Education and awareness

After completing this checklist, present the results
to your colleagues. Identify opportunities to
improve performance and create a plan for action.

HiEIN

. Green office checklist

Use this checklist to assess how sustainable your workspace and identify actions
to improve performance. The assessment can be undertaken by an individual or team.

Reducing waste Y N NA

Eliminate single-use tableware such as cups, plates
and cutlery, ensuring that reusable items are [:] [:] [:]
provided. Provide dishwashers wherever practical.

Include green office actions in regular team catch-
ups and encourage team members to participate in the
conversation.

Efficient lighting, heating and cooling

Where manual light switches are in place, ensure
that lighting is switched off when spaces are not in
use, especially at the end of the day.

HiEIN
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Encourage team members to dress according to the
weather to reduce dependency on heating and
cooling.

HiEln

Keep external windows and doors closed when heating
or cooling is on.

HiEIN

Personal heaters should not be used. If your
workspace is too hot or cool, report the issue to
Estate Management or contact your building manager.

HiEIN

Report any faults with lighting, heating and
ventilation to Estate Management via Archibus or
complete the Online Service Request Form.

Electronic equipment

Activate power saving settings for computers,
photocopiers and other electrical equipment.
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Use 'switch off’ stickers to remind people to turn
equipment off after use where applicable.
Saving water

Check that taps are not left running when you leave
a room.
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If a dishwasher is available, completely fill it
before turning it on.

HiEIN

Any water leaks should be reported immediately
to Estate Management via Archibus or the
Online Service Request Form.

Purchasing

Before purchasing new office furniture or equipment,
check if you can source a used item from the
furniture reuse program or AdminNet.

HiEln
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If you have to buy new products, select durable,
easy to maintain products made with recycled
content to reduce use of natural resources.

HiEIN

Where goods have an energy or water star rating,
choose a model with a minimum 4-star (5-star is
preferred).

HiEIN

When purchasing office consumables, look for
products that are locally-produced, have recycled
content and / or have social and environmental
certifications (e.g. Fairtrade, Rainforest Alliance,
UTZ, certified organic).
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Don’t print unless absolutely necessary. [:] [:] [:]

Use electronic forms and signatures wherever

possible to negate the need for printing and [:] [:] [:]
physically signing documents.

Use the ‘Review’ function in Microsoft Word and
other programs to edit and mark up documents instead
of printing. [:] [:] [:]

When printing is necessary, only print the pages

or text that are needed, and print grey scale and [:] [:] [:]
double-sided only.

Ensure all printers are set to print grey scale and
double-sided by default. Check with vyour admin
team or UNSW IT for assistance. [:] [:] [:]

Before disposing of electronic equipment, furniture

or stationary items, explore reuse and donation

options via furniture reuse program, AdminNet or [:] [:] [:]
Arc Stationary Reuse Centre.

Recycling

Ensure that bins are in place for paper & cardboard

(blue), recycling (yellow), food (burgundy) and

general waste (red), If you require additional [:] [:] [:]
bins, complete the Online Service Request Form.

Recycle soft plastic, toner cartridges, batteries,
mobile phone and e-waste as per UNSW guidelines. [:] [:] [:]

Travel

Choose active or public transport wherever
possible to reduce congestion and air pollution.

Could you walk or cycle for all or part of your [:] [:] [:]
commute? More information about cycling to UNSW.

Use Teams and other online collaboration tools where
possible to avoid unnecessary travel. [:] [:] [:]

If you must travel for work in person, avoid air
travel where other travel modes are practical (e.g. [:] [:] [:]
trip time is 4 hours or less by surface travel)

Wellbeing

Studies have shown that having plants in the
workplace improves mental health and productivity. [:] [:] [:]
Provide living plants in office spaces.

Configure the workspace so that workstations have [:] [:] [:]
access to natural light where available.

Thank you for using this checklist to make your workspace more
environmentally sustainable. By doing so, you are contributing to a
more sustainable UNSW.

