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GREEN POLICY  
 
 
OVERVIEW 
 

This short document outlines the initiatives within the School to lessen our environmental impact. If you 

would like more information, have suggestions for other actions or would like to become more involved, 

please contact any of the Green Onions team or Departmental Environmental Officer. Contact details are on 

the Green Onions noticeboard and on the School central server. 
 

 
Acknowledgement: We are indebted to Naomi Jones of the Bartlett Planning for her advice and the School of Planning Green 

Policy, on which this Policy is based.  

 
GENERAL 
 

All members of the School of Construction and Project Management – staff and research students - are 

encouraged to consider the environmental impact of their work and to look to improve the sustainability of the 

UCL estate and practices. In line with UCL’s Environmental Sustainability Policy, all members of the School 

will conduct themselves ethically and fairly. 

 

Given the large volume of taught students that we see each year, staff with student contact have particular 

opportunity to make students aware of UCL’s green ambitions and to bring to their attention any of the areas 

outlined in this document.  

 

 
RECYCLING 
 

The School supports UCL’s commitment to sustainable procurement and to minimising waste. We have very 

good facilities for recycling. Staff and research students are encouraged to minimise their use of under-desk 

bins in offices and to use the facilities listed below.  

 

BINS 
 

There are three types of bins: 

 

 

Mixed recycling 

 

This is for EVERYTHING except food and contaminated waste.  

All paper, plastics, glass, used paper towels – most things can go into mixed recycling. 

 

If in doubt – please put the item into these bins. 

 

These are positioned by the entrance to the School, in the kitchen, student PC cluster area, 

in the main meeting rooms and in the corridor outside the 3rd floor offices.  
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Food waste     

 

All food should go into the food waste bin. This includes tea bags and 

coffee filters. 

 

The small green bin on the counter top in the kitchen is the food 

waste bin. 

 

If possible please wash out recyclable items – put food into the food 

waste bin and then the washed item into mixed recycling. 

 

 

 

Non-recyclable waste 
 

This is only for items which are heavily contaminated with food, chewing gum, and non-

recyclable plastic such as crisp packets.  

 

This bin is positioned near the coffee machine in the kitchen. 

 

 

 

 

 

Batteries 

  

Please put all used batteries into the receptacle in 

the kitchen on the window ledge.   

 
 

Used printer cartridges and mobile phones 
 

Please put used printer/toner cartridges and old mobile phones in the large box under the 

paper binder counter in the kitchen/copying room. This box is collected when it fills up.  

 

 
 

 



The Bartlett School of Construction & Project Management  

 

Policy last updated: May 2018          5 

         

Next review date: May 2019 

 
 
 

Other electrical equipment 
 

Please let the School Administrators know of any old or broken electrical equipment and s/he will make 

arrangements for it to be collected for reuse or recycling.  

 
Furniture and equipment 
 

Please inform the School Administrators of any furniture or equipment that you no longer need. We try to 

reuse as much as possible on the WARPit website.  

 
Paper 
 

The School has moved to electronic marking, to minimise paper use by students for course assignments.  

 

All staff and research students are strongly encouraged not to print unless necessary. Avoid printing out whole 

publications or long documents. If printing is necessary, consider removing double spacing, wide margins, 

large font sizes, etc.  A better solution to avoid wasting paper is to store files on the School central server and 

use PCs or laptops to reference them. 

 

Our policy is to print double-sided and to use colour only when necessary (see Appendix A). 

 

When organising meetings, please ask individuals whether they require hard copies before printing. 

 

Please help to reduce our paper use by taking double-sided copies wherever possible.  Instructions are 

displayed next to all shared copiers and printers.  

 

We reuse all envelopes – please place used envelopes in the cupboard under the internal/external post 

pigeonhole.  

 

Used postage stamps 
 

Please tear/cut used postage stamps off the envelope leaving about one cm of paper around the edge of the 

stamp, and put them in the box next to the post pigeonholes. All stamps are sent to the RNIB, which raises 

money through resale to stamp dealers. 

 

ENERGY USE 
 
The School supports UCL’s commitment to reduce carbon emissions. 

 

Computers and lights 
 

Lights in School offices are sensor-controlled and will switch off automatically after a set period. Remote 

controls are also available for manual control: these can be used to switch off lights on sunny days or when 

leaving the office – please ask the School Administrative Assistant.  

  

All staff and research students are asked to be vigilant about turning off computers and monitors in their own 

offices as well as in meeting rooms once they have finished. 
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To set your computer to go to sleep mode automatically, in Windows open the Control Panel, and choose 

“System and Security” then “Power Options”  

 

On a Mac, go to the Apple menu, select “System Preferences” and then “Energy Saver”. 

