Millers  - Good 4 U
Sustainability Policy
Introduction
Sustainability has become a concern for us all and here at Good 4 U we must try to maintain and support good work practices to keep the production of unnecessary waste to a minimum, thereby minimizing our impact to the best of our ability.   This policy is intended to provide guidelines for all our employees to help meet this vision.   It is hoped that we can identify all key issues within the document; however we accept that further consideration may be required in due course.  This policy will be reviewed in 12 months’ time. 
All businesses impact on sustainability, for example the resources used such as energy or materials used and the waste produced.  The earth would do great without us BUT we cannot do anything without the earth!
There is lots of talk about the Sustainable Company – let this one take action and be proud in its efforts and staff. 
Engaging in a greener approach will not only help reduce out carbon footprint but will improve the image of the company and increase customer loyalty. 
According to the new data, recycling has saved more than 30 million tonnes of CO2 from being emitted over the past five years, equivalent to taking one third of all cars on the road in Britain off the road for one year (Footnote 1)
Envirowise, a government-funded group that advises business on sustainability, said bad waste practices are costing UK industry at least £15bn each year (Footnote 2)
 According to statistics provided by Eurostat UK is 11th in the Waste Recycling in Europe – can we help to improve this?
Definitions
Application:
This policy refers to all departments and business activities undertaken by managers and staff within those departments and subsequently the organisation.

Sustainability:
Meeting the needs of the present without compromising the ability of ours and future generations good life.  Sustainable development addresses environmental, economic, and social factors and the interrelationships between them in the workplace.

Environment:
Surrounding conditions, influences, or forces, by which the workforce are influenced in their daily activities, business growth and development. 

Objectives

[bookmark: _GoBack]The objectives of this policy are:
To ensure that organisational environmental risks are assessed, managed and controlled.
· To promote and adopt best practice within the organisation.
· To maintain and develop the company in a sustainable manner.
· To keep staff informed on matters of the environment.
· To develop good working relationships with relevant external bodies.
· To develop managers and staff by providing training and information on environmental management and sustainability.



Resource Use

Improvements to the efficient use of resources can save money and lessen our company footprint.  This will include usage of materials in all departments, for the purpose of management, administration or production purposes.  It will also include the use of energy, such as use of equipment and resources such as light and heat. 

Waste minimisation is all about reducing waste at source and not creating it in the first place. 

Energy
All non-essential light sources will be fitted with automatic switches that will turn themselves off after a given time. 

All lights will be changed for energy saving bulbs.

All offices will have the heating turned down by 2 degrees through the winter period. The maximum recommended level for heating is 19 degrees C.  

During the summer months the use of windows for natural air as opposed to air conditioning will be encouraged. 

Make sure that furniture does not obscure heaters or radiators as this reduces their effectiveness. 

Switch off all non-maintenance equipment at the end of the working day.

Photocopying
Make sure you need a printed copy before you photocopy the document
Turn the photocopier off at the power point at the end of the working day and during periods of inactivity. If the machine is in a very humid environment, this may not work well. In that case, the options are to turn the photocopier off at the machine and not the power point, or turn the heating elements back on for some time before copying at the start of the working day.
Set low power and off mode default times to the lowest available settings that suit your purposes.
Copy double-sided whenever you can.
Use paper with the highest recycled content the manufacturer or supplier will recommend for your printer.
Use recycled or refilled toner and ink cartridges
Printing
Turn off the printer when you're not using it and at the end of the working day (make sure no-one else wants to use it first, particularly if it's part of a network)
Set sleep mode default times to the lowest available setting that is convenient for your needs
Print double-sided whenever you can
Use black ink instead of printing off in colour to save the environment and your company profits
Use the Print Preview function to check layout and style instead of printing
Adjust your margins and type size to fit more on the page
Use paper with the highest recycled content the manufacturer or supplier recommends for your printer
Use ink and toner saving settings
Recycle or refill toner and ink cartridges

Water
Water can be saved by turning off taps when not in use. If you find a leak please report it to maintenance. 

Automatic flushing devices will be fitted in all toilets.  


Materials
Effort must be made to ensure that accuracy in the production of work is increased, thus ensuring that materials of any nature are not wasted.

Do not print out emails or other non-essential documents.  

Set printers to print double sided unless inappropriate. Turn scrap paper into notepads

Wherever possible consider the three Rs and engage with them as often as possible.

Reduce
Reuse
Recycle

All ink cartridges should be sent to a recycling company.

Recycling often reduces clutter and improves the working environment.  Less clutter also means increased safety around the workplace.

Purchasing
Most paper products can now be purchased from a sustainable source.  Please check this before purchase is made.  

A list of environmental conscious suppliers will be made available. 

Consideration should be given to the use of all non-office paper materials; that is the use of tissues and towels in all wash rooms. 

Some 80.6m tonnes of printing and writing paper enter the waste stream each year in the UK - 24% of total UK waste, (Footnote 3)

Training
All staff will attend training once a year relating to sustainability.  Sustainability articles or advice will feature as a regular article in the monthly newsletter. 

Innovation comes from the individual, so we would like to tap into the ideas of staff to reduce energy use, waste, and increase workplace satisfaction.  All staff are encouraged to inform us of any ideas on energy saving.  


Travel
The company encourages the use of shared or public transport where possible.  For people cycling or walking to work we will provide safe cycle lock-ups, changing facilities and showers.  

We will also be promoting flexible working conditions, which permit some home working and avoidance of peak hour traffic for travelling. 

Benefits of car sharing
Reduce your car running costs, saving you money
Save time looking for parking spaces 
Cut emissions for all concerned
Help to save the planet by reducing your carbon footprint

Canteen
Local foods will be used where possible in the canteen.  There will be new recycle boxes located in the canteen for the collection of waste, bottles and drink cans. 

Newsletter
The company Newsletter will still be available as a printed document but all staff will be asked if they would be happy to receive it electronically.  In addition we will no longer be sending this out to interested parties, but instead we will make it available as a downloadable document on our website.  

People will be informed of this in out very last paper based Newsletter mail out.   This action not only helps sustainability in terms of paper but also in postage. 


Staff Health and Welface
To sustain the good health and welfare of our staff we will from the beginning of the new year provide a more flexible working condition.  Staff needing to work flexi time to support their personal needs will be encouraged to ask for a change to their working pattern.

In addition every staff member may have one half day off per month to pursue any voluntary action pursuit that they are engaged in. 






