Eco-Check

Think green. Simple steps make a difference.
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Energy Efficiency
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If IT equipment cannot be switched off, activate standby or sleep
mode

Switch off the monitor of a computer acting as a network server
which must remain on

Encourage staff to change computer monitor view options (font
size, text/background colour etc) to enhance on-screen
readability and reduce the need to print

Consider replacing paper based material and information,
including letters and forms, with online information where
possible

Turn on power-save modes on equipment and appliances

Turn off equipment during nights and weekends. Attach TV,
radios, computers, copy machines, microwaves, telephones etc. to
power strips for ease in turning them off at the end of the day
(Even when not in use, appliances use electricity.)

Install an automated thermostat (ité easy to do!) and/or set
temperatures so that it will be comfortable during the day, and
will use less energy during nights and weekends

For windows that receive direct sunlight, close the blinds after
work and on weekends to prevent excess heating in the
summertime

Use a ceiling fan or other fan in the summer time with or without
air conditioning. Fans use 98% less energy than A.C. and make
you feel up to 6 degrees cooler

Consider using IT for teleconferencing rather than face to face
meetings to reduce the environmental impact associated with
commuting

Open the windows and turn off the air conditioning on nice days.
Ensure heaters are not blocked by furniture

Add weather stripping to all doors and windows

Use energy-efficient compact fluorescent bulbs

Use thin fluorescent tubes which use less energy but have the
same output as larger tubes

Replace flickering fluorescent lights promptly
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Responsible Paper Usage
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Purchase chlorine-free, high post consumer waste recycled
paper
Keep mailing lists up-to-date and avoid duplicates

Eliminate use of fax cover sheets; write on the fax itself or
attach a fax post-it.

Edit documents on-screen as much as possible to avoid printing
multiple drafts

Conserve paper by printing and copying double-sided. Buy
machines that have this feature and ensure that instructions on
using it are clearly labelled

Use the reduction feature on a copier to fit more on a page.

Print using lowest quality print setting when appropriate to
conserve ink and cartridges

Save paper by design: use narrower margins and smaller fonts
when acceptable

Use postcards for mailings when possible and use the smallest
size envelope required

Save %, used sheets of office paper (sheets printed on only one
side) to stock fax machines, use as scratch paper, and copy and
print on when appropriate

Use reusable inter-office envelopes

Avoid using coloured paper when possible

Cancel junk mail and mailings you receive two copies of
Work with printers who use responsible inks and papers
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In the Kitchen

1 Keep washable plates, mugs, glasses and silverware in the kitchen
and avoid disposables

1 Purchase recycled and non-chlorine bleached paper towels and
napkins

1 Hang hand-towels in the kitchen (and bathroom) and use cloth
napkins in place of paper ones. Establish a system for washing
cloth items

1 Avoid individually packaged sugar and cream in the kitchen
1 Bring lunches in reusable rather than disposable containers

1 Provide a dish washing area to support staff efforts to use
reusables

1 Eat out as opposed to carrying-out food, and don’t accept
Styrofoam containers

1 Bring your own bags when shopping
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