy Fairtrade products. 
Many office supply companies now stock 
Fairtrade products. Check out local stores, 
fair trade outlets such as Traidcraft shops and 
the Fair Trade Foundation website. A local Fair 
Trade Group may also be able to help.

• Hold a tea and coffee tasting event or a 
chocolate and snack sampling session for an 
afternoon break.

• Implement a Fair Trade policy in your work-
place and publicise it. Use Fair Trade prod-
ucts at external events too.

Key Action Points
Now

• Try out fairly traded tea and coffee.

• Buy recycled paper.

• Review your current purchasing.

Soon

• Look at potential local suppliers who you 
do not currently use.

Later

• Develop a procurement strategy to ben-
efit the environment and the community.

Here’s some help

• Cafe direct: Fairly traded products.  
www.cafedirect.co.uk

• Fairtrade Foundation:  
Awards the Fairtrade mark to appropri-
ate products and co ordinates the annual 
Fair Trade Fortnight. Website includes 
details of local groups, plus supplier, 
distributor and caterers lists.  
www.fairtrade.org.uk and  
www.fairtradeatwork.org.uk

• Forest Stewardship Council (FSC): 
Certification scheme and information on 
wood products from sustainable man-
aged forests. www.fsc.org

• Green Stationery Company: 
Promotes itself as having the UK s larg-
est range of recycled paper and green 
office supplies.  
www.greenstat.co.uk

• WWF Scotland: 
 Has an on-line resource with sections on 
green shopping..  
http://scotland.wwf.org.uk/how_you_
can_help/change_how_you_live/ 

• Paperback:  
The only UK paper seller specialising in 
recycled papers.  
www.paperback.coop

• Recycled Paper Supplies: 
Specialist suppliers of recycled paper, 
card, envelopes, craft and card- making 
products. 
www.recycled-paper.co.uk

• Recycled Products Guide:  
UK Directory of recycled products.  
www.recycledproducts.org.uk

• The Phone Co op:  
Telecoms provider owned by customers 
promoting a climate-neutral and ethical 
service. www.thephone.coop l Traidcraft: 
Fair trade pioneers since1979.  
www.traidcraftshop.co.uk

http://www.cafedirect.co.uk
http://www.fairtrade.org.uk
http://www.fairtradeatwork.org.uk
http://www.fsc.org
http://www.fsc.org
http://www.greenstat.co.uk
http://scotland.wwf.org.uk/how_you_can_help/change_how_you_live/
http://scotland.wwf.org.uk/how_you_can_help/change_how_you_live/
http://www.paperback.coop
http://www.recycled-paper.co.uk
http://www.recycledproducts.org.uk
http://www.traidcraftshop.co.uk
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“Our eco-friendly policy for purchasing food was to plant a 
community orchard and begin a Green Aware food project that 
demonstrates and promotes the skills of growing organic home 
produce, thus decreasing food miles, and encourages the commu-
nity to grow their own.”

Mel Sutton 
Twechar Environmental Project

Buy local

Buying local helps cut down on unnecessary 
transport, creates local employment and helps cel-
ebrate seasonality and local distinctiveness. If your 
organisation is there to support your locality, then 
buying from local suppliers is an entirely legitimate 
part of your work.

• Support local social enterprises, co-opera-
tives or small suppliers for food and catering 
requirements, green office supplies, recycling 
services, materials and maintenance work 
etc.

• Share knowledge – compile a checklist for 
others in your network about local suppliers, 
how to run a ‘greener’ event etc.

• Ensure service providers such as cleaning 
contractors have ethical policies regarding 
working terms and conditions.
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Travelling wisely
5

Transport issues are mostly about people 
getting to and from the office and work- re-
lated travel. Car travel is the biggest cause 
of urban air pollution and produces a major 
part of the UK’s CO2 emissions so it makes 
sense for any office to do what it can, espe-

cially since the statistics are mostly moving 
in the wrong direction. The proportion of 
trips made by car has gone up from 61% to 
64% over the last decade, while trips made 
on foot declined by 16% (Source: Depart-
ment of Transport).
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Getting started

The key point is pretty simple: reduce car use (espe-
cially single person travel) to that which is necessary. 
Quite what is necessary and what the alternatives 
are will of course depend on the local circumstanc-
es, most obviously about whether your are in an 
urban or rural area. If you are a larger organisation 
then you should look at developing a ‘green travel 
plan’ but the following points will get you started.

