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INTRODUCTION 
According to the UNSM’s Municipal Sustainability Office, there is a 

desire among the municipalities of Nova Scotia to implement more 

sustainable business practices.  

The purpose of this toolkit is to provide a diverse set of best practices 

for reducing energy and resource consumption within the municipal 

office workday for Nova Scotia municipalities.  

The best practice recommendations have been grouped into five 

sectors; energy, events/meetings, transportation, waste, and 

water.
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ENERGY 
Powering computers, copiers, or printers, supplying heat or cooling, providing light – these are a few 
examples of how dependent the typical workday is on energy. Energy has become a basic need that 
must be met to accomplish daily living, in the workplace and at home. Municipal employees have the 
ability to lower their greenhouse gas emissions simply by reducing the amount of energy consumed in 
their workplace. Not only does reduced energy consumption decrease green house gas emissions, it also 
increases savings. Use less; emit less; pay less. 

RECOMMENDATIONS 

#1  ɀ SWITCH OFF 

Check with IT then turn off office equipment and power bars at the end of the 

day; switch off lights when not needed; set computers to hibernate when not in 

use; set monitors to sleep after a period of inactivity (screen savers still use 

energy!). 

#2  ɀ TEMPERATURE CONTROL 

Buy a programmable thermostat; set hallways, stairways, less frequented areas to a cooler temperature. 

#3  ɀ CENTRAL PRINT, FAX, COPY STATION 

Fewer devices plugged in saves energy. 

#4  ɀ UPGRADE LIGHTING 

Replace incandescent bulbs with compact fluorescents and T12 fluorescents with high efficiency T8s. 

#5  ɀ BUY ENERGY STAR® PRODUCTS 

#6  ɀ CONDUCT AN ENERGY AUDIT 

Get baseline data to use for future comparisons, check what 

energy saving strategies were most effective. 

#  7 ɀ GET CERTIFIED 

Be recognized for green efforts by getting certified, such as 

through the LEED certification program. 

The City of Greater Sudbury 

conducted an energy audit and 

identified ways to save $610 000 

with energy efficient changes in 

their municipal buildings. 
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EVENTS & MEETINGS 

WHAT IS A “GREEN MEETING”? 

A green meeting ensures that all aspects of the event, including its location, 

food services, transportation and the provision of materials are approached 

with environmental sustainability in mind.  

WHY HOST A “GREEN MEETING”? 

1. to conserve energy,  reduce waste and save money 

2. a green meeting presents an opportunity to educate the participants, organizers and supplies 

about the benefits of green meetings and sustainable practices 

3. green organizations have a positive public image 

4. hosting a green meeting may encourage green practices to be instituted more broadly in the 

office 

5. green and socially responsible organizations can attract and retain their employees more easily 

RECOMMENDATIONS 

#1 – GO PAPERLESS 

 supply meeting proceedings or reports electronically 

 limit the distribution of paper copies to those with a genuine need or interest 

 use technology (ex. PowerPoint) to communicate information to attendees, rather than flip charts 

#2 – REDUCE TRAVEL 

 consider teleconferencing or videoconferencing 

rather than meeting in person 

 host meetings at locations requiring fewer people 

to travel 

#3 – MAKE ENVIRONMENTALLY FRIENDLY FOOD CHOICES 

 purchase local food when possible (see 

www.selectnovascotia.ca for ideas) 

 choose organic and fair-trade products 

 specific certifications to look for include: Certified Organic Products, Certified Fair Trade, Select 

Nova Scotia, and Ecologo Certification 

 ensure accurate quantities are purchased so leftovers can be limited 

 provide beverages and condiments in bulk dispensers rather than single serve containers 

In addition to being a local company, Just Us 

brand coffee and tea carries products that 

are organic and free-trade, making it a good 

choice for beverages supplied at meetings 

(taken from Government of Nova Scotia’s 

Sustainable Procurement Tip sheet). 
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#4 – AVOID DISPOSABLE FOOD IMPLEMENTS  

 avoid using disposable mugs, cups, cutlery, dishes 

and other food related implements 

 encourage attendees to bring a travel mug and/or 

provide ceramic mugs 

 use a pitcher of water and glasses instead of 

bottled water 

Note: Many people drink bottled water for its perceived health benefits. However, tap water from a 

municipal supply is just as healthy as bottled water and is subject to more stringent health and quality 

regulations. In fact, two common bottled water brands, which are readily available in Nova Scotia, are 

obtained from filtered municipal water.  

