Supporting our Green Business Values

We are proud to be a recognized San Francisco Green Business. As a green business we strive to protect the environment and improve the health of our employees and customers. Specifically, we work hard to go beyond environmental compliance to meet stringent standards dictated by the City and County of San Francisco’s Green Business Program. This manual has been put together to introduce you to our green business policies and programs.

Our environmental mission statement is: 

INSERT YOUR BUSINESS’ ENVIRONMENTAL MISSION STATEMENT HERE. 

As an employee of a green business, you play an integral role in supporting the environmental programs and practices already in place, and suggest ways for us to operate in an environmentally responsible way. Your participation and support will:

1. Help us create an environmentally friendly and healthy work atmosphere.

2. Reduce our company’s carbon footprint.

3. Help us meet our corporate and social responsibility goals.

4. Proudly communicate our values to our clients.

What does it mean to be a Green Business?

In an effort to be a green business, we implemented several environmental practices in the following areas: 

· Recycling and Waste Reduction: We set up a recycling and composting program to divert as much waste as possible from the landfill. We also purchase products made from the highest content of recyclable materials.

· Energy Conservation: We use energy efficient lighting and appliances within the office. 
· Water Conservation: We use water efficient toilets and installed flow-restricting devices at every faucet.

· Pollution Prevention: We strive to use the least toxic products (including cleaning products, pesticides and paints).  We promote clean air by encouraging employees to bike, walk or use public transit.

How YOU can help maintain a green workplace?

We need your help in maintaining a green workplace. Here is what you can do:

1. Recycling and Waste Reduction:

-Participate in the company recycling and composting program.

-Be responsible when using paper. Ask yourself: Do I really need to print that out?

-Print double sided and make double sided copies.

-Use previously used paper for drafts, scratch paper or internal memos.

-Use size reduction feature (e.g. print two pages of a book on one page).

-Reuse envelopes as both send and receive.

-Use permanent ware (mugs, dishes, utensils, towels, etc.) instead of disposables. 

-Do not bring disposable items to the workplace.

-If you are responsible for purchasing office supplies, choose products made from the highest content recycled materials. 

-If you host meetings or events, ensure that they are “zero waste” events. 

2. Energy Conservation:

-Enable Energy Star settings for appliances you use.

-Turn off lights, computers, etc. before leaving for the day or for long periods of absence AND turn off the power strip they are plugged into.    

-If available, use the standby mode on equipment (i.e. energy saving buttons).

-Keep the thermostat between 76° F for cooling and 68° F for heating.

-If you are responsible for purchasing light bulbs, choose energy efficient fluorescents with low mercury content.

-During off hours use task lighting instead of lighting the entire area and use small fans or space heaters for heating and cooling.  

3. Water Conservation:

-If you detect any leaks report them immediately so they may be repaired. 

-Always be aware of how much water you’re using (i.e. hand washing, cleaning dishes, etc.).

- Only operate the dishwasher when fully loaded.  

4. Pollution Prevention:

-Learn how to identify toxics in the workplace.
-Do not bring in cleaning products or personal care products (such as hand soaps or air fresheners) as they may contain potentially harmful chemicals.

-If you are responsible for purchasing office products, purchase environmentally preferable products such as remanufactured toner cartridges, unbleached paper, and non-toxic markers

-Use rechargeable batteries for personal appliances such as clocks and flashlights.

-Recycle spent florescent lamps and batteries used in your task lights and appliances.

-Purchase food sourced locally and choose organizations that are fair trade certified over conventional, when possible. 

-Do business with other “Green” vendors or services such as recognized green businesses. 

-Pick up and read bike route maps and transit schedules.  Sign up for carpooling with fellow employees if possible. 

-Patronize services close to your business (i.e.. food/catering, copy center).

-Take advantage of commuter vans or shuttles to and from transit stations. 

Top 10 ways to be green at home too

1. Conserve Energy and Water

-Choose fluorescent lamps with lowest mercury content. 

-Use energy efficient appliances (visit www.energystar.gov) to find rated appliances.

2. Promote Clean Air

-Bike, walk or take transit as much as possible.

-Avoid using gas powered mowers and garden appliances on Spare the Air days (www.sparetheair.org).

3. Minimize Waste

-Reduce and reuse as much as possible.

-Use the 3-bin system to recycle- place paper, bottles & cans in the blue bin and food waste and food soiled paper in the green bin.

-Donate unwanted furniture and non-hazardous items that are in usable condition.

-Look into used or refurbished furniture and equipment before buying new.

4. Safely Recycle and/or dispose of hazardous household items

-Visit www.sfenvironment.org for a list of places that accept batteries, latex paints, mercury thermometers, and fluorescent lamps for recycling.

5. Prevent indoor air pollution

-Choose less toxic cleaners.  Visit goodguide.com when choosing household products.  

-Eliminate pest problems without using Pesticides.

-Avoid aerosol cans and choose spray packaging instead.

-Avoid chemical fragrances and use essential oils if necessary.

-Remodel green; choose furniture, paints and flooring materials with lowest toxicity.

6. For healthy bodies:

-Choose safer cosmetics.  Visit goodguide.com when choosing beauty products.  

-Choose organic and local food options.

-Be informed about mercury content in seafood.  Choose sustainable seafood when possible.  Use the Seafood Watch card or visit http://www.mbayaq.org/cr/seafoodwatch.asp to learn more.

-Avoid polycarbonate plastics (#7)

7. Buy eco-friendly products like rechargeable batteries, paper made of 100% post consumer recycled waste, and products with less packaging or recyclable packaging. -If you’re in the market for a new computer, buy an EPEAT certified option (www.EPEAT.net).

8. Use canvas bags in place of plastic or paper bags.

9. Drink Hetch Hetchy water in place of bottled water in plastic packaging.

10. Patronize a San Francisco Green Business (www.sfgreenbiz.org). 

Thank you for all of your hard work to keep our workplace green. We welcome any suggestions on further improvements that can be made to create a healthier, safer and greener place to work!  

