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THE TRANSITION TO SUSTAINABLE DEVELOPMENT WILL BRING CHAMGES THAT ARE

w
FUNDAMENTAL AND PERVASIVE IN NATURE.

F OREWORD

BY MAURICE F. STRONG

HARMOHMY WOREFLACE GUIDE

The transition to sustainable development presents every organization with both
challenges and opportunities, whether the workplace in guestion is a government
department or a small business operating from an individual’s sitting room. Sustainable
development demands the continual pursuit of environmental excellence in management
practices. Among the opportunities are the benefits of savings rthar are often to be made
from environmental efficiency, as many of the examples in this volume demonstrate.

Change is imperative. It is increasingly recognised that we cannot continue to
exploit the earth’s resources in as inefficient and wasteful ways as the present
industrializéd societies-have done to date, and that the earth does not have a limitless
capacity to assimilate our wastes. There are many indications that the carrying capacity
and resilience of the earth’s natural systems are already approaching their limits, Pur
bluntly, the earth is incapable of supporting the global population of approximarely
twice today's numbers that demographers predict, if everyone adoprs the resource-
consumprive and waste-generative practices prevalent in the industrialised world.

The transition to sustainable development will bring changes that are fundamental
and pervasive in nature. They will affect virtually every sector of sociery. Similarly,
almost every facet of an organization’s activities impact on the environment: from the
use of energy and water to cleaning the premises and disposing of wastes. Good
management will make the critical difference in environmental impacts.

Many environmental problems are global in scale and demand international
responses.  But they are rooted largely in the behaviour of people and organizations at
the lacal level. Environmental problems are systemic in nature, and the complex, linked
chains of cause and effect generally mean that it is the accomulation of small-scale
environmental transgressions thar produce environmental risks of global scale. Thus the
inefficient use of transport in a small organization contributes to global warming. The

transition to sustainability will rest. on individual action. Environmentally benign
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practices in even a small organisation relieve, however marginally, the pressure on the
biosphere. Also, they send signals to government thar will encourage policies of pricing,
systems of mcentives and subsidies favourable to sustainable development.

Individual action must also be manifest in significant changes in lifestyles as more
people in the industrialised world opt for lives of sophisticated modesty and peaple of
developing countries receive greater support in their attempts to achieve livelihoods
which do not undermine or destroy the environment and resource base on which their
future livelihoods depend. This must be matched in the developed world by bhasic
changes in consumer preferences and practiges, which are already visible in the move
towards green consumerism, and which demand of organizations providing both goods
and services increasingly high environmental standards.

Once persuaded of the need for change and committéd to action to bring it about,
where to begin? This guide gives solid, practical fips on how to start an organization on
the road to environmental excellence, with measures that will often be quick o show
results and produce significant savings. [ greatly commend initiatives such as this
Workplace Guide from the Harmony Foundation that provide the detailed information
and assistance necessary fo inspite organizers of whatever nature to improve upon their
environmental performance or to take the first steps o make a valuable contribution

rowards the transition o sustainable development,

A e

Secrerary General of
Linited Nations Conference an
Envtironment o Development

The United Nations Conference on Environment and Development (UNCED) will
be hosted in Rio de Janetro, Brazil, between June 1-12, 1992, This siwmsnit is the largest
international conference ever organized. ‘It 1s expected to involve participants from
throughout the world, mcluding many Heads of State, in the establishment of an
environmental action plan for the 21st centry.
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WHETHER YOU HAVE BEEM INVOLVED FOR YEARS OR ARE JUST STARTING TODAY, WE

MEED EVERYOMNE WORKING IM THE CAMPAIGN TO PROTECT THE ENVIRONMENT.

Robert Bateman, Honorary Chairman, Harmony Foundation
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NTRODUCTION

The 19905 are the Environment Decade, Environmentalism has become a movemenr of
worldwide force on the curting edge of social reform. It is the most imporrant issue for
our economy — and our soclety as a whole,

Our challenge is to turn concern for the enyironment into positive action to protect
the environment. We need to find ways to work together, to make good decisions, and
to mmprove our environmental skills and practices.

Some organizations cling o old ways, convinced thar this green fad will pass.
Others allow doom-and-gloom scenarios or fear of failure to impede progressive action.
Still others exploit marketing opportunities, while neglecting the environmental impact
of their operations. Some, trying to respond too quickly, get crticized for efforts not
well planned and delivered. Whether poorly informed or unable to clearly see which
direction to follow, many organizations simply are not prepared for the challenges and
opportunities ahead.

Gratefully, there are some inspiring success stories out there and some excellent,
innovative initiatives. Workplace Guide: Practical Action for the Environment 1s
designed to help more organizations respond effecrively ro the challenges and
opportunities we face and thereby create positive change. It is about leadership and
excellence and the benefits they provide. It is about what vou can do where you work,
whether ar a large corporation, a school, a comner store or in your basement office.

Real leadership means not only expressing a clear position in favour of a healchy
environment, but delivering on such promises. It means adopung practices that are
environmentally sound in every aspect of organizational life, from the use of energy and
water, to buying goods and services, to transportation, personnel, philanthropy and
community service. It means staving well informed and training staff to be aware,
skilled, dedicated and willing to share their environmental knowledge with others.

Canadians want to know what your organization is domng for the environment.
They are becoming increasingly educated about environmental issues, and a large
majority are prepared to support, politically and economically, major changes in how
we live and work, They are asking tough questions about whether our businesses,
gavernments, schools and other institutions, are taking serious action to protect the
environment or are simply making token gestures because it is fashionable to be green.
They want to know if your policies are consistent with your workplace practices, does -
the green vision extend to your senior management and internal operations or only
those aspects visible to the public? Are environmental profits and savings in one area
dedicared to an environmental fund and applied to other areas in need of action to

1
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improve your overall environmental performance? Are you involved in meaningful
professional, community and philanthropic activities to protect the environment?
Do you communicate honestly abour environmental achievements and deficiencies?
In short, people want to know if your actions speak as loud as your words.

Environmental excellence is not a slogan. It is what we must seek and practise
because the undeniable fact is that we simply cannor continue to exploit and waste
the natural environment in purswit of uncontrolled consumption and development.
Our demands on the environment have reached such a critical point, our
environmental deficit is threatening us with bankruptey.

Workplace Guide: Practical Action for the Environment was developed to
provide the inspiration, motivation, and tools to help your organization assess its
environmental strengths and weaknesses, develop a strategic plan and implement
improved environmental practices, It offers a comprehensive step-hy-step approach
to help you identify both economic and environmental benefits. I is about positive
thinking; serious commitment and practical, cooperative action.

It also sets a standard for excellence that few, if any, have achieved. Do not be
intimidated! Do as much as you can now, and keep going. We must all strive for
the highest level of performance and help each other to achieve and improve upon
our environmental goals. While the impact of any one office, school or business
may seem insignificant, the cumulative effort of tens of thousands of workplaces
will achieve substantial benefits and, combined with public and government actions,
they are essennial for success. ) ' '

And succeed we must. In the period we are entering, the environment will play
a major role in our decisions. Our choice is not between a healthy environment and
a strong economy - these are inseparable, But, what we do or fail to do will
determine the future of life on Earth. We can and must work together to choose a
positive furure.

fo~T s

MICHAEL BLOOMFIELD
Founder and Executive Director

October, 1991
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WORKPLACE
STARTED

IF YOUR WORKPLACE I5: IF YOU ARE A{M):

s acommercial office tower B Seniot execufive

s a retail chain B area Manager

a theadministration office of a school s concerned staff member
board

m  an office in your basement
a aschool

m ahbank

m  a hospital

[ | a Carmer store

s asmall office

s ashopping mall ...

If... you want to make your workplace part of the environmental solution.. this
Guide is for you,

ABOUT THE WORKPLACE GUIDE: WHAT THE CHAPTERS INCLUDE
QUICK START: at a glance it serves as an index and a quick reference to locate a tew
important improvements you can implement right away.

SHORT INTRODUCTION: outlines how poor workplace practices can waste money and
harm the environment and the need for improyvéments.

TARGET AREAS AND ACTIONS: describe practical environmental improvements and how
you.can make them.

SUCCESS STORIES: provide a few examples of organizations that have gone before you and
prospered, economically and environmentally — some extra motivation!



ENVIRONMENTAL NOTES: facts and figures you can use for improving environmental
awareness,

SOURCES Contacts, resources, incentive programs and associations, specific to the topic,
occur at the end of each chaprer.

WHAT THE GUIDE ALSO IMCLUDES
MORE SOURCES: conticts, incentive programs, government information, resource books,
and associations, occur at the end of the Guide,

ACTION PLAMMER AND ASSESSMEMT WORKSHEETS: decide which Worksheets apply to your
workplace. After profiling your current operations, record the areas needing action in
vour Action Plannet, For ease of use, Worksheets and the Action Plannér are grouped
rogether roward the back of the Guide.

GETTING STARTED

It's important that you develop a program that 15 well organized and can be sustained,
Poorly planned and overly ambitious programs can undermine vour enthusiasm and
success. Whether the initiative comes from senior management or concerned staff, long-
term suocess requires the active and willing invalvemenr of evéryvone.

WHY YOU MEED A GREEM TEAM

Team work is important and provides valuable peer support. By sharing the workload,
much more will be accomplished and your effectiveness will be moreased. It's important
to do as much as possible bur keep. underrakings manageable: Therefore, form an
environmental committee a “Green Team"” — set priorities emphasizing
environmental benefits, Education and training will be instrumental in successfully
implementing your environmental strategy, A strong awareness campaign is the first
step 1o employee education {see *Educationand Training™ Chapter).

TOP DOWHN AMD BOTTOM UP AND EVERYONRE INVOLVED
Patrick Kelly, General Manager of the Westin Hotel,

Ottawa made a conmmitment ta ‘greening’ hotel operations.

Working with Harmony Foundation, the Westin Hotel
establisbed an envivonnmental model far the botel industry
based on maintaining guality service while implementing
environmental actions throughout their operations,
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The spark started with Kelly, and like all success stories,
guickly became a team effort. An environment committes
was struck in the batel, made wp of staff from every area
of aperation.

(This cooperative froject was supprorted by Environment
Canada's Environmental Partwers Fund).,




STAFF TEAMWORK

At the Roval Ottawwa Hospital, The Rebabilitation Centre's
volunteer staff committee started the green ball rolling.
Julianne Labreche, chairperson of the Centre's Green
Committee, reports that “on a rainy day in April, 1990,

a small band of volunteer emplovees gathered at lunch to

THE ROLE OF YOUR GREEN TEAM

s launch a staff-awareness campaign

s plan and coordinate ream meetings
and all workplace acrivities

m  ser goals, plan and conduct
assessInents

m make and evaluate recommendations
for acoon

s coordinate and implement
LN Provements

m  motniieor resules and adjust pracrices
as required

s follow environmental rrends and
programs — stay informed

m adwvise decision-makers

s involve and support environment
Eroups

s consult with colleagues and
competitors — share information

el the world with madesry

m  keep co-workers and others informed

YOUR GREEM TEAM'S KEYS TO SUCCESS

s sponsored and supported by senior
maragement

m  kepr a manageablesize

s led by a coordinaror — someone whio
is committed and relates well with people
— a champion

m  Dbe sure the coordinator and members
have sufficient work rime approved to do
a good job

= made up of members from all levels
and areas of operation

s gzood rapport with their colleagues

Take a positive, enthusiastic and pracrical approach, encouraging manageable steps

as part of an ongoing commitment.

THE STEPS TO ORGAMIZE, ASSESS ANMD |IMPROVE YOUR WORKPLACE PRACTICES
BEGIN WITH AWAREMESS Before vou conduct an assessment, launch a staH-awareness

campaign — get everyone “on-side.”

By informing vour employvees/co-workers of the whys and wherefores of an
assessment before you begin, you get them involyed and plant the seeds of
sUCCEss. .. conperation, commuonication and reamwork.

This Earth Day litter pick-up blossomed into a number of

collect garbage from the grounds at the Centre.”

HARMOHMY WORKPLACE SUIDE

environmental initiatives for the centre and the bospital,
Paper is collected for recyveling, disposable dishes have been
replaced with reusable items, the cafeteria offers a couple

of free cups of coffee with the purchase of a reusable mug.
O the Committee’s agenda are eliminaling pesticide wse on

EoNTo



ORGANIZE AND CONDUCT A SUCCESSFUL ASSESSMENT Identify priority areas specific to your
organization — for example, if you consume lots of energy but little water, make energy
your first priority, addressing warer larer.

Assign responsibilities for conducring the assessment — share the workload. 1ts
helpful 1o set up small reams for each area you plan to assess and a process for reporting
back to the Green Team.

If necessary, get expert help. For example, if you own a large commercial building
with a compléx heating and ventilation system, or if your organization deals with
hazardous materials consider bringing in specialists. Involve environment groups too,
and offer your help in return.

Do the assessments, using the Worksheets tound toward the back of the Guide.

STRIKE AN ACTION PLaN Record in the Acton Planner the actions to be taken in each
area. This provides a record of what's being done and who's doing it and is a useful tool
for regular monitoring of your environmental performance.

Keep your plan realistic and set goals that are achievable. Improving environmental
practices is an ongoing process; continued suceess requires a plan thar will yield
immediate and long-term benefits and give employees a sense of appreciation and
accomplishment.

Work closely with peaple responsible for thie areas of eperation affected by your
plan; coordinate your efforts and work together to develop:a plan that is manageable,
effective and railored to your workplace.

Present your assessment report and action plans to senior management for support
and approval,

Communicate your plan. This is a major first step to implementation and perhaps
the most important. Communicate the plan to your co-workers: the objectives, the
challenges, the benefits and the specifics of how they can participate — everything from
tips on how to save energy to what can be put in the paper-recycling bin. Keep it simple,
make it enjovable — motivate,

And remember to ask your staff and colleagues for ideas to improve environmental
performance. Their everyday experience and insights are in valuable.

IMPLEMENT YOUR PLAN Do it. The soonér vou start, the sooner you will achieve

the henefits.
Implementing the plan will be an ongoing effort moving from short-term to long-
termn initiatives. The best laid plans need some crearivity and patience, so:

s work hard, bur don’t overdo it

m  seek outside advice — but emphasize staff involvement

the grounds, encouraging emplovees to car pool and
investigating composting of cafeteria kitchen waste,
Committed and enthusiastic emplovees took the first simple
steprs and gquickly won over the administration — a bottom
wp, teant effort. 4
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MONITOR THE RESULTS Periodically review vour plan to see that recommendations have
been carried our and are still effective. Be prepared to trouble-shoot: when actions have
not heen implemented or have been meffective, determine why and how ro remedy.
Keep seeking to improve. :

Maonitor your results. Communicating progress to staff reinforces participation,
provides motivation, and improves program support. Use easy to understand terms. For
example, recycling 450 kg of fine paper saves 8 trees, Positive results act as incentives.

CONCLUSION

You have taken the first, perhaps the most difficult decision, to improve environmental
performance in your workplace. Remember successful programs are based on
teamwork, good planning, a serious commitment and manageable steps. Congratulations

and good luck.
YOU LEASE ... But you want move. Help set up a joint tenants - building
You lease the space where you work and want to improve owner/manager environment committee to assess and
your environmental performance. implenent further improvements. Most likely, vou'll find a
There are many areas over which you bave full control. You  yeceptive audience. For more information see “Property
can begin in your office by reducing paper waste, turning Management” Chapter. 4

off lights and equipment, replacing hazardous matenials
and encowraging yvour co-workers to ‘green’ commute.

HARMOHY WORKPLACE GUIDE 7



E NERGY

QUICK START

HARMOMY WORKPLACE GUIDE

Whar you can do, starting today, to save energy in vour workplace.
Quick Srart provides several easy-to-implement actions, providing excellent
environmental benefits and potential cost savings.

QUICK START

FOR MORE INFORMATION

n  Educare employees to torm off highrs
and equipment when not in use and when
leaving ar the end of the day.

s Remove unused fluorescent lamps.

»  Replace highes with energy efficient ones,

m Setthermostas to 18°C during the
heating season and 25"C when the air
conditioning is operating.

m  Have your heatng and cooling
system serviced to keep it running cleanly
and éfficiently.

e Caulk your building, especially
around doors and windows, to reduce
kieat loss in winter and heat gain

I SUITHTIEE,

»  Lower the thermiostar on your hot water
heater to 41'C.

m Improve enecgy efficiency in travel.

Look for @S [symbol]
on page 17
Look for @S on page 17

Look for @S on page 18
Look for @S on page 13

Look for @S en page 15

Look for @S on page 16

Look for @S on page 19

See “Transportation” Chapter

While you are developimg a comprehensive environmental strategy and serning priorities
for long-term goals, the Quick Start measures will help vou ger started. Implement as many
of the targer areas and oprions found in this chapter as possible.




IT IS FASHIONABLE TO SUFPOSE THAT WE ARE RUNNING OUT OF ENERGY, AND THAT

THE SOLUTION IS5 TO GET MORE OF IT — AS IF THE MORE ENERGY WE USE, THE BETTER

OFF WE ARE. BUT ASNING WHERE TO GET MORE ENERGY BEGS THE QUESTION OF HOW

MUCH WE REALLY NEED.

Amory B. Lovins and L. Hunter Lovins

Rocky Mowntain Institute
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NERGY IN YOUR WORKPLACE

YOUR EMERGY USE IS COSTING YOU AND THE ENVIRONMENT

Encrgy is the life blood of our industrial society. It drives our commerce and industry,
transports us and oot products around the globe and heats our homes. Our every action
consumes energy. In Canada, approximately 36 percent is provided by oil, and 26
percent by natural gas. Water power supplies another 12 percent, and nuclear energy, 9
percent, Coal is responsible for 11 percent, and renewables, such as biomass (tree bark
and pieces) and solar, provide another 6 percent.

Canadians, the largest per capita users of energy in the world, have a voracious
appetite, Some of this high level of consumprion can be attributed o cold winters and
long disrances. However, much is due to poor conservanon, caused by an abundance of
saurces. Unfortunately, we have chosen to emphasize sources which are polluting and
non-renewable, Only now are we beginning to realize the real price of fuels and the
steep price for us and the environment.

As more and more easily accessible energy spurces are used up, sucl as oil and
hydroelectric power, and as demand grows, the costs of development, transportation
and pollurion abatement keep increasing and are passed along to you. The price of o1l
as our domestic supplies fail to meet demand, jumped from 51.50 10 a high of $41 in
1979, levelling off to the current $20 range.’ The price of electricity in Canada grows
annually ata rate of 5 1o 8 percent.

Utilities now are finding that it is cheaper to assist their customers, with cash
incentives and rechnical assistance, to practise conservation and improved efficiency
than it 15 1o build new generating facilities. No wonder. Where previously provincial
governments had ro borrow hundreds of milhons to build electricity plants, today the
cost s counted in rhe multi-hillions for undereakings such as the James Bay
hydroelectrie project in Quebec. Programs providing rebates on energy ethcient motors
and hghrting, or assisting prganizations to assess and improve their energy use represent
the best use of resources and achieve the goals of reliable supply and environmental
pratecrion far more effectively.

What we haven't counted — until now — is the profound impact of our energy
development arid use on the environment, Hydroelectric dams Hood arable lands and
harm downstream fisheries. Coal-fired thermal eleceric plants cause acid rain and toxic
fallour. Nuclear power plants leave us with highly toxic radioactive wastes and the fear
of nueléar accidents: Drilling foriail tampers with delicare ecosystems, and shipping il



runs the risk of spillage., No matter how careful or conscientious suppliers of these
resources are, accidents happen. Burning fossil fuels such as gasoline and diesel has
given us a plague of air-pollution problems, from urban smog to the most dire, global
climate change {see sidebar, below). We must be smart enough to develop an energy
strategy which is secure, dependable and environmentally sound.

The most effective antidote to the rising costs and environmental damage of energy
use is a three-point emergency plan: conserve whar sources of energy we have by
eliminating wastefulness; be more efficient in how we use energy by improving or
changing processes, equipment and practices; use and encourage alternatives to non-
renewable energy sources, such as solar, wind and geothermal.

Obwiously, greater and greater legislative pressure may come to bear on energy use
in the workplace. For example, the federal government discussion paper recommends
thar the federal government implement a new Energy Efficiency Act to set mandatory
minimum standards for energy efficiency, as well as a permanent task force to look at
increasing energy-efficiency requirements across all sectors, including commercial,
institutional and industrial.'" Why wait for that when you could be taking steps now to
save energy and money and protect the environment from a very serious threat.

There are a host of measures — some simple, some more difficult — that wall
reduce your fuel consumption by thousands of litres and your electricity use by
thousands of kilowart hours, while brightening the future of our overraxed
ENVIrOnIment,

You can begin to reap these henefits by formulating, then implementing a
workplace energy action plan. But first conract your provincial hydro utility (see
sidebar] to find out what technical and/or financial assistance is available to help you
launch your plans.

YOUR ENERGY ACTION PLAN

Because there are so many ways energy 15 used in the workplace, subdivide your action
plan into four categories: Your Building Envelope; Cooling and Heating - Your
Workspace; Lighting Where You Work; Hot Water Systems. Target Areas and Acrions
are provided for improving and substituting your energy use. Read through them, then
find out how many you can apply to your own workplace by conducting an assessment
of energy use throughout your operations. You can do this yourself, using the Energy
Assessment Worksheet, or obtain the services of a competent environmental consulting
firm or environmental group or your hydro company.

GLOBAL CLIMATE CHAMGE: EYERYBODY'S PROBLEM

Saving money — your money — is not the only potential
benefit of saving energy, you can belp save our world’s
climate from drastically changing. That’s by preventing or
reducing the emission of “greenbouse” gases, such as carbon
diaxide (CO2), which come from burning fossil fuels like
oil, coal and natural gas. These gases act like a one-way

HARMOMY WOREPLACE GUIDE 1'“

trap door — they let the sun’s heat in, but they dow’t let it
ont when it is reflected off the earth, beading back to space.
The result is a gradual glabal “warming,” and all its
potential repercussions: a rise in sea level, destroying many
coastal regions; bigher frequency of wind storms; significant
changes in patterns of rainfall and snowfall. Among other




The Worldwatch Institute has
found that "as much energy
leaks through American
windows every year as flows
through the Alaskan (oil)
pipeline".*

Area: ENVELOPE

Action: AIR TIGHTENING
— PLUG THE LEAKS

Qs

Once you have assessed where and how you could improve your energy use, record
the areas peeding attention and the actions to be taken in the Energy Action Planner,
Some measures vou'll want to implement right away, others will need forther
evaluation, but first ereate a “Workplace Green Team” of participants representing each
part of your organization. There are lots of ways to coordinate this, but involve staff
and delegate (see “How To™ Chaprer). Assipn a captain to every applicable Targer Area
and Action, and set dates for Green Team progress reports.

TARGET AREAS AND ACTIONS

YOUR BUILDIMG EMVELOPE

The building envelope, or shell, consists of the walls, roof and floor. It divides the
conttolled indoor climate from outside. As such, the envelope does nor ‘consume’
energy hut 15 a significant factor in the efficiency of vour heating, caoling and

. ventilation system, and occupant comfart,

Some building materials used in the envelope, like insulating materials,
contain andfor emit hazardous substances. These are covered in the “Hazardous
Materials™ Chapter. Service carefully.

Note: *‘HVAC® is Heating, Ventilation and Air Condirioning.

O Seal cracks and gaps in window frames and doors, and ventilating svstems that suck
yvour building’s air to the atmosphere, They can rapidly dissipate your moderated indoor
climate,

s Weatherstrip all exterior doors and windows or replace them altogether with new
airtight windows and doors: 4 more expensive, but ultimately cost-effective measure,

3 Construct vestibules at all exterior doors. Vestibules act as airlocks, reducing the
amount of air lost through exterior doors, and do not reguire HVAC. You can build

them in the interior of the exisung building, or as an addinon on the outside.

O Install modern ventilating systems thar filter and recycle indoor air, as well as heat-
exchange or heat-recovery systems that strip the indeor air of its remperature bafore
exhausting it to the outdoors. However, be careful not to create a *Sick Building
Syndrome,” where the air is not adequately filtered, goes stale and harms your
employees’ health {see sidebar). Adequate ventilation in the average office space 15
considered to be 20 litres of ourside air, per minute, per person.t It 15 best to consult-an
CNErgy expert.

impacts, these developments could severely wpset world I Canada, total CO2 emissions from energy use were

agricultural production.”

estimated at 508 megatons in 1990, Thosze levels are

Global climate change is a mega-environmenial problem, projected to increase 1o 694 megatons by the vear 2010,

almoast too large to grasp by world leaders, whose climate an average inevease of 1.5 percent per year ", 4

specialists comvened in 1988 to recammend that CO2

emissions from fossil-fuel burning be veduced 20 percent
below 1988 levels by the year 2003,
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Area: ENVELOPE
Action: REDUCE CONDUCTION

O Install revolving doors where there is major pedestrian traffic. They release much
less indoor temperarure than conventional doors.

O Prevent remperature loss from loading dock areas by:
= installing curtains of plastic strips and combined dock bumper-seal

m partittoming the interior loading area from the rese of the building. This involves
shutting off HVAC to the interior loading space, or installing an individual HVAC
system to service this area

O Prevent temperature loss through maintenance garage auto-service doors by:
m installing electric eve door-openersiclosers

m mstalling a human-sized door in one of the garage doors, — enabling people to
come and go without opening the larger door

s wiring HVAC so that it shuts off when the doors open and comes on, as needed,
when they close

= using tailpipe exhaust tubes, vented to a scavenger, when work is being done on
the vehicles.

O Insulate foundations, walls, and ceilingfroofs. Get expert advice on the best
materials and methods for upgrading your insulation.

O Replace doors and windows with msulated doors and with wriple-pane, low-¢ glazed
windows.

a  Shade windows. Use removable awnings: mstall fixed latce grlls; plant deciduous
rrees on all bur the north side (where it 1s best to create @ wind-break using coniferous
trees) and plant rrees near the building — the latter is particularly useful for low
STructures.

1 Block up unused and unneeded windows-and openings. A single pane window has
an RSI value (see sidebar on Insulation; this chapter) of approximately .16; insulare,
cover and seal it and vou can improve its: R8I value by twio or three times.

[ In winter, close blinds or drapes at night to reduce hear loss, and keep them open on
sunny days to maximize salar gain. Install awnings and/or insulating drapes to reduce
heat loss. In summer, close blinds or drapes during hottest hours of direct sunlight ro
minimize heat gain.

GETTING HELP FROM YOUR LOCAL HYDRO UTILITY

It costs most provincial vdro companies awvwhere from
seven fo-wine cents per kilowatt howr (Kuh) for electricity
from a new large generating station, If instead, a utility can
sprend Hhe equivalent of four to six cents per Kuh helping
your organization and other customers in the provisce to
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save the gquivalent that would bave been produced by a
new faclity, it comes out ahead. In other words, it can
“ereate” as much new electricity by saving it from wasteful
sese and redirecting it to new customers.

That's why provincial bvdro wtilities such as BC Hydro,




Arca: THE ACTIVE SYSTEM
— HVAC

Action: REDUCE ENERGY
CONSUMPTION

Qs

If you are constructing a building, renovaring or expanding your complex:
4 Locate your new building ro maximize irs intake of free hear (energy) from the sun.

< Design vour new building to maximize its intake of free heat, with as many
southern-exposure windows and glass walls as possble. {see Sources)

COOLING AND HEATING - YOUR WORKSPACE )

Heaomg, Vennlanon and Air Condinioning, or HVAC 15 the system that keeps your
waorkplace warm or cool, and supplied with clean dry or moist air. It accounts for about
6l percent of the energy consumed in a:typical building.

Recent advances in HVAC operation and technology can cut vour energy use {and
its related environmental impacts), without sacriticing worker comtort or productivity.
These measores cur your HVAC costs too.

Cooling systems otten contam CECs, chlorofluorocarbons, used m refrigerants and
known to destroy the earth’s ozone layer. CFCs are discussed in the "Hazardous
Materials™ Chaprer.

HVAC systems are fuelled by oil, natural gas, electniciry and/or biomass. Heat or cold 15
transferred throughout vour building by air or water,
Strategies for improving your HVAC system include:

s reducing energy use
m improving svstem eHiciency
m  upprading with alternatives, like hear recovery, hear pumps

U Swirch vour fuel to matural gas. Electricity is by far the most inefficient and
expensive energy source. The second most expensive is oil, which contributes to serious
air pollution in most cities, Natural gas is a more efficient-energy source, is less
polluting, and is the cheapest source of energy in Canada. The nuclear encrey debare,
espeaially the concern over radioactive waste, seriously affects this industry.

Jd Invest in autbmaric ser-back thermostars to change HVAC sertings to prescribed
levels ar prederermined rimes. These range from simple seven-day timers to sophisticated
micro-computers. They cost more and réquire retrofit, but are essentially foolpronf,
therefore more efficient than manually see thermostarts.

O Set thermpstars to 18C o 20°C during the heating season; and to 23'C w 27°%C
during the cooling season. Make changes gradually so rhar employees can adjust to
different serrings. Encourage appropriate dress for the season so thar staff feel
comfortable in these more moderare settings.

Onitario Hydro and Hydro-Quebec are offering attractive SICK BUILDING SYNDROME
financial assistance and incentives toenconrage you to save On average, Canadians spend 80 to 20 percent of their time
electricity. For more information on the variety of programs indoors, so protecting indoor air-quality is important."'

and contact nimbers, see “Sources™, 4
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Some buildings suffer fram “sick building syndrome” —
twhen the level of indoor afr pollutants is a threat to the
bealth and comfort of the office workers. Cigarette smoke,

CONTD
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O Invest i zone controls thar allow you ro vary the amount of heating and cooling
delivered to different areas of your building. For example, zone controls can provide
more cooling to the compurer room, without freezing everyone else in the building, or
provide less hear to storage areas. They are more expensive and require retrofir, but the
energy savings are worth it.

3 Turn your HVAC system down or off one halfhour before the majority of peaple
leave. The building will stay warm or cool hours after the system is set back. Set vour
controls so thar the system doesn’t reach the desired settings until one half-hour afrer
peaple arrive. Having just come in from outside, employees will feel comfortable during
that first half-hour.

O Eliminate HVAC from unoccupied areas, Shut off vestibules and storage areas (this
may require shutting off vents or valves; if there are no shut-off controls, ask your
coneractor to install chem, or to te them off complerely).

U Reduce the use of exhaust fans where possible, keeping in mind employee health,
Exhaust fans transfer inside air to the outside, meaning the fresh air drawn in to replace
this exhauwst air must be cooled or warmed depending on the season. At the same time,
consider installing heat-exchange or hear-recovery svstems 1o recaprure and recycle heat
trom expelled air,

U While adjusting the thermostat settings for heating or cooling, make sure your
ventilation system is providing good air circulation. It prevents employees from feeling
drowsy (from warm, stuffy air); it prevents cool air from collecting near the floor.

2 Install ceiling fans to circulare air. In summer, they help to reduce the need for air
conditioners. In winter, slow-moving fans can push hot air (which rises) back down into
the room, reducing the need to use the heating system,

1 Bathroom exhaust fans can be wired to operate only when the bathroom is
occupied and/or the Hght switch is rumed on,

U Discourage the use of porrable or baseboard electric space heaters. They draw an
unusually large amount of energy to heat coils, and quickly run up the hvdro hill.

- Discourage the use of unnecessary lighting and equipment in summier to reduce
additional heat generation.

O Locare thermostats away from sources of heat and cooling. 1f they are unable to
sense the average room remperature, they will react out of syne.

carbon dioxide (frome homan breathing), formaldebyde
(given off by fu:.!‘ﬂifﬂl"t' and plywood, for example),
chemicals emitted from building materials and furnishings,
and fungi, viruses and bacteria all foul the @i in your
workplace. Common symptoms of sick building syndrome
are beadaches, fatigue, indlation, nansea, eve, nose and

throat iritation, bypersensitivity, and so on. "
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Since these symptoms ave similar to those of many other
diseases, it's difficult to connect them with sick building
syudrome, or to detecting the actual source of the problem
in the byilding. However, adjusting the ventilation and,
where possible, sealing products that may emit indoor
pollutants bas belped to reduce symptoms. 4




Aren: HVAC

Action: IMPROVE EFFICIENCY

Qs

O If your building’s windows open, use them in place of air conditioning during late
spring and early fall, when it can be warm but not warm enough te warrant turning the
system on. However, once vour HVAC system 15 on (either to cool or to heat), do not
counter your efforts to climate-control by opening windows.

If you have no air conditioning, leave the windows open at night during the hottest
months to cool the building (assuming you have taken appropriate security measures)
and close them during the day to keep the cool in.

If {any part of} your HVAC system is more than seven years old, or is energy inefficient
to operate, then install a new efficient system. It can virtually pay for itself within the
first three to five years, with the savings you'll gain from a lower fuel bill. For example,
old heating systems deliver dnly 50 ro 60 petrcent of the energy they use; the new
systems are more than 90-percent efficient.

However, energy consumption can be improved significantly in any existing HVAC
system simply through maintenance — of all its components. If your heating system is
upgraded to improve efficiency, for example, but your duct work is leaky or heating
coils not insalated, vou will not get the best return for your heating dollars,

O Have your central heating and cooling system tested, cleaned, tuned and adjusted
annually, Your goal is to reduce incomplete combustion, which resules in less heart
output and more air pollution.

O Check gas burners once every two vears, just before the heating season, and oil
burners, once a year. Make sure nozzles are not clogged or worn, and rhar dampers are
operating properly.

[ Have soot removed from the boiler and heat transfer surfaces, when servicing your
system. Soat prevents proper hear rransfer, reducing efficiency.

O Replace or clean air filters regularly. Clogged filrers make the umit work harder to
circulate warm or cool air,

O Adjust air-duct registers to “balance” the air flow in your HVAC. Balancing simply
means closing down {but not shutting completely) the registers closest to the soutce of
heatingfcooling, and opening up as much as possible those farthest away. This will more
evenly distribute heating and cooling,

IMSULATION

A well wrapped building is enerpy-ieise,

Investigate bow best to retrofit your building to upgrade its
insulation — often periodic renovations and facelifts are
the best time. When building, consider super insulation. The
Rocky Moumntain Institute, bigh up in the mountains

of Colorado, is so well insulated that even on the coldest

HARMOHY WORKPLACE GUIDE 15

winter days it is heated by the lighting and body warmtl
of the occupants.

Get expert belp when retrofitting insvlation or doing
canstruction,

Hour well insulation keeps in the beat is measured in
resistance units, known as RS, where the bigher the RSI,

the better the resistance o thermal conduction, 4




Qs

Area: HVAC

Action: UPGRADE WITH
HEAT PUMPS

Area: HVAC

Action: UPGRADE WITH
HEAT RECOVERY

AVOIDING EMERGY LEAKS

< Inspect steam traps once a year, and repair faulty ones immediarely. Steam systems
have traps to allow condensate to drain while preventing steam from entering the
condensate-recapture channel. If these traps ger stuck in the open position, the system
will lose steam, wasting energy.

U Tape ducr joints and repair insulanion on ducrs and steam/hot warer pipes to ensure
thar your heating and cooling gets to where it’s needed.

Heat pumps provide both heating and cooling. To heat, it works like a refrigeratar in
reverse. A hear pump extracts warmth from the outside air and moves it inside. For
cooling, it funcrions like a refrigerator.

W When you upgrade or replace your present HVAC system, consider installing a hear
pump. Depending on your climate, a heat pump will provide all your needs, or may need
to be supplemented on colder days. Heat pumps use CFC refrigerants, Service carefully,

Hear recovery is the recovery of waste or exhaust heat that may now be escaping out
your chimney or stack. In a ventilation system, warm inside air is normally exhausted,
but if recaprured, it can be used to pre-heat incoming air through a hear exchanger.
Similacly, the waste heat recovered from your boilers can be used ro pre-heat intake air
or pre-heat domestic warer supply,

O  Pinpoint where your building now wastes heat — exhaust air, 5[:[1..50. erc., and
consider installing one or more heat exchangers.

LIGHTING WHERE YOU WORK

Lighting is essennial for a productive and safe workplace. By following the guideline or
rule of *doing more with less’, you can reduce energy consumption without
compromising productivity and safety, and keep electricity costs down.

Lighting accounts for at least 40 percent’ of electricity consumed in a typical
commercial building. The Electric Power Research Instirute suggests that 55 percert of
the electricity used for lighting could be saved through cost-effective means®, Ontatio
Hydro has demanstrated thar improved lighting in commercial buildings can achieve an
mypressive 40 percent energy savings’,

For more help on lighting, contact your local or provincial utility, or the Canadian
Association of Energy Service Companies [see Sources).

m in the foundation itself;

Air tightening requires sealing all the tiny cracks apd
openings where filtration takes place. The common trouble
sprots include:

n  around doors and windows;

s where the walls meet the foundation:

w  swhere walls jom;

HARMOMHY WORKPLACE GUIDE i6

m  around opepings in the walls and ceilings, like air
conditioners, recessed lights, and electrical conduits.
Caulking is used for sealing most cracks and opemings.
There are a wide variety of types and colours of caulking
available on the market; caulking comes in interior and

exterior grades and in types suitable to different conditions.




Arca: LIGHTING
Action: REDUCE USE

as

A dust-free, energy-saver 34w
fluorescent bulb probably
delivers as much light as a
regular, but dusty, 40w bulb.
Thus, keeping your bulbs
dust-free may allow you to
install energy-saver bulbs,
without reducing the amount
of light available at work
stations.

Qs

When you have the lights on, do vou really need so much? And when no one 1s using
the workspace, are the lights urned off? If you can't answer yes to both, there is energy
and money to be saved.

O Instruct, then remind emplovees and others using your facilities with posted signs to
turn off desk and overhead lights (if they have access to lighting controls in their work
area) when they don’t need them.

O Reduce averlighting by lowering the brightness without impairing vision, Usually,
more lighting is réquired in the office area of a workplace than, say, the warchouse
section. However, both are frequently over-lit. Without jeopardizing safety, try reducing
the wattage andéar number of bulbs in use. '

O Install lighting “intelligence™ that responds in a flexible manner to changing
conditions. These include:

s time controls thar turn lights in different parts of the workplace on and off ar preser
TS

m sunlight sensors that turn lights off ar daylighe

® motion sensors that tum lights on, or up, when individuals enter a seldom used part
of the building (e.g. warehouse storage ot hotel room)

s make it possible and easy far employees to shut off lights. Upgrade your sysrem so
that you can turn on only those lights vou need, Replace panel controls with wall
switches. Locate switches so they are highly visible and at points of entry. Add
additional switches to give you greater flexibiliny and zone control; this will allow you,
for example, 1o turn off lights near windows, withour turning them off further from the
windows. You may need o rewire when you change switches.

m  Remove unnecessary lamps, especially in areas where lighting is currently too
bright. In fluarescent fixtures with more than one lamp, lamps are wired in pairs and
must be removed in pairs. You can reap additional savings by removing the
corresponding ballasts (ballasts draw a small amount of electrical current even when
there-is no bulb in place).

 Naote: Ballasts manutfactured before 1978 contamm PCBs, When removing them, refer
to government regulations and guidelines. For more information on this, refer o Sources.

Kome types give off fumes that may be bazardous, both during and windows and comes in a varviety of styles and materials.

application and while (fivst] in use. Your building supplier or Doors and windows that do not open should be caulked.

contractor can advise vou on the e best suited to your needs. I some cases, old windows and doors; those that rattle in
Caulking does deteriorate over time; when it does, it should the breeze, are so leaky that the frame and iveather

be removed and replaced. stripiping are beyond repair; these units should be replaced.
Weather stripping is uzsed to seal doors and windmes that When replacing these units, insist on thermal windows and
open and close; weather stripping creates tight fitting doors insulated dooys. 4
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Area: LIGHTING

Action: UPGRADE WITH
EMERGY-EFFICIENT
ALTERMATIVES

It would cost $32,240 a year
to light a 35,000-square-foot
commercial area with mercury
fluorescent, while it would
cost just $8,175 to light the
same space with dust-tight
metal halide lamps based on
05¢/Kwh with bulbs burning
5000 hours/year.™

Qs

Arca: LIGHTING

Action: MAKE BETTER USE
OF DAYLIGHT

Standard office lighting consists of 40W fluorescent tubes with electromagnetic ballasts.

Where possible, upgrade vour lighting to energy efficient fluorescent tubes (34W),
clectronic ballasts and highly reflective luminaries or fixtures. Your savings over
‘standard’ lighting will be substantial,

Consider full-spectrum fluorescent lamps for areas where employees will be
working all day. They are about 20 percent more expensive than other tvpes of
fluorescents, but produce a more natural, healthier quality of light. Unfortunately full-
spectrum lights are not ver available in energy-efficient models.

When it is not possible to canverr to energy-efficient fluorescent tube lighting,
replace the familiar round incandescent bulb with the new compact fluorescents. They
screw into a regular socket like an incandescent and are only shightly longer. Suppliers
now provide globes and long hard frames to accommodare these slightly longer compacr
tluorescents. An 18 wart compact fluorescent provides the same amount of light as a 75
watt incandescent bulb, Tt costs about 10 times as much to purchase, bur last 10 times
longer. In the long run, and raking into account energy consumption, compact
fluorescents are more cost effective than incandescents.

Choose broad-spectrum energy efficient fluorescents for areas where there is
mtermittent or sporadic use, such as in a warchouse. Of broad-spectrum choices, open
metal halide fluorescent lighting is preferred. It provides a better colour spectrum and is
at least rwice as efficient as the older, more common type using mercury vapour, Better
still are enclosed dust-tight meral halide lamps, which improve efficiency four-fold.

U Review all hghnng. Upgrade to energy efficient fluorescent tube (long-tube) systems
where possible; to compact fluorescents where appropriate and; to metal halide lighting
i warehouses, olrdoor areas, etc.

m  keep the drapes open during daylight hours, Remember to close them on winter
nights to help keep the heat in.

= rearrange your otfice layour to take advantage of narural daylighr,

» when you decorate, select light colour paints and coverings for walls and ceilings
and light colour fabrics 1o reflect and improve the use of daylight.

m  when you renovate and/or construct a new building, design your workspace to
make best use of natural light (install rinted, low-e triple glazed windows).

FLUORESCENTS AMD YOUR HEALTH

Somte types of fluorescent lighting emit certain light waves
that can affect the brain patterns of people, causing what is
called “seasonal affective disorder” (SAD), To aveid the
disorder make sure you install fullspectrion fluorescent
bulbs in heavy use areas. These provide light patterns that
are much like outdoor light.
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Az well, many fluorescent lights contain small amounts of
mercury. 5o you must take carve not to break them and to
dispase of them praperly at the end of their useful life.
Caution: If your organization has old fluorescent light
fixtures, the ballasts may contain PCBs. If vou find oil leaks
from these fixtures, or if vou are planning to replace them,
contact your provincial Ministrv of the Environment. 4




Arca: HOT-WATER SYSTEM

Action: REDUCE ENERGY USE

HARMOQHY WORKPLACE GUIDE

HOT WATER SYSTEMS

Hot warer is used in offices and building operations for a number of purposes including

washrooms, showers, cooking, dishwashing, and laundry. In some buildings with

restaurants, and in hotels/motels, hot water is a significant portion of total energy use.
This Section deals with how to reduce your energy costs for heating water.

Reduction of water use is dealt with in the *Warer™ Chapter. Many of the measures

that cut energy use for hot water will reduce water consumprion in general,

There are four main ways to reduce energy vse in the hot-water system: by using less
hot water, so there is less to heat; by rurning back temperature settings and shutting off
the system when it’s not needed; by improving the efficiency of your current system; and
by reducing heat losses in the system through insulating the rank and pipes.

Jd Repair leaks in the system. Leaky pipes, leaky faucers and inoperative valves waste
water, wasting energy. All joints should be tight, Faucet washers may need to be
replaced. Faulty valves should be repaired or replaced.

O Install low-flow showerheads and flow restrictors with aerators on faucets to cut
the flow of water. Some low-flow showerheads use half the warer that a regular head uses.

J  Install auromatic shut-off faucets, (see “Warer™ Chaprer), to ensure thar faucets are
not left on inadvertently. Some of these are operated by foot valvesy some have a delay
so that when you release the faucet handle the water runs for a predetermined time
before shutting off.