There are clearly limits on the pressure any 
organisation can put on staff as to how they travel 
to and from work: the way forward is more about 
offering positive incentives rather than restricting 
use. The alternatives to individual car travel can be 
summed up as:

• Public transport
• Walking and Cycling
• Car Sharing

There may also be issues for larger organisations 
around the use of company vehicles (vans and mini-
buses) and of couriers and taxis.

Public transport

There are some obvious action points here:

• Publicise the ways to get to your office and 
events by public transport on your literature, 
website etc.

• Make sure all staff and volunteers (as part 
of induction) know where the local buses go 
– supply everyone with a map of local ser-
vices.

• Offer interest-free loans for season tickets 
which can help people choose this option.

• Don’t hold events in places which are not ac-
cessible by public transport – avoid those big 
hotels that are at motorway junctions.

“For our community garden we 
use one car to pick up as many 
people as we can. East Lothian 
is largely rural and there are 
few buses so it would involve a 
lot more travelling by car if 
everybody was to arrange their 
own transport.”

Nicky Fox 
Stepping Out

Walking

It’s free and healthy, but it needs to be safe. Publi-
cise the best way to walk to your office but bear in 
mind that some people will feel less safe about walk-
ing than others.

Cycling

It’s cheap and even healthier. Encourage staff to 
cycle by providing secure bike storage space. Bet-
ter still, provide changing (and shower) facilities for 
people to use when they arrive at work (this may 
need to wait until you’re upgrading a building).

• Offer staff a mileage allowance for bike use.

• Refund the cost of cycle helmets.

• Have an ‘office bike’ if there are various short 
journeys to be made.

• Talk to local cycle groups or council staff 
about free training and maintenance events.

Car-sharing

This can be done in many ways. Identify staff who 
live near each other and who need to drive and 
encourage them to share the driving. If staff use cars 
as part of their work, set up an office diary and look 
for ways to make one journey serve one or more 
purposes. If your organisation needs a car occasion-
ally, check out your local ‘car club’.

Office vehicles

If you use vehicles there are some important points:

• Keep them well maintained (well inflated tyres 
save energy!).

• Ensure the responsible disposal of car oil, 
tyres and all other parts.

If you do use taxis and courier services try and mi-
nimise their use. Use cycle couriers where possible 
and watch for taxi firms that are ‘going green’ and 
support them.

Controlling car use

You can take positive action by refusing to provide 
parking facilities except for disabled staff and visitors 
(assuming there are public transport options). You 
can also work to develop and agree a policy to cut 
business travel by car if public transport options 
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Key Action Points
Now

• Discuss minimising car use.

• Promote public transport to staff and 
visitors.

Soon

• Set up season ticket loans.

• Set up secure cycle parking.

Later

• Develop a changing area for cyclists.

• Cut down on unnecessary car parking.

Here’s some help

• Carplus: Information, advice and sup-
port to communities involved in devel-
oping car share clubs and promoting 
responsible car use to reduce carbon 
emissions.  
www.carplus.org.uk

• CTC: the UK s national cyclists 
organisation  
www.ctc.org.uk

• ACT TravelWise: can advise on green 
travel plans  
www.acttravelwise.org 

• Sustrans: UK s leading sustainable 
transport charity, working to offer 
people more choice in travel options 
that benefit their health and the envi-
ronment. Responsible for the National 
Cycle Network – find out if there is a 
local link.  
www.sustrans.org.uk

• Walking Works: A Living Streets initia-
tive to inspire people to walk more as 
part of their daily commute to work. 
www.livingstreets.org.uk/scotland

exist.