#5 – ESTABLISH A GREEN MEETING POLICY 

 create a written policy regarding green meetings and communicate it clearly to all parties involved 

 include the rationale behind any rules or changes that are being made 

 ensure all guests are aware of the green meeting policy 

Note: It is important to ensure that the items that are needed to comply with your municipality’s 

environmental policy, (such as reusable mugs, recycling composting bins) are provided and instructions 

for their use are clear. This is especially important when meetings will involve guests who may not be 

familiar with the policy and the information can help explain why certain items, such as bottled water or 

Styrofoam cups, are not present. 

 

AS AN EXAMPLE OF THE FINANCIAL BENEFITS THAT CAN 

BE ACHIEVED, MEETING STRATEGIES WORLDWIDE INC. 

REPLACED BOTTLED WATER WITH REUSABLE GLASSES 

AND BULK DISPENSERS AT ONE OF THEIR CONFERENCES 

AND SAVEd approximately $15,000 (taken from 

Environment Canada’s Green Meeting Guide). 
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By providing bus passes to employees 

who give up their parking passes, 

promoting carpooling amongst staff 

and providing electric bicycles for staff 

to navigate throughout the city for 

work purposes, Allegro, a Montreal 

based program has resulted in a 14% 

reduction in single passenger trips by 

city workers.  Looking ahead the City is 

exploring the option of providing 2,400 

bikes to downtown staff to add to their 

fleet of electric bikes. 

 

 

TRANSPORTATION 
In 2006, Nova Scotia’s transportation sector, which consists of passenger transportation, freight 

transportation and off road transportation, created a total of 5.5 Mega tonnes of CO2 and transportation 

occurring within the municipal office workday contributes to this figure. Employees rely on various 

forms of transportation to arrive at the workplace; transportation is sometimes required to travel 

between municipal buildings, to attend meetings and to perform certain tasks, including field and site 

visits. Certainly, there are many opportunities for reducing transportation use within the municipal 

workday that will save money and lower the municipalities’ 

carbon footprint.  

RECOMMENDATIONS 

#1 – BEST USE PRACTICES FOR VEHICLES 

Choosing the right vehicle for the right job is an easy way to 

start greening your transportation fleet.   

#2 – HOST A GREEN DRIVING WORKSHOP FOR STAFF 

A green driving workshop will describe fuel-saving driving 

habits and proper vehicle maintenance procedures to 

provide better fuel efficiency.   

#3 – JOIN FLEETSMART 

FleetSmart (http://fleetsmart.nrcan.gc.ca/) is a program offered to fleets, including municipal fleets, by 

Natural Resources Canada through the ecoENERGY program.  The program offers free advice to 

organizations wanting to reduce their transportation costs, improve productivity and increase 

competitiveness. 

#4 – LOG FUEL CONSUMPTION AND KILOMETERS TRAVELED 

Equip each vehicle with a log book and implement a mandatory regulation for the recording of fuel 

consumption and kilometers traveled per trip.   

#5 – USE ONLINE CALCULATORS 

Make use of free online fuel consumption, greenhouse gas emission and idling-impact calculators 

provided courtesy of Natural Resources Canada 

(http://oee.nrcan.gc.ca/transportation/business/calculators.cfm).   

 

http://fleetsmart.nrcan.gc.ca/
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#6 – IDLE-FREE POLICY FOR FLEET VEHICLES  

Municipalities across the country are setting the precedent within their communities by implementing 

idle-free policies for fleet vehicles.   

#7 – ENCOURAGE CYCLING TO WORK 

Provide bike racks, lockers and/or shower facilities (using 

low-flow shower heads) to encourage staff to cycle to and 

from work.   

#8 – PROVIDE ALTERNATIVE TRANSPORTATION OPTIONS 

Purchase a fleet of bicycles and/or high efficiency electric 

bikes for staff as an alternative to motor vehicles during 

months when the weather is agreeable.   

#9 – PROMOTE CARPOOLING WITHIN THE OFFICE 

Develop a carpooling program within the office for commuting staff.   

#10 – PARTICIPATE IN A CAR SHARE PROGRAM 

Join a local car share program and eliminate a fleet vehicle that is used infrequently (CarShare Hfx:  

www.carsharehfx.ca)   

#11 – JOIN E3 FLEETS 

E3 Fleets (http://www.e3fleet.com/) is a one-of-a-kind non-profit organization in Canada that offers 

solutions to greening fleets, including recommendations of best use practices and replacement options.   

#12 – OFFSET AIR TRAVEL 

Offset any air travel done by municipal staff for work purposes. 