U Shue oft, or close down hot-water circulation to areas when it is not needed, Install
a timer to shut off circulation pumps ar night and on weekends.

- Tum off water heater when you are closed for two days or more (weekends and
holidays). Install a seven-day timer to shut the system off on weekends.

U Set back remperature settings on your hot water system, Consider installing
boosters for special needs like dishwashing. Recommended temperatures are 41°C for
handwashing and showering, 71'C for laundry and 82°C for dishwashing (rinse)."

d  Switch to cold-water cleaning materials (laundry and dishwashing soaps) thar are
effective in cooler water, enabling you to turn your sertings down even lower and draw
less hot warer. (See Phosphate sidebar in *Hazardous Materials” Chapter.)

O Hear water or use hot water during off-peak hours. If your water is heated by
electricity, you are probably paying extra charges when you use electricity during peak
demand. Schedule acrivities like laundry during off-peak hours, or heat vour water
during off-peak hours and store it for use during peak times, Install a timer thar rescricts
the operation of your heater to off-peak hours.

' Repair or install insulation on the hor-water tank and distribution pipes, Insulating
jackers and pipe wrap will cut stand-by losses. If vour tank is warm to the touch, it
needs more insulation, If your tank is gas-fired, use only a certified retrofit ki; ger
advice from vour contractor.
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Arca: HOT WATER
Action: IMPROVE EFFICIENCY

Arca: HOT WATER

Action: INSTALL
ALTERMATIVES

HARMOHY WORKPLACE GUIDE

There are two ways to ger the most out of every bit of enerpy: pood operational
practices and improved equipment.

A water heater that is well maintained and properly adjusted burns cleaner and
more efficiently.

U Test and adjust fuel-fired hearers to give maximum energy efficiency, while
minimizing the amount of wasre heat going out the srack and ensuring that stack
emissions are as clean as possible.

3 Clean out sediment. In tank-type heaters, sediment accumulates, on the
bortom of the tank, acting as an insularor to inhibit the transfer of heat from
the heating elements to the water.

1 HReplace tankless coil heaters with more efficient tank hearers. These tankless coil
svstems have virtually no storage and operate on demand — even when you need just a
small amount of hot water, the svstem must operate.

= When installing new water heaters, install them close to the point of use. This will
reduce stand-by losses in long runs of distriburion pipe. Investigate the use of several,
small storage type heaters, one for each point of use {(for example, one in each
bathroom); this may be more efficient than a system with a large central hearer and long
distriburion pipes o a few, remote points.

W Tf vour heater is electrie, consider switching to a-gas-fired heater. (Gas s a more
efficient fuel than electriciey or oil, j

There are several, proven technologies that use renewable energy for heating warer.

Solar heating uses south-facing collector panels to absorb the sun's energy and o
pre-heat water. Most solar systems require supplemental heaters ro hoost the
temperature of the solar pre-heated water to the desired remperature:and re provide
back-up on cloudy days.

Hear pumps are also used to heat warter.

Hear recovery systems take waste hear and use it for a vanety of purposes, including
pre-hearing water. Waste heat can be recovered from boiler stacks. grey water (warm
waste water ), cooling towers, refrigeration units and industrial processes.

O  Determine sources of waste: heat and investigate how these might be harmessed eo
pre-hear water,

d  Consider installing a heat pump water heater.

0O Consider mstalling solar hot warer hearing.

OFFICE EQUIPMENT
Computers and photocopiers represent the fastesr growing component of energy use in
the commercial sector.

Investigate ways to reduce energy use and to purchase equipment that is more
efficient.
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Area: OFFICE EQUIPMENT

Action: REDUCE ENERGY USE

Ten to fifteen years ago,
energy use for office
equipment accounted for less
than 1 percent of total energy
use in the typical office
bullding, whereas today, it is
10 to 20 percent. Energy use
for equipment is the fastest
growing end-use in a sector
(commercial) that is the
fastest growing sector in total
ENErgy use.

Area: OFFICE EQUIFMENT

Action: UPGRADE WITH
EFFICIENT EQUIPMENT

Area: MOTORS AND
EQUIPMENT

Action: REDUCE ENERGY USE

HARMODHY WORKPFLACE GUIDE

O Turn off computer terminals ar nighr and on weekends, unless they are on an
essential network. Your compurer terminal energy demand will drop.

0 Reduce the use of photocopiers. Think first. Do you need to copy and do you need
as many copies as you thinks?

O Turn off photocopiers at night and on weekends. Your photocopier energy use will
drop by nearly 70 percent,

d  Use dor-marrix printers for draft-quality “internal™ documents, saving laser printers
for high-quality jobs. Dot-matex printers use up to 83 percent less energy than lasers.

O Use colour computer screens only when the need dictates; They require owice as
much energy as black and whire.

O Inserucr, then remind employees with posred signs o turn off computer peripherals
such-as screens and printers when nor in use for 10 minutes or longer. Be sure to turn
them off ar night and on weekends. Appoint an equipment monitor to check these and
other machines are off when not m use.

T

0 Upgrade to photocopiers with a “seand-by mode,” which consumes up to two-
thirds less energy than conventional models. The stand-by feature curs the machine back
to maintenance powert if icsis anused fora ser period of time, bur can guickly reach full
power the next time it is needed.

3 Purchase laptop compurers where appropriate. They are' more versatile: than PCs,
and draw one-tenth the power for the same performance level. Use barrery power only
when absolutely essential,

0 When buying any new equipment, shop around tor those with the lowest energy
consumption and with eneray saving features.

MOTORS AND MACHINES WHERE YOU WORK

For many arganizations, morors and machines may be a surprisingly large part of your

total energy use. Hotels use energy to run elevators. do the laundry, and cook meals;

hakeries need energy to fiee the ovens, and print shops need energy to run' their presses.

Match equipment to the job, and make sure all equipent is turned off when nor in use.
Note: This Section does not cover process energy in induserial operations.

d  Install auromatic clock-timers thar shut down equipment when it 15 not needed, or
switches thae shut down equipment when it is not i use.

1 When replacing equipmeént, purchase new equipment with auromatic shur-off
switches and timers.

O Use lower temperatures on all heating and wishing equipiient and higher
temperature sertings on all cooling equipment.

O Use cold water detergents so that you can select cold water cyeles for washing.
0 Where possible, avoid washing small loads and cooking small portions.

O With elevators, shut down some or all during periods of low or no demand. 1f
elevator motors are set to run continuously, install automatc controls thar shur down
the moror when there has been no call for it for a predetermined period of tfinte,
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Area: MOTORS AND MACHINES

Action: UPGRADE TO IMPROVE
EFFICIENCY

It is estimated that motors
account for 47 percent of the
electrical energy consumed by
the commercial and industrial
sector in Canada, and up to 70
percent in manufacturing-rich
Ontario.™
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Matars used to run elevators, printing presses, blowers, pumps and conveyors are now
available in energy efficient models. They may cost more but they save energy (with
good pay-back) and are good for the environment. They generate less hear and therefore
tend to last longer — an added bonus. They are best suited to situations where they run
fairly continuously, under fairly constant loads and with a required horsepower of 15 or
MOre.

Cooking, washing and drying equipment come in a wide range of efficiencies and
with a variery of energy saving features.

Keeping all your equipment clean and in top running order makes it more efficient.
For example, keeping the condenser coils of all cooling equipmenr clean, and fixing
leaks in compressor hoses and connections, improves efficiency.

3  Clean, mameain and adjusr all equipment regularly and frequently.
1 Replace burnt-ourand inefficient motors with enerpy efficient ones:

U March the motor to the job — many motors are oversized using an average of only
50 percent of the motor’s peak efficiency.

SUCCESS STORIES

CARLETON UNIVERSITY Ortawa, Ontario, has implemented a ground water energy system,
which is one of the largest in North America. The installation complements conventional
heating and cooling systems to service nine campus buildings. Heat from underground
water is extracted i winter by using heat pumps, and in summer hear is transferred 1o
ground water, to cool buldings. Financial and environmental benefits include:

» substantial savings through reduced fuel consumption. In 1990, Carleton’s energy
costs were reduced by 60 percent resulting in a saving of $450,000

m 2 decrease in use of non-renewable resources and in pollution caused by burning
fossi] fuels, and

= an e¢limination of the need for cooling towers and their associated chemicals.”
WATERLOO FAMILY YmcAa Ar the YMCA, waste hear provides 37 percent of its water
heating needs. A heat pump extracrs waste hear from ventilation exhaust air and uses it

to pre-heat hor water, used primarily for showering in the Centre. Savings are 121,000
KwH annually.

5T. PAUL'S ANGLICAN CHURCH Built in 1912 in Dauphin, Maniroba, the Church was no
energy saint, In 1984, 5t Paul’s conducred an energy audit and implemented measures
to improve conservation and efficiency and reduce costs by 30%:

n |oose fill insulation was blown into walls:

= rotting storm windows were replaced and all windows sealed;

m double panes of plexiglass were installed over stained glass windows;
m  all exterior doors were weather stripped:

s building temperature was set back when the church was unoccupied.
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Energy savings through Power
Smart (BC Hydro's campaign
for efficient energy use) are
calculated as the cheapest
form of electricity at 2.4 cents
a kilowatt hour. As a result
of these initiatives, the
contentious Site C dam
proposal for the Peace River
in Horthern BC has been
postponed indefinitely.*
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TOYS ‘R US' has a halt million square foot distribution centre in Concord, Ontario. The
company installed a Keene-Widelite HiLo Lighting System. This system allows high/low
switching of HID high-pressure sodium lamps that are controlled by an infrared,
automatic occupancy detector system, When someoneg crosses the infrared beam,
the lights in that section switch from low to bright. Studies show that the aisles in a
typical warchouse are unoccupied 70 percent of the time - good targers for this kind of
energy-savings.”

SOUTHERH CALIFORNIA EDISON provided 450,000 fluorescent lamps to low-income
ratepavers, which displaced cight megawates of generating capacity, and cost less:than
building a new energy facility.”

CANADIAN TIRE CORPORATION has found ir possible to cur lighting loads in half in its
retail stores with no measurable impact on sales volume."” The installaton of photocells
to replace: manual en-off switching for outdoor lighting at service stations has cut
elecrricity consumption by as much as 45 percent.”’

AGROPUR DAIRY of Notre Dame du Bon Conseil, Quebec introduced a two-part plan to
energy consumption. First, it upgraded its plant to improve efficiency, consuming only
98 kW, versus a comparable; but conventional dairy’s use of 2000 kW, Second, it
installed two anaerobic wastewater trearment systems in 1986 to use dairy waste from
cheese-making ro' produce methane gas. In 1990, the dairy produced a volume of
methane worth $30,000. and eénough to powerits plane,"

THE SHERATON CENTRE, in Toronto is doing more with less, and pocketing the difference,
The Sheraton Centre i 139,000 square metres of hotel, conference facilites, and retail
outlets. Between 1984 and 1989, the Centre’s total average, annual energy savings were
worth $1.2 million, How? The efficiency steps introduced include: using seeam
condensare in the Centre’s laundry and decorative water fall, installing low-flow
showerheads and automated building-climare conrrols and improving cooling tower
performance-proving that saving energy is good for the environment and good
for business,"”
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SOURCES AND REFEREMCES

The availability of information in
both French and English varies
depending on its source and purpose.
References and publications are
presented in the language in which
they were provided.

HATIOMAL

Solar Energy Sociery of Canada Inc,
15 York 5t., Suite 3

Otrawa, ON, K1N 5357

(613) 236-4594,

Publishes Sof magazine. Bi-monthly.
340 per vear (rax-decucnblel,

The Canadian Association of Energy
Service Companies (CAESCO)

46 Lauralynn Crescent

Agincourt, ON, M15 2ZH3

(416) 292-2508

CAESCO promates the benefits of
building energy efficiency and provides
information on trends in the encrey
service mndustry,

FEDERAL

Energy Publicatons

Encrgy, Mines & Resources, Canada
580 Booth St

Ortawa, ON, K1A DE4

1613) 996-5419

The department produces general
publications {free of charge) on energy
efficiency, conservation and alternative
energy in the home and personal
transpartanon, The department also
publishes a series of enedpy-management
manuals tor indostrial managers and
plant operaring personnel. EMR s
involved in extonsive technical research
with industry in these subject areas; for
more information or w0 order marerials
write to the above address.
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BRITISH COLUMBIA
Power Smarr Program
B.C. Hydro

970 Burrard 5S¢,
Vancouver, BC, VoZ 1Y3
(604 293-F777:

(toll free) 1-B00-663-0431

B.C. Hydro's Power Smart Program is
aggressively encouraging ivs customers 1o
CONYELT 11 enerpy-smart operanons and
equipment. Far the edmmercial sector,
rhere dre a number of initatives offering
technical information and assistance, on-
site audits, rebates and orher incentives:
Energy Efficient J'Jg.fmug Prograpm;
Buuilding Tnrproienicils Privevane: Enerpy
Maragentent Contral Systenis Frogram:
Economizer Pilit Program leconomizers
i -.tir—cn:l-ruiiri-.'.rning uniesl: Newr Eufﬁ_h}rg
Design Program; Commeréial Water
Heatmg Conversion Pifog Progran [t
narural gasl; Manrcipal Efectrical
Efficteney Program. which offers similar
assistance and incentives to the industrial
sector, through High- Efficiency Motors
Programi: Efficient Fans Program;
Promifiing Profits Progran (pump systems);
Efficient Compressed Ajr Program: New
Pl Energy Asséssment Prograi;
Ejficient Roadway Lighting Program.

ALBERTA

Director, Industrial Secrion
Departiment of Energy
9945 108 5.,

Edmonton, AB, TSK 2Ga
(403) 427-3200

The-department’s many initiatives inelude:
Energy Audst Program, which will
conduct on-site awdity for all eypes of
energy userss including commercial vehicle
Hleets (but excluding single family homes)s
Alberta Energy Saver Bookiet Series for
Bustness and Industry, mine booklers on
the fundamentals of energy management;
Energy Management Seminars,
presentations grven on request about
cnergy management and eneriy audits.
The department alse provides programs
and publications promoting [uel economy

tor commercial and induserial
Trunspurr:lriun, aswell as informanion

and fundmg for renewable énerpy projecrs.
The Energy Matters Telotilrone Seriice
prowides technical assistance to the

public, honsing industry and government
I[EACIES 0N energy conservanon, Call
1#HLE3) 4275300,

SASHATCHEWAN

Manager, Energy Conservation
Sask Power

2025 Victoria Ave,

Regina, SK, 54P 051

(36) Sb6-2842

Sask Power's Eann Yard Lisht Conversion
Pragra offers low=meerest lodans ro
ENCOUTARE conversion from meroury-
vapour lighrng o High-pressore sodiun.
Thie: Heat Premep Program also provides
meentives 1o switch to encriv-efficion
hear pumips. The followmng programs are
currently mtarmational n|'||:..-,, biue oy be
expanded o melude financial incenrives:
Comemiercial Paring Lot Temer Program,
Commercial Lighting Program, Enermi
Efficiency Motors Progrant and
Appleations for High tatensiy Discharge
Lighting Program,

MAMITOBA

Director, Enerigy Management
Manitoba Energy and Mines
535-330 Graham Ave,
Winnipeg, MB, R3C 4E3
{204] 945-2604

Maniroba Energy and Mines has several
progrants tor ehefgy management,
including ResearchiDenicistraticn
Mrogeam, which funds conservation
proyeces i all secrors, meluding the
production and use of alternarive ENEFEY.

Director, Energy Programs Transportation
Manitoba Energy and Mines

535-330 Graham Ave,

Winnipeg, MB, R3C 4E3

(204) 943-6827

Proa Tricker Program advises the trucking
industry on tuel efficiency.




Manitoba Energy Audit Program
Manitoba Energy and Mines
555-330 Graham Ave.
Winnipeg, MB, R3C 4E3

(204) 945-4154;

{Toll free} 1-800-252-8069

Manitoha Energy Andit Program provides
no-cost energy audits to institutional,
commercial, industrial and agricultueal
facilities.

Department of Energy Management
Manitoba Hydro

820 Tavlor St.

Winnipeg, MB, R3C 2P4

(204) 474-3311

Manitoba Hydro is currently developing
a variety of demand-side management
programs. These programs, delivered
under the name of Porer Spiart, will
comsist of mformanon transfer and
hnancial incentives, available tooall
Maniroba Hydro customers. Brochures
and mformation sheets on encrgy
conservarion are available.

OHTARIO

Manager

Energy Technology Development
Ministry of Energy

56 Wellesley St. W,

Toronto, ON, M7A 2B7

(416) 327-1253

EnerSearch is a multi-vear program
assisting the private sector in the research,
development, testing and initial
demonstraton of innovarve energy-
related rechnologies in Onrario.

Manager, Indusiry Programs Section
Ministry of Energy

56 Wellesley St 'W.

Toronto, ON, MT7A 2B7

(416) 327-1457

Industrial Energy Sérvices Program
provides impace advice on equipment-
process improvements, as well as an-site
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comprehensive encrgy aundits; feasibility
studv granes and project engineering-
design grants: Through Industrial Process
Egutpment Demonstratioms Program, the
ministry cost-shares demonsteations of
new enerpgy-efficient technologies.

Manager, Energy Efficiency Section
Ministry of Energy

56 Wellesley 51. W.

Toronto, ON, M7A 2B7

(416) 3271477

Conmiercial Buildings Esergy
Maragement Program, in comjuncrion
with focal Chambers of Commerce, holds
Ciries Energy Forums for commercial and
municipal building owners and managers,
and Downtown Energy Foroms for
commercial building ownées and managers
in large cities. Institutional Encrey
Management Program provides ttaming

-and audic grants to managers/operators

of msritutional faclities, and Musicipal
Bruldings Enerey Efftciency Program
offers similar incentives to the municipal
sector. Transportation Energy Program
supports the development ancl
demonstration of new encrgy-etficient
technologies, as does Commercial
Buildings Trantng and Technology
Transfer Program.

Public/Institutional Programs
Ministry of Energy

56 Wellesley 5t W,

Toronto, ON, M7A 2B7
[416) 327-1486

Energy Edneation Program provides
waorkshops, conferences, and curriculum
doscuments for teachers, and is piloring
studencrun audic projects in high schools,
As well, there are energy programs and a
newsletter, Energy Alert, for the general
public ar the Kortnght Centre for
Conservation, near Kleinburg, Onr,

Manager, Commercial Programs
Ontario Hydro

TO0 University Ave,

Toronto, ON, MSG 1X6

(416) 592-3863

Commercal incentives inglude:
Streetemart Program, to convert
mumnicipalities to energy-efficient streer
lighting: Thermal Cool Storage Prograni,
to buy systems thar shift the cooling and
air-conditioning load of large commetcial
buildings to off-peak hours, Savings by
Design Program, 1o incorporate energy-
efficienty fearures into new facilivies or
renovations.

Supervisor, Program Support
Omrario Hydro

700 University Ave.
Toronwe, ON, MAG 1X6
(416) 592-8257

Energy Efficient Lighting Program offers
incentives of up to one half the costof
installation to commercial and industrial
customers who convert to eneray-
efficient lighting.

Manager, Industrial Programs
Ontario Hydro

700 University Ave,

Toronto, ON, M5G 1X6
(416} 592-3871

Accelerated Pavbacks Program offers o
shorrened payback period to industrial
customers who move to-enecgy-efficient
process design or equipment. High
Efficiency Motors Program provides
incentives tor buving high-efficiency
muotors. Energy Monitoring Program is a
scheme jointly operated with Ministry of
Energy to install 12 energy-monitoring
systems actoss @ wide range of industries
ro- determine the porential of overall
ENCrEY- Savings.,




Program Services
Uhntario Hydro

700 University Ave,
Toronte, ON, MG 1X6
(416} 392-8634

Potver Savers Program provides on-
site audits of customers’ operations,
determiining their energy-nse patterns
ang argas of possible savings.

Manager, Rare Structures
Ontario Hydro

700 University Ave.
Toronto., ON, M5G 1Xé6
416) 592-3751

All karge industrial users and several
municipal utilities can take advantage of
Tirie of Use Rates Program to shift some
of their comsumption o off-peak times,
saving money and reducing peak demand.
Mote: Ontario Hydro will encertain
project-specific proposals for energy
CONSErVaTion,

QUEBEC

Chef de division, Service des Programmes
Bureau de I'efficacité énergerique
Ministere de I'Energie et des Ressources
415, avenue Vijer Ouest, Bureau 600
Moniréal, PO, HIZ 1W2

(514} 873-5463

Technology Transfer Program [ndustry-
Commmierce develops case studies, produces
newsletters and organizes workshops with
trade associations and other organizations,
Energy Productiveiy Program provides free
energy: audits to industries and instinutions
whose energy costs exceed $25,000 a year,
and Feasibility Steedly Grant Progrant covers
up ta 600 percent of the cost of examining
the feasibility of audit measures.
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Chef de division, Service Conseils

et Information

Bureau de I'efficacité énergetique
Ministére de ['Energie et des Ressources
415, avenue Vijer Chuest, Burcan 600
Manteéal, PO), H2Z 1W9

(514) 873-5463

School Program develops energy
curriculom for primary and secondary
schools. Budding Energy Conservation
Forwm organizes seminars and warkshops
for owners and administrazors of
commercial buildings.

Directeur, Ministére de I'Energie
et des Ressources

5700, avenue 4ieme
Charlesbourg, PO

(418) 643-4561

Pragrams of RDD in Renewable

Energy: Passive Salar, Active Solar and
Photovoltaies, Energy from Waste, Forest
Biowmass, Hydrogen, Small Hydro Plants
provide financial assistance to industres,
institurions and individuals carrying our
RN} (Rescarch, Development &
Démpomstration | activities invalving

‘renewable energy. Eligible projects range

from feasihility studies ter RDD wark,
including publicarion af results,

Chef de service

Recherche ef Planification des marches
Hydro-Québec

1010, rue Sainte-Catherine Ouest,
Montréal, PO, H3C 457

(514} 289-3378

High Effreieney Accessories Program
subsidizes the development of everyday
energy-smart accessories; including
reduced-flow shower heads, more efficient
hghting fxeures, Aow-fileers: for Faneets,
block hearer imees and programmable
thermostars. Evaluations of existing or
expanding facilities are available theongh
Pre-Renovation Energy Analysis Progtam
and Energy Analysis: Hydro-Chuelec
Buildings, Institutional Budldings, Large
Commercial Complexes, Industrial
Customers Program. Hydeo-Cuebec

also distributes general education through
its Introducing Energy Efficiency to
Industry Program and Energy Efficiency
in the Schools Program.

Chef de division, Programmes
Commerciaux - Montréal
Hydro-Quebéc

10110, rue Sainte-Catherine Ouest,
Montréal, PO, HIC 457

(514) 289-3711

Help Program fﬂ*; Electrotechnologies
Irsplewmentation offers technical and
financial aid to extracting and
manifactormg industries, as doss High
Performarice Motor Installation Program
to the industral, commereial and
institutional sectors. Customer Energy
Initsatives - Small and Medimn Enterprises

" {Commercal and fndustrial) Program

targers mair eneegy-use applications, such
as water hearing and lighting, in these
businesses. Customer Enerpy nitiatives -
Intcduestraal Processes Program improves the
etficiency of industrial processes: Emergy
Efficiency R & [¥ Program conducts or
commissions research, development and
demonstration of energy-consuming
accessories devices and processes.

MEW BRUNSWICK

Sentor Engincer, Energy Branch
MNew Brunswick Matural Resource
and Energy

PO, Box 6000,

Fredericion, NB, E3B 5H1

(306) 453-7432

Natural Resources and Energy’s Wood
Esergy Program fosters the energy value
of residual wood from forest and indusiry
through resource assessments, econamic
evaluations, demand scudies, development
and demonstration projects, technology
teansfer and promotion. Provireial Energy
Mamagerrent Prograr: monitors ard
makes recommendations regarding
energy consumprion in provingially
owned faciliries.




Manager, Energy Conservation and
Customer Services

NB Power

P.O. Box 2000,

Fredericton, NB, F3B 4X1

[506) 458-3008

Conservation and Electrical Tmprovement
Lean Programt offers inte rested residential,
commercial and industrial clients loans up
o $ 1,500 for conservation improvements
and 52,000 for wiring improyement.
Energy Edge Publications are case

studies of energy-cfficiency applications

in the commercial sector, diseribored

free of charge,

NOVA SCOTIA

Manager, Energy Enginecring
Dieparmment of Mines and Energy
P.O. Box 1087 !
Halifax, NS, B3] 2X1

(902) 424-8057

Industrial/Commercial Monjroring

and Technology Transfer of Deri
Profects monitors and evaluates energy
demanstration projects to develop various
information packapes for industrial/
commercial users. Industrial/Commeroial
Enerpy Comzervation Technological
Stadivs tunds teasibilicy srudies in otk
sectors. IndustreallCommercial
Dérpomstration Projects shares the cost

of exploring innovative and under-utilized
conservation technology. There is an in-
depth Energy Analvsis Prograws for
[ndustvial and Commercial Facilities
whose annual energy bills exceed
$150,000, Burlding Operator Training
provides courses and seminars to schools
and provincial building operators. Emergy
Awards are ayailable for ourstanding
induostrial and commercial efficiency effors.
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Energy Educanon Officers
Department of Mines and Energy
PO Box 1087

Halifax,; N5, B3] 2X1

(902) 424-8619

Energy Education Program sends
instructors on request o schools,
teaching energy concepis through film,
skits, lectures and other media.

Program Administranen Officer
Department of Mines and Energy
PO, Box 1087

Halifax, NS, B3] 2X1

{902) 424-8819

Pro-Trucker Program explains fuel-
saving and substitution techniques to
line-haul and urban operators in the
tricking industry.

Supervisor, School of Fisheries
Department of Fisherics

P.Ox. Box 700

Pictou, NS, BOK 1HO

{902) 485-8410

Pra-Fishrer Program has incorporated
rraimning units on fuel saving and

substitution into the curriculum of

the Mova Sconia School of Fisheries.

Manager, Energy LUtihzaton Department
Nova Scotia Power

P.O). Box 910

Halifax, NS, B3] 2W5

(902} 428-5455

Mova Scoria Power encourages
conservation in the industrial, commercial
and institurional sectors through on-site
energy audits, promotion of load-
management systems, load-monitoring
and end-use studies, and workshops on
electrotechnologies, Enerey Efficiency
Awards acknowledge energi-smart
commercial designs and industrial/
insttutional applications.

PRIMCE EDWARD ISLAMD

Director, Energy and Minerals Branch
Department of Energy and Forestry
PO, Box 2000

Charlomterown, PE, C1A TNS

(202) 368-5025

Lighting Audit Assistance Program aids
large electrical consumets in audits and
reirofits. EnerPool Vans Program
pramotes the benefits of nde-sharing,
Energy Education Program distributes
materials to public schopls. The

department also maintains a darabase

on energy policy,

Manager, Marketing/Customer Service
Maritime Electric Company

P.O. Box 2000

Charlottetown, PE, C1A TNE

(202]) 566-1599

Maritime Electric has sobineeed
proposal for 4 demand-side management
program o the Public Utiliies Commission
Of PLE.L The imitiative includes a
Commercial High Efficiency Lightig
Program that will fund customer
conversion o energy-smart devices,
beginning with a free audic of existing
|Ig|1t'i I'Ig. A..Ih':} pn :l]'.‘['l‘."il:d iﬁ I|'|t .r'l-ﬂif.]jll Fﬂ'r’ﬂ'
Energy Assistance Program to explore
alternative lighting measures for farming
operations served under the residential
rate. As of August 1991, the proposal has
not been adopted.

MEWFOUMDLAND

Direcror, Energy Programs
Mewtoundland Department of Mines
and Energy

PO, Box 8700

5t, John's; NF, A1B 4]6

(T09) 576-5757

Prowincial Energy Management Program
rargets energy recuction in all public
sector buildings, particularly hospicals;
schools and recrearion facilities, Other
provincial initiatives include the all-sector
Aleernative Epergy Development Program
and Trarsportation Energy Efficiency
Program.




Librarian, Department of Mines
and Encrgy

P.O. Box 8700

St. John's, NF, A1E 4]6

(709) 576-2416

Eriergy Resource Centre contams more
than 4,000 volumes on energy-relared
subjeces, including conservation,
renewahble resources, electricity and
petroleum. The reference library is
open to the public,

Faalities Consultant,
Community Recreation, Sporty
and Firness Division
Department of Municipal &
Provincial Affairs

F.0. Box 8700

5t John's, NF, A1B 4]6

(709) 576-3546

Arena and Swimniing Pool Energy
Retrofit Grants provide dp eo S20,000°
on a 600 basis to arenas and swimming-
pool operators for energy conservaron.

IMrector, Educational Finance
Department of Education
P.O. Box 8700

St.john's, NF, A1B 4]6

(709} 576-5755

School Energy Retrafit Grant provides a
matching grant of $1 per pupil per vear to
school boards that undértake enerpy-
SAVINE MEASUTEs.
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Manager, Economic Analysis
Mewloundland And Labrador Hydro
P.O. Box 2100

St. John's, NE, A1A 4K7

Newfoundland and Labrador Hydro has
been d:\'-:]{:pmg a demand-side e[e.::r'tcit'_-.'-
management program o make the system
more efficient and defer new capacity
FCQUITEIMENTS,

MORTHWEST TERRITORIES

Director, Energy Management Division
Northwest Territories Department of
Public Works

Box 1320

Yellowknife; NT, X1A 219

(403) BT3-7203

Busimess Enerey Awdit Program offers:
on-site and computer-assisted energy
audits to small businesses throughout

the Terntories, as docs Hamlet Energy
Management Program to hamlet councils,
Energy Conservation Capreal Prograns
funds improvements o existing
government buildings. The departirent
undertakes public educarion, as well as
an Ewergy Education in Sehools Frogean.,

YUKOHN

Energy Policy Analyst, Department
of Econpmic Development
Government of Yukon Termitory
P.O. Box 2703

Whitehorse, YT, Y1A 2C6

(403) 667-50135

Savme Energy Action Lodan (SEAL)
Keésidential.and Cowrmercial Program,
available to all Yukon home owners,
businesses, and comminiity organizations,
provides an interest-free loan of upto
£3,00H0 for residénces and up to STO,000
for businesses to cover the cost of
uperading the thermal efficiency of a
building. Yukon Enerey Alternatives
Program aids the development of
appropriate, locally based, altermative-
CNCIRY MMMILCES:




H AZARDOUS MATERIALS

QUICK START

HARMOMY WORKPFLACE GUIDE

Whart can you do, starning today, to avoid hazardous marerials and/or ensure proper
handling, storage and disposal of these materials in your workplace?
Quick start provides:easy-to-implement actions providing excellent environmental

benetits and potential cost savings:

QUICK START

m  Recover all used motor oif from your
fleer for recycling

= Use latex paints (meeting the
EcoLogo standards) and avoid alkyd
paints which require solvents for cleanup

s Use integrated pest management and
organic practices on landscaping and
grounds maintenance; avoid chemical
herbicides, pesticides and fertilizers

s Use non-toxic, envirenment friendly
cleaners: request that vour cleaning
contractor do so

s  When air conditioners are being
serviced, insist thar the technician
recover the coolant/refrigerant, rather
than vent it Into the atmosphere

FOR MORE IMFORMATION

Look for @S [symbol] on page 36

Look tor @5 on page 33

Look for @5 on pages 114, 115 1n
“Property Management” Chapter

Look for @S on page 36

Look for @5 on page 36. Also see
“Energy™ Chapter il

While you are developing a comprehensive environmental strategy and setting
priorities for long-term goals. the Quick Srart measures will help vou ger srarted.
Implement as many of the rarger areas and actions found in this Chapter as possible.
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WE RECOGMIZE THAT THE CHEMICAL INDUSTRY HAS A RESPONSIBILITY TO TAHE

PROACTIVE STEPS TO PROTECT THE ENVIROMMENT, BECAUSE THE MATURE OF THE

MATERIALS AND PROCESSES WE USE MAY PRESENT A SIGMIFICANT POTENTIAL RISK

TO THE ENVIRONMENT."

Dy Pont Canada

HARMOHY WORKPLACE GUIDE

AZARDOUS MATERIALS
IN YOUR WORKPLACE

YOUR HAIARDOUS MATERIALS ARE COSTING YOU AND THE ENVIRONMENT

In the enthusiastic surge of production since World War 1, the number and use of
chemicals have grown dramarically, not just of specialized compounds, used by large
industries, bur “everyday™ chemicals in everyday products used by organizations like
vours. Chemicals provide myriad benefits to modern society, but many of them also
pose risks to the environment, and to human health and safety. Until recently, we had
Lierle idea just how much risk. Assuming the solution ro pollution was dilution, we
fHished or threw them away as if the environment would somehow dissipate them.
What workplace hasn't tossed batteries, oil, pesticides, old paint and solvents into the
garbage or down the drain?

It turns out that many of these everyday marerials and supplies are not as benign as
we once thought. Indeed, many are now recognized as hazardous (see definition on
page 41). When released in the environment, chemical contaminants can combine to
create new ones. Far from dissipating; they persist in the air, water and soil, absorbed
first by lower organisms, then accumulating up the food chain. Thus, the total bortom
line from the use and improper handling of hazardous materials is the damage to the
environment and our health — because whar poisons the environment also poisons us.

To righten the reins on hazardous marerials, federal and provincial regulations are
making it harder to introduce new ones, either as raw or finished products, and costlier
to 1mproperly handle them or simply dispose of them, For orgamizanons th ar generate a
lot of hazardous waste, thar expense 15 significant, and rising.

Corporate liability in the form of punitive fines and site clean-ups can cost in the
millions of dollars. An ounce of prevention would have been worth a pound of cure in
cases like the Niagara River, into which 160 old or poorly constructed landfills leak an
estimated 315 kilograms of contaminants per day. A similar amount of contaminants is
stll discharged from the industries and municipalities also situated by the river.

Disposal rates-are soaring too: in Ontario, for example, they can range from $100
to $350 per ronne and higher, depending on the type and toxicity of waste. Smaller
organizations, which are more likely dealing in drum quantities, are facing fees of 525
to $100 per drum, and higher for extremely roxic wastes.

EL




In 1986, Canadians produced
over & milllon tonnes of
hazardous waste.

Hazardous materials must be managed in a conscientious way from “cradle to
grave,” from their production ro their ultimare disposal. Every organization must
comply with, and it is hoped exceed, the existing regulations, However, legislation alone
15 not enough. Where there are no controls for certam materials and amounts, you must
impose your own. First and foremost: eliminate the use of hazardous materials in your
workplace wherever possible; next, reduce the toxicity and volume of those vou must
use, then rense and recycle them; finally, properly handle, store and discard them, as
required (see sidebar). The advice of waste-disposal specialists will be helpful.

And wiser management can also save you money, Disposing of waste solvent in
Ontario, for example, can cost from $300 to 700 per drum, whereas o recycle the
solvents costs $50 per drum. You can evén make money by selling vour hazardous
waste through a waste exchange network (see sidebar). One organization’s garbage is
often another’s raw material.

But the biggest savings to you and the environment will come when you substitute
non-toxic materials for hazardous ones. Instead of living with the risk of financial
liability, ill health and loss of precious life-supporting habitats, vou eradicate it — once
and for all.

Your workplace may use only small quantities of these hazardous substances, but
taken together with all the amounts used by other organizations, they add up to a
serioos problem; No matter how large or small your amount, no marer how moch or
how little money you might save, you have a responsibility to help solve this problem —
before it gers worse.

You can begin by formulating, then implementing a workplace hazardous materials
action plan.

YOUR HAZARDOUS MATERIALS ACTION PLAN

Read through the Targer Areas and Actions for eliminating, reducing, reusing and
recycling hazardous materials. Then decide how many you can apply to your own
workplace by conducting an assessment of hazardous materials throughout your
operations. To give you an idea of the scope of the exercise, we've provided a
Hazardous Materials Assessment Worksheer. However, because of the health and
environmental risks involved and the need for compliance with existing regulations, this
is oné area you should not atrempt to analyze yourself, Enlist the services of a
competent environmental consulting firm, knowledgeable about hazardous materials
and regulations, and seek government advice.

Once you know where and how the hazardous materials are being used, record the
areas needing attention and actions to be taken in your Action Planner. The Acrion
Planner provides a strategié plan tailored to vour workplace, Some measures you'll wane
to implement righr awav, others will need further evaluation, but first ¢reace a

REGULATION You will find a brief summary of WHMIS, or Workplace
This chapter is not meant to supplant regulation and Hazardous Materials lnformation System; and MSDS, or
legislation covering bazardouws materials. If you use Material Safety Data Sheets. The definition of bazardous
materials that are defined as “bazardous™ under and materials used in the Workplace Guide is broader than the
subject to regulation, you must ensure that vou are in definition under vegulations (see sidebar). <

compliance, Tt is your responsibility to contact the

appropriate government agency or authority,

HARMOHMY WORKFLACE GUIDE
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Arca: BUILDING
MAINTEMANCE—PAINTS

Action: SWITCH TO LESS
HAIARDOUS PAINTS,
REUSE AND RECYCLE

Qs

HaRMOQHY WORKFLACE GUIDE

“Workplace Green Team”™ of participants representing each part of your organization
(see Chapter, “How to Use the Workplace Guide and Ger Started”). There are lots of
ways to coordinate this, but do involve staff and delegate. Assign a captan to every
applicable Targer Area and Action, and set dates for Green Team progress reports.

For a definirion of hazardous materials, please see page 41.

TARGET AREAS AND ACTIONS

There are rwo general rypes of paints: oil-based (alkyd) and warer-based (including
“latex™ and casein-based). Ohl-based paints contain organic solvents, metals, dyes and
fungicides that make them flammable and paisonous; as well, they emit volarile organic
compounds, (VOCs} a group of compounds generally agreed to contribute te ground-
level ozone (a pollutant which causes eye, nose and throat irritation), ozone-layer
depletion and global chmate change. Clean-up generally requires solvents which are also
hazardous.

Water-based paints are preferable because they reduce pollurants and do not require
hazardous solvents for clean up, just soap and water. However, some warer-based
paints do contain solvents, which can release hydrocarbons o the atmosphere.

Environment Canada’s Environmental Choice program (see “Purchasing” Chaprer)
has estahlished a category of low-pollution, water-based paints thar contain minimum
amounts of mercury, formaldehvde, lead and other heavy merals, as well as lower levels
of chlorinared solvents. A second category for reduced pollution, oil-based paint has
also been established.

Paints that meer the Environmental Choice EcoLopo standards ‘are now on the
market. So the next time your workplace needs panting:

O Use water-based paints instead of oil-based. Look for brands thar meet the Ecologo
standards. (There are some applicationd for which warer-based paints may not be
appropriate: for example, the constant moisture in a washroom may require alkyd paine.)

3 If you have to use oil-based (alkyd) paint, purchase those meeting the Ecologe
standards and reuse and recvele the paine thinners and solvents used to clean the paint
brushes and rollers. If yvou contract the job to an outside company, specify in your
conrract that solvents must not be poured down drains. Solvents can be saved for reuse
and the paint sludge that builds up on the bottom of storage containers should be
disposed of eventually ar a hazardous-waste depot.

O Instruct vour purchasing agent or supplier to investigate less hazardous alternatives
to varnishes and stains, These are suitable for both interior and exterior applications,
and are formulated using ¢itrus oils, pine and tree resins and natural pigments, A
number of brands are on the market,

J  Give away paint you can't use to your employees, for example, or local social
service agencies. Be sure to include instructions on proper handling, cleaning, storage
and disposal.

d When your workplace furniture needs refinishing, choose a repair service that
avoids paint strippers with methylene chloride. Methylene chloride can cause eye and
skin irritation and serious health problems. Avoid prolonged exposure.

O If you or your maintenance department does the painting or refinishing rather
than contracting the job out, be sure to store paints, rhinners and any solvents away
from your furnace, heating ducts or drains. They must be securely contained and
properly labelled.




Ares: BUILDING MAINTENAMCE  There are many other hazardous materials that are used in maintaining your building,
— OTHER MATERIALS whether your employees or an outside company you've hired apply them. Check the list
on your Hazardous Materials Assessment Worksheet. Wherever possible, practise the

Action: SWITCH TO LESS Rttt i : !
principle of elimination and substitution — switch to less hazardous alternatives.

HAZARDOUS ALTERNATIVES,
REUSE, AND RECYCLE 1 Use warter-based or narural glues, eliminating the need for the hazardous cleaners
and solvents used in cleaning solvent glues.

U Avoid painr strippers that contain methylene chloride. Substirute for less-toxic,
water-based strippers. Sand to strip furniture or wood, mstead of using paint strippers.
{Sanders should wear masks.)

d Avoid wood preservatives containing pentachlorophenol, arsenic and creosote.
Instead, use a water repellant or sealant. Or choose rot-resistant woods from trees
which are not endangered.

0 If you do your own window cleaning, mix warter with a lictle narural vinegar — it
does the best job. Or specify to your contractors to use a non-toxic solution.

d  Substitute de-icers that are not salt-based for clearing walkwavs and sidewalks in
winter. Salt damages trees, shrubs and grass, pollutes groundwater and streams, and
corrodes the metal of vehicles, just to name a few of its unfriendly effects. {See
“Purchasing™ Chapter, for more information on alternatives.)

O Ensure that you are following good practice for all the materials you use,
as outlined in “Praper Use, Storage and Disposal of Hazardous Marterials,”

J Investigate waste exchanges in your area for reuse and recycling of suitable,
hazardous materials and solvents that you no longer use.

O Review vour disposal practises for the waste products you generare. Make sure they
don't end up in the sewer system or landfill. Arrange for the collection of these materials
by a licensed company providing the proper collection and treatment of these materials.

Arca: GROUNDS If you're planning to build on a new site, ar your existing grounds need improvement,

MAINTEMANCE —PESTICIDES, consider planting alternatives to grass, such as low shrubs, spreading ground covers and
HERBICIDES AND FERTILIZERS wildflowers, all of which can eliminate or reduce the need for pesticides, herbicides and
fertilizers.

Action: ELIMINATE, REDUCE,
SWITCH TO LESS HAZARDOUS
ALTERNATIVES

Probably your existing grounds are cared for by contractors or building
management. Use your contract to specify the rypes of products to be used and pracrices
to be followed. Often, the pesticides, herbicides_and fertilizers used o keep the lawn
green and weed-free are overapplied and may not even be necessary. As much as

CAHADIAN CHEMICAL PRODUCERS ASSOCIATION
CCPA represents 73 chemical producers acrass Canada,
who bave adopted Responsible Care as their business

philosaphy., Through this program, responsible
development, manufacture, transportation, storage,
handling, distribution, use and ultimate disposal of
chemicals and chemical products is encouraged.” 4
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Approximately 425 million
litres of used motor oil are
discarded in Canada every
year, yet only 25% of this oil
is re-refined and reused which
means 9 times the oil spilled
by the Exxon Valder is wasted
each year.

Area: TRANSPORTATION
MAINTENAMNCE

Action: SWITCH TO LESS
HAZARDOUS PRODUCTS
AND PRACTICES

HARMOMY WORKPLACE GUI|DE

50 percent of the chemicals that go on lawns, gardens and crops can end up in
groundwater or surface water . Plants growing in healthy soil are berter able to fight off
pests and disease.

To eliminate or reduce vour use of these hazardous marerials by keeping your soil
healthy:

3  Mopw the grass no shorter than 7.5 centimetres.

O Leave grass clippings on the lawn. A mulching lawn mower chops the grass
clippings into fine pieces.

O 'Srarr a compost for pruned material and excess clippings.
) Top dress your lawn with compost.

U Hand-weed. If you don't contract the job out, offer your employees’ children a
reward of Hve cents per dandelion and other undesitables.

O  De-thatch each fall; mechanically aeraré in the spring.