“In the first instance we decided 
not to be too ambitious but to try 
to encourage lift-sharing on Sun-
days during the winter, when there 
is no public bus service at all and 
the most duplication of car jour-
neys seems to occur. We have a list 
of willing drivers who send round an 
email if they happen to be driving to 
Craignure. Requests for lifts can be 
made by contacting a central person 
who then circulates all drivers on 
the mailing list. For those without 
email, our local Ferry Shop in Fion-
nphort has kindly agreed that a no-
tice board be used for lifts to be 
offered and requested.”

Gillian Cummins 
Mull Sunday Car Share Scheme

http://www.carplus.org.uk
http://www.ctc.org.uk
http://www.acttravelwise.org
http://www.sustrans.org.uk
http://www.livingstreets.org.uk/scotland
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Care for where you live  
(and work!)

Your office may be at the heart of the community in which you all live and work or it may be 
in anonymous city centre office block. But wherever you are there are probably ways in which 
you can make a positive contribution to the local surroundings. 

There are broadly three issues to consider:

• The immediate grounds and surroundings for which you are responsible;

• Public spaces in the nearby community.

• Engagement in local community action.

Some people and organisations may be surprised to see you getting involved, but leading by 
example can make a very positive contribution.

6
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Your surroundings

If you are responsible for any open space think 
about greening them and keeping it well maintained. 
If it’s just a yard you could still have some plants (dig 
a bed or bring in planter troughs) or even a tree or 
two. If you have got room to plant then:

• Plant low-water or drought resistant plants to 
minimise maintenance and water use.

• Put in some insect attracting plants and bird 
boxes.

These actions will create a more attractive workplace 
and will in the long-term, help improve the biodiver-
sity of the area.

Public spaces in the nearby commu-
nity

Civic responsibility starts here! Discuss how the of-
fice might support local projects to improve the local 
environment. You might want to organise or support 
a clean-up of local green space – as an organisation 
based in the area you might be well placed to try 
and get support from other businesses. There may 
be a ‘Friends of the park’ group you could work 
with. This could make a good team building activity 
– you could involve trustees too.

Engagement in local community ac-
tion

Supporting local community activities may well be 
just what your organisation is about, so look for 
ways not just to promote them, but also to take 
part. If there are local fun days, environmental-
themed Council events, tree planting sessions etc. 
look for ways in which you might be involved as an 
organisation. There may be fundraising opportuni-
ties if you get involved in local sponsored events. 
You can also encourage staff to look for volunteering 
opportunities.

You may also want to make contact with local envi-
ronment and conservation groups. They may have 
ideas (and even funding) for local action and your of-
fice might be able to build new links between these 
groups and local community groups.

Key Action Points
Now

• Make contact with local environment 
groups.

• Publicise local events.

Soon

• Review your immediate surroundings.

Later

• Work to improve any spaces you man-
age.

“We have a community garden project in Musselburgh which makes use of derelict 
land adjacent to a council building. The local community justice team did some 
work preparing the site and we received a grant from 02 for the garden shed. We 
are just about to put kitchen facilities in the building beside the garden so 
we’ll soon be able to cook our own produce from the ground into the pot”

Nicky Fox 
Stepping Out

Here’s some help 

• BTCV:  
Practical environmental action, local op-
portunities for volunteering etc.  
www.btcv.org.uk

• Friends of the Earth Scotland:  
Website contains various resource sec-
tions etc.  
www.foe-scotland.org.uk

• Greenspace Scotland:  
Supports and provides information on 
the sustainable development of green 
spaces and networks in towns and 
cities.  
www.greenspacescotland.org.uk

• Groundwork:  
Local environmental regeneration activi-
ties. www.groundwork.org.uk

• Keep Scotland Tidy:  
All you need on organising a local 
clean-up  
www.keepscotlandtidy.org

• Scottish Wildlife Trust:  
www.swt.org.uk

http://www.btcv.org.uk
http://www.foe-scotland.org.uk
http://www.greenspacescotland.org.uk
http://www.groundwork.org.uk
http://www.keepscotlandtidy.org
http://www.swt.org.uk
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Saving Water
7

Saving water may matter more in some parts of the country than others, but 
with water meters becoming more common it is likely that this will save more 
and more organisations money. Saving water also saves the energy that is 
used to treat water, and pump it to your taps.