#13 – POLICY FOR PURCHASING RIGHT-SIZED AND FUEL EFFICIENT/ALTERNATIVE FUEL VEHICLES 

Develop a policy within the office and perhaps the municipality as a whole to encourage purchasing 

properly sized, fuel efficient and alternative fuel vehicles.  
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WASTE 
Municipal office employees can make a difference by setting an example for their community while 

cutting down on operating costs. This section suggests actions to be taken and tools to be used in order 

to minimize office waste; expanding on the common mantra:  reduce, reuse, and recycle.  

RECOMMENDATIONS 

#1 – USE OFFICE SUPPLIES –  START TO FINISH 

Use pens, permanent markers, led pencils and highlighters until they are 

worn out.  

#2 – SEPARATE WASTE 

Make sure that proper receptacles are available for paper, recyclable 

containers, compost and garbage to limit the amount of waste going to landfills.  

#3 – REUSE BEVERAGE CONTAINERS  

Provide a reusable coffee mug and water bottle to each employee. Discourage the use of disposable 

coffee cups and eliminate bottled water in the work place (filtered water could also be provided).   

#4 – PRINT SMART 

i. Provide one or two energy-efficient printers for the office and place in a central location to avoid 

purchasing cheaper, less efficient individual printers. 

ii. Refill empty ink cartridges instead of replacing them and recycle the cartridges themselves.  

iii. Set-up default double-sided printing  

iv. Encourage the use of e-mail unless mail or fax is absolutely necessary. 

v. Scan and save documents on computers and disks instead of photocopying.  

vi. Use misprints as scrap paper or for printing drafts. 

#5 –DON’T WASTE ELECTRONICS 

Repair and/or donate old electronics to local charities, posting items on 

www.freecycle.org or contact the Atlantic Canada Electronics Stewardship 

(ACES:  www.acestewardship.ca) for items with no reuse potential.  

#6 – PURCHASE RECYCLABLE / ENVIRONMENTALLY-FRIENDLY MATERIALS  

Ensure that the packaging, office, kitchen and bathroom supplies purchased are recyclable, made from 

recyclable materials and/or compostable.    

Environment Canada successfully 

donated 1,348 computers in only 

three years of operating its 

Computers for Schools recycling 

program. 

http://www.freecycle.org/
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A leak of one drop per second can 

yield wastage of 9000L annually! 

REPLACING TRADITIONAL HIGH-VOLUME 

TOILETS WITH 6L TOILETS CAN REDUCE 

WATER USAGE BY UP TO 70%! 

WATER 

More than one quarter of all Canadian municipalities reported water shortages between 1994 and 1999; 

therefore, there is a pressing need for Nova Scotia municipalities to encourage more sustainable water 

consumption practices, beginning within their own buildings.  

RECOMMENDATIONS 

#1  – EDUCATE STAFF AND SELECT GREENER CLEANING PRODUCTS 

All employees, and more specifically janitorial staff, should be made aware of efforts to reduce excess 

water consumption and to use non-toxic cleaning products. 

#2  – REPORT, REPAIR, AND REPLACE LEAKY FAUCETS  

Turn off taps lightly to avoid drips. Report / repair / replace 

leaky faucets immediately. Upgrade faucets to those with 

automatic sensors or faucet aerators.    

#3  – SELECT LESS PICKY PLANTS AND INSTALL A RAINWATER 

TANK 

Offices can select plants with lower water 

requirements and/or outdoor plants that utilize 

rain as the lone source of water. A rainwater tank 

(available in various sizes and costs) can be 

installed and used for landscaping purposes.   

#4  – WASH DISHES WISELY 

Ensure dishwashers are “Energy Star” rated and are only run when fully loaded. Also, employees should 

scrape rather than rinse dirty dishes.  

#5  – LOWER THE FLOW  

Install toilets with dual flush systems and waterless urinals if 

possible. For the smaller budget, toilet dams can be placed 

within the tanks of higher-volume toilets to reduce the flow.  

 

 

The City of Hamilton subsidized 628 rain barrels for 

citizens and sold out immediately with the Catch the 

Rain project – saving thousands of litres of water. 
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CONCLUSION 

Although these recommendations provide a starting point for the greening of municipal offices, there 

are some essential steps that should be taken in order for these recommendations to be useful:  

 evaluate which steps will be immediate 

priorities and which will be goals to work 

towards in the future 

 create a written policy regarding green office 

procedures so that everyone involved has a 

clear understanding of what the goals are and 

how they will be achieved. 

 collect baseline data before making any 

changes, which will allow for the tracking of 

progress and may be required by funders 

when applying for grants 

 encourage implementation by offering incentives for participation 

 continue to monitor progress in order to gauge success and set new goals  

 

άSimple acts done by lots of people change the 

world around us - particularly that world in which 

many spend most of their waking life: the 

workplace.έ (Harvey, 2006) 