For more information about environmental sustainability at UNSW,
visit sustainability.unsw.edu.au.
For assistance, contact sustainability@unsw.edu.au.



https://www.estate.unsw.edu.au/contact-us
https://login.microsoftonline.com/3ff6cfa4-e715-48db-b8e1-0867b9f9fba3/saml2?SAMLRequest=jZJPT%2BMwEMW%2FSuR7%2FjmBtFZTVBYhkEBUJOyB28SZNF4ldvHYZT%2F%2BpmmrZS9oT9bI783zzM%2Brm9%2FjEBzQkjK6ZGmUsAC1NK3Su5K91ffhgt2sVwTjwPdi412vX%2FHDI7lgMmoSp5uSeauFAVIkNIxIwklRbZ6fBI8SsbfGGWkGFmyI0Lop6ofR5Ee0FdqDkvj2%2BlSy3rk9iTgGK3vVeIq8ps8IWx%2BBj485tJ%2BPuKpeYhgUUNxiB35wm2PBgrvpWUqDm0e5dBvMTuloVNIaMp0zelAaI2nGOOu6a9lBHmKRXoX5om3CZoFpmCyui2bZLbsGsjmQs%2BDeWInz%2BCXrYCBkweNdySAr%2BizfXcl82QJPE85V%2B6uRfZH1qs9gEtEWiNQB%2F9qIPD5qcqBdyfhkCdMkTJY15yLnghdRlvB3FmzPS7tV%2BgTjuw03JxGJh7rehtuXqmbBzwvUScDOCMWcbr%2By%2B74xXICx9VH2H3BGdNCCg1X8NXF9Lv%2F9Q%2Bs%2F&RelayState=https%3A%2F%2Farchibus.unsw.edu.au%2Farchibus%2Fschema%2Fab-core%2Fviews%2Fnavigator%2Fab-navigator.axvw&SigAlg=http%3A%2F%2Fwww.w3.org%2F2000%2F09%2Fxmldsig%23rsa-sha1&Signature=QRTkHN5j32irtLB5S8qD5GAtYuDBYix2BIbv7aE0N%2Fs%2BnogZDvRr63Tx5ISVVtQcZ0bR4JMHKpizmCxbiC2ErZ7oluQE8DDAJCKFE8N%2FANNJq1%2F7Z3HUEg7uBRPaq7joqc3dFJdbEzSNkG%2BDNbTTqHFgYmXEXHufXveNT9AFauF9ElFDWS1UjWzl9Met20wnzcuH7OzK2S%2Bu7aJ3qpCV8SoPIPtGzJStnJJNVcMKhY7lfwEyiop0i3z5PTiLMH2AnrkRxzUuzpXyTwCOzKb2%2BVU6ak8ZoxLZjdA%2Fag2mJWnYHIdQuG5zOtfo1fbKsoAV0WUQpO3vV5Ps2MWPkDfsrw%3D%3D
https://www.estate.unsw.edu.au/contact-us
https://login.microsoftonline.com/3ff6cfa4-e715-48db-b8e1-0867b9f9fba3/saml2?SAMLRequest=jZJPT%2BMwEMW%2FSuR7%2FjmBtFZTVBYhkEBUJOyB28SZNF4ldvHYZT%2F%2BpmmrZS9oT9bI783zzM%2Brm9%2FjEBzQkjK6ZGmUsAC1NK3Su5K91ffhgt2sVwTjwPdi412vX%2FHDI7lgMmoSp5uSeauFAVIkNIxIwklRbZ6fBI8SsbfGGWkGFmyI0Lop6ofR5Ee0FdqDkvj2%2BlSy3rk9iTgGK3vVeIq8ps8IWx%2BBj485tJ%2BPuKpeYhgUUNxiB35wm2PBgrvpWUqDm0e5dBvMTuloVNIaMp0zelAaI2nGOOu6a9lBHmKRXoX5om3CZoFpmCyui2bZLbsGsjmQs%2BDeWInz%2BCXrYCBkweNdySAr%2BizfXcl82QJPE85V%2B6uRfZH1qs9gEtEWiNQB%2F9qIPD5qcqBdyfhkCdMkTJY15yLnghdRlvB3FmzPS7tV%2BgTjuw03JxGJh7rehtuXqmbBzwvUScDOCMWcbr%2By%2B74xXICx9VH2H3BGdNCCg1X8NXF9Lv%2F9Q%2Bs%2F&RelayState=https%3A%2F%2Farchibus.unsw.edu.au%2Farchibus%2Fschema%2Fab-core%2Fviews%2Fnavigator%2Fab-navigator.axvw&SigAlg=http%3A%2F%2Fwww.w3.org%2F2000%2F09%2Fxmldsig%23rsa-sha1&Signature=QRTkHN5j32irtLB5S8qD5GAtYuDBYix2BIbv7aE0N%2Fs%2BnogZDvRr63Tx5ISVVtQcZ0bR4JMHKpizmCxbiC2ErZ7oluQE8DDAJCKFE8N%2FANNJq1%2F7Z3HUEg7uBRPaq7joqc3dFJdbEzSNkG%2BDNbTTqHFgYmXEXHufXveNT9AFauF9ElFDWS1UjWzl9Met20wnzcuH7OzK2S%2Bu7aJ3qpCV8SoPIPtGzJStnJJNVcMKhY7lfwEyiop0i3z5PTiLMH2AnrkRxzUuzpXyTwCOzKb2%2BVU6ak8ZoxLZjdA%2Fag2mJWnYHIdQuG5zOtfo1fbKsoAV0WUQpO3vV5Ps2MWPkDfsrw%3D%3D
https://www.estate.unsw.edu.au/contact-us
https://reuse.unsw.edu.au/
mailto:admin-network@groups.unsw.edu.au
https://www.myit.unsw.edu.au/
https://reuse.unsw.edu.au/
mailto:admin-network@groups.unsw.edu.au
https://www.arc.unsw.edu.au/community/stationery-reuse-centre
https://www.arc.unsw.edu.au/community/stationery-reuse-centre
https://www.estate.unsw.edu.au/contact-us
https://www.sustainability.unsw.edu.au/our-plan/waste-and-recycling
https://www.estate.unsw.edu.au/getting-here/cycling
https://www.estate.unsw.edu.au/getting-here/cycling
http://sustainability.unsw.edu.au
mailto:sustainability%40unsw.edu.au?subject=