It’s easy to cut water wastage through installing water saving devices and 
behaviour change. Any office can also reduce the pollution it causes by 
avoiding unnecessary chemicals in cleaning, printing etc. and ensuring the 
appropriate disposal of liquids e.g. oil.
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Saving water

This is mostly common sense:

• Mend dripping taps and cisterns.

• Put notices above taps, sinks as water-saving 
reminders.

• Don’t fill kettles more than necessary

• Install water saving devices:

• Start with toilet cistern volume. reducers such 
as ‘hippos’ or ‘Save-a-Flush’ bags.

• If your office has urinals you can install waste-
saving devices.

• If you are upgrading your office go for dual 
flush toilets.

• If you have a water meter you can monitor 
and set targets for reducing water use.

Cutting pollution

• Use ecological cleaning products – buying 
refillable bottles cuts packaging waste too.

And don’t forget:

• Provide tap (or filtered) water at meetings in 
preference to costly bottled water.

• Capture rainwater via a water-butt for water-
ing office plants or outside space.

Key Action Points
Now

• Run a water-saving campaign.

• Fix leaking taps.

• Install water-savers in cisterns and toilet 
systems.

Soon

• Buy and fit a water butt to collect and 
use rainwater.

• Swap your bottled drinking water dis-
penser with a plumbed in unit.

Later

• Consider installing low flush and dual 
flush toilets.

• Consider installing push or motion sensi-
tive controls.

“As part of its Environmental Policy WWF monitors en-
ergy and water use. We have made strenuous efforts 
over the years to reduce our impact by ensuring we use 
the most efficient technologies wherever possible.

Panda House, WWF’s Headquarters in Godalming, Surrey, 
has auto-shut off taps in the toilets and ‘Hippos’ to 
reduce the amount of water used per toilet flush. We 
are about to move to new premises in Woking where new 
efficient technologies such as ‘grey water’ recycling 
and two-stage cisterns are planned.”

Betsy King 
WWF Scotland
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Moving forward

If you’ve made a start with some of the ideas in this guide, then don’t stop 
here! It should be clear from the work on your action plan that this is not a 
work area where you can make a few changes and that’s it. Making a real 
difference will take time and more information. 

8
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Some of the areas to look at are:

• Developing your Action Plan

Your action plan should be a ‘live’ document to help 
you deliver real change with both quick wins and 
longer-term targets.

• Keeping it going

It’s important to give feedback to staff and volun-
teers on how things are going. Encourage staff and 
volunteers to keep to their changed behaviours by 
using visual reminders.

• Working with members and networks

If you’re doing this work, then don’t keep it within 
the office. Share what you do with other groups and 
the people who use your services.

“We are proud to be members of the 
Green Tourism Business Scheme with 
a Gold grading and we have also 
worked with the Crichton Carbon 
Centre on their CSmart project in 
an effort to reduce our carbon 
footprint” 

Rachel Thompson 
Glenkens Community and Arts Trust

“We used to have our own office 
but rent prices were pushed up, 
forcing us to consider alternative 
arrangements. We eventually de-
cided to make do without an office 
altogether and now the local com-
munity centre is used as a mailing 
address. All we need is a mobile 
phone and laptop and we can work 
from home and the community cen-
tre. As a small organisation we 
have found this to be a useful ar-
rangement.

Nicky Fox 
Stepping Out.

• Spreading the message wider

Whoever you work with you have a chance to en-
courage them to take action. 

“Our recycling scheme for ink 
cartridges and mobile phones has 
probably been so successful due 
to the fact that there is nowhere 
else in the village to recycle 
these items and it’s not possi-
ble to put them in your recycling 
bins. The nearest recycling cen-
tre is seven miles away so having 
a local collection point is easy 
and convenient. The Trust also 
organises the Comrie Zero Waste 
Fortnight which we have now hosted 
twice and we are in the process of 
planning our third Fortnight.”