' Lawn watering shouldn’ be necessary. Grass naturally goes dormant and brown-
coloured during dry periods and it is particularly important to conserve water at these
times. The grass will recover. Trickle irrigation of trees and shrubs and handwatering
annual flower heds when necessary is a better use of water. (See “Water”Chaprer)

If you feel it 15 necessary to use a pesticide, herbicide or fertilizer:

' Choose alternarive products such as diatomaceous earth and insecticides made from
fatty acids and soaps. These are commercially available, often labelled as “organic.”
However, that doesn’t mean they are harmless to humans. Follow instructions:carefully
and wear gloves (and mask) as an extra precaution. Again, use only what you need.
There are many other do-it-yourself remedies, such as insecr traps and insect repellant
sprays. {See “Sources”™ and “Property Management™ Chapter.)

I Use organic ferrilizers, such as compost and aged manures and mulches.

U Buy enly whar you need, especially if you use hazardous materials and apply only the
recommended amount. '

If you operate a fleet or provide employvees with cars, then vou have several
opportunities o eliminate or reduce the use of hazardous materials and the waste
vehicles create. Start by finding ways for your employees to drive less and reduce air
emissions, as wellas the need to change oil or tires as often. Encourage them to do more
business by phone or fax, and to more efficiently plan delivery routes, for examples see
“Transportation™ Chapter. :

If driving is a4 necessary part of vour workplace activities, then reduce your use of
hazardous materials and waste generated by them by switching to non-hazardous
alternatives. See Proper Use, Storage and Disposal of Hazardous Materials.

For detailed advice on reducing your use of fossil-fuel transportation, and the
corresponding hazardous materials for its maintenance, see *Transportation” Chapter,

3 Use re-refined mortor oil in your fleer to reduce the consumption of crude-oil
FESOLUTTES, '

J Refuse the option of air conditioning when purchasing new vehicles. The
refrigerant, is a known serious cause of atmospheric-ozone depletion.
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Area: INTERIOR — OFFICE
CLEANING PRODUCTS AND
PROCEDURES

Action: SWITCH TO LESS
HATIARDOUS ALTERNATIVES,
REDULCE AND PROPERLY
MANAGE

Qs

HARMOMHY WORKPLACE SGUIDE

O If your tleer has air conditioning, take care when servicing to prevent the release of
refrigerant to the outside air. Car dealers have installed recycling machines ar their
service centres that recover chemicals for re-use. (See’*Transportation” Chaprer. ]

O Ensure that you are following good practice for all your transportation-related
hazardous materials and waste, as outlined in “Proper Use, Storage and Disposal of
Hazardous Materials. ™

O Ensure all hazardous marterials are stored in proper containers,

O Review your disposal practices for the transportanon-related hazardous waste vou
generate (See “Transportation”™ Chapter). Make sure they don’t end up in the sewer
system or landfill, Arrange for the collection of these materials by a licensed company
providing the proper collection and rrearment of these marerials.

d  Collect used motor oil ro be raken 1o a waste oil depor, or if your volumes warrant,
to be picked up by a waste-oil collection firm. This “waste™ oil can be re-refined for use
again as motor oil, Used motor oil is a hazardous waste containing heavy metals — it
should never go down the deain or be poured on the ground. (See “Transportation™
(Chaprer.)

I 5ave car and rruck bartertes for collection by a recycling company. Batteries usually
contain heavy metals like lead, mercury and silver; {and an acid,) and should nat be sent
to landfill. {See “Transportarion™ Chapter.)

Cleaning of offices 15 often contracted our to commercial cleaning companies. Review
your existing contract and specify the type of products and procedures to be used in
vour workplace.

Many cleaning materials on: the market — such as dram, fAoor and other surface
cleaners — contain hazardous substances — sometimes because of sanitation standards.
But when cleaners dump their dirty “water.” it goes into the sewer system, and
eventually water supplies. The less you use, the less the impact on groundwarer, rivers
and lakes. '

O Instruce your contractors or cleaning staff to reduce the use of hazardous cleaning
materials {see definition of hazardous materials) by substituning the following products
and procedures to enhance worker safety and minimize water contamination;

®  Prevent cleaning problems which usually necessitate the use of hazardous matenals.

For example, keep grease out of drains and install food and hair traps. Instruce cleaning
staff to clean all areas regularly rather than waiting for a build-up of grease and dirr,
If necessary to unblock drains ask your supplier about bacterial and other non-
hazardous produces.

s Use the least hazardous product for each cleaning chore keeping in mind sanitation
requirements especially in food-preparation and washroom areas (ask for advice from
your local health unit). For example, cleaning windows and mirrors can easily be done
with a vinegar and warer solution. A damp cloth can replace aerosol dusting
compounds on even the finest wood furniture. (See “Sources™ for more information).
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©One litre of oil can
contaminate 2 million litres
of water.

Arca: INTERIOR — BUILDING
MATERIALS AND FURNISHINGS

Action: SWITCH TO LESS
HAZARDOUS ALTERMATIVES,
REDUCE AND PROPERLY
MANAGE

FHOSPHATES AND HTA

#  Check the manofacturer’s claims for such terms as non-toxic and biodegradable
before making purchasing decisions. Ask to see independent test results and material
safery dara sheets (M5DS) on their products,

»  Specify low-phosphate, non-hazardous cleaners (See sidebar below).

m  Use the least amount of cleaning material ro achieve the necessary result and make
sure that new employees are instructed in the proper use of materials. Follow WHMIS
labelling instructions.

m  Specify controlled dosing racher than manual or single-use packages; auromaric
dosing ensures thar the minimum amount of product is used and reduces packaging
waste as well particularly where large refillable containers are available.

m If refillable containers are not available; specify packaging thar can be recycled in
your community or ask the product supplier 1o take the containers back.

s Specify concentrated cleaning materials where possible as the conrainer will last
longer (and can possibly be refilled), However, be certain staff know how to dilute the
material to minimize waste of both cleaning matenial and water.

O Follow good pracrice for all cleaning products, as outlined in “Proper Use, Storage
and Disposal of Hazardous Materials,”

O See “Property Management™ Chapter tor more information,

If your organization is planning . a move to a new building, or renovating an existing
one, you have an opportunity to upgrade it environmentally by choosing less hazardous
materials in its construction and furnishing: Even if you're not in the marker for a major
overhaul, there are simple steps you can take to reduce rhe impact of hazardous
substances emitted by workplace materials and furnishings. Since vou may likely
contract the services of outside companies to provide much of the labour and matenals,
specify the following measures, where applicable, in your agreement:

1 Whether building, renovating or replacing materials and furnishings, derermine the
hazardous substances in their contents (compile the list in vour Hazardous Marterials
Assessment Worksheeth

O Instruct builders to seal plyivsads and particle boards used indoors. Most regular
particle boards are made with resin glues and are a major source of indoor formaldehyde. -
Low emission particle board 15 available although not widely; ask anyway.

phosphates entering lakes and rivers, the federal government

Phosphates, the “builders™ in cleaning products, are not regulated the amount of phosphates in laundry detergents in
“nowmally thought of as “hazardous.” But phosphates do 1970. Masy products still contain high levels of phosphates.
have the potential to cause envivonmental damage by Chemicals added during sewage treatment belp remove:
prromoting algae growth in water ways. Too much algae phosphates. But only 69.9% of the Cangdian population,
reduces oxygen levels in the water, killing fish and other living in communities of over 1,000 people, bave ary kind

aquatic life. In response to the need to limit the amount of

HARMONMY WORKPLACE GUIDE
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LI Make sure that the mmsulation you are installing has not bren made with CFCs,
chemicals known to deplete the ozone layer. Regulations are phasing out the use of
CFCs in insulation. However, choose alternatives carefully, for example, polystyrene
contains some formaldehyde.

O Use water-based paints; look for brands thar meer Ecologo standards. (See
*Purchasing™ Chapter.)

O Use water-based or natural glues, eliminating the need for hazardous cleaners and
solvents used in cleaning solvent glues.

d Sand to strip furniture-or wood, instead of using paint strippers. Sanders should
wear masks. Avoid paint strippers that contain methylene chloride. Substitute for less
toxic, water-based strippers.

J When choosing carpening, try to find alternatives to latex-bonded carpets, which
emit volatile organic compounds — particularly the agent 4 PC, which gives rthar typical
“new carpet odour” for months. The better, albeir more expensive, option is to select
handmade rugs, fully woven carpets or fusion-bonded carpets.

O Choose extinguishers which do not contain halons and ensure the safe storage and
decommissioning of halon systems.

1 Exercise caution when testing, repairing or replacing fire extinguishers and systems.

These often contain halon, a particularly destructive CEC, thar should nort be vented to

the outside air. Ask vendor to take back or buy back halon-filled extinguishers. In some”
applications systems contaming halon can be replaced with water sprinklers. Guidelines

have been developed for decommissioning of halon systems. Please contact Manager,

Environmental Projects, Northern Telecom, 3 Robert Speck Parkway, Depr. 0100,

Mississanga, Oneario L4Z 3C8.

O Add real greenery, not artificial, to your workplace. It can help reduce the
concentrations of at least three common indoor air pollutants: formaldehyde, benzene
and rrichloroethylene. Spider plants, philodendrons, ivy, and potted mums were all
tested and found ro be effective,

0 Ensure that vou are following good practice for all hazardous marerials as outlined
in “Proper Use, Storage and Disposal of Hazardous Marerials.,”

A Maintain or upgrade to proper building ventilation to avoid “Sick Building
Syndrome” (See sidebar in “Energy” Chapter). The long-term answer is not to rev up all
exhaust fans (without heat recovery) — of leave windows open (if they open). These may
provide fresher air, but you're losing valuable heated or cooled air, which wastes energy.
You'll find information on improving vour ventilation system in the “Energy” Chapter.

of sewage treatment. Of these, only 40% hbave tertiary
treatment, winich is the most effective treatment niethod that
remaves phosphoris in the efffuent.” The choice of NTA as a
phosphate substitute has been a controversial one becanse of
its detection in rivers and lakes, even after sewage

treatment. What's the answer for choosing cleaning
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products? Choose cleaning products that ave: low-
Dhosphate, made with citrus or plani-based builders, and
non-hazardons. And, of conrse, use the minimum amount of

amy kind of cleaning product. «

NTA - Nitrilo triacetic acid - a chelating agent




Area: INTERIOR — OFFICE
EQUIPMENT AND SUPPLIES

Action: ELIMINATE,

SWITCH TO LESS
HAZARDOUS ALTERNATIVES,
AND PROPERLY MANAGE

HARMOHY WORKPLACE GUIBE

Many of the supplies and equipment that we take for granted in our workplace can be

‘significant polluters of our indoor — and outdoor — environment. For example,

phatocopiers, computer printers and air cleaners may contain and emit hazardous
materials, such as ozone, a colourless gas that, ar ground level, can irritate the eyes, nose
and throat. On the other hand, air conditioners can leak their refrigerants, which
destroy “good” ezone, the orone layer around our planer.

Where possible, substitute less hazardous alternarives for supplies and equipment
containing hazardous materials. Where you can’t avoid the product, buy and use only
what you need (and follow the guidelines in “Purchasing™ Chapter). Along with proper
handling of existing supplies and equipment, tharough ventlation is crocial for a safe
and healthy workplace. See “Energy™ Chapter, for derails on *Sick Building Syndrome,”™
which results from inadequare ventilation, and ways to improve your existing system.

O Eliminate and reduce the use of equipment and supplies with hazardous content, as
outlined in the list in your Hazardous Marerials Assessment Worksheet.

O Use equipment only when needed. For example, instead of photocopying multiple
copies, circulate one copy or use electronic voice mail.

O Use emulsion latex-tyvpe glues, such as latex contact cement, which are safer to
handle, Many glues contain hazardous solvents, such as xylene, toluene, or acetone.

O Choose paper-correction tape rather than liguid types.

O Usé alternatives to foam packaging, which can be manufactured using CFCs.
Shredded newsprint is a good substitute; and popeorn is.also being used.

[ Pracrise recovery and recycling of film-processing selutions; which contain
hazardous chemicals, in particular silver and bleach solutions. The silver can be
recovered in your or other photo labs, then sent out for re-refining. B]chh solutions can
be recyeled. See “Sources” for a directory of specialty recyclers.

O If you run or patromize a photo shop or company using solvents or liquid chemicals,
there are specialized companies that will come in and filter your chemicals so they can
be reused, rather than thrown away after loading up with contaminants.

O Refill toner cartridges used in phorocopiers and laser printers. (See “Purchasing™
Chapter). Programs also exist to recycle cartridges. Ask your dealer or manufacrurer.

O  Use alternatives to air conditioning such as opening windows (if you're thar lucky),
overhead fans, reflective film and roller blinds.

0 When operating air conditioning, nse moderate temperature settings and ensure the
timing cvcle marches the workday schedule,

O When servicing air conditioners or office refrigerators, make sure the contractor
recovers the refrigerant which depletes the ozone laver, It must not be vented to the
outside air.

O Instruct employees in the wise use of video display terminals (VDTs). There is
controversy over the risk to operators from electromagnetic fields given off by VDTs,
And eve and back strain is associated with long periods of operation. Regular emision
checks, scheduled breaks, proper lighting and ergonomically positioned key boards,
screens and chairs are essential.
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One drop of oil can render up
to 25 litres of water unfit for
drinking.

O Provide good venrilation everywhere, but especially in areas where photacopiers,
computer printers.and elecironic air cleaners are used bécause they may pive off ozone.

Depending of the type of photocopier, they may emit low levels of heavy metals and
toner dust. Filters designed to caprure these materials need to be changed regularly.
Refer to the owner's manual or your service representative. And ensure that photocopy
machines are kept away from worksrations, preferably in a separate, well-ventilared room.

U Ensure that you follow good practice for all the equipment and supplies conraining
hazardous marterials, as outlined in “Proper Use; Storage and Disposal of Hazardous
Materials.”

By following these guidelines, as well as the guidelines on “Proper Use, Storage and
Disposal of Hazardous Materials,” and using the Worksheets, you'll be well on. your
way to a successful workplace hazardous materials action plan.

PROPER USE, STORAGE AND DISPOSAL OF HAZARDOUS MATERLALS

These are general guidelines for the use, storage and disposal of hazardous marterials in
the workplace to prevent environmental damage. It is vour responsibility to ensure that
all applicable laws and regulations are met. See “Sources “for additional information.

LABELLING

A label should include the mgredients of the product, and list instructions on proper
use. Only products covered under WHMIS (Workplace Hazardous Materials
Information Service) legislation will bear WHMIS labels {see sidebar, this chapter).
However, look for any information regarding hazards. Remember, this does not
necessarily indicare environmental risk. When in doubt abour a product, contact the
manufacturer or supplier and ask for a material safety data sheer (MSDS).

UsE
m  Buy only what you need.

= Ensure that you and your employees have participated in a “mock” spill or
explosion and know the emergency procedures.

m  Use in well-ventilared locations; provide separare and thorough ventilation to -all
areas where these materials are used,

s Wear protective clothing, including gloves, masks, respirators and goggles.

m  Use only in designated areas, segregated from lunch rooms and other work areas:

WORKPLACE HATARDOUS MATERIALS
INFORMATION SYSTEM (WHMIS)*

1. labels on the containers of hazardois materials;
2. matenial safety data sheets (MSDS) to supplement the

WHMIS is a Canada-wide system designed to give
employers and workers information about bazardous
miaterials in the workplace. Under WHMIS, there are three
ways in which information on hazardows materials is to be
pmm’dzﬁ:
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label with detailed hazard and precautionary information;
and

3. worker education programs,

The supplier of the bazardous material provides the labels
and material safety data sheets to the employer. The




= Ensure safery equipment is used and precautions are followed at all times.

m  Observe all safery requirements.

STORAGE
w  Always store hazardous materials in the proper containers and keep tightly capped.
m  Keep all materials labelled with complete first-aid informarion.

»  Tost the telephone numbers of the spill-contral agency on the outside of the storage
cabinet and the 24-hour telephone number of the person responsible for the cabiner,

® Do nor store near food or medicines.

m  Storage areas/cabinets should be cool, dry, vented and locked.

m  Srtore basic chemicals away from acidic ones.

» Do not use chemical containers for other purposes.

» Register the chemical storage area and contents with your building manager, fire
official and police station.

DISPOSAL o

m  Usea waste exchange for solvents and materials you can no longer use.

w Never dispose of hazardous marerials by flushing them down the drain, pouring
them on the ground, or putting them out with the regular garbage.

w  Contract the services of a licensed hazardous-waste company.

m  Remember, the containers used o store hazardous materials should be rreated
themselves as hazardous.

WHAT ARE HAZARDOUS MATERIALS?

There may be as many definitions of hazardous materials as there are hazardous muaterials,
In the Workplace Guide, hazardous materials are defined as solid or liquid materials
that may cause or significantly conrribute to iliness or death or thar cause a substantial
threat to human health or the environment when the waste is improperly managed.
The familiar symbols found on containers of consumer products, such as the skull-
and-crosshones were originally designed to indicate a risk to human health and safety,
not a risk to the environment. '

emplover passes the information on to the worker and
provides education programs.

WHMIS is implemented by a combination of federal and
provincial legislation.

Waorkplace hazardous substances are classified wnder the
Workplace Hazardous Materials Information System
(WHMIS) as:
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Class Al Compressed Gas

Class Bl Flammable and Combustible Matevial
Class C1  Oxidizing Material

Class D1 Materials Causing Immediate Toxic Effects
Class D2 Materials Causing Other Toxic Effects
Class D3 Biohazardous Infections Matevials

EONTI




Domestic produces considered “hazardous™ are those designared and labelled as:
m corrosive (such as dcids)
s flammable (burns c-asil],'}
u  reactive (explosive, or produces deadly vapours)
= - roxic (poisonous to human health)

Many products which are nor defined as hazardous under regularions should be
disposed of as hazardous wastes, The regulatory definition of hazardous marterials, in
the opinion of many people, does not go far enough.

CANADIAN WASTE MATERIALS EXCHANGE

In most provinces, there 1s a waste exchange network or a provincial waste exchange,
where companies looking for a particular chemical or material are marched up with
companies that produce the chemical or marerial as a waste. Acting as an umbrella
organization over all of them, facilitating the transter of information on available
wastes, is the Canadian Waste Materials Exchange (CWME) (see “Sources” for
address). Since its launch in 1978, it has had more than 3,500 companies participating
in the program and 2,300 inguiries. Because of the often specific natures of waste
waiting for exchange, the long transportation distances and the need for secure supply,
only 18 percent of the wastes listed with CWME have been actually transferred.” This
still represents more than 307,000 ronnes of waste rransferred — and kept out of
landfill.

SUCCESS STORIES

CLEAM SHIRTS, CLEANER EMVIROMMENT The solvents used in dry cleaning sometimes can be
hazardous to the environment if they find their way into groundwater, Of particular
concern 1s the solvent, perchlorethylene, or *perc’, a potenually serious health hazard.

Perth Services, a dry cleaning company in Winnipeg recently mstalled equipment
that recovers for reuse almost all of its ‘perc’, and does so cost-etfectively.®

RED INK, BLACK INK RBW Graphics of Owen Sound'" was sending three million kilograms
of waste to landfill each vear, including inks. In 1988, the plant engineering division put
RBW on a diet.

Class E  Corrosive Material

Class F Dangeronsly Reactive Materials

Only certain products in each class are covered under
WHMIS, which is indicated by @ WHMIS label veflecting ifs
classification. 4
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Eguipment was installed that would recover and clean 98 percent of these spent
printing inks — what used to be waste is now new’ ink, ready for reuse. As a result,
over 35,000 kg of ink, that normally went to landfill, was recovered and diverted in
1983, RBW Graphics did a good turn for the environment while, at the same rime,
saving money in purchases of new ink and m landfill costs.

A CLEAMER PICTURE Those cute pictures of the kids and family dog at the beach can carry
a hefry environmental price tag: many phoro labs dilute the chemicals used in
developing photographs and pour them down the drain. Among the chemicals released
in this way are a variety of phosphates, nitrates, silver and ferrocyanide.

Nor Winnipeg Photo. This environment-smart and innovative company, installed
equipment to recover silver, bleach, fixer and developing fluid for recycling. An added
bonus was that Winnipeg Photo quickly recouped its investment in recovery equipment
through the sale of the silver and chemicals it recovered.

CLEANING ANTI-FREEZE The rapid increase in the cost of antifreeze has made recycling an
attractive option for fleet owners and garage operators.

Glyclean is a patented system which takes used anti-freeze and oxidizes it to remove
suspended solids. The distributors of Glyclean state thar not only does their process
recycle antifreeze (keeping it our of municipal drains) but it also improves the product
by inhibiting deposit build up in radiators.!"

CFC-FREE CIRCUIT CLEANING Northern Telecom is now using a new circuit board soldering
process and expects to soon eliminate its use of chloroflurocarbons (CFCs). The
electronic industry uses CFCs to clean soldering residues from circuit boards. CFCs are
a chief cause of ozone depletion. Northern Telecom’s new wave soldering machine
encloses the board in an inert gas and soldering is controlled by computer — no
residues, nothing ro clean up."

ZERO-DISCHARGE Millar Western Industries of Alberta will construct what will be the
first zero-liquid effluent pulp mull ar Meadow Lake, Saskarchewan. All mill waste will
be treated on-site in a closed loop system.”

BATTERY RECYCLING Battronics and Canadian Tire have begun a recveling program for
automotive and marine batteries. i

Canadian Tire is setting up collection depots in Metra Toronto and Battronics
collects the discards to recover bartery components and marerials.™
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SOURCES AND REFEREMCES

The availability of information in
both French and English varies
depending on its source and purpose.
References and publications are
presented in the langauge in which

they were provided,

HATIOMAL

The Canadian Centre for Occopational
Health & Safery| CCOHS)

250 Main 5t. E.

Hamilton, ON, LEN-THA

(416) 5724400 (English);

toll free in Canada 1-800-263-8466
(English)

CCOHS is a public corporation formed in
1978 to provide authontative mtormation
o occupational health and safery through
a national system of compurerized
information, an mguiries service and
publications. CCOHS information
includes: CHEMINFO database far
WHMIS information {see below); TRADE
NAMES (MSD5) darabase; and such
publications as At the Centre, CCHORS
newslereer, three issues, free on requese,
and Hazards of Photocopiers, which
deseribes kinds and effects of chemicals
used in photocopying,
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WHMIS Information

Product Safety Branch

Consumer 8 Corporate Affairs Canada
Orrawa, ON, K1A 0C9

{613) 997-1194

WHMIS (Workplace Hazardoos Marerials
Informarion System| is a nation-wide
informarion standard designed to prorect
L‘.ﬂnﬂdiﬂﬂ 'ﬂr"?rkl:fﬁ f'['l:lln ]'t.lz.‘irduu::

marterials in the workplace.

Canadian Waste Materials
Exchange({CWME)
ORTECH International
2395 Speakman Dr.
Mississauga, ON, LK 1B3
{416) 822-4111

CWME publishes a nanonal waste:
cxchange bulletin, Canadian Waste
Materials Exchange, six times a vear.
Subscription fee: $60 per vear, Listings
tree of charge,

FEDERAL
Environment Canada
Inguiries Centre

Ottawa, ON, K1A 0H3
{819).997-2800

BRITISH COLUMEIA

B.C. Hazardous Waste Management
Corporation

Suite 504, 3795 Carey Rd.

Victoria, BC, V8Z 6T8

(604) 384-5342

Underway sinde August 1990, this crown
corporation has begun hazardous-waste
collection for houscholds and small
commerdial-waste generators through
permanent depots, mobile dépots and

a “hazmebile” mavelling to small
communities. Check with the office
abour programs thar serve your needs.

B.C. Waste Exchnngn:
102- 1525 West 8th Ave.
Vancouver; BC, V6] 175
(604} 731-7222

B.C. Waste Exchange is aperared by
Recycling Council of Brinsh Columbia.
Thete 15 no membership fee to pse the
exchange or to receive its guarrerly
newsletter, which lists waste wanted
and waste available.

ALBERTA

Alberta Special Waste Management
Corporation

Pacific Plaza

10908 Jasper Ave., 9th Floor
Edmonton, AB, T3] 3L9

(403} 422-9600

This crown corporation operates, in
conjunction with Chem-Securicy Led.. a
prowingial nerwork of collection centres
and transter starions for hazardoos waste,

Alberta Waste Marerials Exchange
(AWME)

Alberta Research Council

P.O. Box 8330, Postal Station F
Edmonton, AR, TéH 3X2

{403) 450-5408

AVWME prowvides a free quartesly’ bulletin
that lists waste wanted, waste available,
and services available:

SASKATCHEWAHN

Air and Land Protection Branch
Department of the Environment and
Public Safety

Walter Scott Building

3085 Albert St.

Regina, SK, 545 0B1

General Information: (306) 787-6113
Industrial and Hazardous Waste Unit:
(306] 787-6412

This unit provides information and
answers specific guestions on hazardous
WHSTE.




Chemical Safety Unit: (306) 787-6193

This unit runs the Agricultaral Chemical
Collection Program for farmers to.dispose
of any unused chemicals,

The processing, storage, transportation,
disposal, reuse and recycling of hazardous
wastes are regulared under the
Environmental Management and
Frotection Act.

MANITOBA

Department of the Environment
Building 2, 139 Tuxedo Ave.
Winnipeg, MB, R3N 0H&

General Information: (204) 945-7100
Dangerous Goods Handling and
Transportation; (204) 945-7094

Regulation 140 of the Dangerous Goods
Handling and Transportation Act covers
the registration of hazardous-waste
generators, Exemptions are possible if
the waste is to be recycled.

Manitoba Hazardous Waste Management
Corporation (MHWMC)

216 - 530 Century St.

Winnipeg, MB, R3IH 0Y4

(204) 945-1544 or 1-800-782-2474

This crown corparation tuns a generator
services program, providing technical
advice, referral to waste-management
services, and waste-exchange informarion.
Iealso publishes a Generator Services
Tndex:

Manitoba Waste Exchange (MWE)
1329 Miakwa Rd. E,

Winnipeg, MB, R2] 3T4

(204) 257-3891

MYWE 15 run by the Biomass Eneegy
Institure and funded by Manitoba
Hazardous Waste Management
Corporation and Manitoba Environment.
It pravides waste reduction, recycling and
disposal information, as well as a bulletin,
published three times a year, Listing waste
for sale.
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ONTARIO
Ontario Waste Management Corporation
OWMC}

2 Bloor 5, W., 11th Floor

Toronta, ON, M4AW JE2

(416} 923-2918 or 1-800-268-1173

This crown corporation offers three
categories of programs for the commercial
and industrial secrors: waste reduction,
technical services, and laboratory services,
all of which are listed in OWMC's
Marketing Services. It conducts an
Opportunities Waste Reduction
Workshop at request around the provinee,
and sells two videos: The Compretitive
Edge, which explans the six steps of an
audit {18 minutes); and Money Do The
Dyrain, which applies the 4Rs to liquid
industrial hazardous waste in Ontario
plants. VHS or Bera, $24.00-each.

Also available from OMNWMC, Ermvirea-Dial,
ahandy display pin-up thar shows
alternanyves to using hazardous products
in the home. $2 each (volume discounts
available).

Cntario Waste Exchange (OWE}
ORTECH International

2395 Speakman Dr,
Mississauga, ON, LSK 1B3
{416) 8224111

OWE is operated by ORTECH (formerly
Ontaro Research Foundation) and funded
by Onrario Waste Management
Corporation and Ontarie Ministry of
Environment. It offers industey many free
services, including technical assistance,
recycling information and waste-foc-
exchange listings in Canadian Wasee
Materials Exchange.

QUEBEC

Division des déchers dangereux
Ministére de I'Environnement
3900, rue Marly

Ste-Foy, PQ), G1X 4E4

(418) 644-3402

The Environment Quality Act regulaces
both the handling and transportation of
hazardous waste in the province. GQuebec
Mimistey of Environiment does not opérate -
any funding programs for hazardous-
waste handling. No wastc-management
corparation or similar organization exists
1o dare.

HEW BRUNSWICK

Hazardous Waste Officer,
Operations Branch

Department of the Environment

364 Argyle St PO, Box 6000
Fredericton, NB, E3B 5H1

(506} 457-4848

Genéral Informaton: (306) 453-3827

Mew Brunswick is currently examining
new regulations under the Clean
Environment Act toeover hazardons-
waste management and disposal.

HMOVA SCOTIA

Manager, Hazardous Waste
Maﬂag,l:mcnt Section
Department of the Environment
5151 Terminal Rd., 5th floar
P.C), Box 2107

Halifax, NS, B3] 3B7

(902} 424-5300

The department regulates hazardous waste
by permir system. Waste oil, petrolenm
storage tanks, and PCB storage all fall
under the Dangerous Goods and
Hazardous Wastes Management Act. A
hazardous-waste transfer station is being
planned.




FRIMCE EDWARD ISLAND
Department of the Enyironment
Jones Building, 4th Floor

11 Kent St., U0, Box 2000
Charlotretown, PE, C1A TINS
General Information: (S02) 368-5000

There is no legislation in P.EL devored
exclusively to hazardous-waste use and
disposal, bur the Environmenral Protection
Ace regolates pollution and contaminants.
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HEWFOUNDLAND

Department of the Environment

and Land

Confederation Building

West Block, P.O. Box 8700

St. John's, NE, A1B 4]6

(709 576-5783

General informarion: (709) 576-3394

The Newtoundland Department of
Environment and Land adoinisters the
Waste Marerials {Disposal) Act, which
requires approyal in advance for the
storage,transportation and disposal of
special wastes. These include most
chemicals and hazardous materials, once
they have been declared obsolere or have
otherwise become no longer suitable for
their intended purpose.

NORTHWEST TERRITORIES
Pollution Control Division
Department of Renewable Resources
P.O. Box 1320

Yellowknife, NT, X1A 219

(403) 873-7654

This division administers pollurion
legaslation in the rerritory,

YUKON TERRITORY

Conservation and Protecrion Division,
Environment Canada

PO Box 6010, 100 Hamilton Blvd.
Whitehorse, YT, Y1A S5L7

{403) 6a7T-34010

This division administers regulagions
governing the proper management of
hazardous waste in the rerritory.




W ASTE

QUICK START
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What can you do, starting today, to reduce, reuse and recycle wastes in your workplace?
Quick Start provides easy-to-implement actions providing excellenr environmental

benefits and porential cost savings:

QUICK START

m Implement an aggressive program to
reduce and reuse fine paper, and other
office paper.

m  Set up a fine paper recycling program,

s Launch a low, or no-waste program
in lunch ropms and food service areas,
including can and bottle recycling,
avoiding disposable dishes, utensils and
other food service items, and practising
alternatives to pueting food scraps in
the garbage.

s Set up a cardboard recycling program.

FOR MORE |IMFORMATIOMN

Look for @S [symbol] on page 31

Look for @S on page 51

Look for @5 on page 56
Also see “Property Management™
Chapter.

Look for @S on page 51

While you are developing a comprehensive environmental strategy and setting
priorities for long-term goeals, the Quick Starc measures will help vou get started.
Implement as many of the target areas and actions found in this Chapter as possible.



WASTES ARE SIMPLY RESOURCES OUT OF PLACE.

Lester Brown
World Watch Institute

ASTE
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IN YOUR WORKPLACE

YOUR WASTE IS COSTING YOU AND THE ENVIRONMENT

In natu re, there is no siuch thing as waste. But we Canadians manage to generate alfost
30 million tonnes of garbape every vear. That means each of us is responsible for a hefty
1.7 kilograms a day.! Roughly half of that waste comes from the residential sector and
the other half from vours — the commercial, mstitutional and industrial sectors.
Canadian offices alone send to landfill nearly 6.6 million tonnes of recyclable wastes a
year, including over 200 million sheets of paper.”

Until recently, it was cheap and easv to throw out the waste created in vour
workplace. Neow, it is becoming a significant cost on the balance sheet. Landfill and
incinerator ripping fees have jumped from $15 to 525 per tonne in the mid-1980s to
more than $100 per tonne and nising in some large urban areas,

But even if your organization can afford the price of their waste, the environment
cannot. Buried in landfills, your garbage decomposes into “leachate,” an often toxic
chemical soup that can poison our underground and surface drinking warer supplies.
Your papers, plastics and old batteries burned in old or improperly functiohing
incinerarors pollote the air with carbon dioxide, the prime coneributor to global climate
change, and often unsafe levels of ather toxic emissions such as dioxins and furans.

To prevent further depradarion, governments are moving quickly to mandate the
“3IRs™ — reduction, reuse and recycling — for waste generated in the commercial,
institutional and industrial sectors, All three “R™ acrions are important and can
take place concurrently (rather than consecutively), but their arder of priority must be
clearly understood: First, reduce the quantities of material used. Next, reuse existing
materials as much as possible. Finally, recycle used materials to secondary markets
wherever possible,

We are deceiving ourselves if we rely only on recvcling to cope with our waste crisis.

Most provinces have commirtted to a goal of 30-percent diversion of waste from
landfill (and in the case of Ontario, incineration) by the year 2000. For example, along
with rhe federal government, the provinces have adopted the Nanonal Packaging
Protocol (see sidebar) for cutting packaging waste in half by the end of this decade.
Among the many municipalities serting new tough standards for minimizing waste,
Merro Toronto has, over five vears, raised its tipping fees from 518 to §150 a ronne.
And it has banned from 1ts landfills primary loads of cardboard, fine paper, recyclable
wood wasre, scrap metal, drywall, tires, white goods (refrnigerators and stoves) and clean
demolition rubble,
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Every year, businesses in
Canada pitch out 6.6 million
tonnes of garbage. That's
enough to fill 2300 football
fields to the top of the goal
posts.

Each year, the Toronto area

produces about 90,000 tonnes

of construction waste.

Garbage collection and
tipping fees have soared
over recent years. If it costs
$150/tonne to haul away
garbage, an organization
with 1,000 employees each
producing an average of
135 kilograms, faces an
annual garbage disposal

bill of §20,250.

Clearly our perceprion of waste must change. Once considered worthless,
“garbage” should be seen for the actual value it contains. It is a secondary resource thar
can be used — and re-used — ro make the products we need in our society. Soon our
greatest discoveries of new oil will be found in tites and plastics we throw away, our
highest grade ore bodies in the aluminum, copper and steel we mine from our waste.
Using secondary resources saves energy. and relieves the need to dam more rivers and
build more coal-burning electric plants that produce acid rain. The same praducts we
make from trees and aluminum bauxite ore, for example, can be made ourt of recycled
paper and “used”™ aluminum with just a fraction of the energy.

Pracrising the 3Rs with your waste not only saves the environment, it saves you
money. Instead of having to pay a $150-a-tonne to dump whar you thought was waste,
you can actually profit by selling these precious materials to recyelers to serve our needs
again and again,

You can begin ro reap these benefirs by formulating, then implementing a
workplace waste action plan:

YOUR WASTE REDUCTION ACTION PLAN

Read through the Target Areas and Actions for waste reducrion, reuse and recycling.
Then decide how many you can apply to your own workplace by umdm:l:mg an
assessment of waste in your operations. You can do this yourself, using the Waste
Assessment Worksheet, or obrain the services of a cﬂmpetmr environmental consulting
firm or environmental graup,

Once you know where the waste is — and where the savings can be made — record
the areas needing attention and actions to be taken in the Acrion Planner. The Action
Planner. provides a straregic plan railored to your workplace. Some measures you'll
want to implement right away, others will need further evaluation, but first create a
“Warkplace Green Team” of participants representing each part of your organization.
There are lots of ways to coordinate, bur involve staff and delegare. (See “How to Use
the Warkplace Guide and Get Started™ Chaprer.) Assign a captain to every applicable
Targer Area and Action, and set dates for Green Team progress reports.

TARGET AREAS AND ACTIONS

With so many wastes to deal with, it helps to develop a 3Rs system for one type, then
apply it to the rest. Use this comprehensive model for paper and cardboard to
implement the rest of your waste action plan,

MATIOMAL PACKAGING PROTOCOL

The federal government and the provinces have developed
and endorsed the National Packaging Protocol (NAPP),
which sets out guidelines for reducing packaging waste by
50 percent by the year 2000, Interiny targets bave also been
set, requiring by the end of 1992, 20) percent less packaging
by volume than in 1988 and by 1996, 35 percent less.
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While the protocol is voluntary, some of the provinces
intend to incorporate the reduction targets in new
legislation. NAPP places special emphasis on reduction and
rense. Half of the above diversion rates are to be achieved
through reduction and reuse, the other half through
recyeling or recovery, According to NAPP, 5.7 million
tannes of packaging were disposed of in 1988, or




Area: PAPER AND CARDBOARD Since paper and cardboard ereate the majority of most organizations’ waste,
representing anywhere from 16 to 50 percent of the garbage put out the back each
week’, make them the first target of your 3Rs program. You'll have several types of
paper and cardboard stock to deal with;

Action: START A 3RS
PROGRAM — REDULE,

REUSE, RECYCLE
m fine papers, such as those used for computer printing, typing, photocopying, faxing
(if you have the new kind that uses paper; not thermo-fax)
m cardboard stock, usually corrugated and brown, such as the cartons vsed to deliver
vour otfice supplies
m  box board, such as small cases containing pens and staples
= manila envelopes, file folders and plasticized report.covers
= thermo-fax paper, for the more common fax machines
m  paper towels.
A MODEL WORKPLACE 3RS PROGRAM Follow these seven steps for your paper and
cardboard, then expand the program to your other wastes.
Qs

1. BEFORE PROCEEDING WITH RECYCLING, IMPLEMENT PROGRAMS TO REDUCE AND REUSE
There are many effective ways to reduce and reuse paper and cardboard in the
workplace:

U Parchase or lease a double-sided photocopier. It will pay back any extra capiral
cost within a short period of rime as you dramatically reduce expendirures for
photocopy paper.

O Save discarded drafts, reports or lerters printed only on one side. Place in a separare
container, 4 “green tray,” o later use the blank, unspoiled side in photocopiers and
single-sheer printers.

U Reuse envelopes, particularly manila envelopes, applying address labels made of
recycled paper and water-based glue, Avoid purchasing plastic-windowed envelopes,
which cannot be recycled. Envelopes are now available with an “empty™ window.

O Send messages or internal memoranda to fellow employees by electronic mail
through the computer system, instead of by paper memo or circulate one copy o all
staff, Use vioice mail, as well.

O  Make fewer copies of speeches and reports for meetings, conferences, and general
mail-out. Instead, offer to provide them on request. You'll save on printing and mailing
costs, and you'll know the person wants the material.

.6 kilograms per person per day. The protocol would allow
only 2,34 million tonnes to be discarded by the vear 2000,
See “Sowurces,” to contact the National Task Force on

Packaging for more information, <«
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Every four years, an area of

Canadian forest equal in size

to Yancouver Island Is cut
down.

Qs

O 1If you've changed addresses or titles, and your large supply of stationery has
become unusable, contact a loeal chantable or environment group. They will tse vour
old envelopes and fine paper. Or cur the papers down to use as scratch pads. And don’t
torget the “green tray” for draft copies.

O Replace paper towels with cloth rowels in washrooms of small organizations. In
larger organizations, contract a supplier of continuous cloth-roll dispensers (but insist
that the machines are regularly serviced with clean rolls),

0 Ask your suppliers to deliver goods in returnable, reusable plastic containers made
from recycled plastics, and srrong wire “boxes” instead of cardboard boxes.

U Institute a newspaper-share system throughout the organization (many
organizations’ libraries attempt this, but don’t monitor its progress). If newspaper
subscriptions are an employee perk, make sure everybody on the list actually wants or is
reading them, (Same goes for hotels thar deliver newspapers unsoliciced to their guests. )

3 When possible, purchase fax machines that use fine paper, not thermal fax paper.

1 Reuse cardboard cartons. Propérly cared for and seored, they can be used three to
five times before being deposited in the recycling bin.

2. APPOINT A RECYCLING COORDIMATOR AS PART OF YOUR ORGANIZATION'S GREEN TEAM. It
i5 crueial to involve interested staff to share the workload and generate enthusiasm.
Make sure to include a representative from the cleaning staff and the union. In fact,
participation of all sections of the organization is preferable,

3. FIND OUT HOW MLUCH WASTEPAPER AMD CARDBOARD IS GEMERATED. Collect two weeks’
worth of paper and cardboard stock from different sections of your organization. Sore
it, and weigh the sorted piles. Mulriply by the appropriate number of weeks to derive
hallpark monthly and annval volumes. (Canadians use over two million tonnes of
cardboard a year.)

4. ESTABLISH A MARKET AMD ARRANGE A SALES COMTRACT. Wastepaper dealers are listed in
the Yellow Pages under Recveling Centres. Also, for paper and any other 3Rs inquiry
you: have, contact vour provincial recycling council. If vou don’t have one, call your

WHY GLOSSY'S HO GOOD

Many magazine and report covers (often inside pages too)
contain a bigh level of clay content, giving them that glossy
look. But the clay and other specialized chemicals used in
their production are not generally compatible with the
recycling process. In an interesting development, some of the

newer de-inking and repulpring operations can use a small
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antount of magazines and tolerate the excess clay content.
For example, Quebec and Ontario Paper Co, in Thorold,
Ontario, accepts @ small amount of magazine feedstock for
making its recycled newsprint, but not enough to
accommpiodate a major volume. If magazines and reports

bave clay or plasticized covers, but regular fine or newsprint .




municipal works department or a major enviconmental group in your community. The
organization with a grear deal of informanon is the Recycling Counal of Ontario:

Recyeling Council of Ontario

459 College 51., Suite 504

Toronto, QN

M6G LAS

1416) 960-0938

Toll Free: 1-800-263-2849 (in Ontario)

Wastepaper dealers generally differentiate grades of paper. What they will pay
fluctuates depending on the marker and its stability. They typically pay in the order of
$200 per tonne for computer paper, the most valuable. Next is other white, fine office
paper that is well-segregated and uncontaminated. Contaminants include bits of plastic,
plastic-windowed envelopes, sticky back labels, glue bindings and tape bindings on old
reports, slick magazine paper and pieces of cardboard, Thermal fax paper, because of its
chemical content, cannot be recycled, and is therefore a contaminant. Magazine and
glossy paper (including phorographs) is another contaminant; though it can, in some
instances, be recycled, there is no established market for it as yet (see sidebar on glossy
paper). And for the time being, box board is also unwanted, unless you generate great
quantities of it.

You can recycle manila envelopes and old file folders as part of what is called low-
grade “mixed paper.” Mixed might also include junk mail, coloured fine paper, even
white fine paper if vou don’r bother to separate it. Depending on the content and level
of contamination, if any, vou can receive a range of prices, from zero for low-grade
comtaminated: up to $40 a tonne for low-grade mixed unsorted papers with some
contaminants {your recycler will specify which may be acceprable); and higher still for
low-grade mixed uncontaminated. These prices are paid direcely by the paper buyer.
Often, however, if you don’t generate sufficient volumes, paper brokers will only offer
to take the paper off your hands for free. Some may even charge you a nominal amount
of $5 to $15 per tonne, knowing they are saving you ripping fees of $150 for every
tonne they take away. :

Newspapers can cost you as much as $15 a tonne for pick up or pay you up to
$30 a tonne — it depends on the dealer, the distance from market and where in the
country you are situared. However, as a result of governments’ demands thar
newspapers be sold with a fixed recycled content, usually berween 30 and 60 percent, a
very strong secondary market for old newspapers is firming up.

paper inside, vau can rip off the covers and recycle the rest
in either the fine-paper bin of newspaper bin, <
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The City of Ottawa is looking
into changes to its building
codes requiring all new
commercial and institutional
buildings to be designed to
accommaodate recycling.
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WHEM YOU CONTACT THE WASTEPAPER DEALER, FIND OUT:
®  minimum quantity required for collection and the preferred grades of paper

s the price per tonne for mived paper and separated paper

m  the conditions for collection by dealer such as in boxes or bags, location for pick-
up, e,

» acceptable types and levels of contaminants, for example, some paper
manufacturers consider laser printed paper a contaminant

s price the dealer pays you, or the cost for collection, the durarion of agreement and
frequency of collection

m if the dealer provides all or some of the equipment you need to set up a program,
from deskrop used-paper boxes and office central-sorting bins, to planning manuals and
back-af-the-building storage facilities, Depending on your guantities of paper and
cardboard, vou may even need a baler.

5. ESTABLISH A STORAGE AREA AND DESIGN A RECYCLING SYSTEM [r is important to find
enough space to store separated fine papers, newspapers, and cardboard. Most old
buildings don’t have enough space. New buildings should be designed ro accommodate
the separation and storage of recycled goods. The storage space should meet fire and
safety codes.