 

When choosing a new PC, please remember that a smaller screen consumes less power. In use, energy can be 

saved by reducing screen brightness.  

 

All equipment MUST be switched off over weekends and college closures. 

 
 
Air conditioning and heating 
 

All rooms have a Versatemp unit with a temperature sensor to control the heating 

and air conditioning. These should be set to between 19 and 22 degrees, or up to 24 

degrees in the summer. They should be switched off when leaving a meeting room or 

when leaving your office in the evening.  

 

Portable heaters should be used only if the heating units are not functioning. If you 

are using a portable heater, you should inform the School Administrative Assistant 

so that s/he can ask maintenance to fix the heating. 

 

Staff and research students are requested not to use other electrical devices, such as 

kettles or coffee makers, in their offices.  

 

 
TRAVEL 
 

The School supports UCL’s commitment to reduce the impacts of travel and transport.  

 

Flights 

Domestic air travel must be avoided unless absolutely necessary. Staff are also encouraged to use trains rather 

than flying when travelling to Europe. 

 

Student field trips should use train travel such as the Eurostar when traveling to Europe whenever possible. 

Student field trips within the UK should be by train or bus only. 

 

Staff and research students are asked to consider their carbon footprint when planning conferences, especially 

those requiring long-haul flights. Some conferences now allow virtual attendance. Requests for conference 

funding will require an estimate of carbon emissions. Here is an easy-to-use air mile carbon calculator: 

http://www.carbonneutralcalculator.com/flightcalculator.aspx 

 

Commuting 

Staff and students are encouraged to choose environmentally-friendly ways to commute: by walking, cycling 

and using public transport.  

 

Cycling 

Members of staff considering cycling to work may be interested to know that there is a loan scheme for 

buying a new bike which involves UCL paying for the bike and accessories in the first instance: 

http://www.ucl.ac.uk/hr/docs/cycle_scheme.php 

 

http://www.carbonneutralcalculator.com/flightcalculator.aspx
http://www.ucl.ac.uk/hr/docs/cycle_scheme.php
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If you use your bike in the course of your work, you can claim a mileage allowance too: 

http://www.ucl.ac.uk/finance/finance_docs/Cycleall.html 

 

The nearest cycle racks to Torrington Place can be seen on this map: 

http://www.ucl.ac.uk/cycling/maps-and-facilities 

 

Torrington Place has showers on the first and fifth floors for staff and student use.  

 

Public transport 

Information on UCL’s season ticket loan scheme, which enables you to buy an annual travel card and pay it 

back, interest free, through your salary can be found at: 

http://www.ucl.ac.uk/hr/docs/season_tickets_bicycle_loans.php 

 

NB The season ticket loan and tax-free cycle schemes are available to any members of staff whose contract or 

funding will last for at least twelve months from the loan. 

 

Walking 

Of course, you could also decide to walk all or part of the way, and UCL’s occupational health service has 

some information on ‘walking your way to health’ here: 

http://www.ucl.ac.uk/hr/occ_health/promotions/why_walk.php 

 

We run an annual ‘Walking Challenge’ at the end of May to find out who has walked furthest. There is a prize 

for the best walker amongst the staff and amongst research students. 

 
Visitors 

Please encourage all external staff and visitors to travel by public transport, cycling or walking. Include 

details of the best ways to travel to Torrington Place on all meeting invitations.  

 

Video conferencing 

The School has teleconference and video-conferencing facilities, including a Skype account, that can be used 

as an alternative to travelling to meetings.  Please contact the School Administrative Assistant or School 

Administrator for more information, and to book these facilities. 

 

PROCUREMENT 
 
Paper 
All paper (including notepads) and printed materials must meet at least one of the following criteria: 

 

• Made from 100% recycled paper; 

• Made from NAPM accredited recycled paper; 

• Made from pulp from certified sustainable sources. 

 

Electrical equipment 
 

When purchasing electrical equipment, an effort must be made to get the most energy efficient equipment 

possible. Wherever possible, suppliers will be asked to provide information on energy efficiency on 

quotations.  

 

Energy efficiency ratings or guides are provided in the Government Buying Standards or EU Green Public 

Procurement Standards, Energy/Water Technology list: http://sd.defra.gov.uk/advice/public/buying/. 

http://www.ucl.ac.uk/finance/finance_docs/Cycleall.html
http://www.ucl.ac.uk/cycling/maps-and-facilities
http://www.ucl.ac.uk/hr/docs/season_tickets_bicycle_loans.php
http://www.ucl.ac.uk/hr/occ_health/promotions/why_walk.php
http://sd.defra.gov.uk/advice/public/buying/
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Please note that wireless equipment such as mice and keyboards consume more energy than wired and require 

batteries. Where possible, wired equipment or rechargeable batteries are preferred. A charger for rechargeable 

batteries can be found in the kitchen. 