	Check Box 309: Off
	Check Box 3010: Off
	Check Box 3011: Off
	Check Box 3014: Off
	Check Box 3013: Off
	Check Box 3012: Off
	Check Box 3017: Off
	Check Box 3016: Off
	Check Box 3015: Off
	Check Box 3020: Off
	Check Box 3019: Off
	Check Box 3018: Off
	Check Box 3023: Off
	Check Box 3022: Off
	Check Box 3021: Off
	Check Box 3026: Off
	Check Box 3025: Off
	Check Box 3024: Off
	Check Box 3029: Off
	Check Box 3028: Off
	Check Box 3027: Off
	Check Box 3032: Off
	Check Box 3031: Off
	Check Box 3030: Off
	Check Box 3035: Off
	Check Box 3034: Off
	Check Box 3033: Off
	Check Box 3038: Off
	Check Box 3037: Off
	Check Box 3036: Off
	Check Box 3041: Off
	Check Box 3040: Off
	Check Box 3039: Off
	Check Box 3044: Off
	Check Box 3043: Off
	Check Box 3042: Off
	Check Box 3047: Off
	Check Box 3046: Off
	Check Box 3045: Off
	Check Box 3050: Off
	Check Box 3049: Off
	Check Box 3048: Off
	Check Box 3053: Off
	Check Box 3052: Off
	Check Box 3051: Off
	Check Box 3056: Off
	Check Box 3055: Off
	Check Box 3054: Off
	Check Box 3059: Off
	Check Box 3058: Off
	Check Box 3057: Off
	Check Box 3062: Off
	Check Box 3061: Off
	Check Box 3060: Off
	Check Box 3065: Off
	Check Box 3064: Off
	Check Box 3063: Off
	Check Box 3068: Off
	Check Box 3067: Off
	Check Box 3066: Off
	Check Box 3071: Off
	Check Box 3070: Off
	Check Box 3069: Off
	Check Box 3083: Off
	Check Box 3082: Off
	Check Box 3081: Off
	Check Box 3080: Off
	Check Box 3079: Off
	Check Box 3078: Off
	Check Box 3086: Off
	Check Box 3085: Off
	Check Box 3084: Off
	Check Box 3089: Off
	Check Box 3088: Off
	Check Box 3087: Off
	Check Box 3092: Off
	Check Box 3091: Off
	Check Box 3090: Off
	Check Box 3095: Off
	Check Box 3094: Off
	Check Box 3093: Off
	Check Box 3098: Off
	Check Box 3097: Off
	Check Box 3096: Off
	Check Box 30101: Off
	Check Box 30100: Off
	Check Box 3099: Off