Your wastepaper dealer will likely require you to separate the materials mto five
grades:

®  computer printout paper
s other white fine paper

m  coloured mixed paper, including coloured fine paper, manila envelopes, file folders,
junk mail. Remember to cut out plastic windows on envelopes and strip any plastic or
tape contaminants off paper. Check with wastedealer about other contaminants too.

s corrugated cardboard
= newspapers (remove magazines and glossy advertising inserts)

Design a system that fits the particular approach of your erganization. For example,
YOu can: -

m  Institute deskrop recycling. Each employee collects and sorts papers into the first
three grades (as well as cardboard and newspaper if they have need to), and collects
thém in small containers in their office or work area.

= Set up central-sorting bins into which employees discard their materials, again
separated according to grade. The bins most commonly used are large burlap bags
inserted inside barrels. When filled, the bags are removed and replaced by empty ones.

m If voi don’t require a bin for cardboard, ﬂarn_:n clean used cardboard boxes, and
store in a designared area for pick-up. If you generate large volumes of cardboard, look
into gerting a small baler {unless your waste dealer can supply one).

» Shop around if you have shredded fine paper to discard. Because it is abour three
times less dense than unshredded paper, most recyclers don't want it. Those thar do
require major volumes and special practices.
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If all the paper consumed in
Canada each year were
recycled, 80 million trees
would be saved and about 35
percent of our waste would be
diverted from landfill.

Q5

Arca: OTHER WASTE
MATERIALS PROGRAMS

Action: DEVELOP 3RS FOR
EACH MATERIAL

HARMOMWY WORKPLACE GUIDE

s Determine how and who will move materials to storage areas, coordinare recycling
program with cleaning staff.

6. EDUCATE STAFF AND IMPLEMENT PROGRAM A good education program is essential if
your office recycling program is to work. A formal program is most important in large
offices: it can be less formal in smaller offices where communication is easier.

s Utilize a variety of educarion tools: posters, lunchtime information sessions, video
programs, and newsletter articles.

s Train at all levels; senior management, employees and staff of contract services.

m Plan follow-up campaigns to reinvigorate employees. After the mitial rush of
enthusiasm, interest tends to wane.

s Get environmental groups involved — it's a good way to build relationships and
retain enthusiasm. Support them roo.

{See “Education and Training® Chapter for more informarion. )

7. PURCHASE PAPER PRODUCTS WITH POST-COMSUMER RECYCLED MATERIAL CONTENT It’s not
enough to just recycle paper. Your organization must be a part of the sustainable-
development process and purchase paper made with post-consumer secondary fibre.
(Pre-consumer recycled material is paper fibre that has been reprocessed ar the paper
mill, never having entered the consumer stream. Buying this does not help very much
since it does not recover paper that has been sold and used, and 15 destined for the
garbage pile.] Recycled paper is suitable for most uses. If in some cases it is a bit more
expensive, (for example 100% post consamer paper). the enviconmental benefits justify
the extra cost. These costs can be recovered through paper recycling and more efficient
use. As supply and demand increase, these papers are becoming much more competitive.

»  Check the quantity and quality of the recycled content in the paper before you buy,
A label reading “recycled™ does not guarantee a high or even adequate content of post-
consumer fibre. It may be made from 95-percent virgin fibre from trees, and only five
percent from recycled fibre. Or it may be all pre-consumer fibre.

s Ask for paper and paper products with at least 50-percent post-consumer fibre
COntent.

s Purchase paper towels (if you must have them) and toilet paper made from 100
percent recycled paper. For markets in Canada, Atlantic Packaging of Scarborough,
Ontario, makes these products from recycled fine paper to be sold under a variery of
ditferent brand names.

Using the same coordinater-team approach, expand your waste reduction, reuse and
recycling plan to include the four other material sectors:

O glass, metal and plastic containers and packages

O compostable organics, including food, yard and garden wastes

‘0 heavy materials including pallets, wood waste, drywall, demolition wastes, and tires

Q0 hazardous and liquid wastes, including batteries, acids, solvents, paints
and cleaners




Area: GLASS, METAL, AND
PLASTIC CONTAINERS
AMND PACKAGING

Action: REDUCE AND REUSE

In Ontario, approximately
100,000 laser printer
cartridges are thrown out each
month; at about one kilogram
a piece, that's 100,000
kilograms every month taking
up space in a landfill — and
growing.

Qs

First, derermine what your organization can reduce, then reuse. The fewer conrainers
and packaging vou purchase, the more you save on your garbage bill. Here are some
ideas:

O Avoid buying office supplies in blister packs (with the clear plastic bubble over the
product attached to the boxboard backing). If you cannot find alternatives (bulk
cartons, or loosel, raise the matter with your office-goods supplier.

3 Reduce, if not eliminate, the use of throwaway pens. Choose, in this order, fountain
pens that draw ink from the bottle, fountain pens that use cartridges, and ballpoint pens
that use refills. If you have to use a single-use throwaway type, be sure it is long-lasting,
Don't buy those that are cheap and contain very lirtle ink,

O Anywhere you serve tood or drink in your organization, avoid single-serving
creamers and packs for sugar, condiments, salt and pepper. All these items can be served
in large washable reusable containers. (For offices without refrigerators, gauge the size
of cream carton that will serve your needs by day, and replenish daily.)

U Do away with one-use disposable foam, plastic and paper cups, along with plastic
stir sticks. Ceramic cups (supplied either by your organization or each employee) are
easily rinsed and used again, as is cutlery. Same goes for plates, whether food is served
from vour cafeteria or by caterers.

O Develop a garbageless lunch program for staff, in which they replace the paper bag
with a reusable lunch box or bag, the throwaway juice container with a washable
thermos, the wax paper and cellophane sandwich wrappers with an air-tight plasric
sandwich container, and the single-wrapped candy bar with unpackaged homemade
cookies. Encourage employees who head 1o the mall for prepackaged snacks and lunches
to join in on the garbageless lunch by asking for the cooperation of the food vendors.

< Where possible, purchase refillable soft-drink containers, and containers with
deposit return systems.

U Instead of throwing away once-used photocopier and laser printer toner cartridges,
send them to companies that will refill them and sell you or your supplier refilled
cartridges, (See “Hazardous Matenials™ Chapter). Also, if your photocopier uses copy
cartridges, check to see if the manufacturer has a recycling program in place.

CAHADA'S WASTE STREAM

(The composition may change from provinice to province,
and from city to city, These figures have been rounded off
.

Somrces Engironment Couneil of Alberta, Canadian Consumer;

and do not add up 1o 100

Aprl 1991,
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OTHER 3.5%
WoOo 485

- PAPER 14.4%

FOOD WASTES AND DECAYABLE MATERIAL 27.6%
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AND PLASTIC

Action: RECYCLE
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While continuing to place priority on reduction and reuse of materials, continue
your 3Rs program by recycling. Remember: recycling is the third choice in vour 3Rs
program — and some recycling efforts do not allow continuous re-use of materials. For
example, this is the rationale for recommending glass beverage containers as the
preferred choice,

Each waste sectar will require its own recycler {or recyclers), whth the exception of
orgamic wastes, which for ehe most part, will be dealt with in-hounse.

Glass  *
All non-refillable glass containers can be recycled.

O The glass may need to be sorted into bins for clear (also called fling) and colour
(usually green and brown), depending on the recycler. Sorted glass can sell for between
§35 and %60 per tonne.

O Instruct all staff to keep glass that is meant for recycling segregated from
contaminants such as braken picces of portery or lightbulbs (whose bits of ceramic and
metal filament can spoil a whale load of glass) and meral caps. Try to prevent glass
from hreaking or shattering — this also helps to prevent contamination.

0 Window pane and other flat-glass products are not accepted as yee by glass recyclers.

Q  If vour organization is too small to artract the services of a glass recycler, encourage
employees to help by taking their used glass bottles and jars home ro their recyeling
hoxes or to reevcling depots. Be sure to consult your local municipaliry.

METALS
The most common types of metal beverage containers are made of aluminum and tin-

plated steel.

O Place meral-can recycling bins in the cafeteria, common rooms and/or in central
areas on each floor of your arganization. Make sure they are emptied once a week into
a larger container in your storage area for pick-up by the recycler. {Again, if your
organization is too small to institute such a system, encourage employees to rake their
cans home to the recycling box or depot.)

OTHER METAL SCRAP

O Contact scrap metal dealers to pick up out-moded equipment, construction metal,
pieces of copper wiring, junked vehicles and white gonds such as refrigerators and
ait conditioners, and aluminum siding. Contact your provingial recycling council for
more information.

O Call your local municipality to see if there is (or is being developed) a program for

recycling white goods such as stoves and refrigerators. These require special handling,
since they are loaded with insulation, and some with ozone-depleting refrigerants.

Major white-goods recycling in North America is being done by the Appliance
Recycling Centres of America (ARCA), which is operating in five cities; the centre in
Milwaukee, Wisconsin, handled 54,000 appliances in 1985.%
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Action: RECYCLE BY
COMPOSTING
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PLASTICS
Technaology exists to recycle some plastics but in Canada it’s still a very limited industry
— processing facilities and markets for recycled plastics are just being developed. In
most areas, no plastics are being recycled because of the distances to marker. In other
places, the capabilities exist to deal only with certain types, most commonly high-
density. polyethylene (HDPE), plastic film, engineered resins, and polyethylene
terephthalate (PET). .

O Depending where you are located, you may be able to recycle:

»  liquid detergenr, bleach and ammonia containers and squeeze containers (e.g. for
condiments).

w  clear PET containers (forsoft drinks and other beverages).

s plastic shopping bags. At present, very lirtle plastic film (which is what cne-way
shopping bags are made of) is being recycled in Canada. The Plastic Films Industry
Recycling Group has been formed to expand the effort.

® foam-cup and foam-plates. At present, very little foam-plastic recycling is being
done in Canada, though a new plant in Mississauga, operated by the Canadian
Polystyrene Recycling Association, will focus its efforts on recycling polystyrene from
Ontario commercial packaging and food service sites.

= juice boxes. New technology is making it possible to recycle these packages made
up of laminated boxboard, aluminum foil and plastic into “superwood,” a mixture of
recycled and new plastics that can substitute for wood in park benches, fences, floors
and so an. There are now two superwood recycling plants in Canada, two more
planned, and home-collection systems are being pilored here and there.

Like other plastics, the full infrastructure for collection and processing of juice
boxes is not in place, except on a limited hasis.

U As yet, you cannor recycle laminated plastic containers such as plastic refill pouches
containing soaps and other liquids, or plasticized milk cartons.

< See “Sources” to contact the Environment and Plastics Institute of Canada for more
information on which plastics you can or can’t recycle in your area.

Food, lawn and garden wastes make up the second-largest waste sector going to landfill
after paper and cardboard. Yer food scraps from your cafeteria or restaurant, and
wastes from grounds maintenance can readily be composted into fertile top soil
enhancers. Organizations large enough to generate significant quantities will save the
5100 plus-per-tonne tipping fee they now pay, and composting on any scale helps to
replenish topsoil and reduce the use of perroleum-based fertilizers. :

J Store compostable materials in well-sealed containers so they do not leave odours,
atrract vermin or in any way become a health hazard in the workplace. Encourage seaff
to take home their own compostables.

 Segregate compostable materials from non-compostable. For example, meat and
poultry scraps are not advisable in composters because they attract vermin: Also, be
sure that compostable materials are nor contaminated with potentially harmful wastes
such as oils, salvents or plastics.
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Area: PALLETS AND
CONSTRUCTION
WOOD WASTE

Action: RECYCLE

Aren: DRYWALL

Action: RECYCLE

Area: OTHER
CONSTRUCTION AND
RENOVATION MATERIALS

Action: RECYCLE

as
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QO If you have adequate space on your grounds, set up a compost bin (or bins, as
needed). This could he a container as simple as a four-foot-high “corral” built with two-
by-four lumber (ro a width and lengrh thar will accommodate your estimated volumes),
a bag of composting starter, and a pitch fork. Call your municipality for advice.

O Purchase commercial composters. Get help in selecting a composter from your
provincial recycling council, local environment groups or gardening organizations.
Check with your municipaliry for guidelines and advice.

QO Participate in the establishment of a large mechanical rotary composting unit that
can service a whole region. Such composters would have the capacity to accept
restaurant, hotel and cafeteria food wastes, as well as wastes from grounds maintenance.

O You may be able to arrange to have restaurant or banquer kirchen wastes collected
by farmers.

Pallers with biroken wooden slats were almost always thrown away. Now, with higher
landfill costs, and landfill bans, they are more economical to repair. If yours are
unrepairable, vou can:

O Contact a waste-wood recycler. Many types of waste wood, including pallers, can
now be sarted and run through modern heavy chipping machines. (The chips are used
for animal bedding, in gardens and even pulp production.) Metro Toronto, tor example,
will take sorted wood at half the landfill cost of $150 and chip ir at central facilities.
Wood thar has been used to make concrete forms 1s also recyclable.

O Segregare unrecyclable wood. If painted or pressure-treated, it can't be recycled
because of its potential toxic effects. Ger advice from recyclers on proper disposal.

@ If your organization generates a large amount of wood waste, contact your local
municipality or the provincial recycling council for details on recycling opportunities.

Drywall or gyproc made primarily from gypsum can be ground and remade into
drywall. In Canada, there is a drywall-recycling plant in the Vancouver lower mainland,
and another recently established in the Metro Toronto area, where it is expected to
process an initial 80,000 tonnes a year.

3 If you are having construction done or yours is a Construction company or a
demolirion operation, segregate excess drywall for recycling. Take the lead in getting:
vour business association to organize a program and investigate the availability of
recycling plants.

Tearing down old concrete and brick buildings for new construction generates a
tremendous amount of waste, which is banned from landfill in some municipalities.
There are now recvcling companies that will grind construction rubble into new
aggregate to be used for future construction.

T If yours is a construction company, oF your organization is responsible for generating
demolition materials {site expansion, renovations, etc.), arrange for a recycling company
to deal with the waste. See “Sources.”



Area: TIRES

Action: RECYCLE

Area: HATARDOUS MATERIALS
AND WASTE

Action: RECYCLE
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The old days of giving your worn-out tires to the dealer or the tire jockey for disposal
are gone. Most landfills have banned them because tires have a tendency to bounce up
no matter how deep they are buried or how much they are compacted. Now you pay to
send them to special tire graveyards — in Ontario, that amounts to $6.50 per tire
handling and disposal charges, $3 as provinaal tax, and $1.50 as handling raxes for the
Rubber Association of Canada, the primary agency for tire recycling,

- Fortunately, a fledgling tire-recycling industry is developing in Canada. Recyclers
are shredding tires, or turning them into crumb rubber to make products like sporrs
tracks, rubberized playgrounds, truck mud flaps and auto motor sound barriers. The
steel rims are also recycled.

O Invesrigare the market for your worn-out fleet tires. There are at least two major
Canadian companies that are planning to recycle millions of tires a year: National
Rubber in Toronto and Viceroy Trent Rubber and Plastics Ltd. in Peterborough,
Ontario, See “Sources,” to contacr the Rubber Association of Canada for more
information. (See “Transportation™ Chapter.)

The imperarive of any waste action plan, especially one for hazardous marerials, is to
minimize use and reuse resources where possible. For derailed guidelines, see
*Hazardous Materials™ Chaprer.

When you have reduced ‘and reused all you can, you niust take great care in
recycling your remaining hazardous marerials: you want to a) keep them out of the
environment and protect human health, and b} keep them from contaminaring the clean
recycling streams like compostables and wood wastes.

O Establish collection and storage systems for dry-cell batteries used in Hashhights,
cameras and other electronic equipment. Many municipalities have special depots or
toxic pick-up systems for barteries, solvents, pesticides and paints. Call your municipal
government to arrange for transfer or to encourage a new progran.

1 Find lead recvelers to deal with wet-cell batreries from ears, rricks and boats; The
lead they.contain can be made 1nto new bateries. Canada Metal in Toronto and Tonelli
in Etobicoke, Ontario are among Canada's few lead recyelers.

i Clean and reuse solvents, dry-cleaning fluids and certain chemical solutions, such as
photo-developer solution. This can be done either on-site or off-site. Learn how by
contacting the Canadian Waste Materials Exchange and/or your provincial waste
management corporation. [See “Sources”™ for details.}

U Establish a collection and storage system for used lubricating wil, either on vour
own or in-association with partner organizations, for eventual delivery ro re-refiners.
{Service stations recycle their own waste lubricating oil, but usually won’t accepr vours
for fear of its possible contamination from other more toxic oils. If vou cellect vour
own, be sure nor to mix with other materials.) Filered and ¢leaned of their dirt and
contaminants (which, at times, can include dioxins and furans), re-refined luhricating
oils are as good as new.

See “Sources,” to contact Canadian Association of Re-Refiners for more
information.
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SUCCESS STORIES

THE MUTUAL GROUP The Murual Group Insurance Co., based in Waterloo, Onrario,
launched a volunteer emplovee-recycling program that has diverted 53 percent of the
company’s waste from landfill. Mutual Group occupies a 20-storey building with 2,300
staff in downtown Waterloo. The program, organized by a team of 92 employees,
succeeded in recycling 21 tonnes of cans and bottles and 282 ronnes of fine
papers annually. The company projects savings of about $18,000 a year on its waste
disposal bill.” '

BELL CAMADA Bell Canada, with 55,000 emplovees, established a corporate greening
program to reduce its company’s impact on the environment. Bell uses 45,330 tonnes of
paper annually, 80 percent of it in telephone directories. At least 50 percent of the paper
it now purchases contains recycled material, and all of the envelopes and hills sent out
to Bell's seven million customers are made from recycled fibre. The company is also
experimenting with pallets made from recycled plastics. And its feer of 12,000 vehicles
is using S0-percent recycled oils, or abour 125,000 litres a year.®

REMANUFACTURING AND RECYCLING CARTRIDGES In the past, used copy and toner cartridges
for laser printers and photocopiers ended in landfills. Forrunately, there are now
alternatives.

Xerox Canada Ltd. has a multi-faceted environmental program. One recent
iniriative has been implementation of a recycling program for copy cartridges {used in
some photocopiers). Upon request, Xerox Canada Ltd. will send a free recurn kit to
cartridge users. Used cartridges are sent to a central location in Canada, then ro a 1.5,
plant to be recycled.” For more information, call the Xerox Supply Marketing Centre at
1-800-822-2200. '

Canon Canada Inc. has joined with Hewletr-Packard and Federal Express in
support of an internarional mitiative to divert toner cartridges from landfill to the
recycling stream. The Canadian component of the project was announced in January of
1991 and sends spent cartridges to an overseas recycling plant. Although recently
started, the goal of the project partners is to reuse or recycle 23 % of returned cartridge
units. For each cartridge returned, $ 1.00 is donated to a joint program of the World
Wildlife Fund {Canada) and the Nature Conservancy of Canada.! For more
information call Hewlerr Packard ar 1-800-387-3154, or your lacal Canon Canada Inc.
dealer or Federal Express branch.

QUAKER 0ATS In little more than three vears, The Quaker Oats Co. of Canada, situared
in Peterborough, Ontario, cut its waste generarion by 75 percent (from 4500 tonnes o
900 tonnes) and saved an annual $976.000."

Sometimes all it took was a simple change of procedure. For example, instead of
marking up and throwing away packaging taken off production for quality-control
inspection, Quaker placed a removable sticky-back on each of the samples thar
wouldn't permanently mark them. That way they could be returned to the production
line. This change alone savéd the company $15.000 a vear.
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WESTIN BAYSHORE HOTEL, YANCOUVER The Westin Bayshore Hotel in Vancouver has
become a national demonstration project for environment-wise building management.
Among its many tasks is to reduce the waste it generates by recycling fine paper, glass,
kitchen oil fats, and corrugated-cardboard. The hotel is also conducting a pilot
composting project using the food scraps from irs hotel kitchen and restaurant facilities
with three composting units installed ar the back of the hotel nexr to the waste
compactor.” This was an Environmental Parmers Fund project.

BIG IS BEAUTIFUL First Canadian Place (FCP} in Toronto is the largest office building in
Canada. Seventy-two storeys high, FCP generates 36 tonnes of garbage a day. In 1975,
Olympia and York, owners of FCP, launched an aggressive recycling program. Today,
on a daily basis, only 9 tonnes garbage go to landfill and 27 tonnes are recycled.

Cardboard is baled and sold; computer printout is separated, baled and sold; food
scraps from the many restaurants and food services are collected for pick up and use for
pig feed by a farmer; glass bottles are collected; and wooden pallets are set aside for reuse.

In all work areas, renants received recyveling bins to place along side their normal
waste baskets to recover fine paper, bottles and cans.

According to the senior property manager “the revenues from recycling cover the
cost of disposing of the remaining garbage. Any profit from the sale of recyclables is
returned to the tenants in the form of a rent rebare. ™"

STICKING TO WASTE REDUCTION LePage’s new environmental policy “The Environment
and LePape Initiatives™ includes commitment to waste reduction,

Blister cards are being redesigned reducing “blister board™ requirements by 15
percent. Plant and office paper recycling programs have reduced solid waste by as much
as 50 percent. A “glue box™ program for schools is designed to recover glue bottles and
gluesticks for future refilling or recycling.

HORTHERN TELECOM — AN UNABASHED SUCCESS In one short year, the Northern Telecom
plant in Calgary reduced its waste going to landfill by 30 percent.

-w Waste chemicals were reduced by 60 percent. Consumption (therefore, purchase)

was reduced and some chemicals were recovered and sent back to suppliers for
recycling.

s Paper consumption was reduced by 30 percent and over 30 tonnes of waste fine
paper and cardboard were recovered for recycling.

m  The cafeteria is moving away from disposables.

» Programs were implemented to recover and recycle beverage cans and bottles;
metals, especially copper wire; kitchen grease and industrial oils; and wooden pallets.

“Employee attitudes toward the program have evaolved from polite scepticism to
unabashed enthusiasm, ™!

HIGH FLYING 3RS Canadian Airlines International now recovers and recycles 14.5 tonnes
of fine paper every month from its Vancouver Operations Centre.

In addirion, flight attendants have initiated on board recycling programs for cans,
bottles and newspapers. By way of example, 12 tonnes of aluminum cans, or 756,000
cans, were recycled in 19901
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SHIPPING CONTAINERS GO ROUND AND ROUND Briggs and Strarton ships its engines in
reusable containers. When the customer, such as a hardware store, receives the engine,
they simply dismantle the container and ship ir back to Briggs and Stratton — unlike the
old system which lefr the customer with the responsibility, and cost of disposing of
cardboard and wooden pallets.

This new container eliminates the use of 14.7 million square feer of corrugated
cardboard a year — equivalent ro 920 trees,"

GET CRACKING Export Packers of Winnipeg processes abour 1.3 million eggs a day in
manufacturing dehydrared egg powders. And each day, they generate about 6.8 ronnes
of egg shells. Until 1984, these shells were hauled away to a local dump at an annual
cost of $40,800. _

In 1984, Export formulated a new product “Egg Shell Meal”, a caleium and protein
compound for chicken feed — closing the recycling loop and providing an additional
$110,000 in annual sales.

Additional costs for equipment were $125,000 representing a payback of less than a
year ($40,800 in avoided landfill costs and $110,000 in additional revenue)."”

TEAM UP WITH OTHER 3RS PROGRAMS

Consider merging your recycling efforts with those of other organizations in your
vicinity, especially if you're part of an industrial park, a shopping mall, or an office
complex. To begin, vour recycling committee or coordinator should approach the other
organizations individually, or through the mall or industrial park association, to
estahlish an overall recycling program, Then, jointly selicit the support and
participation from the property managers of your complex. (See “Property
Management”™ Chapter.) !

That way you can:

a  collect larger volumes of recycled secondary materials, thus attracting better deals
from recyclers,

= share the cost and space for storage and recycling at a convenient spot within the
complex.

m combine training sessions and share expertise.
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FOOTNOTES

' “Reducton and Revse: The Fiest 2Rs of Waste Management.” Facisheer prepared by the
Waste Management Branch, Conservation and Protection, Ervironment Canada, February

19943, Hull, PO

W Thiee Re Best Rx for Office Waste,™ Broce Gares. The Financial Post. March 221991,
Taronto;

*The Office Guide to Waste Reduction and Recveling. Pitney Bowes and Reoveling Cotneil
of Ontano, Toronro 1990,

'* Company Specializes m White Goods,” Ontario Recyeling Update Vol. X, Na. 2,
March/April 1990, Recycling Council of Onraria. Toronto.

““Employee Enthusinsm Cuts Waste by 53% for Mummal Group,” Ontarso Reeyeling Updare.
Vol. X, No. 4 Julv/Aogost 1990: Recveling Council of Ontario. Toronto.

®“Three Rs Best Rx For Office Waste™ Bruce Gates. The Fimancial Post. March 22, 1991,
Toranto. '

" XNerox and the Envirenment: Doing Well By Doing Right”, Bescbnmark, Summer 1991,
*Canon’s Clean Earth Campaign, Canon Canada Inc., Release 1991,

*Quaker Dars, Jon Grane, Release, Vancouver, March 22, 1990,

8 Report of An On-Site Visit of the Westin Bayshore Hotel.™ Harmony Foundarion, 1990
" Owtario Recyeling Update. Recycling Council of Onrario, Toronto, May/june 1989
E\Waste Minimization Guidelines: Northern Teleconm, Nay 1990,

BECO-LOG Week; Corpus Informaricn Services, Torontoy June 15, | 990,

"ECO-LOG Week, Corpus Information Services, Toronto, August 17, 1991,

"F#8yceess Srories Bank Towards "1'=.|.sminr!|'.|!e Development™, Environment Canada,

“November 8, 1989,
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SOURCES AND REFEREMCES

The availability of information in
both Erench and English varies
depending on its source and purposes.
References and publications are
presented in the language in which
they were provided.

MATIOMAL

The Rubber Association of Canada
89 Queensway W.

Toronto, ON, L5B 2V2

(416) 270-4322

Canadian Association of Re-Refiners
Box 1261, Station A

Toronto, ON, MAW 1G7

(416) 466-3653

Environment and Plastics Institute
of Canada (EPIC)

The Society of the Plastics Industry
of Canada

1262 Thon Mills Rd., Swie 104
Don Mills, ON, M3B 2W7

(416} 449-3444

Pollution Probe Publicanons
12 Madison Ave,

Taronto, ON, M5R 251
{416) 926-1907

Profit from Pollution Prevention, A Caide
to Wiste Reduction and Recyeling i
Canada. Volume 1, Second Edition.
Toronte. Pollution Probe. 1930,

Canadian Association of Recycling
Industries (CARIT],

Al Gervais Dr.

Toronto, ON, M3C 123

(416 510-1244

Assaciation based on membership from
across Canada and the United States.
Liatson with the government, concerning
the import and expart of hazardous waste.
The provincial governments generally have
jurisdiction over environmental protection
related to the proper handling of waste,
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and insome cases haye iINCentive programs
for waste redoction and recycling
programs. The regional governments are
respansible for the management and
operation of landfill sites. Some supply
information and assistance to busincss,
which iz often more hands on and
pracrical in its application.

Mational Task Force On Packagng
Environment Canada

Pldce Vincent Massey

351 St. Joseph Blvd., 12th Floor
Hull, PO, K1A 0H3

(819} 953-1712

Implements the agenda for action designed
1o achieve reduction in packaging as
outlined in the agenda of the Task Force
on Packaging.

Canadian Waste Marerials Exchange
[CWME)

ORTECH Internaticnal

2395 Speakman Dr,

Mississauga, ON, L5K 183

{416) 8224111

CWME publishes a narional waste-
exchange bulletin, Canadian Waste
Materials Exchange,; §ix times a year.
Subscription fee: S60 per vear: Listings
are free.

Energy Pathways Inc.
OMN-SITE Project

251 Laurier Ave. W., Sute 500
Ottawa, ON, K1P 5])6

(6131 235-7976

The ON-SITE program places unemployed
but skilled professionals in companies;
salary-free, for a limited term to assist
with waste management.

FEDERAL

Environment Canada

Inquiries Centre

Ortawa, ON, K1A 0H3

General Inguiries: (8§19 997-28(10

Fucr sheets and booklets mailed on
reguest.

BRITISH COLUMBIA

Ministry of Environment

810 Blanchard St.

Victoria, BC, VBV 1X3

General Information: (604) 387-9%66
Municipal Solid and Biomedical Waste
Branch: {604} 3879977

Has developed the Solid Waste Enterprise
Initiative Financial Assistance Program,
which provides loans and loan guarantees
to B,C.-based recycling industries involved
in-municipal solid waste and innovative
technology, ;

Recycling Council of British Columbia
102 - 1525 West 8th Ave,

Vancouver, BC, V6] 1T

i604) 731-7222

Pravides information on recycling
opportunities-in the province.

B.C. Waste Exchange
102 - 1525 West Sth Ave.
Vancouver, BC, Vo] 1Y5
{604) 731-7222

B.C. Waste Exchange is operated by
Recycling Council of British Columbia.
There is no membership fee 1o use the
exchange or to receive the quarterly
newsletter, which lists waste wanted and
waste available.

Recycling Hotline
In Greater Vancouver: (604) 732-9253
Toll free: 1-800-667-4321



Imagination Marker

528 Powell 5.
Vancouver, BC, V6A 1G9
(604) 253-1033

The market collects manufacturers’ cast-
offs for resale as arts and crafts materials.
Similar outlets exist in Nanaimo, B.C.,
and Edmonton, Alra.

Municipal Solid and Biomedical
Waste Branch
British Columbia Ministry of Environment

A Market Development Plan for
Recyelable Materials i British Colunibig
Technical report prepared for the Ministry
by Peat Marwick Srevenson & Kellog and
Recycling Development Corporanion,
April 1990

ALBERTA

Department of the Environment
Oxbridge Place,

9820 - 106th St

Edmonton, AB, TSK 2]6

General Information: (403) 427-2739
Waste Management

Division: (403) 427-5842

Recycling Division: (403) 427-5838

Alberta Waste Materials Exchange
(AWME)

Alberta Research Council

P.O. Box 8330, Postal Station F
Edmonton, AB, TeH 5X2

(403) 450-5408

AWME provides a free quarrerly bulletin
that lists waste wanted, waste available
and services available.

SASKATCHEWAN

Air and Land Protection Branch
Department of the Environment and
Public Safety

Walter Scott Building

3085 Albert 5t

Regina, SK, $45 0B1

General Informarion: (306) 787-6113
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Municipal Waste Unit: (306) 787-6487
Informartion on waste disposal in the
province.

Municipal Waste Reduction Unig
(306) 787-6209

Information on alternative waste-red uction
opticns such as recycling, incloding a
recvcling directory and office-recvcling
guides for commodities such as fine paper.
This unit administers the lepislation for
beverage-container deposirs,

MAMITOBA,

Manitoba Environment

Building 2, 139 Tuxedo Ave.

Winnipeg. MB, R3N (Hs

General Information: (204) 945-7100
Waste Reduction Branch: (204} 945-7344
Informanon line: 1-800-665-8885

{in MB}; 942-7751 (in Winnipeg)

A new provincial strategy on waste
management has recently been developed
that includes the new Waste Reduction

and Prevention Act. For more information

oft programs, contace the Waste Reducrion
Branch.

Manitoba Waste Exchange (MWE)
1329 Niakwa Rd. E.

Winnipeg, MB, R2] 3T4

(204) 257-3891

MWE is run by the Biomass Energy
Institure and funded by Manitoba
Hazardous Waste Management
Corporation and Manitoba Environment.
It publishes a bullerin three pmes a year
listing companies that have waste for sale;
these listings are also forwarded to the
Canadian Waste Marerials Exchange for
inclusion in its bulletin, MWE also provides
informarion on reduction, recycling, and
disposal of waste,

OHTARIO

Comprehensive Funding, Industrial
Program Unit

Waste Management Branch
Ministry of the Environment

4th Floor, 40 5. Clair Ave. W.
Toronta, ON, M4W 1M2

(416) 323-5180

_ Dmrario Ministey of the Environment

offers information, rechnical advice and
Lrants o assist nitatives in reduction,
reusing, recycling and recovery,

Ontario Minisery of Environment
Waste Management Branch

40 St. Clair Ave. W., 5th Floor
Toronto, ON, M4V 1P5

Guide for [mplemienting dn Office Waste
Paper Recovery Project.

Ontario Waste Management Corporation
(OWMC)

2 Bloor 5t, W., 11th Floor

Toronta, ON, MAW 3IE2

{416) 923-2918

Industrial Waste Andit and Reduction
Manual

OWMC videos: The Competitive Edge
explains the six steps of an audit in clear
simple terms {18 minutes), Maney Down
the Dirain applies the 4Rz to liquid
industrial and hazardous wastes in five
Onrario plants (17 minutes), VHS and
Bera. 524 cach.

Waste Reduction Bulletin, Subscription
free of charge.




Omntario Waste Exchange (OWE)
ORTECH International

2395 Speakman Dr.
Misgissauga, ON, L5K 1B3
(416) 8224111

OWE is apetated by ORTECH (formerly
the Onrario Research Foundation) and
funded by Ontario Waste Management
Corporation and Onrario Ministry of
Enviconment, OWE has many free services
to industry, including technical assistance,
recyeling information, and waste-for-
exchange listings in Canadian Waste
Materials Exchange bulleom.

Recycling Council of Ontario (RCO}
489 College St., Room 504
Toronta, ON, M&G 1AS

(416) 960-0935;

Toll free {Ontario): 1-800-263-2849

RCO provides mformarion on a vast
array of recycling options in Ontario,

In past, it has focused mamnly on the
residential sector, bur it is starting m
develop informarion, such as a recycling
markets directory, for the indusrial,
commercial and institutional sectors,
RO runs an extensive resource centre,
open to the public weekdays, berween

1 pam.and § pom.

Your Office Paper Recyeling Guide,
Published jointly by Toronto Recycling
Action Committee and Metropolitan
Toronto Works Department. Available
from Recycling Council of Ontario,

Diepartment of Engineering & Works
City of Ottawa, 1600 Scott Street
2nd Floor, Ottawa, ON, K1Y 4NY
{613) 564-1119

Office Paper Recycling: A Bulding
Manpager's Guide, May 1950,
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Pitney Bowes representative or call
{416) 424-2211 or contact Recycling
Counal of Onrario (416) 960-0938,

The Office Guide to Waste Reduction
and Recycling, a 32-page guide (and
poster] sponsored by Pimey Bowes and
wrirten by Recycling Council of Onrario.

Consumers Glass

777 Kipling Ave,
Toronto, ON, MBZ-574
(416) 232-3000

Can provide advice and information on
handling, sorting and rransportimg glass,
A rechnical manual called A Report on
Glass Recyeling i Owntario is available
O CEuest.

Metropolitan Toronto Works Department
450 University Ave.

Toronta, ON, M5G 1Y8

Commercial Industrial Waste Reduction
Hotline: (416) 392-4204)

The municipality provides over-the-phone
information to the commercial and
industrial sectors; mail-outs include the
Metropolitan Toranto Reeveling Markets
Directory, recyeling infarmation, and
application form for a free waste audit.

GUEBEC

Ministere de I'Environnement
Direction de la récuperation et du
recyclage

2360, chemin Sainte-Foy

Ste-Foy, PQ, G1V 4H2

418} 6434115

Quebec Mimistry of Environment funds
“le Programme d*Aide a |a Réduction des
Déchets Solides. (PARDS)™ (program for
solid-waste reduction). PARDS provides
grants to businesses, non-profit groups
and municipalities to conduet public
cducation on waste reduction, establish
recycling programs, and develop markets
for recycled commodities,

HEW BRUMSWICK

Operations Branch

Department of the Environment

364 Argyle St., P.O. Box 6000
Fredercton, NB, E3B §H1

(506) 457-4848; :
General Information: {506) 453-3827

The Qperations Branch provides
mformation on recycling and waste-
reducrion opportunities ovet the phone or
by mail. The province has been developing
an integrared solid-waste management
program; and has created 12 regions in the
province to manage solid-waste: issues,

HOVA SCOTIA

Recyeling Officer, Municipal Waste and
Besource Recovery

Department of the Environment

5151 Terminal Rd., 5th Floor

P.O. Box 2107

Halifax, NS, B3] 3B7

(902) 424-5300

The department provides information on
recyeling and solid-waste management in
the province.

Recycling Coordinator
Metropolitan Authority
5077 George St.
Halifax, NS, B3] 1M3
(902) 421-8576

Contact for municipal information.

PRIMCE EDWARD ISLAMD
Department of the Environment
Jones Building, 4th floor

11 Kent 1., IO, Box 2000
Charlottetown, PE, C1A TINE
General Informaton: (902) 368-3000
Environmental Protection Branch:
(902) 368-5029 '

The department provides information on
solid-waste programs in the province.



HEWFOUNDLAND

Director of Environmental
Investigations Division

Department of the Environment
Confederation Building

West Block, P.O. Box 8700

S Joho's, NE, A1B 4]6

{709) 7T29-5783;

CGeencral information: (709) 729-3394

The department provides information on
solid-waste management in the province,

HORTHWEST TERRITORIES
Department of Renewable Resources
Pollution Control Division
P.0O. Box 1320
Yellowknife, NT, X1A 219
(403) B73-To54

This division administers the poliution
legislation in the terrtony,
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YUKOMN TERRITORY

Conservaton and Protecrion Division
Environment Canada

P.0. Box 6010, 100 Hamilion Blyvd,
Whitchorse, YT, YIA 5L7

(403) BET-3400

This division provides infirmanion on
recvcling, aswell as proper waste
muanagement, of solid and hazardoos
Wilste,

Information and Educaton Coordinator
Deparmment of Renewable Resources
Government of Yukon Territory

{403) 667-5237

The department is in the process of
developng a tertiterial Environment Act.

Recveling Centre of the

Yukon Conservation Authority
PO, Box 3968

Whitehorse, YT, ¥Y1A M6
(403) 667-7269

Recycling Centre of the Yukon
Conservatlon Authonty oversees all
operational aspects of recycling 1o the
territory, and will provide information
on recyclmg options.







W ATER

QUICK START

HARMOMNY WORKPLACE GUIDE

What can you do, starting today, in your workplace to conserve water and protect its

quality?

Quick Start provides easy-to-implement actions, providing excellent environmental

benefits and potential cost savings:

QUICK START

FOR MORE INFORMATION

s Educare employees to conserve water:

e.g. turn off taps when not in use;don't
min warer unnecessarily.

»  Educate emplovees on which
products should not be flushed down the
toilet or poured down the drain. Provide
environmentally sound alternatives.

m Install flow restrictors and aerators on
all taps.

m  Repairall leaks:

s Warer lawns only when necessary.
It’s best to water less often but maore
thoroughly and in the early morning
or carly evening,

Look for @S [symbaol] on page 72.

Look for @5 on page 75.

Look for Q% on page 73,

Look for @S on pages 72, 74.
Laok for @S on page 73,

While you are developing a comprehensive enyironmental strategy and setting
priorities for long-term goals, the Quick Start measures will help-you get started.
Implement as many of the targer areas and actions found in this Chaprer as possible.
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.. WATER, WATER EVERY WHERE, NOR ANY DROF TO DRINK...

The Rime af the Ancient Mariner,
Samuel Tavior Coleridge

ATER

HARMOHY WORKPLACE GUIDE

IN YOUR WORKPLACE

YOUR WATER USE IS COSTING YOU AND THE ENVIRONMENT

Being the fortunate custodians of 20 percent of the world’s freshwater supply, we might
be forgiven for believing that our water in Canada is limitless. But the fact is about half
of our water is in glaciers and polar ice.' In other words, a precious 9 percent — which
provides drinking water for millions of people and is used for transportation, industry
and commerce, power generation, agriculture, commercial fishing and recreation — is
constantly recycling through the environment. It typically enters your workplace from a
municipal source, and leaves through flushing and drains. While in some communities it
passes through municipal sewer and treatment plants, in others it returns directly to its
source without trearment — to be reused again and again.

Our water supply is not limitless — or self-cleaning. S0 when we waste it or
contaminate it, we pay the premium, forcing up the costs of collecting, puritying and
resupplying it. Water rares are ridiculously low (encouraging overconsumption), but
many municipalities are now increasing them to reflect the burden we are placing on
that all too vulnerable resource. Even at current rates, a leak as small as this dot = in
your operation can cost you 5200 and waste 200,000 litres of water in one year,”

Even if we didn’t waste our water — which we do — its contamination by
hazardous waste carries a tremendous cost. In Ontario alone, an estimated 12,000
industries discharge wastes, including chemicals, into municipal sewer systems, making
sewage one of the largest sources of toxic contamination in the Grear Lakes. Even
treated sewage is not necessarily free of hazardous materials, These pollutants, along
with other by-products of human acrivities, are putting intolerable stress on the qualiry
of our surface and underground waters and jeopardizing the health ot aquatic
ecosystems and the chain of life that they sustain. For example, much of the 300 or so
million litres of motor oil used in Canada that is not re-refined, gets poured down
garage drains and into storm sewers or is landfilled.

To protect and restore these vital freshwater sources, disposal of fewer and fewer
workplace wastes are permitted out the idustrial pipe or down the sewer. The call for
zero discharge of industrial toxins is starting to be heard by environment ministries
cross-country, Many provincial and municipal governments already regulate materials
that can be sewered. For example, the Ontario Minstry of the Environment has a model

"



A frog does not drink up the
pond he lives in.

- an old saying

Area: EMPLOYEE PERSONAL
WATER USE

Action: USE LESS

QS5

Qs
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by-law that can be adopted by municipalities, prohibiting the use of dilution to meet
discharge limits, prohibiting the discharge of specific hazardous wastes, adding new
limits for heavy metals, and requiring industries to report spills.”

Regulations and by-laws are one form of persuasion, but why not common sense?
Once we understand that what we do to water ultimately comes back to affect us, the
importance of conserving it and protecting its quality becomes crystal clear. By reducing
water consumpton, you reduce your bills and the need for expanded treatment plants.
By reducing the hazardous materials that go down the drain, you help reduce the cost of
making our water drinkable again — and our warerways liveable for every creature thar
relies on them. Without clean water life, including ours, 1s unsupportable.

You can begin to reap these benefits by formulating, then implementing a
workplace water action plan:

YOUR WATER ACTION PLAN

Read through the following Target Areas and Actions for conserving and protecting the
quality of your water. Then find out how many you can apply to your own workplace
by conducring an assessment of water use throughout your operations. You can do this
yourself, using the Water Assessment Worksheet, or obrtain the services of a competent
environmental consulting firm or environmental group. .

Once you've assessed where and how you could improve your water use, record the
areas needing attention and actions to be taken in the Action Planner. The Action
Planner, provides a strategic plan tailored to your workplace, Some measures you'll
want to implement right away, others will need further evaluarion, bur first create a
“Waorkplace Green Team™ of participants representing each part of your organization.
There are lots of ways to coordinate this, but do involve staff and delegare, (see “How
to Use the Workplace Guide™ Chaprer). Assign a captain to every applicable Target
Area and Action, and set dates for Green Team progress reports.

TARGET AREAS AND ACTIONS

For washrooms and if your workplace has drinking fountains or shower facilities, the
tollowing measures can dramatically cur vour water waste and use.

O Instruct, then remind employees with posted signs to turn off taps completely
(remember the cost of one small bur steady dripl. Appoint monitors fo check: taps ar
close of business (so they don’t drip all night).

4 Instrucr, then remind employees with posted signs, not to run warer unnecessarily.
Use only what it takes to rinse cups, wet toothbrushes or quench thirst. In face, it's
betrer to keep a pitcher of warer in the staff refrigerator than to run the tap for a few
minutes. (The exception is that water which has been standing for several hours in metal
pipes with certain solders can contain heavy metals from the pipe and/or solder, Early-
bird employees should run the tap for two to three minutes if using the water for
drinking or cooking, but you can collect it for watering plants).

J Repair leaks immediately, and replace worn washérs ar the first sign of wear.