 

Catering 
 

Please make sure all hospitality equipment such as glass bottles and wooden trays are returned at the end of a 

meeting. 

 

The School wants to reduce the use of single-use plastic. Please make an effort to use the crockery from the 

kitchen rather than disposable items: cups, glasses, cutlery, plates and bowls are provided. If you have 

borrowed items from the kitchen, please return them after use. 

 

Because of the significant contribution to greenhouse gases by the meat and diary industries, ordering of meat 

and dairy products should be minimised. Half to three-quarters of the food provided at School-arranged events 

should be vegetarian and/or vegan wherever possible. Where there is a choice, please choose Fairtrade 

products. Please note our policy on bottled water (below). 

 
 

WATER 
 

It is estimated that a dripping tap can waste up to 15 litres of water a day (which is just under 5.5 tonnes per 

year). Please turn off all taps when not in use, and report any dripping taps or leaks immediately to the School 

Administrative Assistant. 

 

Drinking water 
 

Chilled filtered water is provided free for staff, students 

and visitors so that bottled water can be avoided. A 

water fountain can be found by the double doors at the 

entrance to the school. In the kitchen, a zip tap provides 

chilled drinking water and very hot water suitable for 

making tea and coffee. Using this system in which water 

is heated only as needed saves the energy needed for 

boiling the kettle.  

 

Bottled water should not be ordered for meetings. Jugs 

and glasses are available from the kitchen to provide 

drinking water.  

 

 
Other 
Environmentally-friendly cleaning products should be chosen for kitchen use. 

 

Staff are encouraged to have plants in their offices. This improves air quality and provides a healthier and 

more appealing working environment. 

 

New joiners are required to complete UCL’s online green awareness training (available on Moodle) to 

understand UCL’s ambitions and objectives for sustainability and their role in achieving these.  

The School’s performance on environmental policy will be audited at least annually through activities within 

the Green Impact programme, and will be reviewed by senior management annually.  
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Appendix A: Policy on Paper Use 
 

Following analysis and consultation, from March 2016, the School’s policy on paper use is as set out below. 

 

Background 

 
Our School uses significant amounts of paper. A major part of this is for lecture handouts for students. As an 

indication, one of the Professional Services team printed over 10,000 sheets (5 boxes) of paper for one week 

on one of the Masters programmes. Paper production is water as well as energy intensive – it takes more 

energy to make 1kg of paper than 1kg of steel (Circular Ecology, 2016). If we can reduce our paper usage, we 

can lessen our environmental impact. Where paper use is necessary, we can aim to ensure that paper is used 

efficiently and not wasted.  

 

The Policy 

 
To this end, and following discussions with all Course Directors, the guidance below is now School policy for 

production of lecture handouts.  

 

Lecture handouts should be 

 Double-sided 

 3 slides per page, unless there is reason not to 

 Black and white, unless there is reason not to 

 On a plain background if possible 

 With an accurate number of copies per class 

o In many classes, attendance is less than 100% and so overprovision is not needed. Teaching staff 
are encouraged to monitor the number of unused handouts for each class (and if possible, collect 
them for recycling).  

 

The Professional Services team will print and copy in line with this policy unless an alternative is requested.  

 

For health and safety reasons, external printers will be used to produce lecture notes. Material for these 

courses must be provided to the Professional Services Team a minimum of five days in advance of a class. If 

the deadline of five days is not met, lecturers will be required to do their own printing. Providing material five 

days before the start of a module will allow the notes to be printed in booklet form, which is more efficient for 

lecturers, Professional Services staff and students.   

 

Review 
The Policy will be subject to review in May 2019. 
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Appendix B: Procurement Policy 
 

 

The School of Construction & Project Management (SC&PM), as a professional and environmentally 

conscious team, acknowledges the potential impacts of its procurement practices on the environment. SC&PM 

seeks to minimise any impact on the environment by actions including, but not limited to the following:  

 

Paper and paper products 
 

• SC&PM will purchase recycled paper for general use in photocopiers and laser printers, where such 

paper is compatible with the installed machines.  

• Where possible all other paper-based stationary (folders, note pads, dividers etc.) should be made from 

recycled materials. 

 

Computers 

 
• SC&PM will only purchase computers (laptops, desktops, servers) which are compliant with the US 

EPA ‘Energy Star’ energy efficient scheme, unless specialised equipment meeting these standards is 

not readily available.  

• Staff computers should be used for as long as possible but will not be considered for replacement in 

less than three years, unless faulty or it can be demonstrated that they are inadequate for work 

requirements.  

 

General 

 
• When making any purchases, staff are encouraged to consider the environmental implications of that 

purchase and, where further information is required, they are advised to contact a member of the Green 

Team. 

 

 

 

 
 