Emma Margrett 
Comrie Development Trust

 

• Getting organised – Environmental 
Management

If your organisation does want to take this further 
then one good way is to develop an accredited EMS 
(Environmental Management System). This will need 
time and money but if you are running a sizeable 
building then the savings can be substantial. 

• Moving on? 

This is an excellent time to make some longer-term 
changes and invest in improvements.
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General resources and  
further reading
The purpose of this section is to ‘signpost’ further sources of information and help. There is a lot out there and it 
can be hard to know where to start. Different groups will have varying information needs. The important thing is 
to use up to-date information and start to make some changes.

Finding out what’s happening locally is important too. Contact local community organisations, look at your local 
council website, community newspapers and information sources, environment centres etc. If something isn’t 
listed it doesn’t mean work isn’t going on.

Find out if the council has an environment officer and speak to them.

Community Action for a Sustainable Scotland…  
All seven CASS resources can be downloaded from: 
http://www.scdc.org.uk/community-capacity-building/community-action-for-a-sustainable-scotland

JustAct 
Website storing large amount of relevant resources www.justact.org.uk 

www.direct.gov.uk 
The official government guide to everything about green living. 
www.direct.gov.uk/en/ Environmentandgreenerliving/index.htm

Defra 
The government department responsible for environmental issues. www.defra.gov.uk

Posters and stickers  
www.carbontrust.co.uk/cut-carbon-reduce-costs/products-services/energy-management/employee-aware-
ness/posters/pages/posters.aspx

Scotland’s Environmental Protection Agency (SEPA) 
Leading public organisation responsible for protecting and improving the environment in Scotland. 
www.sepa.org.uk 

Envirowise 
Practical environmental advice for business but larger VCS organisations may also find the information useful.  
www.envirowise.gov.uk

Global Action Plan 
An environmental charity that helps people to make positive changes at home, at work, and in the wider com-
munity. www.globalactionplan.org.uk

Friends of the Earth Scotland 
Website contains a range of sustainable development resources  
www.foe-scotland.org.uk/

Ethical Consumer 
Lots of valuable advice on making the right procurement choices.  www.ethicalconsumer.org

Eco-Management and Audit Scheme (EMAS) 
Details about a more formal approach to environmental management programmes for making and measuring 
progress. www.emas.org.uk

9

http://www.justact.org.uk
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This resource was adapted from Changing the way we work: An Every Action Counts guide to greening your 
office (2009) http://media.justact.org.uk/media/resoucesPDF/15/changingthewaywework.pdf which was written 
by Chris Church and Jan McHarry of Community Environment Associates and Jo Taylor of the Ethical Prop-
erty Foundation with support from Groundwork and NAVCA. Conversion to a Scottish context has been made 
possible due to the fact that Every Action Counts has been published under Creative Commons, and it is a 
condition of such copyright that Community Action for a Sustainable Scotland is also published under Creative 
Commons. This will encourage the widest possible use and adaptation of the material.

What it means

You are free:

•  to copy, distribute, display, and perform the work

• to make derivative works

Under the following conditions:

• Attribution. You must give the original author credit.

• Share Alike. If you alter, transform, or build upon this work, you may distribute the resulting work only 
under a licence identical to this one.

• For any reuse or distribution, you must make clear to others the licence terms of this work.

• Any of these conditions can be waived if you get permission from the copyright holder.

• Nothing in this license impairs or restricts the author’s moral rights.

A copy of the full licence is available from: http://creativecommons.org/licenses/by-sa/2.0/uk/legalcode

http://creativecommons.org is the main website where you can read more about Creative Commons.

http://media.justact.org.uk/media/resoucesPDF/15/changingthewaywework.pdf
http://creativecommons.org/licenses/by-sa/2.0/uk/legalcode
http://creativecommons.org/