QO Check, and adjust if necessary, timing cycles and quantities of tlushing systems on
urinals and toilets. Timing cycles should correspond with work schedules, shutting
down these systems during off-hours (assuming there isn’t a lot of emplovee overtime in
off-haurs),




Qs

Total water use In Canada
averages about 4,000 litres
per persom per day. Of that,
about 285 litres is for direct
personal use, and about 3,715
litres Is required by the
industrial, commercial and
institutional sectors which
SEfve us.

About 7.6 percent of Canada
is covered by fresh water,
approximately 20 percent of
the world’s fresh water.

Area: OUTDOORS WATER USE

Action: USE LESS

as
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2 Install low-flow restrictors and aerators, as well as automatic shue-off valves on
taps, A restrictor reduces the flow from about 12 litres per minute to 7 litres per minute
{an approximate 60-percent reduction). Many existing taps have screen aerators, but
these are not the same as a low-flow aerator, which improves the efficiency of the flow,
so that it works just as well with less warer. Ask vour plumbing supplier to check which
type you have, and replace if necessary,

[ [Install low-flow showerheads. These units deliver the same cleaning action but use
up to two-thirds less warer. You'll save on hot-water energy at thesame time;
Generally, the cost for new showerheads ranges between $20 and $100. Aerated
showerheads mix in air to maintain the water pressure, and spray like a srandard
shower, Non-aerated showerheads pulse the water, and feel like a massage shower.
Certain low-flow showerheads also have a shut-off button, allowing you to stop and
restart the flow of water (while shampooing, for example),

O Inseall toiler dams in toiler reservoirs:

» If your operation has 4 manageable number of toilets, you can make your own dam
for each by placing one or two plastic contamers filled wirth stones in the reservoir,
displacing about 4 litres of water. Thatr means instead of using 20 litres per flush
{convenrional toilet), it uses 16 litres. (Never use bricks, )

s Purchase commercial toilet dams and water-saving devices from specialty plumbing
or hardware suppliers at a cost of $5 to $25 each. The dams do not displace water, but
create a central reservoir that ensures pressure remains high for flushing efficiency while
reducing water usage per flush ta 12 litres or less — a 40-percent reduction. Other
water-saving devices reduce the amount of warter (by 25 percent) that escapes from the
reservair to complete each flush,

O When vou renovate or are building new space, install low-flow toilers that use
berween 4 to 10 litres per flush, less than 50 percent of conventional toilets.

3 Choose drinking fountains that flow only on demand (e.g. by foot pedal) versus
free-running models. (Avoid water coolers — they flow on demand, but use clectricity
to keep the water cool.)

O Bonus — much of the warer saved is hot, reducing your energy bill too,

Maintaining grounds and the exterior of buildings can waste a lot of water: but smart
management of vour workplace grounds can ensure you don’t use more water than is
essential.

O Lawn watering, except in the case of newly planted sod or seeded areas, shouldn’t
be necessary. Grass naturally turns brown and goes dormant during dry periods and it is
particularly important to conserve water ar these times. The grass will recover during
AUTHIN ramns,

0 Properly maintained lawns can survive summer dry periods. Reduce your existing
lawn’s need for water through sound rurt maintenance: aeration, top dressing, fertilizing
[with organic matter) and proper mowing (no more than once a week and set blade

height on mower at § to 8 centimertres), will produce hardier grass, capable of surviving

hot, dry periods.




It takes approximately
3,000 litres of water to
produce 1 barrel of crude ail.

It takes approximately
770,000 litres of water to
produce 1 tonne of high
quality book paper.

It takes approximately
250,000 litres of water to
proeduce 1 tonne of steel.

Qs

Commercial catches of
high-value species from the
Great Lakes dropped from

50 percent of total catch in
1891 to three percent in 1980.
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d  During dry periods, watering trées and shrubs is a better use of water than lawn
watering. During hot weather when there hasn’t been rain for a few weeks, watch for
stress in the leaves. When they begin to curl — it’s time to help the plants by watering.
Trickle irrigation is the most efficient way to get water to the roots and wastes less from
evaporation. Handwater annual flower beds.

O A long term solution is to convert large areas of lawn to alternatives such as rock
gardens, perennial ground covers, shrubs, and trees. Choose plants which are hardy for
your area and use mulches which will reduce evaporation of moisture,

O Install shur-off and ¢fficient nozzles on all hoses.

O If you currently use automatic sprinklers on your grounds, review the controls.for
frequency, timing, and volume, Put a few plastic containers under the sprinklers and
record the amounr of time it takes them to supply 2 to 3 centimetres of water. Ser the
controls to shut off after this time. Also program the system so that vou can override it
after rainstorms.

U  Evening and overnight watering reduces loss from evaporarion.

J  Check sprinkler positions ro make sure the warer is gerting to your greenery, not
watering the side of your building or the sidewalk.

[ Buy rtrickle, or soaker, irrnigation hoses for garden beds. These have a series of small
holes along their length, which allow direct contact with the lawn and garden, and can
be buried in the root zone of plants to minimize water loss. Oscillating sprinklers lose as
much as 50 percent of their water delivery to evaporation. Choose sprinklers which
deliver large droplers of water rather than a fine mist.

3 Fix leaky ourtside taps, hoses and hose connections:

U Using brooms, rather than hoses, to clean your building exterior, walkways and
sidewalks will save warter.

O  If you have eavestroughs, disconnect from the sewer and direct the water spout onto
your lawn. This will reduce your need to water, and help to protect streams and rivers
from large damaging pulses of storm water.

9 If yours is a low-nise building with modest grounds, collect rain water from your
roof into barrels for occasional wartering.

O Mulch as much as you can: leave grassing custings on the lawn (a mulcher mower
finely chops up grass clippings) and place an 8-to-15 centimetre layer of recycled wood
chips around trees and plants to retain moisture and reduce soil temperature,

U Build new parking lots with permeable asphalt or interlocking bricks, both of which
allow water to flow back into the ground, This helps to recharge groundwater, which
feeds streams,
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Area: KITCHEN AND LAUNDRY
WATER USE

Action: USE LESS

Arga: ALL WATER DISCHARGES

Action: PROTECTION OF
QUALITY

Fish In James Bay contain
higher ievels of mercury than
anywhere else in the world.

More than 350 chemical
compounds have been found
in the Great Lakes.

L]

THE COST OF WATER

If you operate a hotel or hospital, your cooking and washing needs demand inordinare
amounts of warer. Many other organizations have kirchen and/or fimness facilities — all
requiring water-guzzlers such as dishwashers and laundry machines. So it pays to
tighten up your water use wherever you can.

) Check all taps, couplings, hoses, and so on for leaks and repair immediately.

O Purchase encrgy-efficient dishwashers and laundry machines that have a variety of
settings, including water-saving cycles and load-size selection,

0 Avoid small loads in dishwashers and laundry machines (unless, in the case of
laundry machines, you can adjust the water level ro the size of load). You want to avoid
filling the whole machine with water for half a load.

If you care abour the quality of water you drink, then you must take care of the water
leaving vour workplace — because eventually it cycles back to you.

O Instruct, then remind employees with posted signs, to avoid using toilets and drains
to dispose of any hazardous material — starting roday. Post signs in washrooms,
kitchens, garages and maintenance areas listing the substances banned from drain
disposal such as used motor oil, solvents; old paints and toxic cleaners, These
can either be taken to a waste exchange or other proper-collection-and-trearment
facility. Phone your municipal public works department or provincial environment
agency. (See “Sources”.) For information on waste exchanges, see “Hazardous
Materials™ and “Waste™ Chapters.

O  Store hazardous materials well away from drams, in proper, well-sealed containers
and in a secure area.

@ Instruct your purchaser or cleaning staff to choose cleaning products that are: low-
phosphate, made with citrus or plant-based builders, and are non-hazardous. And, of
course, use the minimum amount of any kind of cleaning product. Ask your suppliers to
provide information on the content of their products. See phosphates sidebar,
“Hazardous Materials™ Chaprer.

O Where sanitation standards are not at risk, replace the cleaning products you use
with a few simple cleaners, Some common ingredients you can use include borax,
baking soda, and vinegar. Information on specific uses and mixrures is readily available.
Consult Debra Lynn Dadd’s The Non-Toxic Home (Jeremy Tarcher Inc., Los Angeles,
1986}, Harmony Foundation’s Homie & Family Guide or Friends of the Earth’s *Clean
House, Clean Earth? Poster (Ottawa, Ontario). (See “More Sources™.)

There ave four basic types of municipal rate structures

Canadians pay a bargain price for water use compared with  for water:

ather conntries. We pay approximately $0.36 per 1,000 flat rate: a fixed charge regardless of the volume of water used
litres of water used, compared with $0.42 in the U.S, §0.66 declining block rate: a declining charge as consumption

in England, $1.33 in West Germany and §1.47 in increases through a series of “blocks™

Australia. The price paid for water also varies widely constant rate: a price for each unit (eg. litre) of water used
devoss Canada. Nevertheless, it is relatively cheap, CoNTD
HARMOMY WORKFLACE GUIDE 75 ~



Arca: PROCESS WATER

Action: CONSERVATION

Fixing one dripping tap
reduces water consumption by
approximately 25 litres/day.

Many organizations, such as photolabs, restaurants and horels, requite large amounts of
water in their processes. Process water can be used for cooling, ot as 4 component in the
production itself. Cooling water can often be recycled again and again, in whar is
known as a “closed-loop™ system. Because it picks up heat in the cooling process, the
hear can also be recaprured, which results in further energy savings. See “Energy”
Chaprer, for more informanon on hot-water conservation.

As well, if water is used in the production process, it may be possible to reduce the
water used, reduce contaminants in the discharge and reuse treated water within the
original process. Many major warter users are moving toward mstituting closed loop
systems in their workplace. to recycle and reuse this resource. And in cases where these
methods aren’t easily applied, there may be alternative uses for uncontaminared process
water, such as warering the grounds. These suggestions will help vou ger started
COMSErVING Process water,

SUCCESS STORIES

SHERATON CEMTRE — SERIOUS ABOUT SAVING WATER The Sheraton Centre in Toronto is a
139,000 square metre, modern complex of hotel, conference facilities, restaurants and
retail shops. A look at the Sheraton’s balance sheet shows that water conservation is
good for the environment, and the bortom line.*

Action : Water Savings Cost Savings
{million litres/ye. | {$dyr.)
low-flow showerheads 89.1 - $58,800
use of steam condensate in laundry 67.0 §45,000
reduce cooling tower 12.0 % 8.200

losses (to evaporation)

use of steam condensate 1.8 $ 1,200
in decorative tountain

NO MORE SPILLED MILK The Agninove Dairy in Beauceville, Quebec used to dump 188,000
litres of waste milk into the Chaudiere River each month. By installing more efficient
production procedures, Agrinove drastically improved its waste picture while reducing
pollution stress (cutrophication) on the Chaudiere.”  cowrn

increasing block rate: an increasing charge as consumption
incredses through a series of “blocks”

About 71 percent of rate schedules provide either: (1) no
financial incentive to conserve water — with flat rates

— or (2} a decreasing incentive fo conserve — with

declining block rates.” +

HARMOKRY WORKPLACE GLUIDE
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Since 1979, about 500 wells in
Hew Brunswick have been
contaminated by leaking fuel
tanks.

HARMOMNY WORKPLACE GUIDE

Whete do those 188,000 litres now go each month?
m improved efficiency reduced wasre from 188,000 litres to 118,000 litres;
s of this, 65,000 are recovered, pasteurized and sold as hog feed;

w the balance is treated biologically, stored in vars and eventually sold as soil fertilizer.

SPACE AGE WATER COMSERVATION Bristol-Aerospace of Winnipeg, Manitoba saves water.
A number of measures have been implemented recently to cur back on consumption.
Conductivity controllers were installed in rinse tanks. Instead of continually
supplying fresh water to ensure rinse warter is clean, these controls only add fresh water
when contamination levels rise above a specific ser point.
These controllers reduced water consumption in rinse tanks by over 90%.

FOOTNOTES
'V Water: the Emerging Crisis fn Canada, H.ID. Foster and W.R.D. Sewell, James Lovimer-and
Company, Toronro, 1981,

*\Water Conservation b Mazeachysetts: The Time is NUH'. Resource h‘!l,1l1:!‘l:1,l‘.‘]1lr_'r“ Associares ne.,
Bostomn, | 981,

UModel Sercer-Use Bylae, Ontario Ministry of the Enviconment, 1988,
Water Works, Factsheer Mo: 14, Environment Canaca,
 Mumicipal Water Ravwsn Canada, Curvent Practices and Prices, Environment Canada, 1989,

*“The Sheraton Centre: Synergy In Efficiency of Water, Energy and Labour Use,” Ontario Energy
Netsork, Vol.9, Associarion of Municipalities of Ontario (AMO}, Summer 1989, p.10.

*Suceess Stories Bank Towards Swstainable Development, Sustainable Development Branch,
Environment Canada; April 2, 1990,
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SOURCES AND REFERENCES

The availability of information in
both French and English varies
depending on ils source and purpose.
References and publications are
presented in the language in which
they were provided.

INTERMATIOMAL
Greater Boston Chamber of Commerce.
Boston, Massachusetrs.

Water Conserpation in Mussachusetts,
Guidelines for éstablishing water
management programs for industry,
business, hotels, motels and resort
facilities. 1982,

FEDERAL

Engineering & Development Division
Inland Waters Dircctorate
Environment Canada

Ortawa, ON, K1A 0H3

Environment Canada publishes a listing of
more than 300 showerheads, milets, wilet-
tank inserts, and low-flow aerators
available from distributors in' Canada.
Note: Information 15 provided by the
manufacturers; efficiency claims have not
necessarily been verified. Write for listing,

Acting Director, Water Planning and
Management Branch

Inland Waters Directorate
Environment Canada

351 Boul, 5t. Joseph

Hull, PO, K1A OH3

(819) 997-2071

The federal government has implemented
no programs or incentives for WaAler
conservation. It does provide informarion
on reguest; including a booklet, Water:
No Time Ta Waste.

HARMOHY WORKPLACE GUIDE T8

BRITISH COLUMBIA

Water Management Branch
Minisiry of the Environment
Parliament Buildings
Yictoria, BC, V8V 1X5
{6l4) 387-3392

To date, the B.C, government has not
implemented a program of incentives or
subsidies to cncourage warer conservation
it :it‘lduétl‘}', commercial ventures or
EOVErNMmEnt institurions,

Dormg the 1980s, some regions of the
province, particularly the Okanagan
Valley and the Cariboo Plateau,
expericnced successive yedrs of below-
normal precipitation, and déveloped public
information campaigns 1o promore
CONSErVation measures,

ALBERTA

Section Head, Water Conservanon
Ministry of the Environment
9520- 106 5t

Edmonton, AB, T5K 2]6

(403 427-2371

The Alberta government has implemented
na incentives for water conservation, but
i5 involved in public education on the
subject. Its conservation efforts have
cenrred around ierigation ssues and water
metering. At present, Edmonton has water
mieters, while (']:iIHaT'_l.' dives not,

SASKATCHEWAN

Manager of Public Affairs, Sask Water
111 Fairford 5t. E.

Moose Jaw, SK, 56H TX9

(306} 694-3900

Sask Warter provides informarion and
literature on water conservation to
individuals, communirties, and industry,
In recent years, Regina has conducred
extensive public-relation campaigns for
water conservation. Other ciries with
community-awareness programs include
Swift Current and Weyburn,

MAHITOBA

General Manager, Manitoba Water
Services Board

PO Box 1059

Brandon, MB, RTA 6A3

(204) 726-6073

Manitoba Warter Services Board is the
provincial funding agency tor municipal-
water systems. It encourages municipalities
T promaote Water conseryation, and to
adapt water merering and realistic water
pricing. At present, the board is idennitying
communities in which to implement 2
municipal wiater-conservation pilor
program in cooperation with the

federal government.

ONTARIO

Water Resources Branch
Ministry of the Environment
1 5t. Clair Ave. W.
Toronte, ON, M4V 1Ké
(416]) 3234941

Water Resources Branch deals primarily
with warer-quality sssues and preservation
of wetlands, and does not offer any
programs, for the moment, on water
ConservAtion,

Water Conservation Coordinagor
Water Supply Operations, Fngineering
Department

Regional Municipality of Warerloo
Marsland Centre, 7th Floor

Waterlon, ON , N2J 4G7

{319) BR5-9434

Regional Municipality of Waterloo has
conduocted extensive education campaigns
of water conservation, and developed
programs of regulanons and incenoves for
home builders who incorporate water-
saving devices into their designs.

Water Effictent Fixttires Catalogme. 1988,
iLimuted diseribution.) The region offers a
£75 rebare 1o each new residence in which
watcr-ctficient plumbing fixtures are
Ir.l‘;-mued, a'l'ld puhll\!'ﬂ:\ a L'E.tﬂ!‘}guc o
assist builders and plumbers in choosing
approved fixtures,




QUEBEC

Direction des communications
Ministére de PEnvironnement
3900, rue Marly

Sainte Foy, PO, G1X 4E4
(418) 643-8806

To dare, the ministry has concenceated

on watershed provecrion and warer-qualicy
issues, Programs specitically designed

for the conservation of water are being
developed, and may be available in

the near future,

Mrectenr Général

Associadons Quebecoises des
techniques de I'ean

407, rue Saint-Laurcnt, bureau 500
Montréal, PO, H2Y 2Y5

(514) 874-3700

This organization develops and distributes
informarion on water conservarion, and
conducre public-informarion campaigns.

HEW BRUMSWICK

Information Officer, Department of
thie Environment

P.0. Box 6000,

Fredericton, NB, E3B 3H1

(506) 453-3700

The department focuses pnimarily on
warer-gquality 1ssues and watesshed
protection. Presently, no programs or
initiatives for water conservation exist,
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HOYA SCOTIA

Manager, Water Resources Services
Deparmment of the Environment
P.O, Box 2107

Halifax, N5, B3] 3C8

(902) 424-8584

Warer Resources Services deals primarily
with water quality. In June of 1991, the
Minister’s Task Force on Clean Warer
released a report, Clean Water for

Nowva Scatia: New Derections for Water
Resource Management. This document
surveys Nova Scona’s current situation,
what its people expect and makes
tecommendations for new directions in
WALEr ThANAZTIment,

PRIMCE EDWARD [SLAND
Director, Water Resources Branch
[deépartment of the Environment
P.O. Box 2000

Charloterown, PE, C1A TNE
(902} 368-5038

Water Resources Branch deals primarily
with resource protection and water-quality
issues. Iralso-distributes, m conperation
with Environment Canada, literature and
publications on water conservation,

HEWFOUNDLAND

Director, Water Resources Division
Department of Environment and Lands
PO, Box 8700

St. John's, NF, A1B 4]6

{709) 576-2563

Water Resources Division deals primarily
with water quality, though it has begun to
dissemminate some information on water
COMSErVALION.

MORTHWEST TERRITORIES

Manager, Community Works

Department of Municipal and Community
Affairs

Government of the Northwest Territorics
Yellowknife, NT, X1A 219

(403) B73-7335

The department manages the water and
sewer subsidy program for all communities
that have drinkable water systems. It also
conduces studies on water-use pattcrns,
and makes recommendations on the use of
low-water-consumption appliances and
water-saving devices such as low-flow
showerheads and faucers.

Chairman, Northwest Territories
Water Board

0. Box 1500,

Yellowknife, NT, X1A 2R3
{403) 920-8191

Any industrial/commercial water
consumer of more than 30,000 gallons/day
is required toapply to the NWT Water
Board for a license. The hicensing process
includes public hearings, an inter-agency
review, and a description, prepared by the
Licensee, of water-conservation measures
tor be undertaken.

YUKOHN

City Engineer, City of Whirchorse
2121 2nd Aye.

Whitchorse, YT, Y1A 1C2

(403 ) 668-8305

Currently, Yukon Termitory has no
programs or incentives for water
conservation, but the City of Whitehorse
is developing a package of strategies to
be implemented 2t the municipal level.



RANSPORTATION

QUICK START

HARMOMY WORKFLACE

GUIDE

What can you do, starting today, to improve commuting and transportation?
Quick Starr provides several easy-to-implement actions, providing excellent
environmental benefits and potential cost savings.

QUICK START FOR MORE INFORMATION

s Encourage employvees to walk, bike Look for @S [symbol] on page &7
or bus to work — conduct a “green
commute’ campaign.

s If you operate a fleer, ensure your Look for @S on page 83
vehicles are well maintained to save fuel.

. Swirtch to re-tefined motor oil for Look for QS on page 84
vour fleet. Look for products which meet

Ecologo standards.

n Investigate converring your flect to Look for @S on page 82

alternative fuels,

s Use phone, conterence calls and Look for @5 on page 86
electronic mail as an alternative to (some)
business travel.

s Reduce effects of air conditioning Look for @S on page 85

While you are developing a comprehensive environmental strategy and setting
priorities for long-term goals, the Quick Start measures will help vou ger started.
Implement as many of the target areas and acrions found in this Chapter as possible.




THEY PAVED PARADISE AND PUT UP A PARKING LOT...

“Big Yellow Taxi,” by Joni Mitchell

Reprrize Records, 1969

A N
OR
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PORTATION IN YOUR
PLACE

YOUR TRANSPORTATION |5 COSTING YOU AND THE ENVIRONMENT
If you own and operate a fleet, if your employees rely on private automobiles o ger to
and from work, if vour organization has become an all too-frequent flyer, then you

=
know as well as the nexr person how dependent we've become on the combustion

o

engine to conduct our daily business, The problem is, with 16.3 million vehicles on

Canada’s roads', nearly 23,000 private and commercial airplanes in our skies’, together

burning billions of litres of fossil fuel a year that foul our armosphere, it's become far
oo expensive a habit — for vou and the environment.

The minute one of your fleer takes to the street with an ill-tuned engine or soft tires,
vour gasoline or diesel hill rises. Whenever airline seats are booked for business
meetings that could have been convened as a tele-confdrence, your organization is
spending more than it needs to. Every day employees motor into the parking lot with
empry passenger seats, their earnings are being wasted. Ever-rising fuel costs ensure that
the price organizations pay for making environmentally unsound transportation choices
will continue to increase,

Those unsound choices also make us poor in wavs bevond dollars and cents, Cars
and trucks are the single largest source of urban smog and of the “greenhounse™ gases
that are contributing to global climate change. The automobile is fuelled by an
expensive and non-renewable resource — petroleum. The roadway and parking
nerwork required has forced the paving of precious greenspace and farmland. Indeed,
automohiles and their support nerwork are the 5i]|_|:L||;! Iﬁrge.—:t demand on the world’s
natural resources, and a major source of pollution and hazardous wasre. The average
driver trails a plume of poisonous exhaust, synthetic rubber-tire dusr, oil drippings, and
ozone-destroving refrigerants that escape from air-conditioners.’

What a wonderful world it would be if everyone again lived and carried out their
business near their place of work, reducing the need for such polluting vehicles. Bur
short of banning the automaobile, we can take steps, mandarory and voluntary, to better
the situation. Qur governments are now rhreatening or legislating rougher emission
standards, tire taxes and gas-guzzler taxes to minimize the environmental impact of
furure generations of vehicles. You can minimize the impact of existing forms of
workplace transportation — your fleet. employee travel, courier services — by using
them more conservatively, by being more efficient when you use them. and by finding
more effective alternanves to their use.
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The findings of a study
conducted by the Ontario
Ministry of Transportation in
the Greater Toranto Area
concluded that 78.7 percent
of the autos carry only one
persen.'”

Area: PURCHASING FLEET
CARS, VANS AND TRUCKS

Action: SELECT ENERGY
EFFICIENT VEHICLES

The switch to unleaded
gasoline may have saved
large tracts of trees in

U.5. northeastern forests.

A decade ago, sclentists
feared that the buildup in
soil of lead, which is toxic,
would damage and possibly
kill trees. But 15 years after
the U.5. Clean Air Act forced
avtomakers to market cars
that burn unleaded gasofine,
scientists say lead ;
concentrations in the forest
floor already are falling.*

Qs

HARMOHY WORAKPLACE G{I.Il:ll:

The more prudent and creative you are in making environmentally friendly
transportation choices, the fewer resources you'll waste, both natural and financial, You
can begin to reap those benefits by formularing, then implementing a workplace
transportation action plan:

YOUR TRANSPORTATION ACTION PLAN

Read through the following Target Areas and Actions for improving transportation
practices, Then find out how many you can apply to vour own workplace by
canducting an assessment of transportation use throughour your operations. You can
do this yourself, using the Transportation Assessment Worksheet. or obtain the services
of a competent environmental consulting firm or environmental group.

Once you've assessed where and how you can improve work-related rransportation,
record the areas needing attention and actions to be taken in the Acrion Planner. The
Action Planner, provides a strategic plan tailored to your workplace. Some measures
you'll want to implement right away, others will need further evaluation, but first create
a “Workplace Green Team™ of participants representing each part of your organization.
There are lots of ways to coordinate this, but involve staff — and delegate (see "How
to Use the Workplace Guide and Ger Srarted” Chapter). Assign a captain to every
applicable Target Area and Action, and ser dates for Green' Team progress reports.

TARGET AREAS AND ACTIONS

Fuel efficiency varies dramatically among vehicles. Some cars and delivery vans use less
than half the gasoline that others need to travel the same distance. A fuel-consumption
guide detailing each available model’s performance can be abtained by writing:

Transpert Canada
Public Affairs Branch
580 Booth St
Ottawa, ON

K1A DE4

WHEN PURCHASING A MEW FLEET AUTOMOBILE:

O Ask yourself if the primary use of the new vehicles will be highway or around-rown
driving. Then check the appropriate fuel-efficiency rating — in Canada; vehicles are
rated for both kinds of driving, and different vehicles are more efficient for different
uses. Ask yourself if the job can be done by a smaller vehicle.

U Choose a model that is most fuel-efficient for its size and classification — both
operating costs and air pollution will decline. {As well, automakers have voluntarily put
a five-year, 80,000-kilometre warranty on vehicle pollution-control SYSLEMS. |

U Consider switching to vehicles that use alternare fuels such as natural gas and
propane. Natural gas is considered the best alternate fuel because it burns cleaner than
propane, producing fewer carbon dioxide emissions. It 1s a much more abundant
resource than petroleum and is much cheaper to run per kilometre travelled.

< Of the provinces, only Ontario offers a dual-fuel conversion sales-tax rebate of up
to $1,000 for converting new vehicles to use either propane or natural gas in addition
to gasoline.

J  The federal government offers a $500 grant for conversion to natural gas only, (See
Sources).




In Canada, half of all the

oil used powers our
transportation system. Within
this system, 80 percent of all
energy used is consumed by
road vehicles."

Area: FLEET MAINTEMANCE

Action: MAINTAIN FLEET FOR
MAXIMUM FUEL-EFFICIENCY

Qs

HARMOHY WORKPLACE GUIDE

m  The public re-fuelling infrastructure is limired, but growing. Installations are
available for business or mstitutional feets.

O Avoid costly, unnecessary options such as power windows, power locks, and air
conditioners. These add weight, draw energy, and make vehicle operation more costly
and polluting. Air conditioners can increase fuel consumption by 8 to 12 percent for
highway driving and up to 25 percent for city stop and go. Worse, the CFCs used as
refrigerants”in air conditioners can escape through leaks or during servicing,
contributing to ozone deplerion,

9 Instead of air conditioning, purchase a vehicle with tinted windows, and use the air
vents. {See Fleer Driving re: air conditioner use).

W Select a manual transmission with overdrive or fifth gear to improve gas mileage ar
highway speeds. Manual transmission gives you up to 15 percent berter fuel cconomy
than auromatic. It also gives your drivers greater control over the vehicle,

O Choose radial tires (few conventional bias-ply tires are now sold, in any case):
properly inflated, they give you 4 to 8 percent better fuel economy. If you operate a fleet
of trucks, purchase retreaded tires, which extend the life of a finite resource (petrolenm-
based rubber). (See “Purchasing” Chapter, for more information on the tire-retreading
market for rrucks. None, as yet, exists for cars.) -

O Select electronic or computerized fuel injection: it provides quicker cold starts,
smoother idle, and reduced emissions.

< In addition o the above tips, keep in mind that fuel efficiency in trucks is a function
of weight, body type and style, aerodynamic drag, fire size and an engine/power train
well suited to the job, climate and driving conditions.

QO Ensure that your new trucks are equipped with wind deflectors and gap fillers,
fairings and turning vanes to improve the aerodynamics of their shapes and reduce drag.
These relatively inexpensive devices can improve fuel efficiency by seven percent.

A well-maintained vehicle uses less fuel and emits less air pollution than one that coughs
and spurtters.

< Tune up your vehicles” engines as ofren as specified in the own er’s manual, changing
sparkplugs, points, air filter as needed and doublechecking the functioning of distributor
cap and wiring. A properly tuned engine can improve fuel efficiency by 10 to 15 percent.

' Have your vehicles’ front-end alignment checked and corrected during engine tune-
ups. Correct alignment reduces fuel consumption, and improves driving safety.

< Check tire pressure ar least twice a month. Tires should be inflated to the maximum
pressure specified by the manufacrurer. Soft tires increase friction on the road, reducing
mileage and wearing out the tire more quickly. Properly inflated tires can improve fuel
etficiency by § percent.

< Modify your vehicles’ engine-cooling systems: Installing an onfoff fan clutch o keep
the fan off when it is not needed reduces the demand on the engine. Installing radiator
shutters or winterfronts (particularly on diesel engines) allows the engine to warm up
more quickly.




Qs

Ten years ago there were
virtually no alternatively
powered vehicles on the road
in Canada. By 1990 there were
about 150,000 propane and
26,000 natural gas powered
vehicles. This is still a
relatively small fraction

of Canadian vehicles but
numbers are Increasing. Most
alternatively powered vehicles
are fleet vehicles and taxis,
which cover a lot of mileage.’

Area: FLEET GARAGE

Action: CPERAYE OR
PATRONIZE AN
ENVIRONMEMTALLY
SOUND GARAGE

as

REGUEST “RE-REFINED™

In Canada, enly 25 percent of the 425 mullion litres of wsed
motor o1l geverated annmually is ve-refined for reuse because
the entirve motor-oil recyeling loop — collection, ve-refining
capacity and market demand — is underdeveloped at

O Do not remove caralytic converters in order to improve performance or efficiency,
Formerly retrofitted to auromabile engines, thev are now designed as an integral part of
the powerplant and have a negligible .etfect on fuel efficiency. Corrent legislation
requires catalytic converters for all on-road vehicles, mcluding vans and trucks. They
reduce emissions of hydrocarbons and carbon monoxide. Dual-bed caralytic converters
alse reduce nitrogen oxide emissions.

O Use re-refined motor ail. It’s as good as virgin oil, it is about 10 percent cheaper (or
should be — shop around), and it closes the recyeling loop oni’an expensive and non-
renewable resource by stimulating a demand for used motor oil. (5ee “Hazardous
Materials? and "Purchasing™ Chapters. )

0 Use reusable oil filters. These stainless steel parrs are designed to drain completely
mto used-o1l containers (to-go to the recveler from time o time), can be cleaned with
soap and water (any contaminant is negligible), then reused indefinitely. They fitall cars
and rrucks, excepr diesels.

[ Use water or non-toxie summer-grade windshield wash, which is made from warer
and detergent but contains no ethylene glycol, when there is no threat of freezing.

O When washing vour fleer, try to conserve water quantity and quality. It's difficult to
avoid flushing road salt and other contaminants down the drain, but ar the very least
use cleaning agents thar are less harmtul to the environment.

w  Use cold water to save energy.
m  Use low-phosphate detergents or seaps. (See "Purchasing” Chaprer for definition. )

m Use onlv as muoch wareras vou need. Don't leave the tap running when voun are
soaping the vehicles.

Servicing a fleer, whether in-house or at an outside garage,-involves a number of
hazardous materials and wastes, such as motor oils, transmission and brake fluids, ant-
freeze and car barreries. In addition, vehicle maintenance puts workers in Contace with
potentially hazardous substances such as ashestos brake linings and vehicle exhaust.
When operating or choosing a garage, ensure that provincial/federal regulations for
worker health and safety (see “Hazardous Materials™ Chapter for informartion on
Workplace Hazardons Materials Inférmation System, WHMIS), are followed and that
there is proper storage, handling, reuse and disposal of these vehicle-related hazardous
substances. For rthe large user, there are exchanges and collection/treatment services for

sewers, landfills and onr water systent is to increqse demand
for re-refined oil. Ask for it when you weed oil. Individual
cansumer preference, and the procuresment policies of
governments, institutions, and businesses are the solution to

this problem.

present. The most effective way to remedy this situation and

pet that beavily contamingted bazardous oil out of storm

HARMOHY WORMPLACE GUIDE
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In this decade, we could be
driving an electric vehicle
powered by aluminum and air,
and capable of travelling
300 kilometres cleanly and
inexpensively. Engineers at
Alupower Canada Ltd. say the
use of aluminum-alr fuel cells
will nearly guadruple the
range of electric cars and
make them a reasonable form
of transportation, especially
in metropolitan areas where
pollution is high."

Qs

Arza: FLEET DRIVING

Action: INSTITUTE FUEL-
EFFICIENT DRIVING
PRACTICES

Qs
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hazardous substances, particularly used motor oil. For the small user, many
municipalities andfor local garages provide collection services for recveling used mortar
oil and orher materials.

The toxic substances involved in vehicle maincenance are covered in detail in the
“Hazardous Materials”™ Chaprer. Specitically, make sure your garage, or the one you do
business with:

[0 Uses reusable ail filcers (see “Fleer Mamtenance™),
A Uses re-refined moror oil.

O Safely collects and stores waste oil (in 43-gallon drums. if vou do it vourselfl, and
sends to o recycler

2 Has or uses equipment that recaptures for recycling CFC refrigerant during the
repair of vehicle air conditioners, if any of your fleet is air conditioned.
There are procedures and equipment to recaver the refrigerant for reuse: Across Canada
most domestic car-dealer service departmenrs have switched to systems for collecting or
recycling refrigerants. As of July 1, 1991, Onrario and Nova Scoria now require stich
systems i all automotive air-conditioning repair shops. Some car manufacrurers have
switched to a porentially less ozone-damaging refrigerant, HCFCs, as an INEErim . step
toward finding harmless substitutes.

O Follow good practice when using, storing or disposing of hazardous substances
required for fleet maintenance; see “Proper Use, Srorage and Disposal™ m “Hazardous
Materials” Chapter.

Fuel-wise driving can cut your overall fuel consumption by up to 10 percent. If your
vehicles log 100,000 kilometres a year, good driving habits mean 10,000 of those are
“free” — savimgs for you and the environment.

O Train fleet drvers (and other employeest to:

s Reduce speed. Cutring vour highway-cruising speed from 110 km/hour to 90
kmthour saves 25 percent fucl.

»  Practise steady, moderate acceleration and smooth braking. Jerky starts and stops
decrease fuel econoimy,

s Turn the engine off. Idling accounts for 20 ro 40 percent of fuel use in delivery
vehicles.

s If the vehicle has air conditioning, use only when travelling long distances and
temperature is very hot.

m  Open vents, not windows when travelling ar highway speeds. Windows increase
wind resistance, wasting up 2 percent of your fuel.

3 [If vou operate delivery vehicles, pracrise daily-trip planning:

w If you own several types of vehicle, select the most suirable and therefore most
efficient for the job.

s Remove unnecessary weight from the vehicle. For every 43 kilograms of extra
weight, fuel consumpnion increases by 1 to 2 percent.



A bus carries the same number
of people as 40 commuter
automobiles, with 39 fewer
exhaust pipes. Of course,
bikes and sneakers can

carry the same number with
40 fewer pipes.

Areca: BUSINESS TRAVEL

Action: USE ALTERMATIVES TO
CARS AND AIRPLANES

Qs

Arca: COURIER SERVICES

Action: USE NON-VEHICLE
ALTERNATIVES

HARMOMY WORAKPLACE GUIDE

m  Make a pre-trip or delivery checklist to avoid doubling back for forgotten irems.
m  Consolidate deliveries.

n If a number of stops are required, plan the route to aveid doubling back and
Criss-crossing.

» Avoid peak areas and hours of traffic congestion, where possible. An average of 60
percent more fuel is used when driving in congested conditions as opposed to highway
driving.*

O In winter especially, follow the above guidelines to minimize fuel waste. The extra

strains on your vehicles of long warmups, idling and tire slippage can double the release
of noxious emissions to the atmosphere. Other cold-weather tips:

m Install a cimer to starr your block heater one to owo hours before the vehicle 15
needed, rather than keeping it on all night.

m If your parking lot has outlets for car block heaters, mstruct employees ro plug in
their vehicles during the afrernoon coffee break rather than leaving them plugged in all
day. If feasible, put all vehicles on one timer, set to start an hour before the majority of
emplavees depart,

»  Avoid excessive warmup time. Often, you need only to warm the engine for 30
seconds or so, then drive gently for the first few kilomerres.

a  Remove all snow from your vehicle before starting out — moving extra weighe
burns more fuel.

m  Use electric defrosters only as long as required to do the job. Remember to turn
them off.

On the basis of kilometres travelled per passenger, per litre of fuel, the airplane is the
most inetficient form of travel, while the train is the most efficient.

O Betore authorizing a business rrip, consider whether the job can be done by
telephone, conference call, fFax or modem.

U Encourage employees to rravel by bus or train when appropriate, for example, for
shorter or overnight business trips.

Ask yourself and vour employees how urgent the delivery really is. Could it wait a few
hours or even rill tomorrow? When deadlines are being set, can a little extra rime be
allowed for delivery?

U For urgént or long-distance documents; use fax machines and electronic mail.

U For local or non-deadline documents, use bike ar walk courier services. Don’t forget
the mail box eicher,



Area: EMPLOYEE
TRANSPORTATION
TO AND FROM WORK

Action: ENCOURAGE
ALTERMNATIVES TO OME-
DRIVER CARS

In most urban areas, the
number of vehicles on the
road excecds capacity;
not only does driving in
congested traffic make
your blood boil, it uses up
to &0 percent more fuel
.than highway driving."

Qs

We use our private, polluting automobiles more for getting to and from work than for
any other reasorn.

Environmentally sound alternatives — public transit, bicycling, walking — impraove
employee health, and people who choose more dependable means of getting to work
than private automobiles tend ro miss fewer days of work.

Ride-sharing is also a practical solution in low-density residential and rural areas
where public transit is not available.

O If you niow provide free employee parking, consider revoking this privilege for
single-occupant vehicles. Instead, offer employees a “bonus™ not to drive. It could be
equivalent to what you now pay per car for parking, or equal to the cost of a public
transit pass. Better yet, subsidize a public transit pass for everyone.

Or, reduce parking rates for commuring vans and vehicles with a full passenger load
and inflate rates for single-passenger vehicles. Weigh the costs of partially or fully
subsidizing bus or train passes for employees — it may be cheaper than providing
parking lots. '

0 Encourage ride-sharing and pooling. Set up a bulletin board or other communication
system for hooking up those who wish to ride-share.”

O Investigare providing van pools. For large companies, it could reduce the need to
construct, expand and maintain parking lots and garages.

0 Encourage employees to walk or bike. Provide secure bicycle parking, and change
and shower rooms.

QO If your organization has a number of locations around a city, offer employees the
opportunity to transfer to a branch nearer to their home, making these alternative forms
of travel more artractive;

2 Urge your municipal government to create bike paths and lanes, and ro provide
efficient and cost-competitive public rransportation,

COMPARATIVE FUEL EFFICIENCY

Trun [
s [T
PLANE (BOEING T6T) [F
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* A British Thermal Unit (BTU) is the amount of energy
necessary o raise the temperature of one pound of water
one degree Fabrenbeit.

Source: Preliminary Program, 17th Annual Conference of
the Solar Energy Society of Canada, June 21-16, 1991,

Toranto, Ohtario 4
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SUCCESS STORIES
BIKES AND SHOWERS Bell Northern Research in Otrawa, Ontario encourages its

employees to bicycle to work by providing bicyele lockup space and showers.

MORE THAN SCOTCH TAPE The 3-M Company of 5t. Paul/Minneapolis, Minnesota,
provides 135 vans for employee transportation, carrying 1,500 commuters and saving
1.1 million litres of fuel a year,”

ETHANOL GAS Erthanol-blended gasoline for use in automobiles and hght trucks was

recently awarded Environment Canada’s EcoLogo label.
Benefits: ethanol blends reduce dependence on fossil fuels and reduces buth toxic
and carbon dioxide emissions into the armosphere,

FOOTNOTES

' Tramsportation and Energy: An Action Guide for Groups, by D, Creighton and 1S, Ancans, The
Rumge Press Led,, Orawa, Auguost 1950,

21991 Aviation and Aevospace Divectory of Canada; Canadian Civil Aircraft Repfstry, Transport
Cianada, May 1991,

"The New Intermationalist, No.195, New Internationalist Publications Led., May 1989, pp.12:13.
“ap.cir; ¥ Creighron and 1.5 Ancans; 1980, p.5:

' Futnre Transportation Fuels: Conventional Fuels, Ministry of Supply and Services, 1956,

*Globe ¢ Mail, May 29, 1990,

“Globe & Mail, Tanuary 23, 1990,

Yap.cir, I Creighton and 1.5 Ancans, 1980,

" Persondl communication, Perer Reilly-Roe, Department of Enerav, Mines and Resources,
Augose 13, 1991,

"= Analysis of Origin/Desunation Survey Hwy, 7 ar McCowan Road in Markbam,™
Transportation Demand Research Gtfice survey, Ontang Mimistry of Tra NSPOrrAtion,
January 5, 1987,




SOURCES AND REFERENCES

The availability of information in
both French and English varies
depending on its souree and purpose.
References and publications are
presented in the language in which
they were provided.

FEDERAL

Public Affairs Branch
Transport Canada

Place de Ville, Tower C
330 Sparks 5t., 21st Floor
Ortawa, ON, K1A ON5
(613 990-2309

Pusblishes the Fuel Consumption Guide,
which can be obtained, free of charge, by
writing this department of from many car
dealers or licence bureaus across the
country. A lst of other transportation
related publicarions is also available on
request.

BRITISH COLUMEBIA

Ministry of Transportavion and Highways
940 Blanshard Sireet

Victoria, BC, VBV 1X4

{604} 387-3198

ALBERTA
Alberta Transportation and Urilitdes
Twin Arria '

4999 98 Avenue
Edmonton, AB, T6B 2X3
(403) 427-5028
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SASKATCHEWAMN
Department of Highways
& Transpotiation

1855 Victoria Avenue
Regina, SK, S4P 3V5
(306} TBT-4804

MANITOBA

Manitoba Highways and Transportation
#7440, 215 Garry Street

Winnipeg, MN, RIC 321

(2041 945-5818

QOHTARIO

Mansstry of Transportation
1201 Wilson Avenue
Downsview ON, M3M 1]8
{416) 235-394

QUEBEC

Ministére du Tourisme

700, boulevard Saine-Cyrille est
Queébee City, 'O, G1R 5H1
(418} 643-6740

HEW-BRUNSWICK

Department of Transportation
0. Box 6000

Fredricton, NB, E3B 5H1
(506} 453-2663

MOVA SCOTIA

Department of Transportation
and Communications

P.O. Box 186

Halifax, NS, B3] 2N2

{902] 424-B687

PRINCE EDWARD ISLAND
Department of Transportation
& Public Works

P.O. Box 2000
Charlotietown, PE, C1A 7MNE
{202) 368-5300

NHEWFOUNDLAND
Department of Works,
Services and Transportation
Confederation Building
ILO. Box 8700

St John's, NF, A1B 4]6
(709 576-3291

MATIONAL

Canadian Automobile Association
1775 Courtwood Crescent
Otrawa, ON, K2C 3]2

(613 226-Tadl

Muote: Also contact viur provincial
Assoolation.

Canadian Trucking Assocration
#3300, 130 Albert Street
Ohrtawa, ON, K1P 5G4

{613) 236-9426

Nore: Also-conmact your provincial
trucking assoelarion,




URCHASING

QUICK START

HARMOMY WORKPFLACE GUIDE

- What can you do, starting roday, to improve purchasing practices and buy

environmentally sound produoces?
Quick start provides easy-to-implement actions, providing excellent environmental
benefits and potential cost savings:

QUICK START FOR MORE INFORMATION

»  Purchase office paper with high, Look for @S |symbel| on page 55,93
post-consumer recycled content.

n Switch to cleaning products thar are Look for @5 on page 93
low-phosphare.

a  Use re-refined motor oil in vehicles. Look for @5 on page 100

m  Use mercury-free (or low mercury) Look for @5 on page 96

batteries.

m  Purchase calcium magnesinm acetate Look for @S on page 99

for de-icing sidewalks in winter.

w  Use organic herbicides, pesticideés and  Look for @S on page 95

fertilizers in grounds maintenance.

While you are developing a comprehensive environmental strategy and setring
priorities for long-term goals, these Quick Start measures will help vou ger started.
Implement as many of the target areas and actions as possible found in this Chaprer.

0




IN ADDITION TO THE USUAL COMCERNS OF COST PER UNIT, DELIVERY TIME AND

PRODUCT PERFORMAMNCE, PURCHASING AGENTS ARE FACED WITH A NEW CONCERN:

TRYING TO IDEMTIFY PRODUCTS WHICH ARE ENVIRONMENTALLY SOUND AND MADE OF

RECYCLED MATERIAL. GRATEFULLY, THE GROWING DEMAND FOR THESE PRODUCTS HAS

LED TO INCREASING AVAILABILITY AND QUALITY AND IMPROVING PRICES.

Harmony, Spring 1991, Vol. 1, No. 4

HARMOMY WORKPLACE GLUIDE

URCHASING IN YOUR
WORKPLACE

YOUR PURCHASING POLICY IS COSTING YOU AMD THE ENVIRONMENT

The greatest fallacy of the modern-day workplace is thar of the “paperless™ office.
Computers were supposed to revolutionize our working ways so that we could create,
correct and communicate on-screen, shortcutting the alarmingly long, wasteful paper
trail endemic to every organization. Instead, quite the opposite has happened: we create
on computers, but we continue to correct and communicate on paper, generating even
more drafts and copies than before because we can print them so lightning fasr.

Far from being paperless, we are voracious consumers of this and other products in
the workplace — from supplies such as printer and copier toner, cleaning marerials,
paints and de-icing compounds, to furniture and compurer and photocopying
equipment, to vehicles and motor oil, to building materials and apphances. A
purchasing policy that is based only on supplying perceived demand is a costly one
indeed. If vour policy does not ask, in this order, whether you need to buy the product,
which producr alternative is best, and how most efficiently ro use it, then you are
purchasing unwisely — at the expense of your organization and the natural environment.

Every fime your reports come off the photocopier on one side of 28 sheets of paper
rather than two sides of 14 sheets, your paper bill doubles. Every rime you buy
disposable rather than rechargeable batteries, or buy barteries in the first place when AC
current would suffice, vou add more roxic waste to our landfills. Every time you
purchase an energy-inefficient photocopier, or coffee-maker or other appliance or
machine, vou are inviting your local electric utilicy to raise your bill.

And every time you choose harmful products over their more benign alternatives, or
over-use what vou choose, you perpetuate a relentless cycle of resource depletion,
encrgy abuse, pollution, and expensive “band-aid” solutions to cope with
environmental problems that we all helped to create.

You can profit from a wiser purchasing policy in your workplace, particularly when
combined with conscientious use and waste-reduction programs, 5o hefore instituting
one, read the “Waste” and “Hazardous Materials” Chapters. Economically and
environmentally sound buying begins not with “green” products, but with the 3Rs -
reducing, reusing and recycling existing supplies and equipment, Then investigate the
claims of “friendlier™ products: Are they easy on the environment from “cradle to
grave” — that is, from their development to their disposal? And are they cost-effective?

ki



Area: PAPER
Action: REDUCE USE

REFER TO “WASTE™ CHAPTER
FOR TIPS ON REDUCING AND
RECYCLING PAPER.

HARMOHY WORKPLACE GUIDE

Think about establishing a purchasing group. By linking up with affiliated or like-
minded organizations you can increase your environmental market power by
encouraging suppliers to provide reduced packaging or seek less roxic products, But give
your current suppliers fair notice of your new policy and the opportunity to switch
along with you. Wiser purchasing decisions will have a ripple effect nor only on your
organization, but on the people who supply your products and services, the customers
who use your products and services — and the forests, lands and waterways from which
those products come and to which they return.

You can begin to reap and share these benefits by formulating, then implementing a
workplace purchasing action plan.

YOUR PURCHASING ACTION PLAN

Read rthrough the following Target Areas and Actions for improving your purchasing
policy. Then find our how many you can apply to your own workplace by conducting
an assessment of your products and purchasing practices throughout vour operations,
You can do this yourself, using the Purchasing Assessment Worksheet. If necessary, seck
advice on your purchasing policy from a competent environmental consulting firm or
environmental group, as well as associations you belong to.

Once you have assessed where and how you could improve your purchasing
practices, record the areas needing artention and actions to be taken in the Action
Planner. The Action Planner provides a plan tailored ro your workplace. Some measures
you'll want to implement right away, others will need further evaluation, but first create
a “Workplace Green Team™ of participants representing each part of your organization.
{see “How to Use the Workplace Guide™ Chapter.) There are lots of ways to coordinate
this, but do involve staff and delegate. Assign a captain to every applicable Targer Area
and Action, and set dates for Green Team progress reports. To guide you in your
purchases, use the results from your Purchasing Assessment Worksheet and the
Purchasing Checklist.

Remember: preparation of your Purchasing Policy must work hand in hand with all
the other environmental improvements being made in the workplace.

TARGET AREAS AND ACTIONS

' Purchase or lease a double-sided photocopier. Double-sided copying reduces paper
consumption by up to 50 percent.

<. Look for a phorocopier with a by-pass paper tray that conveniently allows the use of
one-sided blank paper for copying without unloading the main paper tray.

U Don't purchase “sticky notes” — thev may seem convenient, but certainly aren't
necessary {substitute a scrap of paper and a paper clip) and aren’t accepred for recycling.
O Reduce the number of copies your organizarion produces of invoices (and the acrual
paper size of the invoice).

< Purchase computers with adequate hard disk space to store documents on the
computer, not in paper files. See “Waste™ Chaprer for additional information on
recycling and alternatives to paper communication.

U Negotiate a contract with a paper recycler for fine paper (as well as lower grades)
throughour your workplace.

b



Area: PAPER

Action: PURCHASE
ENVIRONMENTALLY 5QUND
PAPER PRODUCTS

If all the paper consumed in
Canada yearly were recycled,
20 million trees would be
saved, and about 35% of our
municipal waste stream would
be diverted.

Qs

HARMOHMY WOREKEPLACE GUIDE

Your organization can also make a big difference by choosing environmentally sound
paper products, including a high percentage of tecyeled-fibre content and avoidance of
chlorine-bleaching as a whitener. (Oxygen- or ozone-bleaching minimizes the hazardous
toxins discharged in waste water by pulp and paper mills.}!' To help you in your
decision, Environment Canada’s Environmental Choice Program {follows later in
chaprer) has established guidelines for paper products. In order to meet the Ecologo
program standards, all grades of fine paper (e.g. computer, bond and print-out) must
contain at least 50 percent by weight of recycled paper, with a minimum 1()-percent
post-consumer fibre as of July 1991,

Unfartunarely, the guidelines do not deal with chlorine bleaching. As well, paper
manufacrurers are already producing a: variety of fine papers that substantially exceed
Ecologo standards {particularly in the important post-consumer content), And the
absence of an Ecologo on a product does not necessarily mean it is not up to these
standards since application for an Ecoliogo is voluntary and incurs a licensing fee for
the manufacrurer.

Much of the paper made from recycled fibre is of an equivalent quality to that made
from virgin fibre. However, when switching to reeyeled-content paper; test its suitability

_ and performance for the intended use, and ask your paper, photocopier and printing

suppliers to assist vou. )

There is currently a cost premium for some recycled paper products. For example, a
500-sheet package of premier virgin-quality photocopier paper costs $6.99, while the
same package of 100-percent recycled-content costs ronghly a dollar more. The
preminm is diminishing, and many industry experts say it will soon disappear.

0 Adoprt an environmentally sound paper policy, This includes:

s implementing a IRs program for fine paper and lower grades of paper. (See
“aste™ Chaprer. )

m  purchasing recycled paper prodocts (from stationery to file folders) that contain
post-consumer fibre, the higher the percentage, the better. Good-guality papers are
increasingly available with 100-percent post-consumer recycled content.

m purchasing recycled paper that is unbleached, and non-deinked. This may not be
indicated on product labels; ask your supplier ro find out.

m. purchasing envelopes that, in addirion to the above paper criterin, use water-hased
glue and have no plastic or cellophane windows.

m  purchasing address labels made with a recycled-paper backing sheet and water-
based glue,

0 Ask vour paper suppler or printer to keep yon advised about new papers
and standards.

1 Make purchases using the environmental criteria provided in the Purchasing Checklist.
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Area: ARCHIVAL PAPER

Action: PURCHASE ACID-FREE
DOCUMENTS PAPER

Area: SANITARY PAPER

Action: REDUCE USE,
PURCHASE ENVIRONMENTALLY
SOUND SANITARY PAPER

Area: PACKAGING
CONTAIMNERS

Action: PURCHASE REUSABLE
ALTERMATIVES, AND RECYCLE

HARMOMY WORKFLACE GUIDE

For documents to be included in your permanent hard-copy records, acid-free paper is
your best choice. The very qualities thar make ir good archival marterial are also easy on
the environment. It is produced using an alkali solution rather than an acid solution, so
pulp-mill effluent is less toxic (acidic effluent liberates toxic metals from rocks in
waterways). And because it does not contam acidic residues, it resists vellowing better
than acid-produced paper.

In all other environmental respects, acid-free paper is nor especially superior. It costs
the same or slightly more than regular paper, but the price differential is disappearing as
more Canadian companies switch their production capacity 1o the alkali process.

4 Keep all appropriate records on computer disks,

2 Encourage staff to edit documents on screen, producing only one, final copy
for archives.

U Purchase acid-free paper for necessary hard-copy archives.

Thee recycled-fibre content of most of the sanitary paper products (hand towels, toilet
paper] now available is high. A few brands conrain 100-percent recycled content,
Increased purchasing of 100-percent post-consumer recyeled sanitary papers improves
the marker for waste office paper. And purchasing recycled-content paper of any kind
means fewer trees cut, less energy used, less toxic effluent.

As well, there are a number of domestically produced 100 percent recveled fibre
sanitary papers thar are nor chlorine bleached, which reduces the impact on the quality
of our waterways, These are readily available through paper distributors, and as a rule
are cheaper than orther sanitary papers,

9 Conrract with a towel service to provide cloth-loop towel machines for washrooms
{and specify that they be regularly maintained with clean supplies). If vours is 2 small
office, simply provide a few rowels for washroams.

< Purchase sanitary papers that are made with 100-percent recycled content, a high
percentage of post-consumer recyeled hbre, and are not chlorine bleached.

The majority of cantainers used in the workplace are probably those made from
corrugated cardhoard, which already contains a high percentage of recycled fibre.
However, most corrugated cartons are designed for pne-trip, one-time use. at which
point they are disposed of or recyeled. Your prganization can minimize that waste by
switching to reusable containers, and reusing your existing cardboard containers.

< Purchase, or rent for particular uses. reusable shipping contamers (recveled plastic
construction, steel, or wood) instead of corrugated cartons.

d Reuse or recycle any corrugared cardboard you receive when packing deliveries or
purchases.

d  Buy, perhaps in conjunction with neighbouring organizations a bailer 1o reduce
used cardboard bulk for storage and transportation to a recveler.

U Locare a recycler. Depending on the state of the commodity market, vour recyler
will charge less than the local landfill tipping fee, pick up for free, or pay you for the
used carrugated cardboard.
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Arca: CLEANING PRODUECLTS
AND DEVICES

Action: PURCHASE
ENVIRONMEMYALLY SOUND
ALTERNATIVES

Qs

Arca: GROUNDS-
MAINTENANCE

Action: ELIMINATE USE,
PURCHASE ENVIRONMENTALLY
EOUND ALTERMATIVES

Qs
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Regardless of the size of your organization, you use cleaning products in the general
upkeep of vour workplace. These include all-purpase soaps, toilet and drain cleaners,
window cleaners, floor wax and wax steippers, floor and furniture dusters and so on, all
of which have varying degrees of impact on the environment {See *Hazardous
Materials® Chapter).

You can help to minimize that impact by instructing your cleaning staff or cleaning
contractor to swirch to environmentally sound cleaning products (See “Hazardous
Materials” Chaprer). A definition of these terms, follows later in this chapter.

O Speafy low-phosphate cleaners that are citrus or plant-based, and non-hazardous.
(See the “Hazardous Materials™ Chapter for more detail on phosphates and
alternatives.)

O Ask manufacturers or suppliers for material safety data sheets and reports of
independent analysis of their products (there are no government guidelines to determine
whether or not cleaning producrs are environmentally sound). Ask for specific
information on any clamm, 1f 1t’s biodegradability, for example, find out how long ir rakes
to break down and whether the by-products of degradation are harmful to the
environment.

O Specify automatic dosing containers rather than manual or single-use packages;
automatic dosing ensures that the minimum amount of product is used and reduces
packaging waste. Where large refillable containers are available even more packaging
waste is avoided,

O If refillable containers are not available, specify packaging that can be recycled in
your community or ask the product supplier to rake the containers back. Avoid aerosol
spray cans. These cans can’t be reused, or easily recycled.

O Specify concentrated cleaning materials where possible as the container will last
longer (and can possibly be refilled).

There aré a number of approaches to grounds maintenance that avoid altogether the use
of hazardous pesticides, herbicides and fertilizers, and that rely on organic alternatives.
These techniques are infinitely preferred: for details on the environmental impacts of
hazardous versus organic products, see “Hazardous Materials™ Chapter, See “Warer”
and “Property Management™ Chapters for information on watering lawns and gardens.

O If you contract out grounds maintenance, select a landscaping service thar offers an
organic lawn-care program including aeration, top-dressing with compost, seeding,
hand-weeding and application of arganic fertilizers {only if necessary),

O Provide weed-diggers and a reward of five or 10 cents per dandelion {with root) to
employees’ children or neighbourhood kids. Or encourage the employees themselves as
a spring/summer environmental projecr. Mechanical methods are more enyironmentally
sound than chemical solutions.
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Arca: BATTERIES

Action: REDUCE USE,
PURCHASE EMVIRONMENTALLY
SOUND BATTERIES

Qs

Arga: OFFICE EQUIPMENT AND
SUPPLIES

Action: PURCHASE
ENVIRONMENTALLY SOUND
FEATURES AND MATERIALS
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If there are calculators, laprop compurters, cellular phones, flashlights, cameras, smaoke
detectors, meters and gauges, and any number of other porrable-powered equipment in
your workplace, then there are dry-cell batteries too. Traditionally designed as
disposables, they represent not only a waste of resources, but also a hazard ro our
ground water and soil when discarded. Their heavy-metal contents (predominantly
mereury, 45 well as cadmium and zinc) can leach from landfill. Ar present, there are no
facilities in Canada to recover and recycle them. Environment Canada estimates that
batteries are responsible for 35 percent of the total release of mercury inta the environment.

Before purchasing alternatives, plug into your workplace. Where could you be using
AC current instead of batteries of any kind? Low or mercury-free batteries are better
but your best choice is rechargeable batteries (which replace the need for 300 throw-
aways before requiring replacement).

The Environmental Choice Program has established guidelines for non-rechargeable
alkaline barteries. Cylindrical batteries, the major type, presently contain less than one-
percent mercury. To meet the Ecologo standards, barteries must be 99.975-percent
metcury-tree by weight. The required mercury-free percentage rises July 1, 1993 to
99.980 percent. Button bartteries used in cameras, for example, must contain ne more
than 25 milligrams of mercury per cell.

4 Purchase equipment and machines that do not require batteries. and choose AC
current over batteries. Reorgamize yvour workplace to make oprimum use of outlets, ot
install outlets if there are an insufficient number.

U Purchase rechargeable barreries wherever possible; exceptions could include certain
smoke derectors, as stared on label,

O If you purchase batteries choose mercury-free products which meet EcoLogo standards.

3 Make purchases using the Purchasing Checklist criteria.

Your office equipment — computers; printers, phorocopiers, document scanners, fax
machines — consume energy, much of which is generared using nonrenewabhle
resources, and all of which burdens the environment with pollution. In a typical office
workplace, all this equipment draws about 15 percent of the roral electricity, a figure
estimated as high as 30 percent in highly automated offices, where there is intensive use
ot computerized and other electronic information-processing equipment.”

It’s not just the operation of this' equipment, but the supplies required — toner
cartridges, ribbons, and reams of paper — that make a major environmenral impact.
Careful purchasing of office equipment can help to minimize thar abuse, and cur your
energy and other bills significantly.

Before buying more energy-efficient equipment, ensure that your employees are
following wise practice with vour existing equipment. Start with “turn it off”* when not
in use, and follow with the guidelines provided in “Energy” Chaprer.

When in the marker for new equipment:

O Think hard about your workplace needs before purchasing a high-speed
photocopier: does its use really justify the extra energy a faster unit takes, or conld vou
manage with a slower model?

d - Purchase photocopiers with double-sided photocopying capacity to reduce your
consumption of paper. Some photocopiers can be retrofitred.



Arca: PAINTS

Action: PURCHASE
EMVIRONMENTALLY SOUND
PAINTS
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O Purchase phorocopiers with automatic paper-size selection to cut down on the
number of wasted copies. (How many times has the person before you printed on legal-
size, and vou didn't notice, thinking it was letter-size?)

)

0 Purchase photacopiers with “stand-by mode,” which curs the machine back to
maintenance power when not in use after a set period of time, but keeps it “warm™ so it
quickly returns to full power when needed. On certain brands, stand-by is a standard
fearure. Others may offer a *power-saver” feature that automatically turns the machine
off after a certain period of disuse.

O Purchase laptop computers where appropriate. Virtually all have AC plug-in
capacity. They are more versatile than conventional PCs, and draw one-tenth the power
for the same performance level.

O Purchase fax machines thar use plain paper rather than thermal fax paper. The
purchase price will be greater, but the operating cost will be less, Plain paper is reusable
and recyclable, thermal fax paper is not.

O Purchase black-and-whire computer screens unless you have a specific need for
colour, which requires twice as much energy.

U Purchase dor-matrix printers — they draw one-sixth the power that laser printers
require. Use for internal reports, labels or drafts. At about 300 dors per mnch [(dpi),
the quality produced by laser printers is best used when only the highest-quality printing
is required.

0 Several companies now remanufacture laser-printer toner cartridges and reload dot-
matrix printer ribbons. Make sure their use doesn’t violate your warranty. If
buving new laser printers, inguire abour ones whose cartridge design enables,
remanufacturing. The Canadian General Standards Board (CGSB) has developed
standards and runs a Certification Program for suppliers of remanufactured laser printer
cartridges (see “Sources”).

Mast organizations coneract painting and other mamtenance tasks. Specify in your
conrract that the paints and their use be environmentally sound. Generally, water-
soluble paints {which include latex and casein-based) are least damaging to the
environment, releasing fewer volarile organic compounds into the atmosphere and
requiring only soap and water for clean-up, not hazardous solvents. Qil-based. or
“alkvd,” paints release more toxic compounds, and requite solvents for cleaning,
Anywhere you can eliminate or reduce your use of oil-based paint, do so. (See
“Hazardoos Marerials™ Chaprer.)

A number of water-soluble and oil-hased paints have recently been awarded the
EctiLogo, meaning they are not formulated or manufactured with formaldehyde or
mercury of, in the case of oil-based, halogenared solvents; not rinted with lead,
cadmium or chromium V1 pigments; in the case of oil-based, contain limited amounts of
valatile organic compounds and aromatic compounds; and conform to cerfain other
environmental standards. The products are widely available.
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Arca: NEW CARPETING

Action: PURCHASE
ENVIRONMENTALLY 50UND
CARPETING, REDUCE INDOOR-
AlR POLLUTION

Area: DE-ICING COMPOUNDS

Action: PURCHASE
ENVIRONMENT FRIEMDLY
ALTERMATIVES
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Specify that your painting or building-maintenance contractors, or your own
maintenance staff:

J Reduce paint use by carefully following instructions for application: avoiding
spillage and waste; using all the paint in the container before disposing of the container;
and consolidating leftoyers for future use or disposal,

U Whereyer suitable, purchase water-soluble paints, Look for products which meer
Ecologo standards and consider other sound environmental alternarives such as casein-
based paints,

< Whete oil-based paint is necessary, such as in bathrooms and other damp areas,
purchase paint which meets.EcoLogo standards.

U Follow good clean up procedures, especially when cleaning up after using oil-
based paints. See “Proper Use, Storage and Disposal™ in “Hazardous Materials®
Chaprer. :

4 Use up paints completely to minimize the amount requiring disposal. Paint that
cannot be used can be given to someone whao can,

O  Proper Disposal:
» air-dry water-hased paint cans before disposal;

= rreat oil-based paints, rust paints, wood preservatives, stains and finishes as
hazardous wastes and dispose of them at approved collection and treatment facilities. Many
munijcipalities operate special depots or hold periodic hazardous-waste collection days.

When carpeting is installed, its marerials, foam backing and adhesives often emir toxic
fumes. This “offgassing” phenomenon can pollute your workplace atmosphere with
toxic contaminants such as formaldehyde, causing headaches, dizziness, nausea and
drowsiness, among other unpleasant symproms.

Before you purchase, ask yourself whether new carpeting is really necessary. If it is:

Purchase carpets which are not latex bonded.
Purchase wool carpers, a natural, long-lasting fibre.

Specity rubber underpadding, not foam.

| 5 S A

Instruct the carpet installer thar your first choice is to secure the carpeting with
‘rackless strips,’ instead of adhesives.

< If an adhesive is required: specify water-based adhesives and raise the temperature
in your workplace to the maximum over the first weekend following installation to
“bake-out™ the air pollutants. Then thoroughly ventilate on an ongoing basis. (See “Sick
Building Syndrome.,” m “Energy”™ Chapter.)

Rock salt {NaCl) used on the sidewalks and roadways around your workplace
contaminates ground and surface water, and soil, and harms vegetation. It corrodes the
metal of vehicles, as well as damaging concrete and steel structures sach as parking
garages and bridges.

There are a number of alternatives whose manufacturers claim are less harmful to
the environment including calcium chloride 1CaCly); PM-20 (a mixture of MaCl and
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EFFICIENT EQUIPMENT AND
ENVIRONMENTALLY SOUND

PRODUCTS
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CaCly -2H;0); calcium magnesium acetate (CMA); sodium tormate; urea; a mixture
of water, magnesium chloride and PCl (sold as Freezgard + PClj; a mixture of rock salr,
PCl and magnesium chioride (sold as Quicksalt + PCl); and a mixture of rock salt and
sodium monofluorophosphate.

While most of these alternatives have not been fully rested and proven, (and they
are more costly), CMA appears to be the most environmentally sound alternarive and is
less corrosive than rock sale?

To keep vour sidewalks and roadways clear:

O Purchase environmentally sound de-icing alternatives. Ask your suppliers to keep
you abreast of the latest developments.

0 Contract snow-removal services with a firm that uses less damaging materials than
rock salt.

O At the very least, use salt sparingly and away from water.

Stoves, refrigeratorsiwater coolers, freezers, dishwashers, microwaves, toasters, kettles
all consume energy during use — and if you have a food-service area in your
organization, then vou prabably use all or some of these appliances.

Energy efficiency, therefore, is your major environmental consideration when
purchasing new appliances, In addition, many refrigerarors and freezers contain
insulation manufactured with CFCs, a prime contributor to ozone-depletion. CFCs: act
as refrigerants in these apphances as well.

Environmental Choice has developed guidelines for large domestic (houschold)
appliances based primarily on energy efficiency. And all household appliances, made in
Canada or imported for sale here, display an Energuide label, which indicates energy

“consumption of each model. This label is not a symbol of approval indicating high

efficiency, but a tool for comparing lowest to highest. However, appliances designed for
commercial use {(in restaurants, for example) are not covered, or labelled, under the
Energuide program;

0O When purchasing domestic appliances for use in your organization, use the
Energuide label 1o direct vou to the most efficient models. Ensure your choices meet
Feologo standards.

0 When purchasing any appliances, choose the most energy-efficient.

O Select durable, washable, reusable ceramic coffee mugs and dishes, and flarware,
instead of one-use, throw-away polystyrene cups, paper plates and plastic utensils.
Inform vour eaterer or coffee service.

O When servicing refrigerators and freezers, contract a service firm that recovers the
CFC coolant for recycling rather than venting it to the atmosphere.

O Follow measures to reduce energy use in appliance. (See “Energy™ Chapter.)



Area: LIGHTING

Action: PURCHASE LOW-
ENERGY LONG-LASTING LIGHT
BULBES, SWITCHES AMD
FINTURES

Area: WATER APPLIAMCES

Actiom: PURCHASE WATER-
SAVING ALTERNATIVES
AMND FEATURES

Area: MOTOR OIL

Action: PURCHASE RE-REFINED
MOTOR OIL

Qs

Area: TIRES

Action: PURCHASE RADIALS
FOR CARS, RADIALS AND
REYREADS FOR TROCHS
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O Purchase products recommended in “Energy™ Chapter.

m emphasize energy conseryation.

O  Purchase products recommended m “Water™ Chaprer.

m  emphasize water conservation.

Waste oils can be recycled. They are re-refined, or ¢leaned of their contaminants until
they are as good as new, and used again as automotive, transmission and gear ovils.
Thart's a far more sensible use of a precious resource than sending it to landfill or down
the drain, poisoning our waterways and soil with hazardous contaminants,

Environmental Choice has established guidelines for re-refined lubricating oils, To
meet Ecologo standards, lubricaring oil must be manofactured using more than 50
percent by volume re-refined oil in the base stock, and the base stock must contain less
than five parts per million (ppm) of chlorinated compounds and less than 25ppm metals
with no one metal exceeding Sppm.

Re-refined oils meer or exceed the automebile manufacturer’s specificarions for
virgin crude oil — and they are cheaper.

O Reduce use of automobile/eruck transportation; drving less reduces your use of all
transportation produocts,

O Purchase re-refined motor and orher lubricaring oils, products which meet Ecol.ogo
standards.

O Specify the use of re-refined motor oil in fleet maintenance conrracts, or at the
garage where vout vehicle is serviced.

4 Recycle used motor oil from your organization’s vehicles if you service your own; or
patronize only garages thar recycle used oil.

Dumping tires is a waste of a nonrenewable resource {most are made from petroleum-

derived synthetic rubber). Piles of waste tires are a fire hazard, and when nires burn,

they contaminate the atmosphere and ground water. Tire disposal problems have led 1o
a purchase price surcharge/tax in some provinces.

If you own a fleet of trucks, your choice 1s between buying new radials or retreads
of either radial or bias-ply tires. (Automobile-sized bias-ply tires are no longer
marketed, though your large truck tires could well be bias-ply. These too can be
recycled and retreaded,) Fully half the rires sold for trucks in Canada are retreads. The
recycling-retreading marker for truck tires is growing — and should be supported because
it extends the life of a finite resource and consumes less energy in the production.
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Approximately 25 million
tires are discarded in Canada
each year.

Arca: VEHICLES

Action: PURCHASE FUEL
EFFICIENT VEHICLES

Arca: FUEL

Action: PURCHASE
ALTERMATIVE FUELS
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Unfortunately, things are not so progressive when it comes to buying car tires. Your
choice is radial, because there is virtually no car-tire retreading taking place in Canada.

Retread tires are about 60 percent the cost of a new tre. In the U.S., retread tires
meet federal safery standards and are said to provide similar mileage performance as
new tires. In Canada, no standards have been set.

0 Purchase radial tires for cars. At least vou’'ll ger 4 to 8 percent greater fuel etficiency
than you did with bias-ply.

O Purchase retread tires for rrucks, bur ensure they satisfy safery regulations,

0 For criteria for purchaszing vehicles see “Transportation”™ Chaprer.
P 4

Leading alternative fuels include narural gas, propane, ethanol, and methanol, and
generally speaking, these burn cleaner than gasoline or diesel fuels. Of these alternatives,
natural gas and propane are “cleanest™ and most common, and provide the greatest
environmental benefit. They release lower levels of hydrocarbons, which help form
smog, and carbon dioxide, a major factor in global climate change.

Ethanol mixtures (“gasohol™) burn cleaner than gasoline, Mixtures containing up to
10-percent ethanol can be wsed in conventional gasoline engines, and are readily
available in B.C.. Alberta, Saskarchewan, Manitoba and northern Ontario. Industry
representatives say gasohol is likely to be available elsewhere in the country soon.

Natural gas or propane will give you cost savings of 40 to 50 percent, and they are
widely available. (So far, Ontario is the only province to offer sales-rax rebates for
converting to duel-fuel capaciry.)

Anather alternative fuel for limited uses such as in-plant and urban deliveries is the
electric power cell, Electric-powered delivery vehicles provide some benefit to urhan air-
quality but incur the environmental impacts generally associared wirh the generation
and use of electricity.

O Reduce use of your fleet vehicles — and reduce energy use.
O  Take measures to improve efficiency. (See “Transportation™ Chaprer.
2 Converr fleet vehicles to natural gas or propane.

J  Buy gasohol where available:
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Area: FURNITURE

Action: BUY DURABLES,
REPAIR OR DOMATE

Arca: PRINTING

Action: CONTRACT
ENVIRONMENTALLY SOUND
PRINTING SERVICES

Area: FPHOTO-DEVELOPIMG

Action: PATRONIIE
ENVIRONMENTALLY
RESPONSIBLE PHOTO LABS

In Horth America, 2,935
"green” products were
introduced during the first six
months of 1989, ranging from
office papers made fram 100%
post-consumer récycled
content to umbrellas with
nature motifs.
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Some foam cushions in furniture are made®using CFCs and there is no way for
purchasers to know. In general, it makes sense to buy durable furniture.

d  While new foam-blowing agents are being developed to replace CFCs, choose
higher density foams, They are berter quality, last longer. and minimise use of CFCs.*

When furniture gets worn:
' Refinish wood surfaces and recover upholstery rather than replacing,

< If purchasing new furniture is in order. donare the old pieces ro charity or té staff
rather than sending them ro landfill.

When contracting for outside printing services, keep these environmenral gualities in
mind:

ask for non-toxic inks, made from renewable resources, such as vegetable inks
ask if used printing inks are recovered, cleaned and reused

select recycled, non-chlonne-bleached, non-deinked paper stock

have your documents printed on both sides of the page

select recyclable or reusable report covers

staple, don’t glue reports or use plastic spines or binding

L 1 R s ] ol 2 .

specify reusable (preferably returnable) boxes or cartons for delivery of the printing
to your office; and don’t accept jubs that are shrink-wrapped

< Patronize photo labs that recover their silver, and recycle their fixer and raner
chemicals, {See “Hazardous Materials™ Chapter. )

ENVIRONMENTAL TERMS AND CLAIMS: WHAT DO THEY SIGNIFY?

RECYCLED: @) this refers to the product’s used-materials content. Look for a percentage
figure, the higher the better. In the cases of paper and plastic, look for and give preferénce
to a high percentage of “post-consumer™ recveled content — this means that the rensed
material isn't mill ends swept.up from the factory floor and pur into the front end of the
praduction process, but is material that was marketed, used, collected and recveled.

RECYCLABLE: € rhis means that the marterial or product is composed of ar is capable of
being recycled into the same or another product. This characteristic 15 generally signified
by a three-arrow loop known as the mobius loop. Guiding principles for the use of
enyvironmental claims in labelling and advertising were developed within the context of
the Conswmer Packaging and Labelling Act and the Competition Act in May of 1991,
Principles include: environmental claims and/or representations must be subsrantiated
throngh credible informarion and/or test methods. Claims and/or representations should
mdicate whether they are related to the product or the packaging material, Development
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of a definition for the term “recyclable™ continues. It is expected that the definition will
be structured around a minimum threshold value for availability, to the Canadian
population, of recveling or collection faciliries.’

BIODEGRADABLE: not a regulated term. and often misunderstond, biodegradable means
that the producr will break down into other substances when exposed to microbes in the
environment. It is not necessarily a virrue because it depends on whar is being broken
down. For example, the banned pesticide DDT readily breaks down, but into similarly
toxic and long-lasting substances, No gain to the environment.

It is a virtue in organic meaterials which, when composted, break down into humus
— a'valuable soil addition to improve conditions.

MOMN-ToXIC: this is a non-regulated and subjective term. Scientifically, roxicity is a
continuum rather than a binary concept, meaning that substances are roxic to arganisms
in proportion to how much is ingested or absorbed, rather either being flatly “toxic™ or
*non-toxic, ™

Nevertheless, non-toxic can be helpful as a starting point for purchasers to ask
questions about what is or isn’t toxic in this product as opposed to its alternatives.
Get details.

ENVIROMMENTALLY FRIENDLY: like the term “green,” this vague label is meaningless by
itself. Consumer and Corporate Affairs Canada suggests in recent guidelines that these
phrases be “made meaningful by providing specific product characteristics that ser
out the reason for the claimed benefit,” which is certainly good news for purchasers
secking environmentally sound products. Be wary too of euphemisms such as ozone and
planer friendly. '

LOW-PHOSPHATE: Low phosphate products vary in the amount of phosphate they conrain
and a clear standard does not exist, Any product in Canada, whose content is below 2.2
percent phosphorus (P) or § percent P2Os, the maximum legal limit for phosphate
content in laundry detergents, can claim to be low phosphate. Since phosphates can harm
our lakes and streams (see sidebar on phosphates in “Hazardous Materials” Chapter)
products with phosphate content with the lowest percentage are preferred.

ENVIRCNMENTAL CHOICE PROGRAM

The Canadian Environmental Choice Program was launched in 1988 to help consumers
identify products which ease the burden on the environment. The FcoLogo is the
symbol of certification for goods and services which meer the product-specific
guidelines. These guidelines study the product’s life-cycle (manufacture, transport, use
or disposall with a view to identifying aspects which offer opportunities to reduce
négative impacts on the énvironment,

As of August 1991, eighteen caregories of products and services had been
established including:

» fine paper, made from recycled paper
m  zinc-air hatreries
w reduced pollution warer-based paint

» reduced pollution solvent-hased paint
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re-refined lubricating oil

m newsprint from recycled paper

m  heat recovery ventilators

= ethanol-blended gasoline

r reusable cloth diapers

s insulation from recycled wood-based cellulose fibre
n products made from recveled plastic

= Composting systers

m reusable shopping bags

m diaper services

m craft forms from recycled paper

s non-rechargeable batteries

n  energy-efficient lamps

m warer conserving products

Draft criteria have been prepared for seven products including:
»  laundry and automaric dishwasher detergents

n  energyv-efficient major appliances

s sanitary paper from recycled paper

B COMpOST

m products from sceap tires

m lead-acid batteries

The Canadian Standards Association is under contract with Environmental Choice
to test products against the criteria and issue hicences. Application for cerrification s
voluntary: manufacrurers, pay for the initial test (based on the size of their firms), and
an annual fee to use the Ecologo based on annual gross sales of the product.

A WORD ABOUT CHOOSING CONSULTING SERVICES

“Hanging out a shingle does nor & competent environmental consultant make.” With
the growing demand for assistance in responding to environmental needs many public
relations, marketing, legal, accounting and management firms are offering their services.
However, as accreditation does not exist for environmental auditors, nor are there
standards for such services, check references carefully to retain competent professionals.
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A CHECKLIST FOR PURCHASING ENVIRONMENTALLY SOUND PRODUCTS AND
SERVICES

How can you tell if a product or service is environmentally sound? The tollowing
checklist provides criteria to help you make good purchasing decisions. Satisfy as many
of these criteria as possible for each product you purchase and ask for further
improvements where required.

U The manufacture of this product favours renewable over non-renewable resources.

< The resources used in manufacturing this product do nor come from areas suffering
severe environmental degradation (e.g., lumber from tropical rainforests).

O The product is manufactured from (a high percentage of) recycled post-
CONSUMEr Waste.

< The manufacturing process is environmentally sound, causing minimum adverse
environmental impaces or pollution.

O Ivis manufactured locally using resources from the closest possible source to reduce
transportation requirements.

It is shipped without packaging, or in reusable packaging.
The product is made for longevity — it is durable and can be repaired.

It can be used more than once, and it is easy to recycle when irs useful life is finished.

i 5 IR R

If it requires energy for use, it is efficient.

When in use, this product does not harm the environment.

U

If it must be disposed of (in your local landfill), it 1s environmentally safe.

Few products will meer all these criteria. Use these criteria to compare a number
- of products. and pick the one that satisfies the most criteria. Talk to vour suppliers,
shop around, ask for environmentally sound produces and request continual updares
an IMmprovements.
When you purchase services, ask your service contractor to verify thar the products
and processes used in providing this service satisfy these same guidelines.

ESTABLISHING PURCHASING VERIFICATION PROCEDURES You will need to establish
purchasing verification procedures for products thar are (claimed to be) environmentally
sound. The following form, used by the City of Toronto, Ontario serves as an example:

= SEN NEXT TAGE
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PRODUCT QUALITY VERIFICATION SHEET

It is the purchasing policy of (vouy organization’s namel 1o give preference, where
possible, to produces which: a) meer the Ecologo standards; b) contain recycled
materials or products; and are environmentally sound.

In order to verify the quality content of your product/s, please complete the
following form and return it with the bid documenration, Bids submitted wirhour this
complered form will nor be accepred.

Bid Number: —

Prodicr:

Company MName: .

Product Manufacrurer:

Product Carries or Meets EcoLoge Standards - YES O NO O

Product Recveled Marerial Conrent or Reason for Being Environmentally Sound:

Canada Eavironmental Choice Program Specifications that Product Conforms to:

Order may be subject to cancellation if informarion s incomplere or falsified.

Signature Dare —

Position

Address: . ' L |

Telephone:| | Fax: i

Credit: Association of Canadian Cities on Environmentally Sound Strategies
(ACCESS), Product Quality Verification Form, adapred here from MM Dillon Lid.
Study, 1990, “Purchasing of Products Containing Post-Consumer Waste andior
Products which are Environmentally Sound.”
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SUCCESS STORIES

GREEM INK. When Marc Leblanc read about ink made from canola oil, it sounded like a
big improvement over the petroleum-based inks used ar Supply and Services Canada’s
National Printing Bureau where Mare is foreman.

Marc spoke to his boss and gor approval for a trial run. The result, this environment
friendly ink is now used on 60% of the publicarions produced ar the Bureau. Why?

s It's biodegradable;

w It goes furcher than its perroleum equivalent {one litre of the canola-based ink prints
more pages than its petroleum counterpart);

It deesn’t rub off on yoor fingers;
m  [vismade from a grain, a renewahle resource:

m It is easier 1o de-ink paper that has been printed with ink made from canola oil:
when petroleum-based inks are used, a by-product of de-inking is a toxic sludge.’

GREENING THE HILL Parliament Flill 15 going green, Purchasing practices are being
overhauled to make sure the business of the Hill is environmentally sound.

House of Commons procurement people are now looking for produces that meer as
many of the following critena as possible:

m  Rensable, or contains reusable parrs

m  Recyclable, or contains recycled material

s Produce fewer polluting by-products

= Make efficient use of resources and energy

s Havea long service life andfor can be economically repaired (as opposed to replaced)

In the case of service or maintenance contracts for House of Commons vehicles,
successful bidders must demonstrate sound environmental practices such as using
recycled oil, batteries and tires, and ensuring that all hazardous materials are properly
disposed of.’

ONTARIC ANNOUNCES ENVIROMMENTAL PURCHASING POLICY A new purchasing policy was
announced by the Province of Ontanio in 1990, The purchasing policy promotes waste
reduction, re-use and recycling, conservation and the development of environmentally-
heneficial produces and industries,

MUNICIPALITIES TAKE ACTION _Many municipalities are raking action to incorporate
environmentally sound produces into their purchasing practices.

The City of Toronto has adopted a Principle on Environmentally Sound Purchasing
*ta provide for an expanded wse of products and services thar contain the maximum
level of post-consumier reusable or recyelable waste andlor recyclable content, withour
significantly affecting the intended use of the product or service.™

In the Ottawa region, up to 30 municipalities and public agencies work collecrively
in order to purchase commaodities which meet sét environmental specifications. For
example, 26 municipalities/agencies call co-operarive tenders on fine papers, with a
requirement that the paper product contain over 50 percent recveled content with a
nunimum of 5 percent post-consumer fibre." Co-operative purchasing has the financial
benefits of lower price and good quality and helps develop markets for environmentally
sound products.
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FOOTNOTES
' The Greenpeace Guide to Paper, Renate Kroesa, Greenpeace Books, Cooper Clegg Lrd., 1990,
*0Office Egrapmment and Energy Efftciency, " Ontario Hydro draft bookler, 1991,

' Purchasing Products Containing Post-Consumer: Waste andfor Products Which are
Emvrrommentally Sound; John Manuel and Lawrence D, Ludlow, MM, Dillon Led., Toronto:
1990, p.74.

' Pratecting the Ozone Laver. What You Gan Do, Environmental Defense Fund. New York, NY

' Guiding Primciples for Environmental Labelling and Advertising. Consumer and Corporate
Affairs Canada. 1991 :

" Reporter, Canada Communications Group, department newsletter, Department of Supply and
Services, Otrawa, November/December 1959,

" Greening the Hill, House of Commons Publication, June 1990.

' Statement af Principle on’ Environmentally Sound Purchasing, Purchasing and Supply, City of
Toronts, February 19940,

! personal communication, R.P. Slattery, Director of Supply, City of Ouawa Supply Branch,
Auguse 21, 1991,

¥ Business Opportunities Arising From Changing Public Attitudes Towards the Environmient, -
Pear Marwick Stevenson & Kellogg, Vancouver, March 5, 1990,
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SOURCES AMD REFERENCES

The availability of information in
both French and English varies
depending on its source and purpose,
References and publications are
presented in the language in which
they were provided.

MATIOMAL

Purchasing Management Association
of Canada

2 Carlton St., Suite 815

Toronte, ON, M5B 1]3

(416) 277-F111

PMAC represents more than 5,000
Canadian professional purchasers.

FEDERAL

The Secretary

Canadian General Standards Board
Department of Supply and Services
Chtawa, ON, K1A 1G6

(819} 994-5382

CGSE administers product-qualificarion
listing programs ro assist public and
Private-sector organizations in procuring
goodsand services, To make the list,
service providers must demonstrate, for
example, that their remanufacturing of
laser prineer cartridges meets the
requirements of a° CGSE standard, The
CGSB currently has 1735 Qualified
Products Lists, referencing 200
manufacturers and 1,200 produces.
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Environmental Choice Program
107 Sparks St 2nd Floor
Crawa, ON, K1A (0H3

(613} 952-9440

The Ecolago newsletter, available

from Environment Canada's
Environmental Choice Program certifics
producrs, that ease the burden on the
environment, with a symbaol called the
Ecologo. These goods and services have
met Environmental Choige product-
specific criteria, based on'a hife-cycle
approach. Re-refined mortor ail, low:
pollution water-based paints, fine paper
from recycled paper and cellulose
insulation are a few product categories.
MNew additions are announced in the
Ecolago: .

Houwse of Commons
Otawa, ON, K1A 0A6
(613) 295-1990

Provides a brochure called Greeming the
Hill which details specific actions heing
taken at Parliament Hill, to replace
environmentally harmful products and
methods with appropriate alrernatives.

ONTARIO

City of Toronto

Department of Purchasing & Supply
City Hall, 18th Floor, West Tower
Toronto, ON, M5H 2N2.

416) 392-7311

A Divectory of Environmentally Somrnd
Products and Serpices can be ordered. A
listing of more than 400 manufacturers
and supplicrs in and outside Canada who
sell such goods and services. Note: sellers
provide information; nor independently
rated. S50, Make cheques payahle to Ciry
Tredsurer. Mail to above address,




ROPERTY MANAGEMENT

QUICK START

HARMOHNY WORKPLACE QUIDE

Whar can you do, starting today, whether you are a tenant, building owner or property
manager, to develop and Implement improved property management practices and,
where applicable, to establish cooperative tenant-property nianagement programs?

Quick Start provides several easy-to-implement acrions, providing excellent
environmental benefics and potential cost savings.

QUICK START

FOR MORE INFORMATIOM

u Eft I.J]TI | 1'E.‘I1£I.1‘|[-r‘|.'|;]ﬂ;’ig-:‘l‘r‘|f‘1‘l[
committee.

s Implement a waste reductHon program.

n Introduce on-site recyching.

n  Establish environmenral crireria for
renovations/construction,

m Incorporare environmental principles

AN SErVICE COMNLLACTs.

m  Apply environmental principles to
grounds maintenance,

Look for @5 [symbol] on page 113

Look for @8 on page 115,
Look for @S on pages 52, 117
Look for @S on pages 59, 117

Look for @S an page 114

Look for @S on page 115

While you are developing a comprehensive environmental strategy and setring
priorities for long-term goals, these Quick Start measures will help you ger starred.
Implement as many of the rarger areas and acrions found in this Chapter as possible.
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RTY MANAGEMENT AND
WORKPLACE

ADDRESSING SPECIFIC NEEDS OF TENAMNTS AND BUILDING MANAGERS

The principles and practices in this chapter are easily adapted to the needs of tenants in
their own space. as pare of a cooperative program, or a program developed by building
management. The information should also prove helpful to organizations who wish o
coordinate/standardize actions in their varions workplaces.

We've also provided some helpful ideas specifically for property management, for
tenants and for cooperative tenant-management programs,

TO PROPERTY MAMAGEMENT

Property management provides excellent opportunities to support and initiate sound
environmental practices in the workplace. More to the point, it can unify and strengthen
the efforts of numerous workplaces, whether branches of a single organization or
tenants in a building, shopping centre, business park or other complex, or schools in a

board of education, into a cooperative of mutual goals. It is potentially much more cost-
effective. This can happen in several ways:

I working amongst tenants to institute encrgy and water conservation, waste
reduction-and recycling: to aveid using hazardous marterials where possible, to choose
alternatives, and to follow good pracrices with those hazardous materials which can’t
yvet he avoided;

O selecting service contractors and negotiating contracts for the provision of
environmentally sound property services such as grounds maintenance, janitorial and
cleaning, and cafeteria operation;

O renovating andfor building with consideration for energy and water conservation
and efficiency, waste handling and the use of environmentally sound materials;

1 purchasing warter and energy-efficient equipment;
J  managing in-house recycling programs;

O instituting higher parking rates as a disincentive to vehicle use, while creating or
improving secure bicycle space;

O educating occupants to improve environmental performance;
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EDUCATING TEMNAMNTS

O knowing the health, fire and hazardous-material regulations as they relate to
recycling programs, hazardous-materials use, storage, and disposal, and more:

- organizing cooperative programs with others in your complex;
J  coordinating efforts with other locations of your organization.,

« These opportunities will result in environmentally sound property management
often accompanied by real cost savings and greater efficiency,

TEMAMT-MANMAGEMENT RELATIONS: A COOPERATIVE SPIRIT
If you manage a building with one, several or many tenants, taking environmental
action will benefir from a cooperative effort.

As property manager, you may,approach tenants first, or they might ask for
changes. Either way. discuss improvements and how to deal with these common
concerns together., All parties must understand the need for change: how the
improvements will benefit the workplace — its oecupants and owners — and the
natural environment; and the specific steps for implementing the various measures.

Consult your tenants on options for improving environmental performance, what is
required of them, any changes to rental/lease agreements or operating guidelines. For
example, set targets for energy conservition: if energy consumption collectively drops
by 10 percent, tenant payments can be reduced by a proportionate amount.

The formality of this consultanon process depends on the number of your tenants
and size of your operation.

A good time to negotiate environmental improvements, as well as sharing costs and
benefits, is when you renew leases — but don’t wait too long. Often changes can be
sasily adopted during an existing agreement.

Issues for consideration when developing a tenant-management strategy are
generally those where tenant practices -affect overall building management and where
energy, warer and waste-disposal and other costs are shared. Specifically, these include:

= energy use and consumption

® water use and consumption

» water discharge

= purchase of equipment {energy and water use)

® use, storage and dispﬁsﬂ of hazardous materials

»  collection and storage of materials for recycling

committee, or designated envivonment programs in each

The success of implementing envirommental improvements tentant workplace, it is important to deliver education and
throughout your buslding or complex, rests on educating rra:m'ng to all participants.

everyone: tenants and management staff. 1t's in everyone’s best intevest for property management to
The techniques outlined in the “Education and Training” support tenant programs to educate their staff.

Chapter, apply to educating tenants, staff and suppliers. You may want to coordinate activities in yvour building; for
Working through your tenant-management environment example, designate one month to implement energy-

HARMOHY WORKPFLACE GU|DE
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TO TEMAMTS ;

As a tenant you want your workplace, the space you lease or rent as well as the entire
building to be managed and operated in an environmentally sound fashion. You can
take charge of the things you have direct control over; turning off the lights when you
leave your work space to using paper with 100% post consumer recycled content. But

what about the lights in the hall, the products used by the building cleaning staff, the

pesticides used on the grounds of your building — these are the direct responsibility of
vour building owner and manager. However, because of their potential impact on the
environment and on your workspace, they are your concern roo.

Talk to the other tenants in your building and to the building owner and manager.
Point out that environmentally sound building management is not only beneficial to the
environment, but generally cost-effective and can ensure compliance with quickly
changing regulations and community standards. For example, many cities now ban
large loads of cardboard at landfills, purting the onus on generators to find alternatives
to disposing of cardboard in the regular garbage.

Form a tenant-management environment committee to work cooperatively on
ways to improve enviconmental practices in individual work spaces and in your building
as a whole,

YOUR PROPERTY MAMAGEMENT ACTION PLAN

The first step in identifying and mxp]ementmg environmental improvements in your
building is to survey current practices, those of building management, tenants and
others who should be involved in your program... make this the responsibility of the
Tenant-Management Environment Committee. Read through the Targer Areas and
Actions and deaide how many vou can apply to your own workplace or property. Use
the Survey of Environmental Practices in Your Building, and the other Worksheets
found in the Worksheets Chapter. The following are Worksheets that will help you
assess property management in several key areas:

— Energy Assessment

— Warer Assessment

— Hazardous Marterials Assessment
— Waste Assessment

— Transportation Assessment

— Purchasing Assessment

Record the areas needing attention and actions to be taken in your Action Planner.
The Acrion Planner, provides a strategic plan tailored to vour workplace and building,.
Some measures you'll wane to implement right away, others will need further evaluation.

Qs
corservation initiatives in all tenant space and the FORMING A TEHANT-MAMAGEMENT EMVIROMMENTAL COMMITTEE
building/complex overall; next wmonth, implement waste If vou manage a building with only a few or many tenants,
reduction and recycling programs. 4 and if vou are a tenant ... forming an environment

HARMOMY WORKPLACE GUIDE

commitice is an effective way to take action. Made up of

tenant representatives and property management, the
CONT 0
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Qs

Area: LIGHTING CONTRACT

Action: SPECIFY INCREASED
EFFICIENCY

Arca: HVAC-MAINTENAMNCE
CONTRACT

Action: SPECIFY REGULAR
MAINTENANCE AND
EFFICIEMCY UPGRADES

Arca: BUILDING
MAINTENANCE CONTRACT

Action: SPECIFY ALTERMATIVE
PRODUCTS AND MEASURES
FOR PROPER DISPOSAL AND
STORAGE OF ANY MATERIALS

TARGEY AREAS AMD ACTIONS

SERVICE CONTRACLTS

As property manager, or as tenant, you want to know thar those providing services in
vour building or office do so in an environmeneally sound way. In some cases. this will
also reduce costs. Service contracts, can specify the kind of products to be used and
practices to be followed as agreed upon by your environmental committee. Give current
contractor(s) the opportunity 1o provide the services and products vou need, but if they
don’t within a reasonable petiod, choose reputable firms that provide the kind of
environmentally responsible services you require.

Specity in your contract thar relamping include upgraded efficiency, or ar least that vour
current lamps maintain oprimal efficiency levels. For the most part, this will require
replacing fluorescent tubes with high-efficiency ones (for example, replacing 40-wart
lamps with 34-warr ones). This is usually a very cost-cffective measure.
Also specity in your contract regular lamp cleaning to ensure maximum light output.
For more on lighting measures to include in service contracts, see “Energy” Chaprer.

A well-maintained HVAC [Heating-Ventilation-Air Conditioning) system is more
efficient: burns less fuel, more cleanly.

A number of measures can be implemented to improve the etficiency and
conservation of your system, (See “Energy” Chapter,)

Incorporate regular maintenance and efficiency upgrades in yvour HVAC
maintenance/service contract,

Environmentally sound cleaning products, designed for use in commercial buildings, are
increasingly available. Specify in vour conrract that:

' environmentally sound cleaning products be used
U hazardous substances are ot to beé discharged in water
O hazardous waste is neither to be incinerated, nor disposed of with the regular garbage

< the contracror follows good practice in the safe use, storage and diposal of
hazardous materials,

For further details, see “Hazardous Materials™ Chaprer.

committee will assess overall practices in the building, as
well as practices in each tenant workplace.

The building manager, will be responsible for implementing
and monitoring improvements that apply to the broperti’s .
overall management. Tenants will assume responsibility for
motivating, educating and training their staff, and for helping
to implement and monitor measures in their own workplace.
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For efficiency’s sake, the committee should appoint a chair
to run the meetings, d secretary to record the discussion and
decisions, a communications person to disseminate news
throughout the building, and delegates to oversee and report
the implementation of various tnitiatives.

To keep people informed and encourage participation, the
commitiee should regularly communicate the progress of the




Area: WASTE DISPOSAL
CONTRACT

Action: ARRANGE FOR
J RECYCLING

Qs

Arca: GROUNDS
MAINTEMANCE CONTRALT

Action: SPECIFY ALTERMNATIVE

MAINTENANCE PRACTICES

Area: NATURAL PEST
MANAGEMENT

Action: ADOPT NON-TOXIC
PRACTICES

Qs

Implementing waste-reduction and recycling programs, as well as measures to ensure
that hazardous materials are kept out of the regular parbage, will require changes to
your existing disposal contract.

J  To satisfy all your new requirements, vou may end up with several specialized
contracts: one for paper-recycling, another to compaost or remove food scraps from VOLET
cafeteria, another for hazardous materials, and finally, for “regular™ garbage. The
“Waste” Chapter, explains how to set up a recycling program and procedures for
vanous types of waste,

A number of measures can reduce or eliminate the need to use chemical herbicides and
pesticides, and reduce rthe amount of water used in grounds maintenance. {See
“Hazardous Materials™ and “Water™ Chaprers.) Specify these measures in your contract
with a grounds maintenance/service company and ensure that they include integrated
pest management, an environmentally sound alternative.

INTEGRATED PEST MANAGEMENT OUTSIDE Inregrated Pest Management (IPM) is a more
natural approach to grounds and garden maintenance based on the realization thar
healthy plants are less susceptible ro disease and infestation and are best ensured by:

Jd choosing pest and disease-resistant seeds and stock

O growing varieties suited to your climate
O maintaining healthy soil
0 rotating annuals
and through such techniques as:
J  companion planting - placing plants together with others which repel insect pests
[ using predatory insects, such as ladybugs and parasitic insects
U microbial control, such as Bacillus thuringiensis
4 encouraging insect-eating birds by providing feeders
3 insect traps
O dormant oils for fruit trees
U narural msecticides derived from plants or diatomaceous earth (fossil flower)

joint environmental initiatives to everyone mvolved. Flyers
on bulletin baards or in elevators, information sheets, and
lobby and floor displays keep peaple up to date on plans
and results. Set up suggestion boxes in strategic areas
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welcoming all ideas and comments. Combined education
and training also can be very useful and avoids duplication

and confusion. «




Area: CAFETERIA OR FOOD
SERVICES CONTRACT

Action: REDUCE WASTE

Knowing your plants and the life cycle of their pests will go a long way to reducing
or eliminating the need for harmful chemicals. For more information, contact Canadian
Organic Growers, P.O. Box 6408, Station |, Ottawa, Ontario K2A 3Y6. Helpful papers
thar can be ordered from C.0.G. ($3.00 each), are: RS 3/89 Non-toxic lawn care (4
pages) and RS 12/20 Chemical-free Care of Trees and Shrubs (8 pages).

MATURAL INDOOR PEST MANAGEMENT Indoor pest control is occasionally required,
although good cleaning and waste handling practices and proper sanitation generally
eliminate the need. When pest removal is necessary, recognize that substances toxic o
pests often pose health problems o humans. These non-toxic methods are easy to use:

O tor ants, sprinkle a dry mixture or solution of sugar (an attraction) and borax at the
ENtry point,

U for cockroaches, plug holes of entry. Pyrethrin dusted in hiding places flushes
roaches and diatomaceous earth (damages outer shell) or a roach ball made of 250 ml
borax, 50 ml sugar, 50 ml chopped onion, 13 ml cornstarch and 15 ml warer, will
eliminate roaches. '

O tfor silvertish, use a trap made of 1 part molasses, 2 parts vinegar in a shallow dish
or treat areas with cucumber juice and diatomaceous earth,

L tor mice, obtain a live trap and release in 3 woodlor, Get rid of the food sdurces
which atrract them in the first place,

Wasre reduction is a high priority in contracting out cafeteria operations.
A reducrion program should include:

<1 eliminating disposable cups, plates, cutlery and single-serving condiment packages

3 encouraging patrons to bring their own coffee mugs and reduce waste generally

O collecting recyclables (aluminum, steel and glass containers)
' reducing and composting food waste
U using reusable cartonsfcontainers in delivery of food producrs
THE ENVIRONMENTALLY SOUND WORKPLACE, m  wses, stores and disposes of bazardous materials in the
B 15 eMergy wise safest, most environmentally sound way
®  iswater smart n  enconrages emplovees to walk, bike or bus to work,
n  reduces paper and other waste or to car-pool if driving is necessary.
m  uses office paper with vecycled, unbleached content u practmes environmentally sound cleaning, pest
w  avoids hazardous materials management and grounds maintenance. 4
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Area: PURCHASING
SUPPLIES/EQUIPMENT/VEHICLES

Action: PURCHASE AND VERIFY
ENVIROMMENTALLY SOUND
PRODUCTS

Area: BUILDING/RENOVATING

Action: PLAN BEFORE YOU
ACT. CONSIDER ALL ASPECTS
OF ENVIRONMENTALLY SOUND
PROPERTY MAMAGEMEMT

Qs

Qs

Supplies, equipment and vehicles are required in managing and operating a building.
O Specify environmentally sound products for your requirements when ordering.

O  When the shipment arrives, verify that your requests have been met. {See Purchasing
Guidelines and Product Verificarion Form in “Purchasing™ Chapter. )

More on environmental purchasing considerations can be found throughour
Waorkplace Guide. For example:

ACTIVITY FOR INFORMATION

m general porchasing guidelines “Purchasing” Chapter

m cleaning products *Hazardous Marerials™ Chapter

“Warer” Chaprer
“Hazardous Materials™ Chaprer

r arounds maintenance

®  de-icig compounds “Hazardous Materials™ Chaprer

s office supplies/equipment “*Hazardous Materials™ Chapter

m  HVAC equipment/controls “Energy™ Chaprer

“Enetgy” Chapter
“Hazardous Materials”™ Chapter

m lighting

m  water fixtures “Water™ Chapter

*Transportation” Chaprer
“Hazardous Matenals™ Chaprer

s vehicles

Making improvements to your building or constructing new space provides
opportunities to alse nperade environmental performance.

L' Ensure the building iself is well-insulated and air-tight, with (at least} double-glazed
windows. (5ee “Energy ™ Chaprer.)

O Lighting should include high-efficiency fluorescent lamps and luminaries, with stare-
of-the-art-controls: (See “Energy” Chaprer.)

O Your HVAC system. upgraded or installed, should utilize (waste) heat recovery and
exchange, and state-of-the-arr equipment and controls. (5ee *Energy”™ Chaprer.

MANAGING RECYCLING PROGRAMS IN MULTI-TENANT BUILDING
If vou work in or manage @ multi-tenant building, bere are
a few tips on -fﬂiﬁﬂlfrlg and running a recveling program.
u  Coordinate the program among tenants, cleaning staff
(for transferring recvclables from individual tenants to
point of pick-up by recycling contractor), recycling

contractor and building owner and manager.

HARMONY WORKPLACE GQUIDE H"r

®  Discuss options for collecting recyclables from each
tenant workflace and from commeon areas.

m  Determine the collection method(s) best suited fo your
building and to vour tenants’ preferences.

m  Educare alf tenants and staff on what materials will be

recycled and what procedures must be follmwed in

EaNT D




O Make provision for waste-reduction and recycling programs, in particular designing
storage areas to accommodate recyclables and reuseables, from point of source to
lnading dock. (See “Waste™ Chapter.)

O Installfor upgrade to highly efficient water-using fixtures: low-flow showerheads,
low-flow toilers, and so on. {See “Water™ Chapter.}

O Use building materials thar are less harmful ro the environment. Recognize that
most new products and materials (for example, rugs and furniture), emit gases that may
be harmful to human health; if possible, provide time for ventilating/exhausting new
space before occupants move in and preferably choose alternatives. {See “Hazardous
Marerials™ Chaprers.)

4 When you landscape a new building or upgrade existing grounds. look for
alrernarives to rhe well-manicured lawn to reduce your use of water and hazardous
pesricides and herbicides, Plant indigenous shrubs and ground covers; use rock and
wood. (See “Water™ and “Hazardous Materials” Chaprets.)

U Where there is renovation and construction, there is demolition and construction
scrap. Increasingly, municipalities are réfusing to take these wastes ar landfills — these
materials take up-a lot of space and are still pseful, Municipalities and privare
companies are providing alternatives: collecting and recycling used gypsum (drywall) to
make news chipping scrap wood for use in landscaping, and so on. The “Wasre™
Chapter can help you deal with these materials.

Area: PARKING As an office building manager, you may provide parking for your renants or emplovees
and parking may be limited. Working with your Tenant-Management Envircnmental

Action: ENCOURAGE < f . ‘ i
: Commirree, adopt the following methods to reduce car-use as much as possible: -

ALTERNATIVES TO SINGLE-
RIDER CAR USE U Provide preferred parking rates for commuting vehicles with full passenger loads.

0 Encourage ride-sharing and pooling. Set up a communication system for assisting
those who wish to ride-share.

< Investigate van pools. For large organizations; it could reduce the need to construct,
expand and maintain parking lots and garages:

2 4 Encourage employees to walk or bike. Provide secure bicycle parking, and change
and shower rooms.

O Provide bicycle space in a secure area.

B Subsidize a public transit pass for evervone, the best choice.

collection. Prior to program launch and regularly thereafter,
commiticate with all buiding occupants.

m  Seek assistance in sefting up vour program from your
municipality, your provincial recveling council, local
recycling contractors, and environmental groups.

See “Waste” Chapter for detailed guidelines on settin e
recycling program. <
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SUCCESS STORIES

CIBC DEVELOPMENT CORPORATION - BANKING ON GOOD ENVIRONMENTAL PRACTICES CIBC
Development Corporation, a real estate subsidiary of CIBC manages office and
commercial property across Canada. As part of their commitment to provide the highest
quality services to tenants the company has introduced a comprehensive environmental
program and a communication program to sustain it including:

s waste reduction - in multi-tenanted buildings, such as Commerce Court in Toronto

» fine paper recycling - in some 4 million square feet of otfice space. In irs first vear
the program diverted more than 400 tonnes of waste paper from disposal

s old corrugated cardboard collected and baled - at 2 locations, combined with fine
paper program has reduced CIBC Development Corporation’s solid waste by 45 percent

= old newspaper - a pilot program is being expanded to all of Commerce Court, with
a diversion target of 6 tonnes per manth

» glass and cans - in conjunction with recycling in restaurants on site at Commerce
Court, a pilor program was initiated and its success has led to a more comprehensive
program diverting approximately 3 to 5 tonnes of glass and cans monthly

s wood pallets and skids - suppliers are encouraged to recover for reuse and wood
waste from broken pallers is collected for recycling

s procurement - CIBC Development Corporation also has adopted a procurement
policy which seeks to obtain environmentally sound products.

Although these initiatives largely occur in Toronto, recycling in Vancouver and
Montreal properties are part of CIBC Development Corporation’s commitment to a
program expanding across Canada.

100,000 GREEMER HOTEL GUESTS PER YEAR The Westin Hotel, Ortawa has 475 rooms,
100,000 guests per year, and 600 employees working in 28 departments. Working on
site with Harmony Foundation the hotel has improved its waste management, conserves
energy and water and has adopted environmentally sound purchasing policies and
product use practices; Some changes include:

s recycling aluminum, tin cans, fine paper, glass, corrugated cardboard

s double-siding documents, consolidation of forms, increased use of telephone

volce mail
RULES AND REGULATIONS ; of, your municipal and provincial environment officials on
Check your local fire department regulations regarding environmentally sound hazardous materials storage and
storage of recyelables in your building, particularly for disposal. Following these requirements is your
paper. Your municipal works department or local health respronsibility. <

unit can provide advice regarding composting on Your
building site. And, of course, obtain and follow the advice
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m reducing packaging on dry cleaning, reusing hangers

m nstallation of lower wattage light bulbs in high use areas

. “lights off policy” _

s installarion of toiler dams, efficient shower heads and reduced-flow faucers

= “wise water use policy™

» where possible, purchasing recycled papers, non-toxic cleaners and products in
reduced packaging

Supported by Environment Canada’s Partners Fund, this project was expanded to a
national demonstration project including the Westin Bayshore in Vancouver and the
Harbour Castle Westin in Toronto.

GREEN GOVERNMENT SERVICES Ontario’s Ministry of Government Seryices has
implemented a widespread environmental program which encompasses 5,000 buildings
and affects 70,000 employees. To date, the Ministry has achieved 30 percent diversion
of waste from landfill through recycling of fine paper, newspaper, cans and bortles and
corrugated cardboard. Programs are being expanded to include polystyrene cups, wood
skids and other surplus assers. The Ministry also plans to make a major effort ar waste
reduction by decreasing office paper use, exchanging throwaway cafereria, and other,
itemns for reusable ones, and by introducing composting.

FOR SOURCES Please see individual chapters mentioned.
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CATION AND TRAINING
THE WORKPLACE

WHY ESTABLISH AN EDUCATION AND TRAINING PROGRAM?

There are some intriguing parallels berween the natural environment and the workplace
environment. Both are interdependent systems that function best when all elements of
the system respect and support each other, The best environmental practices prorect the
health of employees and communities; save money, and help ensure that both our
economy and our environment are sustainable. The best management practices
acknowledge and support employees as part of the system, resulting in a high degree of
worker satisfaction and productivity. They also recognize thar good decisions respect
the well-being of others bevond the orgamzation.

Education and training are probably the most important elements for soccesstul
implementation of vour organization’s environmental program. Effective education and
training helps evervone understand the purpose and benefits of the environmental
program and specifically how they can incorporate environmental improvements into
their area of responsibility,

Each organization is unique and has specific needs to establish an effective
educarion and training program. This chapter will hielp vou ensure that vour education
and training program is appropriate to your needs and effectively launches, maintains
and reinforces vour environmental efforts.

THE ELEMENTS OF AN EFFECTIVE PROGRAM

An effective education and training program increases awareness of environmental
I5s0es. in grnuraL CTCOUTAZES commitment to. waork toward solutions in vour wurkphu:f,
explains the reasons and benefits for implementing environmental improvements and
for taking action, and builds the enthusiasm and momentum so important to the success
of your organization’s environmental strategy. It is necessary for all staff ro understand
the importance of making the strategy a priority and how it affecrs their day-ro-day
activities and those of persons working with them.

m



CREATE ENTHUSIASM AND MOTIVATE Encourage co-workers to acoively participate in the
program by submitting 1deas and suggestions on improving environmental performance
and joining the environment committee, or ‘Green Team'. Provide opportunities,
incentives and the time to participate. Share success by communicating the results,

PROVIDE ONGOING STAFF DEVELOPMENT AHD TRAINING It is essential to provide ongoing
rraining o ensure statf understand your environmental program and its goals. Changing
habits isn’t easy, so provide pracrical training, regular reminders and acknowledge a job
well done. And it’s important to also provide statf with the opportunity to continue o
improve their skills through professional development programs.

EMCOURAGE FEEDBACK An important part of educarion and training 15 communicating
results — employees need and want to see the benefits of their efforts. Regularly
communicate the results of each and every aspect of your environment program in terms
that are easy to understand — the amount of energy saved. the quanrity of paper
recycled, the number of trees spared as a result of your workplace paper-recycling
program, new components of the program, and so on. Pride in accomplishment is a
great motivator to encourage people to maintain and improve their efforts. Use an
EXISHING SUBEESTION program or create a new one for environmental suggestions.

PROGRAM DELIVERY
WHEN TO EDUCATE AND TRAIN?

Education must be ongoing. It begins on day one — and continues to keep staff up to
date on achievements, changing informarion and new environmental priorities. The
more co-workers understand, the more they ger invelved, the greater the success and
satisfacrion.

Education and training are especially important at key points in the process:

m  begmmng the assessment

B announcing assessment results/acnon plan
» implementing actions

m reporting results of improvements

m and ongoing — monitoring the program
— introducing new mitiatives
— Progress repores
— reminders and improvements to program
— tor new employees

EMPLOYEE REWARDS

= community ontreach

T;J‘.l-ﬂ‘-:'l."-th'."ff Gf Dy Port Canada’s EMPID}'EE-S Wﬂfﬂﬂ}' ] mnoraiive fgg}}j[gfﬂg}r‘

received their EGMFHH"_‘L'? Environmental RPSPEH Arvards A;ugng the winners were mﬂpfﬂ}lggg b r_]rgg"f:gd i trdstes

for their initiatives and efforts in:
n waste reduction
n  product safety
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recyeling program in the company’s Kingston, Onfario
facilities and a team that developed a bydrogen-peroxide
bleaching process to replace the use of chlorine for the pulp
industry ' 4
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WHO NEEDS EDUCATION AND TRAINING?

Everyone! The board of directors, all levels of management, sales people, plant and
maintenance workers, secretaries, trainees, office clerks and new employees. For example:

» cleaning staff will need to learn new procedures for the vse, storage and disposal of
hazardous materials and their replacement with less harmful alternatives

s office staff will need to learn what goes in the fine paper recycling collection hins
and what doesn't

s all staff will need to learn to turn off the lights and water when they are finished in
an area

s office staff néed to be reminded to turn off equipment at the end of the day, or
when not in use

s everyone needs to be made aware of the commuring alternatives

= purchasing staff need to learn about your new environmental guidelines and
procedures to verify that purchases/shipments meet the guidelines

s management needs to learn about corporate environment policies, managerial
responsibilities and procedures for incorporating environmental considerations into
decision-making, everyday responsibilities and into community outreach, and ways to
support staff iniriatives

s new employees need to be trained in your existing environmental programs
and practices

a the hoard of directors also needs to be kepr up to date on the success and problems
of implementing the environmental program.

OTHERS TO GET INVOLYED
Don’t forget to continually inform your various “publics™ — others outside your
organization who need ro be involved:

» cmployees of service companies with whom you haye contracts (e.g. painters,
plumbers, etc.) — see “Property Management™ Chapter

s contractors for supplies and services — see “Purchasing” Chapter

= customers and general public abour your organization’s environmental practices
and policies — see “Environmental Excellence™ Chapter.

WHO DELIVERS THE ENVIRONMENTAL EDUCATION AND TRAINING?

It is important that your environmental education and training ctforts are coordinated
with existing educational programs in your workplace. Be sure to coordinare wirh, and
involve, knowledgeable staff and outside experts such as:

»  vour human resources and training staff, to organize your program and coordinate
with other educational activities. Their role is especially imporrant in training
new employees

»  your health and safety committee, to incorporate environmental education into
their work
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= the toordinator and members of your ‘Green Team’ — appropriate choices for
conducting educartion and training

= your unions which often pravide regular worker education and training programs
mnto which environmental practices in the workplace can be incorporated

= your environmental champions — persons at all levels of your organization who are
committed to environmental action — both at the workplace and in their personal lives.
Encourage them to share information and experience with their fellow workers, to
demonstrate composting and installation of water-saving showerheads, erc.

m  ourside experts such as reputable environmental consulting firms, environmental
groups, industry representatives and government agencies (federal, provincial, regional
and municipal). In addition to providing invaluable practical advice, they are especially
good for senior management seminars and for kick-offs to environmental programs.

WHAT WILL BE INCLUDED IN YOUR EDUCATION AND TRAINING PROGRAM?

YOUR FIRST SESSION

The best way to start an education and training program is to arrange a special meeting,.
It highlights the importance of the program, as will the participation of senior
management,

Start all education and training with a good overview of relevant environmental
issues such as: ozone depletion, global climate change and waste disposal. Employees
need to see the biosphere as an interrelated system to understand how their efforts
contribute to global solutions, Discuss local problems and solutions. Be positive,

OPPORTUNITIES/PLACES TO LEARMN
Where you do your education and training will depend on the nature of your work place
and staff duties.

When starting, consider a retreat — away from your workplace. Or organize an
environmental activity such as a tree planting with a meeting to follow.

For staff in an administrative (office) workplace, scheduling of meetings may he
relatively easy. For staff in operational roles, such as in manufacturing or a service
industry, scheduling of special education and training may be difficult bur can be done
within existing staff meetings or events. Some initiatives will need specific training that
is best imparted on the job. Ensure thar sufficient, undisturbed time is allocated.
Demonstrate your commitment by compensating staff for overtime required,

SOME EDUCATIONAL TOOLS
Make use of existing resources such as audio-visual presentations available from various
sources. Other tools include;

s company newsletter (on recycled paper) or well-placed environmental noticeboards

»  lunchtime session with outside environmental EXperts,
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ACKHOWLEDGE, REWARD AND BE CONSISTENT I
There are a number of ways to acknowledge the contribution of employees in meeting
your organization’s environmental objectives and to say “thanks!” for a job well done,
as well as to motivate their continued participation. However, make sure that the way
you say thank you is consistent with your environmental goals. Offering a prize for the
best entry in a nature photo contest has little to do with environmental progress. A
nature theme does not solve any environmental problems and phota processing can be
environmentally damaging. Here are a few simple ideas:

»  at social functions where gifts are given encourage those which don’t harm the
environment

» organize the annual picnic as a garbageless picnic (kick-off the composting or
recycling program)

» give out or sell reusable coffee mugs

m report the successes of the program in environmental terms on a special bulletin
board — for example, last week we saved 19 trees by recycling | tonne of paper

» incorporate an environmental component into your annual employee perfurmance
review and evaluation. Recognize employees who make an extra effort. They are your
greatest asset

s donate savings resulting from your envitonmental program to an employee-chosen,
environmental charity

® encourage and support employee involvement in environmental programs,
community and narional

» give emplovees nme off to participate in environmental projects

» recognize employees who make a positive contribution to improving your
environmental performance or who are involved in exrernal activities ftor the
environment; your organization’s newslerter might carry a regular column featuring
these environmental heroes, or you might use bulletin boards to feature the environmental
champion of the month, complete with a short write-up on their contribution

» encourage staff o artend conferences on environmental issues and courses related to
the environment.

WE LEARN BEST BY DOING

Although classroom-style lectures sometimes will be necessary, try as much as possible

to make your education and training hands-on, relaxed and participatory, For example,

once employees have been told about paper sorting for a fine-paper recycling program,

have an employee demonstrate to the group which paper can and cannot be recycled.
Remember we learn best ...

m in a relaxed and cooperative setting

s undisturbed from the distractions of pagers and telephones
s voluntarily

s from a sense of pride and satisfaction

s when information is explained, not “told”
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»  when adequate time for questions is provided
s when it is fun and interesting
s by domg

SUMMARY: TEN STEPS FOR A SUCCESSFULL EMVIRONMEMNTAL EDUCATION & TRAINING
PROGRAM
1. Appoint an environmental educarion coordinator as part of your Green Team.

2. Put up a notice on designared norticehoards abour the environment program and
update monthly.

3. Notify all employees about the environment program using methods which are
environmentally sound such as a circular memo,

4, Organize a seminar for management on environmental issues. Where appropriate,
involve an outside expert. Show video “Pulling Together.™ Call {519) 885-9426, Region

- of Waterloo, for information an the video.

8. Hold a general assembly with all employees including:
® presentation by senior management

m  presentation by environmental coordinator, requesting volunteers for environment
comimittee

n  showvideo “Pulling Together.™

6. Make available for staff meetings, members of the Green Team to
m  provide updates on the Program, answer questions

= contribute to environmental decision-making.

7. Meet with departments 1o discuss their specific activities.

8. Hold monthly meetings of the environment committee to decide on priorities,
acrivities and goals,

?. Asrequired hold general assemblies to review the accomplishments and goals of the
program. Present awards to departments with highest participation.

10. Ensure environment committee and senior management meet quarterly ro review
performance, set priorities and plan implementation of new programs.

COMSISTENCY COUNTS AT YOUR CONFERENCES TOO
When planning meetings or a conference, ensure that its planning and operation is
environmentally sound. For example:

= Avoid the waste created by disposable cups, plates and utensils by arranging in
advance with the caterer or cafereria. Help educate others by requesting reusable
service, even if they usually use disposables.

m  Orpanizers at a waste reduction conference arranged with the hotel to have their
left-over food composted instcad of being thrown in the garbage. Now that’s
consistency!
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s People are often encouraged to collect leaflets from displays. Often these are taken
out of curiosity and end up in the garbage. Children especially like to collect “free”
posters, reports or flyers. At an environmental conference, sponsored by a school board,
an organization handed our plastic bags, encouraging students to take ane of everything
offered.

= A preferable arrangement is to set up displays without maltiple copies of leaflets. At
a professional activity day focusing on environmental issues, the Peterborough, Ontario
County Board of Education had sample display copies of environmental educarion
resources. Participants interested in receiving more information or copies ot the
resources, simply provided their address and telephone number.

s The promotional materials for your meeting or conference send an environmental
message. To save paper, be as brief as possible, print double-sided on paper that can be
recveled (i.e., not glossy), and that contains post consumier recycled fibre. It is also
important to avoid duplications on mailing lists. An effective way of advertising your
event without wasting paper is to send one notice to an organization and ask them to
post it in a central location and include a note in their newsletrer.

s Arrange for bins to collect paper, newspapers and beverage cans for recycling and
encourage the composting of fond waste.

s Choose a meeting location which is accessible by public rransit or within walking
distance of hotels. If not, arrange car pools or bus shurtles, Patronize hotels or centres
which have an environmental program or will work with you to make your meeting or
conference environmentally sound. '

FOOTNOTES

YECO-LOG Week, Vol. 18, No. 41, Corpus Information Services, Toronte, October 19, 1990,

L
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SUPPORT FOR CHARITABLE AND NOM-PROFIT ORGAMNIZATIONS 15 VERY IMPORTANT

TO THE SUCCESS OF CORPORATIONS AND THE WELL-BEING OF THE SOCIETY OF WHICH

THEY ARE A PART. IT MAKES GOOD LONG-TERM BUSINESS SENSE TO INVEST IN

THEIR EFFORTS.

£ f,‘—;

Martin Connell,

HARMOHY WORKPLACE GUWIDE

Chairman, IMAGINE Campaign

NMENTAL EXCELLENCE
D THE WORKPLACE

You implement recycling and ¢nergy conservation programs where you work. That's a
good beginning, but... a commitment to protecting and conserving the environment is
more than a business opportunity or your response to regulations or public pressure.
Environmental excellence extends bevond your operations and into the community in
which you operate, whether it be a town, city, country or the global village. It goes
beyond good public relations to a serious commitment to internal improvements and

active involvement in and supporr for other essential environment programs.

ENVIRONMENTAL EXCELLENCE

Environmental excellence consists of a comprehensive approach including
environmentally sound operations and an active leadership role in public and
professional endeavours. It is demonstrated by:

1. your philanthropy and donations policy
9. yOur investments
3. honest public relations and your corporate environmental strategy

8. enyironmental leadership in vour sector and working with industry and professional
associafnons

5. good working relationships with and support for environmental groups
6. conducting and reporting environmental audits

7. sharing énvironmental information with your clients, customers, competitors and
COMMUNILY

8. developing educational and environmental parmerships

9. SUPPOITING COMMuUNItY environmental programs; encouraging employees to get
involved

10. participating in community programs and activities on sustainable development

11. participating in multisectoral arrangements and working with government agencies
to develop and upgrade standards.
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CORPORATE PHILANTHROPY IS NOT ABOUT MARKET SHARE

In a world of mergers, downsizing and fierce comperition, the donations budger of
many organizations is diminishing., According to the Canference Board of Canada
Canadian companies give less as a percentage of pre-tax earnings today than they did 20
years ago.' Consequently, the Canadian Centre for Philanthrophy’s Imagine campaign
has found that the entire load of corporate donations is carried by 10 percent of all
companies in Canada.

One argument in favour of diminishing donations is thar there is no return on
mvestment. Although environmental funding has increased, funds may be used to hire
an environmental manager or to ensure regulatory compliance. Neither fullfills the
responsibility for philanthropy,

At the same rime sponsorship budgets are increasing at the rate of 15 percent each
year. Sometimes sponsorships are genuinely philanthropic and support good programs
that offer long-term environmental benefits. Too often, though, the emphasis is on
visibility, and such sponsorships are simply an extension of an aggressive marketing
plan more concerned abour profir and image than the environment.

 Philanthropy is about generosity, community and benevolence not the bottom line.
Concern for the environment is not another consumer fad; Canadians know that real
environmental progress depends on serious action — and they expect it. Support for
serious programs that provide long-lasting benefits will gain far more respect and
loyalty for your organization, than green mugs and T-shirts ar the local ecofair. Flashy
events do not contribute to environmental progress. Unwanted giveaways are wasteful
and leave you open te criticism. The most important criteria in choosing what to
support, is lasring value for the environment, not visibility for the donor.

There are many excellent examples of corporate giving based on the principle of
lasting value and which benefit local, national and international environmental
programs. Here are a few good examples:

SUPPORTING LOCAL PROGRAMS
Patagonia, Inc. an outdoor clothing manufacrurer based in Ventura, California has long
been commitring support to outspoken grassroots organizations, It gives 10 percent of
pre-tax profits, or 1.2 percent of its gross sales, whichever is greater, When Patagonia of
Canada, Inc. opened its doors in Vancouver in mid-1990, it followed the corporate
mandate for an Earth tax, The Canadian office has given funds to a wide spectrum of
groups including Temagami Wilderness Fund, Tarshenshini Wild, and the Alpine Club
of Canada.

In 1990-91, Du Pont Canada donated 22 acres of wetlands on the Little Cataraqui
Creek to the Cararaqui Region Conservation Authority in Kingston, Ontario, [

SUPPORTING MATIONAL PROGRAMS
Since 1975, Xerox Canada has supported the Nawre Conservancy of Canada in its
efforts to purchase conservation areas across Canada.

IEM Canada supports environment-related education and research including that of
Harmony Foundation, Public Focus, Trinity Theatre, the Canadian Environmental
Nerwork and three Canadian universiries,

Global RelLeaf is a major program of Friends of the Earth to encourage Canadians
to plant millions of trees to combat climate change. Partners develop an activity which
supports Global Releaf, W.H. Smith, a national bookseller, donates an amount for
each book sold. The Molson Companies sponsored a Comedy Releaf and donated
tadio announcements on the importance of community tree planring.

130




HARMOHY WDRKFL.’.EE GUWIDE

Support for environmental projects is nat just from large organizations. In Otrawa,
the Green Frog Nature Company markets wildlife theme T-shirts and swearshirts and
donates 10 percent of after-tax profits to environmental groups. In 1991, Green Frog
will donate money to the World Wildlife Fund of Canada and the Canadian Narure
Federation,

SUPPORTING INTERHATIONAL PROGRAMS

Royal Bank of Canada is a major sponsor of Harmony Foundation's Summer Institure
for Environmental Values Educarion which brings together educators from across
Canada and around the world to learn how to teach abour the environment. Royal
Bank. in collaboration with the World Wildlite Fund, the Smithsonian Institute and the
University of Guyana, also is financing the establishment of a Centre for the Study
of Biological Diversity in Georgetown, Guyana, to work on tropical-forest research and
CONSeryarion.

FUNDS AND FOUNDATIONS

With growing frequency corporations, communities and others are establishing funds
and foundations o provide support for community based environmental projects. These
programs can provide valuable assistance for local acrivities, as do the
funds listed below. However, there are inherent risks in the proliferation of such an
approach ncluding:

s reduced support for national and international programs..not everything can be
done locally

n the “half a loaf” syndrome where small, often inadequare, amounts of money are
scatrered across many organizations rather than the money being allocared for
maximum effectiveness

»  valuable resources gomg to promote and administer the fund rather than directly
supporting ongoing work of many good environmental organizations.

Examples of several existing funds and foundations include:

®  Through a Canada Trust supported fund, customers donate a percentage of interest
to support local environmental projects.

w  Shell Canada launched the Shell Environmental Fund (SEF) in 1990 to provide
funding to groups and individuals for community environmental projects
across Canada.

s The Alberta Ecotrust 15 a cooperative environmental protection and consérvation
fund jointly managed by concerned corporations and environmental organizations
created to provide funding for community environmental projects in Alberta.

s Environmental Partners Fund-an Environment Canada initiative to support national
and community projects.
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INVESTING FOR THE FUTURE

More and more investors.are placing their investments and pension funds in socially and
environmentally responsible corporations and funds.

Vancouver City Savings Credit Union, Canada’s Jargest credit union, began offering
investors The Ethical Growth Fund in 1986. The fund, the oldest of its kind in Canada,
offers the opportunity to derive return on the equities of cerrain Canadian corporations
that display ethical standards in environmental, health, and social justice issues.

Desjardins Trost, a Quebec financial insticution lannched an Environmental Murual
Fund in November 1990, Screening potential companies involves a three to six menth
process that includes a derailed questionnaire outlining each company’s corporate
environmental philosophy and action plan.’

AN IMAGE BASED ON SUBSTANCE: GIVING THE STRAIGHT GOODS ON GREEN
PRODUCTS AND ACTIVITIES

The past few years have witmessed an explosion of green products and services, from
lightbulbs, to cleaners, to office paper. In North America, nearly 3,000 new green
products were introduced during the first half of 1989.° During the same period, a
growing number of companies also began to offer environmentally “friendly™ services.

Business is clearly responding to consumer demands: for products and services that
have less of an impact on the environment and new companies are forming i response
to these demands. But a word of caution. Avoid the pitfall of claiming more than you
can deliver. Honesty in advertising and promotion is very important. You must
demonstrate to your clients and community that your commitment to change is not
simply because of new business opportunities. Promote the things vou sell and do well,
recognizing and acknowledging those that require improvement {rather than defending
pracrices or products that are no longer acceptable to the public) — and make an
ongoing effort to upgrade all the services and products you provide. Don’t waste time
attacking your competitors who are able to offer better products for the environment
or who have made other environmental improvements — improve vour own products
and operations.

A GOOD POLICY LEADS TO ACTION

Your corporare policy is a vehicle for clarifying and stating your commitment to
workplace operations that are environmentally sound. It provides a framework for
decision making and raking positive action.

A good enyironmental policy provides a clear statement of principles, and is
coupled with a strong commitment to specific action.

THE NINE COMMANDMENTS FOR AN ENVIRONMENTALLY every step in ifs manufacture, use and disposal is
RESPOMSIBLE ORGANIZATION: environmentally sound.

1. Get the facts straight. When you market a product, 2. Be bonest in your advertising claims, Don’t promise
service or improvement in your organization as “green”, it more than you are veally delivering.

will come wnder close scrutiny. For manufacturers — make 3. Don’t use bafflegab. Use clear, direct language.

a cradle-to-grave analysis of your product to emsure that
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A MODEL ENVIROMMENTAL POLICY

We believe that a healthy environment is essential and we will strive to be exemplary in
our environmental performance. The following principles demonstrate our commitment
to plan and manage our operations to promote environmental protection in ways which
meet the needs of the present without compromising those of the future. Our
commitment is:

s to responsibly manage all aspects of our operations to ensure that recognized
environmental standards and legal requirements are mer and exceeded

m to give appropriate consideration to environmental concerns in management of our
investments and assets

s to manage our internal operations to promote environmental protection in all
feasible ways.

= to work with industry, government and public groups to help determine economic
and environmental priorities

s to participate in multi-sectoral programs to develop the standards and activities
necessary to improve our environmental performance

s o provide support, through our program of corporate philanthropy, for selected
non-profit groups doing sound and effective work for the environment

= o communicate with relevant stakeholder groups, in a timely and candid fashion,
on the environmental aspects of our policies and operations

» to encourage all employees, throughout the organization to be conscious of
environmental considerations and be protective of the environment in their work: and
personal lives

» to conduct and make public an annual evaluation of our progress in implementing
our environmental goals and policy.

Display your corporate environmental policy for customers and community to see.
Invite comment and suggestion on how to further improve policy and practice.

THE VALDEZ PRIMCIPLES

Another pood choice was developed by the Coalition of Environmentally Responsible
Economies (CERES), New York, NY. and the Environmental Action Foundation,
Washington, DIC, as a model environmental policy, This is a thorough and far-reaching
policy, (The following adapation is from The Corporate Ethics Monitor, January 1990.)

4. Be modest about your efforts. Your product alowe won’t 6. Don’t assume you've solved an enviranmental problem
save the world, and in all honesty, most efforts are at best a — keep up with the issues. Excellence requires an ongoing

good first step,

effort.

5. Be frank in response to guestions. When asked about a 7. Remember that old expectations die bard. Even if vour
product, say what vou do know and admit what you don’t, prodicet is truly green, consusmers may still want whiter

HARMOMY WORKPLACE GUIDE

than white. Part of your education and advertising task is

CONT'D
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Companies thar subscribe to The Valdez Principles pledge to address the following
issues and actions:

s Protecrion of the Biosphere: minimize or éliminate the release of pollutants that
damage the air, water or earth,

»  Sustainable Use of Narural Resources: use renewable resources, conserve non-
renewable natural resources, and preserve biological diversiry.

m  Reducrion and Disposal of Waste: minimize the creation of, and safely dispose of.
wastes, especially hazardous wastes.

m  Wise Use of Energy: use environmentally safe. energy-efficient and sustainable
energy sources in all operations.

» Risk Reducrions: diminish environmental, health and safety risks to employees and
host communities as well as prepare for accidents.

»  Marketing of Safe Products and Services: sell products and services that are
environmentally friendly, safe for consumers, and whose impact(s) are publicly known.

s Damage Compensation: accept responsibility for any harm the company does to the
environment, restore damaged environments and compensate for human injury.

a  Disclosure of Environmental Incidents: disclose aceidents; incidents and hazards as
well as protect employees who repart them.

m  Environmental Directors and Managers: appoint at least one environmental expert
tor the Board of Directors and another senior executive to manage environmental affairs,

s Assessment and Annual Audit: conducr and make an annual environmental audit of
worldwide operations.

PARTNERSHIPS AND COOPERATION: SHARING INFORMATION

The environment is too important to be used as a comperirive advantage. It's important
to work with others in your community, industry and profession to improve
environmental practices and share knowledge and expertise.

WORK WITH IHDUSTRY AND PROFESSIONAL ASSOCIATIONS

» Realizing the environmental and financial benefits of going green, the Building
Owners and Managers Association (BOMA) International is encouraging its members
to practice the 3Rs, Using seminars and workshops, and providing guidelines, BOMA is
pushing building owners and managers to launch reduce-reuse-recyele programs. *

to help consumers understand changes in product appearance  [Adapted from: Peat Marwick Stevenson & Kellogg study:
and performance if it is to meet environmental critevia. Business Opportunities Arising from Changing Public

8.  Get other people involved, especially environmentalists, Attitudes Towards the Environment, March 1990] +

9. Appoint an environmentalist, bighly respected in yotr

community, 10 your Board of Directors,

HARMOMWY WODORKFLACE GUIDE
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m The Canadian Magazine Publishers Association recently announced measures that
will act as a “blueprint for all magazines to follow on the road o enviconmentally
conscious magazine production.” The mdustry is looking ar ways to make magazines
more readily recyclable, from paper stock and coarings to hindings.

s  With 203 professionals representing hospitals, associations, suppliers,
manufacturers, nursing homes and retailers in Ontario, the Health Care Environment
Network has grown dramatically from its beginning as a 12-member group in April
1990. The nerwork provides a forum for the exchange of information, ideas, and
solutions in the pursuit of environmental responsibility in health care, covering such
areas as waste reduction, disposable versus rensable diapers, hazardous waste,
purchasing and packaging.

WORK WITH ENVIROMMEMTALISTS

m  Some enyironmental groups have come to realize the importance of developing a
relationship with other organizations — cven companies with poor environmental
records — in an effort to work together to solve environmental problems and help
change artitudes. Corporate appointees to the board of directors of an environmental
group are not unusual; anact well worth reciprocating.

w  Go to lunch with an environmentalist — that is, meer regularly with members of
environmental groups. Invite them into your organization and discuss how to improve
your environmental practices and how you can help each other.

m  In August 1990, McDonald’s and the Washington-based Environmental Defense
Fund {EDF) joined in a cooperative agreement, In exchange for helping McDonald’s
develop environmental goals, the EDF got complete access to all McDonald's records
and acnvities, and full freedom to comment on the company’s environmental behaviour.*

INCORPORATE EMVIRONMENTAL AUDITS INTO YOUR ANMUAL FINAMCIAL AUDIT
AMD REFORT

s Financial audits tell you and others about your economic performance and help you
plan for the future, Environmental audits can similarly assist you to ser shorr, medium
and long-term goals, and evaluate your progress. Publicize this in your annual report
ﬂnd En }"Gu]‘ COmmumications.

» Noranda Mines Inc, is a Canadian natural resource company that publishes an
environmental report of its operations. The report 1s intended to help employees and
shareholders better understand environmental issues for Noranda and the mining
industry, Ir also includes Noranda's compliance record and action underway to improve
overall performance.

s The Canadian Institure of Chartered Accountants recently announced changes to
accounting rules requiring companies ‘to reflect future demolition or environmental
cleanup costs when these would reduce recoverable assets below present book values.
This is one step in true-cost accounting — an effort to reflect environmental and social
costs in financial accounting.:
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SHARE ENYIROMMENTAL INFORMATION WITH YOUR CLIENTS, CUSTOMERS, COMPETITORS
AND COMMUNITY ... A FEW GOOD EXAMPLES

m Pitney Bowes sponsored a 32-page booklet called The Office Guide to Waste
Reduction and Recyeling with the Recyeling Council of Ontario. In keeping with
the message of waste reduction, the booklet and an educational poster were sent only
UpOn reguest.

For more information, refer to “Sources” in the *Waste” Chapter.

m The Westin Hotel, Ottawa shared information about the environmental
improvements made in its operations with local hotels and with the Hotel Association
of Canada.

PARTICIPATE IN COMMUHNITY PROGRAMS ON ENVIROMMENT AND SUSTAINABLE
DEVELOPMENT,

m  An increasing number of municipalities have established Round Tables on the
envirponment to enabhle government, private industry, conservation groups and
individuals to work together on environmental issues. The first was established in
Peterborough, Ontario in 1988, following “Our Common Future: A Canadian
Response to the Challenge of Sustainable Development,™ a nanonal forum organized by
Harmony Foundanon and haosted by the City of Peterborough and Trent Universicy,
The Nartional Round Table on the Environment and the Economy has a publication to
assist the formarion of Municipal Round Tables.

PARTICIPATE IN MULTI-SECTORAL FORUMS AND WORK WITH GOVERNMENT AGENCIES TO
DRAFT POLICY AMD REGULATIONS FOR YOUR |IMDUSTRY.

s The Canadian Chemical Producers’ Assoctation, founded in 1962, has a
membership of seventy-three companies producing a broad range of petrochemicals,
inorganic chemicals and other specialey chemicals: The producers are working to
develop and implement plans, programs and communications within industry and in
conjuncrion with governmenrs and regularery agencies to promaote the principles of
“Responsible Care.” Codes of pracfice have been developed ro which the chief
executive officer of each member company commits for production, storage, transport,
use and disposal of their products.

GETTING INVOLVED N YOUR COMMUNITY
There are many examples of organizations that participate in community projects and
encourage their employees to get involved as well.

m For four vears now, the North York General Hospital has had a Partners in
Education agreement with Georges Vanier Secondary School in North York, Ontario.
One of the activities is a “Natdralization Project™, aimed at making the area around the
hospital as nartural as possible. The project involves patients, students, teachers and statf
and 1,000} trees have been planted.

s This year, approximately 1,000 Black & McDonald Limited employees and their
families contributed two hours of their time improving sites in various locations across
Canada. One such project in Ottawa, was a major cleanup of an area which people had
been using as a dump. A tree planting followed the cleanup, and the area is now slated
to become a city park.
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= The Body Shop is also dedicared to volunteenism. Each Body Shop in communities
across Canada donares 16 hours of paid employee time every month to local charities.

CONCLUSION

The way in which you interact with your various publics tells much about your
organization’s personality and whether your initiatives are motivared by a sincere and
strong commitment to solving environmental problems or more by self-interest. There is
nothing wrong with saving money, making money or increasing public support through
your environmental acrions, but achieving environmental excellence and a reputation
for ourstanding performance will take a consistent effort thronghout your operarions
and leadership in your external acriviries, too.

FOOTNOTES

'Omawa Cinizen, June 8, 19591

*Warner Canto Jr., American’ Express Travel related Services Co. Inci; at the “Presence
Marketing,” Financial Post Conference, March 26, 19%1.

Te0Only the best are welcomed into the fold of Desjardins Envirenmeneal Fund™ Investment
Executive {Fimancial Post Publication], Cathy Colling, Apeil 1991, p&.

" Business Opportunities Arvising from Changing Public Attitudes Towards the Environment, Peat
Marwick Stevenson & Kellogg. Vancouver, March 3, 1950,

FECO-LONG Week, Vall 18, No. 43, Corpus Information Services. Toronto, November 2, 1990,

*Reprort o Bisiness Magazine, April 1591,
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SOURCES

The availability of information in
both French and English varies
depending on its source and purpose.
References and publications are
presented in the lanpuage in which
they were provided.
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HATIOMAL

The Canadian Centre for Philanthropy
74 Victoria St., Suite 920

Toronto, ON M3C 2A5

(416) 515-0764

The Centre’s: [magine campaign
encourages businesses and mdividuals
to increase their charitable giving and
volunteerism:

Canadian Environment MNetwork
P.O. Box 1289, Staton B
Ottawa, ON K1P 5R3

(613} 563-2078

The Canadian Environment Network,
represents 2,000 envicoiment organizanons
across Canada, and publishes The Green
Ligt: A Guide to Canadiagn Engerormerntal
Orrpanizations and Agericies, a bilingual
guide with 2,600 listings. May 1921,

Send cheque or moniey for: $30 (55350
with GST); $35 1837.45 with G5T)

for non-profit organizanons, schools

and libraries.

FEDERAL

Environmental Partners Fund
Environment Canada

107 Sparks 5t., Znd Floor
Orawa, ON K14 0H3

(613) 952-9440

The Environimental Partners Fund

is 4 government funding initianve thar
helps local and national groaps to take
Action in protecting, preserving, enhancing
and restoring the environmene ar the
community level. For the nearest office in
your proyvince or territory, contact above
address.

QUEBEC

Centre de Formation en
Environnement lnc.

8106, Belle Riviere, C.P. 234
Sainte-Scholastique (Mirabel), PO
JON 150

(3141 258-2433

The Centre supperts political decision
makers and Quebec administrators
involved m researching practical and
etficient solutions for the environment,
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Energy
Practices

ENERGY: ASSESSMENT WORKSHEET

Complete the following to profile energy consumption in your workplace and related
enyironmental practices. Give priority to current procedures. Use periodically to
compare results and determine progress.

The following Assessment overviews current practices and activities, helps to ser
goals and determine immediate actions. The Questionnaire examines overall
consumption and cost, and practices in specific areas,

Current Environmental | Immediate
| Activities Goals | Actions Recommended

improve heat loss by sealing
air leaks

improve heat loss by
reducing conduction

improve HVAC :-:ysrcn;
energy efhiciency

upgrade HVAC with energy-
efficient alternatives

reduce lighting

upgrade lighting with energy-
efficient alternarives

improve hot water system
efficiency

upgrade hot water systems
with energy-etficient
alternartives

uperade office equipment to
unprove energy-efficiency

upgrade motors and
machines to improve
energy-efficiency
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REVIEWING YOUR ENERGY PRACTICES: A BRIEF QUESTIONNAIRE

1. YOUR OYERALL EMERGY USE AND COSTS
What is your annual energy consumption and cost by fuel rype? Complete this chart.

% ENErgy use amount (in kWh, m?, etc.) actual cost
electricity
natural gas
oil ;
other
total ] 100%

Note to tenants who don’t pay energy bills directly. Use your percentage of total
building space to estimate your energy consumption. If your space is 2,000 m? in a
building rotalling 20,000 m2 {vou occupy 10%), assume that your consumption is 10%
of total building consumprion.

2. SPECIFIC ENERGY USES

A typical commercial or institutional building uses energy as follows:
m  lighring 40 to 60% s HVAC 20t 40%

s equipment 10 to 20% s other 20 to 30%

Average figures will vary according to climare, type and age of building, occupant use
and habits, erc. Determine your major uses:

amount by use

lighting
HVAC

equipment

other
total 100%;

3. PROFILES OF SPECIFIC AREAS OF EMERGY USE

A. PROFILE OF LIGHTING PRACTICES

1) Existing Lighting Use'
For each area, inside and out, provide the following information:

Type of fixtures: : Number of fixtures:
If fluorescent, type of ballast and luminaire: -~ Lamp warrage:
Number of lamps per fixture: — Warts per fixture: — Toral watts in area:

Lights are on: hours/day daysfyear— Can lights be switched on and off as needed? .

Is there an automatic nimer and is it set properly?

Additional hours per day lights could be turned off?
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2) Too Much, Too Little?

Workplace lighting is generally: adequate under-lit over-lit

Drescribe any deficiencies:

{Use a light meter to measure lighting levels at each work area and compare to desired lighting levels for each task.)

Are there special lighting requirements in your workplace for safery? for securiry? —— L.

3) Responsibilities for Lighting Maintenance

Staff or contractor s responsible for the ¢leaning, maimtenance and regular replacement of bulbs and fluorescent tubes

(relamping)? M 3

Are there guidelines or contractual requirements to improve and/or maintain the energy efticiency of your lighting

system?

Maintenance:and relamping provide opportunity to improve lighting efficiency and ensure all components are working
properly.
B. PROFILE OF HYAC FRACTICES

1) Current Consumption
Estimate your energy use for HVAC:

fuel type: cost/unit———
volume/period: —/
total cost/period: § {

%) Existing HVAC
fa) Central Heating Plant and System

Location: Type of fuel used: Trpe of system (e.g. hot water, steam,
warm air): Number of zones: Age of boiler or furnace; ——

Age of burner: If vou have a steam system, date steam traps were last checked:

Steam pressure offor hot water temperatore: ——'C

(b} Type, condition of insulation; on boiler:

on air ducts or on distribution piping: Is domestic hot water heated by the boiler?

(c) Efficiency Testing/Cleaning Adjustment

Date of last test/cleaning: Results of test (e combustion efficiency % ):
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(d} Air Conditioning

Number of unies: . Make, type, size, location of cach:

(e] Controls/Use

- Service Frequency: Date of last service:

Location(s) and deseription(s) of thermostars:

Locarion of thermostats that might need to be locked:

Location of clock thermaostar: Wl

Cold weather temperature settings: *C When/how much thermostar is ser back: night weekend ——
Horvweather temperature setting: ——'C  When/how much thermostat is set back: might weekend
Hoursiweek system is used: in hot weather in cold weather

Can system be turned down during cleaning hours? — When is system turned on/off in relation to daily occupancy
(L.e., before, after, by how -iung}? Are duces or radiator adjustable?

Have they been adjusted to balance the system? =t
{£) Worker Comfort

Is your workplace...?

hot cool drafty ———— stuffy dry damp — ’

(g} Responsibalities

Staff/contractor responsible for operating and maintaining your HVAC system:
Where maintenance is provided by an outside contractor, does the contract provide for

improvement of system efficiency? —

C. PROFILE OF THE EXISTING BUILDING EMVELOPE'

1) For cach outside area (e.g. front, rear, sides of building):

the maintenance and

tal Arethere storm or thermal windows?  Yes — N Diescribe:

Ib) Numbet/location of broken or cracked windows:

{¢) Description of door or window repairs or replacements needed (including door closers):

—_—
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{d) Loading docks and garage doors in need of improved seals:

{e) Does your building have warm or cold spots? Is it drafty near windows and doors? List the problem spors. —

2) Inside
{a) Insulation

Check if poorly Present Insulation
Location insulated Thickness Type

Celling
Walls

EIDEII

Sills

{b) Location of drafts (use tissue, or smoke pencil, to locare):

{c} Location of windows that need shades, blinds, reflective film:

{d) Location of canlking and weather stripping to be repaired:

3) Responsibilities

Staff/contractor who performs this work: s

D. PROFILE OF HOT WATER PRACTICES

1) Current Consumption
Estimate your energy use for hot water and enter here,
Energy consumption for hot warer:

fuel type; : costlunit:
. volome/period: /
tatal cost/period: § ———— f

2) Existing Hot Water System*
{a) System Tvpe and Age

Tank location: Recovery Rate:
Type of energy: Temperature Settings: — . Storage capacity: —

Insulation: tank pipes —

Locarion of electric booster-heaters:
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(b) Hot Water Temperatures

At showerhead: —"C At dishwasher: *C At faucet nearest tank: —*C At washing machine: °C
(¢} Showerheads, Faucets, Other

Showerbeads Number: — Rateofflows — (litres/minute) Average use: — (minutes/day)
Faucets Number: Rate of flow: . (licres/minute)
Dishwasher Capacity: _ {litres) Use: |times/week)
Laundry Machine Capacity: — {litres) Use: (times/week)

(d) Water Leaks

Location and description of each:

3} Responsibilities

Stafficontractor responsible for operating and maintaining your hor water system:

Guidelines for services provided by an outside conrractor: -

E. PROFILE OF MOTORS AND EQUIPMEMT WHERE YOU WORK

1} Current Consumption
Estimate overall consumption by determining consumption per unit of time, for specific equipment,
and multiplying by the time equipment is used for, a week or a month. Add up consumprion for all your equipment:

Electrical: Energy consumption for motors and equipment

kWh of electricity/{period): {

Costing ($/period): & /

Gas Powered: Gas consumption for morors and equipment
m’ of gas/period /
Costing {$/period): $ /
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2) Existing Motors and Equipment’ _
{a) Elevators, Escalators and Motors (for each|:

Turned off when possiblé? — or run continuously? —— How old is the motot?

What is its efficiency rating? ——

(b} Air Cnrnp:_'esmrs (for each):

— Locarion of leaks:

Turned off when possible?

Is outside air used? =%

(¢} Office Equipment (for each):

Turned off when not inuse? —

List any efficiency features:

{d) Cooking (for cach piece of equipment):

Turned off when not in use?

Are lowest possible temperature settings used?

Is cooking done efficiently?

List any etficiency fearures:

(e} Washing and Drying:

— Are efficiency cycles (if present) used?

Are machines fully loaded?

Do you use cold water detergents and cycles? List any efficiency fearures:

(f} Refrigeration and Freezing:

Are optimum temperature settings used? — Are night covers used?

List any efficiency features:

Do you ensure that servicing prevents release of any refrigerants into the air?

3) Responsibilities

Staff/contractor responsible for maintaining and SELVICING equipment:
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Do you have a corporate policy that addresses energy and the environment? If ves, summarize briefly. ——

Recommended Priority Actions — L

Completed By Dare
Approved By Date
FOOTHOTES

' How to Reduce Energy Costs In Your Building, Vicror C. Claman, TransAlta Unliges publication, Boston, 1984,
*ibid, Victor C. Claman, 1984,
Yibid, Victor €. Claman; 1984,
ibid, Victor C. Clamian, 1984,
fibid, Vicror €. Claman, 1584,
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Area
of
Operation

HAZIARDOUS MATERIALS: ASSESSMENT WORMSHEET

Complete the following to profile hazardous material use in your workplace and related
environmental practices. Give priority to current procedures. Use periodically to

compare results and determine progress.

The following Assessment overviews current practices and activities, helps to set
goals and derermine immediate actions. The Questionnaire examines overall
consumption and cost, and practices in specific areas.

For each material, record quanrity used each year. Annually compare both amount
used and percent, split berween hazardous and alternatives you switch to.

Current
Preduct
Used

Environmental
Qualities

Alternatives/
Improvements

| Sought

| Immediate
| Actions

Recommended

BUILDING MAINTENAMNCE
Paints

Varnishes

Stains

Pamnr thinners

Turpentine

Solvents

Paint seripper

Wood preservatives

Aerosol containers

Fibreglass resing

Epoxy resins

Glues

Window cleaners

Rust removers

Salt or other de-icers

GROUMDS MAINTENAMCE
Pesticides

Herbicides

Fertilizers

Pool chemicals

TRAHSPORTATION MAINTENAMNCE
Clar bartteries

Transmassion floid

Antifreeze
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Area
af
Operation

Current
Product
Used

Environmental
Qualities

Alternatives/
Impravements
Sought

Immediate
Actions
Recommended

Ezids

Engine coolant

Motor o1l

Brake fluid

Brake hnings

Tires

Windshield washer fluid

Freon (afc)

Degreasers

Cleaners

Fibreglass resins

INTERIOR: BUILDING MATERIALS
AND FURNISHINGS

Insulation material

Asbestos coatings

Fite extinguishers,

sprinkler systems

Paints, varnishes, stains

Floor covering

Furnitore

Light fixtures, ballases

INTERIOR: OFFICE EQUIPMENT
AMND SUPFLIES

Air conditioners

Photocopiers

Computer printers

Air cleaners

Photographic equipment

Photographic chemicals

Video display terminals

Glue {solvents)

White-our
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Area | Current Environmental | Alternatives! Immediate

of Product Qualities Improvements Actions

Operation Used Sought Recommended
CLEANING MATERIALS

Aerosol containers

Bleaches > |
Carper cleaners

Detergents

Disinfectants

Drain cleaners

Floor ﬁnishm_»:_

Floor polishes

Floor strippers

General cleaners

Ligheer fluid

Solvents

Spor remaovers

Toilet cleaners

Waxes

Window cleaners

REYIEWING YOUR HAZARDOUS MATERIAL PRACTICES: A BRIEF QUESTIOMNAIRE

Complete the following questions as best you can for the place where you work:

1. How do you invelve employees in the management of hazardous materials?

2. Do you have a program to reduce your use of hazardous materials and to identify alternatives?

3. Do you maintain an inventory of hazardous materials?

8. s safety information on containers?

5. Are these materials WHMIS labelled?
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6. Do you have designated and secure storage for hazardous materials?

7. Do you have a hazardous materials disposal contract?

8. Do you have a corporate policy on alternatives to hazardous materials?

9. Have you ever had a spill and not been sure of cleanup procedures and how to nortify authoriries? Describe.

10. When was the last time your ventilation system was checked?

11. Are you registered as a generator of hazardous waste?

12. If you have large quantities of hazardons waste, have you notified local authorities?

13. Do you have a corporate policy that addresses hazardous materials and the environment? If yes, summanze

briefly.

Recommended Priority Action:

Completed By
Approved By

Date

Date
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Waste
Type

WASTE: ASSESSMENT WORKSHEET

Complete the following to pruﬁlﬂ waste generated in your workplace and relared
environmental practices. Give priority to current procedures. Use permdlcaliy to
compare resules and determine progress.

The following Assessment overviews current practices and acrivities, helps to set
goals and determine immediate actions. The Questionnaite examines Dverall
consumprion and cost, and practices in specific areas,

Annual Waste
(volume)

Percent
Recycled/Reused

Waste Reduction
Goals

Immediate Actions
Recommended

Fine Faper

Corrugared Cardboard

Newsprint

Orther Paper

Office Supplies

Food Organics

Aluminum

Metal

Glass

Plastics

Packaging

Toner Cartridges

Textiles

Grease

Moror Oil

Barteries

Tires

Constroction

Pallets

Orther

Orther
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REVIEWING YOUR WASTE PRACTICES: A BRIEF QUESTIOHNAIRE

1. FEstimate the amount of garbage you produce in one year and the cost to haul it away:

volume/weight: COsL:
percentage increased over past year;  cost volume
percentage increased over past 5 years: Cost volume

If your business has a separate dumpster just for your garbage, ask your waste hauling
contractor for volumes, weight and cost. If you are just one tenant in a muld-renant
building, ask vour landlord abour total valume, weights and cost for the entire building
and estimate your share on the basis of the number of square meters of space you
occupy compared to the total number of square meters of space in your building.

2. Name of vour waste hauling contractor:

3. Destination of your garbage (landfill and/or incineraror):

8. Describe current 3Rs programs in your workplace:

—_—

5. Do you have a corporate policy thar addresses waste and the environment? If yes, summarize briefly.

Recommended Prionity Action:

Completed By = Date

Approved By - Date —
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Water
Practices

WATER: ASSESSMENT WORNSHEEY

Complete the following, to profile water conservation in your workplace and related
environmental pracrices. Give priority to current procedures. Use periodically to
compare results and determine progress.

The following Assessment overviews current pracrices and activities, helps to set
goals and determine immediate actions, The Questionnaire examines overall
consumption and cost, and practices in specific areas,

Current Environmental Immediate
Activities Goals Actions Recommended

reduce employee personal
water use

reduce outdoor warer use

reduce kitchen and laundry
water use

protect water quality by not
disposing of any hazardous
materials down the dramm

protect water quality by
using environmentally sound
cleaning products

conserve water used in
production processes

recycle/rense grey water

REVIEWING YOUR WATER CONSERVATION PRACTICES: A BRIEF QUESTIOMMAIRE

1.  Consumption:

Calcnlare your annual water consumprion:

volume/year

Whar is the single largest use?

cost/year s

2. Areas of Heaviest Use (list and guestimate use of each as a percentage of total):
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3. Your Warer Supply is From:
~ private well(s) municipal supply other

#. Rate Structure (check off the rate structure vou are billed under and indicare pricing details):

flacrare — decliningblockrate _ constantrate -~ increasing block rate

5. List all ‘'unusual’ drains, those arher than normal drains from sinks, etc.

. Listany substances which you pur down the drain which you are not sure should go down the drain.

7. Describe any water conservation measures you have implemented recently:

8. Do you have a corporate policy thar addresses water and the environment? If yes, summarize briefly.

Recommended Priority Action:
Completed By: e Dare;
Approved By: . 1 —— =
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Transportation
Practices

TRANSPORTATION: ASSESSMENT WORNSHEET

Complete the following, to profile transportation in vour workplace and related
environmental practices. Give priority to current procedures. Use periodically to
compare results and determine progress.

The following Assessment overviews current pracrices and activities, helps to ser
goals and determine immediate actions, The Questionnaire examines overall
consumprion and cost, and practices in specific areas.

Current Environmental Immediate
Activities _ Goals Actions Recommended

inelude energy-efficiency in
purchasing

emphasize fuel efficiency in
fleet maintenence

patronize an environmentally

sound garage

emphasize fuel efficient
driving practices

reduce business travel by
using teleconferencing

encourage employee
carpooling or use of
public transit

use non-vehicle alternatives
for courier services

REVIEWING YOUR TRANSPORTATION PRACTICES: A BRIEF QUESTIONMAIRE

1. Number of vehicles in vour fleet?

(a) cars

(b} trucks (distinguish by type)

2. Kilometres, in total, vour fleet travels in one year? L .

3. Is fuel efficiency a facror in buying a new vehicle(s)? Describe how.,

8. Is your mamtenance program designed to optimize fuel savings? How?

5. Are drivers given guidelines and training on energy-wise driving?

& Are used motor oils and other vehicle related hazardous materials properly stored, used and disposed? Explain.
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CORPORATE TRAVEL

1. Are trains or other public transit used for local and medium-range travel?

2. Do you use releconterencing to reduce travel?

COURIER/COMMUNICATIONS

1. Do you vse electronic mail?

2. Do you use bike or walk couriers where possible?

PERSOMMEL SUPPORT

1. Is there free or subsidized parking for employees?

2. Are employees encouraged to walk, bike, or take the bus? Describe how.

Do you have a corporate policy that addresses transportation and the environment? If yes, summarize briefly.

Recommended Priority Action: ' =

Completed By . - Dare:

Approved By s Date
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Product Type

Office Paper (inchiding
computer paper)

PURCHASING: ASSESSMENT WORKSHEET

Complete the following to profile purchasing in vour workplace and related
environmental practices. Give priority to current procedures. Use periodically ro
compare results and determine progress.

The following ‘Assessment overviews current pracrices and activities, helps to set
goals and determine immediate actions. The Questionnaire examines overall
consumprion and cost, and practices in specific areas.

| Current Product Environmental Alternatives Immediate
Used: Environmental | Goals/Alternatives Available | Actions
Qualities Sought 'Recommended

Sanitary Paper Products

Cardboard -Packaging

Fax paper

Plastics -Packaging

Packaging Fill

Toner Cartridges

Cleaning Products

Herbicides and Pesticides:

Barteries {small cells)

Vehicles.

Moror oil

Tires

Furniture

Carpering

Lamps

Photocopiers

Computers

Printers

Appliances

Paints

Pens, Pencils and Markers

De-Tcing Compounds
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REVIEWING YOUR PURCHASING PRACTICES: A BRIEF QUESTIONMAIRE

1. Whart environmental considerations do you now incorporate in making purchasing decisions?

2. Do you haye a purchasing policy and does it contain environmenral considerations?

3. If you answered ‘yes’ to No. | or 2 above, what verification process do vou follow to make sure the product(s) meets

the supplier's/manufacturer’s environmental claims? -

% Do you participate in a tradefindustry association thar coordinates efforts on behalf of its members o promote

environmentally sound products and purchasing pracrices?

5. Do you involve suppliers/dealers in any environmental initiatives? How?

6. Where in your organization is responsibility for purchasing located? Ts it centralized?

7. Do you have a corporate policy that addresses purchasing and the environmene? If yes, summarize briefly,

Recommended Prionity Action;

Completed By Date —
Approved By ) . Date
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SURVEY OF ENVIRONMENTAL PRACTICES IN YOUR BUILDING

The following survey of environmental practices in your buildingforganizarion will
enable you to determine the support for environmental improvements and cooperative
activities. Use periodically to compare results and determine progress.

The following Assessment overviews current practices and activiries, helps to set
goals and determine immediate actions. The Questionnairé examines averall
consumption and cost, and practices in specific areas.

SURVEY OF ENVIRONMENTAL PRACTICES IN OUR BUILDING/ORGAMIZATION

Please complete the following survey and help us determine environmental activities in
place and the opportunities for cooperative programs. Give priority to current practices
and procedures unless otherwise indicated. Please return to:

CONTact name ——

organization

address

telephone number

Indicate the environmental programs underway in your workplace:

1. TEMNANT SPACE SURVEY

Would Participate in
Cooperative Program

Yes | Ho Planned/Desired

Have you taken arny measures to
reditce your waster

Da you recycle fine paper?

Computer paper?

newsprint?

aluminums?

glass?

plastics?

other?

Have vou taken any measures 1o
rediice your water constnptions

Do you have ultea-low flush
toilets in vour building?

toiler dams?

sink faucet aerators?

water efficient showerheads?

automatic shut-off raps?

mixing or tempering valves?
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Yes

Planned/Desired

Would Participate in
Cooperative Program

Have you taken medsires to
curb your energy conswmption?

Do you shut off equipment when
it is ot in use?

Only run equipment when at full
capacity (e.g. washing machine)?

Keep heating and cooling
temperatures moderate?

Have you taken any measures to
reduce the amonnt of hazardous
materials you use andfor replace
them with materials that are
safer for the environment and
buman bealth?

Do you recover, reuse, or sell any
hazardous materials you use?

Securely store any hazardous
materials?

‘Have an emergency plan thar
mstructs staff abour how to
respond to accidents involving
hazardous materials?

Have you intraduced more
environmentally sound
alternatives where possible?

Have you taken measures to
mmprove your vebicle efficiency?

Do you purchase fuel efficient
vehicles?

Keep your vehicles well
maintained?

Train staff in energy-efficient
driving techniques?

Use bicycle couriers as much as
possible?

Encourage your staff to walk,
bike, bus or car pool to work?
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Have you revised your
purchasing policy to emphasize
efficiently used resources and
environmentally sound products?

Yes

Planned/Desired

Would Participate in
Cooperative Program

Do you set out environmental
guidelines for suppliers?

Purchase energy efficient
equipment?

Buy products with minimum
packaging?

Buy produets that are durable
and repairable?

Buy recvcled marerials
(e.g. post consumer recycled
paper?

2. SURVEY OF GENERAL BUILDING MANAGEMENT PRACTICES

Yes

Planned/Desired

Would Participate in
Cooperative Program

Do building cleaners use
environmentally sound producrs?

Do building lighting contractors
upgrade and maintain efficiency?

Do landscape contractors use

environmentally sound products
and practices in maintaining the
grounds?

Are alternatives to sale used to
de-ice sidewalks and parking
arpas?

Are the rIE building-wide 3Rs
(reduce, reuse, recycle) programs?

Are building energy systems
efficient and mantained?
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3. INTEREST IN COOPERATIVE PROGRAMS. WOULD ¥YOU PARTICIPATE IN A JOINT
TENANT-PROPERTY MANAGEMENT COMMITTEE TO PLAN AND IMPLEMENT IMPROYED
ENVIROMMEMTAL PRACTICES?

¥es [ Ne O

Whar priority actions/programs would yvou suggest?

List any suggestions you have for ways and areas in which we can work together to improve environmental pracrices in

this buildinglorganization/complex.
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ENVIRONMENTAL ACTION PLANNER
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ENVIRONMENTAL ACTION PLANNER
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(A FEW MORE SOURCES
AND REFERENCES

The availability of information in
bath French and English varies
depending on its source and purpose.
References and publications are
presented in the language in which
they were prtw‘i_dfd'.

The materials and sources listed
below provide further details for
planning workplace environmental
improvements and valuable
information for raising the level of
environmental awareness of all staff.

GENERAL ENVIRONMENTAL
INFORMATION

BOOKS, REPORTS

Achieving Enpirarimental Excellencs,
Focus 2000, The Canadian Chamber of
Commerce, 55 Mercalfe Sc., Suire 1160,
Ottawa, ONKIP aN4 (6513) 238-4000,
fax (613} 238-T643. (The Chamber of
Commerce represents more than 150,000
businesses of all sizes across Canada.)

Bustness and the Enviranment.

A handbeok of industrial ecology with 22
checklists for practical use. Georg Winter.
MeGraw-Hill Book Company GmibH.
Toronto and Montreal. 19588,

Blueprint for a Green Economy. Pavid
Pearce, Anil Markandya, Edward B.
Barbier, Earthscan Publications Led.
London, England. 1989,

The Emvironmental bpperative, Market
Appraaches to the Greening of Canada,
Edited by G, Bruce Doem. C.0. Howe
Instirure. Toronto and Calgary. 1990,

Getting It Green, Case Studies in
Canadian Exvirommental Regulation.
Edired by G. Bruce Doern. €1, Howe
Institute, Toronto and Calgary. 1991,

Greemning the Hill. A comprehensive
progran, involving five boildings in
the House of Commons complex and
the working environment of mare than
3,500 people, designed to replace
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environmentally harmiful products and

- methods with appropriate alrernarives.

House of Commens, Omawa,
ON K1A OAs.

Chir Common Futtre. The World
Commission on Environment and
Development. Oxford University Press,
Toronto, 1988,

Sustairable Developnient, A Paliey Paper,
Canadian Manufacturers” Association,
130 Albert 51., Suite 302, Ottawa,
ONKIP 5G4 (613) 233-8423;

fax (613) 233-6048,

CONFEREMCE PROCEEDIMNGS
Envrronmental Awditing Syvmipiosiums:
Challenge of the 1990z, Calgary, February
2728, 1990, and Orrawa, May 29-30,
1990, The Banff Centre for Management,
Box 1020, Bantf, AR TOL (0

(403} 762-6327; fax (403} Ta2-6422.

Churr Envrirenment, Solutions for Business

frome Business, Financial Post Conferences

with the assistance of Harmony
Foundarion, Royal Bank, and Ciry of
Ortawa. June 7 & 8, 1990, Westnn Horel,
Crrrawa. Financial Post Conferences,

3rd Floor, 333 King 5t E., Toronto,

ON MSA 4N2 (416) 350-621 1.

Oy Compmon Future: A Camadran
respomse to the challenge of sustainable
develggment. Procedings of the National
Forum at Trent University; Peterborough,
ON, August 18-21, 1988, Harmony
Foundation of Canaida, 225 Metcalfe St.,
Suire 501, Orrawa, OM, K2P 1P9,

(613) 230-7353.

PERIODICALS

Earthkeepier, Informarion and advice for
environmentally conscinus consumers. Six
issues, $24 per year. 99 Edinburg R, 5.,
Guelph, ON NTH 5P5 (519) 763-9357.

EcoDecision, Environmental issues
affecting corporate seraregy and national
finternational policy. Quarterly. $125 per
year, 276, rue Saint-Jacques Ouest, bureau
924, Montreal, PQ H2Y 1N3

(514 284-3053.

Envarormental Dimercsions, Mews,
analysis and rrends impacting national
environmenta| policy. Bi-monthly (excepr
July!August). $495 per vear, 8 York 5,
2nd Floor, Cravea, ON K1M 556

(613) 232-20810,

Hurmony, Learning to Live as if Nature
Matters. Environmental news and tips for
a broad audience, from children to business.
Quarteely, §21.40) per vear, Harmony
Foundarion of Canada, 0. Box 80001,
Preston Postal Outlet, 438 Prescon St.,
Ortawa, OMN K15 3MN6 (6135 230-7353.

New Environment, Envirommental
deyelopments and corporate scratepes
mvolving Canada's decision-makers,
Quarterly. 840 per year. 1057 McNicoll
Ave., Suire 106, Toronrto, ON M1W 31%Wa
(416 Fed-0406.

The Carporate Ethics Manitor, Ethical
issues and policies in the workplace. Six
issues: $297 per year (5317 with GST).
Ethichean, F.0): Box 165, Postal Starion §,

Toronto, OMN MAM 417 [416) TRI6776,;

LEGISLATION

The Canadian Brsiness Gutde to
Enuronmental Law, Ernest Loverr, LL.B,

Self-Counsel Legal Series, Vancouver,

British Columbia. 1988,

SUCCESS STORIES BANK

Sustainable Development, Corporare
Polioy Group, Environment Canada,
Crtawa, ON K1A 0H3;

Fax: (B19} 997-2800. Collects and
promotes examples of how the privare
and public sectors have successfully
integrated environmental factors inro
econonic decision-making.

HEALTH CARE

Health Care Environment Nerwork
i5.a gronp of more than 100 hospitals,
associations, bealth-care services and
individual physicians in Gnranio
promoting waste reduction. Contact:
Director, Public Affairs, Sunnybrook
Health Science Centre, University of
Toronto, 2075 Bayview Ave., North
York, ON M4 305,



INDEX

Action Planner — see Worksheers

Aerosol Containers, 36, 93

Air Cleaners (Electronic) — see (ffice
Eguipment

Air Conditioning — see HVAC:
Transportation

Antifrecze — see Transportation

Ballasts — see Lighting

Bartteries — see Purchasmmg: Recvcling:
Transportation

Bicdegradable, 103

Bleach — see Cleaning Products;
Hazardons Materials

Brick — see Recyeling

Building Envelope — see Enerey
Efficiency .

Building Maintenance Contract — see
Property Managemtent

Building/Renovating — see Property
Marnagement

BUILDING SUPPLIES AND MAINTEMAMCE

- carpeting and floor covéring, 38, 98

- fire exeinguishers, 38

- glues, 37, 39, 62

- halon systems, 38

- insulation, 12, 15, 38, 99, 104

- paint sreippers-and thinpers, 33, 34, 38

- ‘paints and stains, 33, 97

- plywoods/particle boards, 14, 37

- Tesins, 33

- solvenrs, 32,33, 3%, 47, 42, 60, 97

- wood preservatives and varnishes, 33,
34, 98

See also Epergy: Property Management;

Prrchasing: Waste

{CFC) Refrigq:r.unrs — see HYAC:
Transportation

CFCs (chioroflurocarbons), 13, 38, 3%, 83,
99 102

Cafeteria or Food Services Contract —
see Garbageless Lunch; Property
Muaniapentént

Canadian Standards Associarion, 104

Canadian Waste Materials Exchange - see
Hazardons Materials

Cardbeard — see Recycling

Carpeting — see Bruldmg Supplies

Catalyuc Converters — see Transporiation

Chlorine — see Hazardows Materals

Chloroflurocarbons — see CFCs
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CLEAMNIMNG PRODUCTS AND PROCEDURES

- bleach, 58

cleaning products and devices, 95

- controlled dosing, 37

- detergents, 21, 37, 84, 103

drain cleaners, 95

nitrilo triaceric acid (NTA), 37
phosphates, low phosphares, 37, 103
refillakle containers, 37, 95

- toilet cleaners, 95

- waxes, 23

- window cleaners, 34,95

See also Hazardous Materials; Purchasing

Climate-Control —see HVAC

Composting Organic Waste — soe
Properiy Managenent

Computers and Printers — see Office
Equiprnent

Concrete — see Recveling

Conducrion — see HVAC

Construction Waste — see Recycling

Controlled Dosing — see Cleanng
Products

Corporate Philanthropy — see
Environmental Excellence

De-Icing Compounds — see Property
Management

Derergents — see Cleamng Products

Dirain Cleancrs — see Cleaning Prodicts

Drywall — see Recyeling

Ecologe (Standards), 30, 80, 93, 96, 97,

- 100,103, 109 —see alvo
Envirommental Choice Program

) EDUCATION AND TRAINING (ser Chapter)

- educating tenants; 112

- ten steps for a successtul environmental
edpcation training program, 126

dee also Properey Marnagement

EMERGY (see Chapier)

See alsa Energy Efficiency: HVAC;
Lighting: Transportation

EMERGY EFFICIEMCY

- building envelope; 11

- energuide, 99

- energy assessment worksheer, 140

- Energy Etficiency Act, 10

~ Fuel efficiency, 83, 87, 101

- fuel (typesi, 9,10, 13, 20

- HVALC system (heating, ventilation 8¢ air
conditioning), 13, 13

- hor water systems/water heaters, 19, 20
- ligheing, 17,18, 114

- motors, 21,22

- office equipment, 21, 3%, 96

- solar energy, 20, 25

- solar heating systems; 20

See alsa HVAC: Lighting: Office
Equiprment; Transpartation; Water;
Weorksheets

Engine-Cooling Systems — see
Transportation

Environmental Choice Program, 103, 109
— e alsn Ecolopd

ENVIROMMENTAL EXCELLENCE BEYOND
THE WORKPLACE [see Chaprier!

--corporate philanthrepy, 130

- funds aned foundanons; 131

- ‘Imagine’ campaign, 130, 134

- model environmental policy, 133

Environmental Policics and Auodis, 133,
135

Environmentally Friendly, 103

Faucets, Automatic Shut-OFfF — see Warer

Fertilizers — see Properny Mariagement

Film-Processing Solutions — see O ffice
Equipinent

Fine Paper— see Qffice Egquipment;
Recveling

Fire Extinguishers — see Building Supplies

Fldor Covering — see Budlding Supplies

Fluorescents — see Ligliting

Food Service Appliances — see Praperty
Marnagenment

Formaldehyde, 14, 33, 37, 38, 97, 98

Fuel Efficiency — see Energy Efficiency;
Transpartation

Fuel Injection — see Transportation

Fuel (types) — see Energy Efficiency

Fuels {Alternate) — see Transportation

Funds and Foundations — zee
Emvirommental Excellence

Furniture — see Offfice Equiprrent

Garbageless Lunch (Program), 56

Glass — see Recyeling

Global Climateé Change. 10, 33, 49, 81,
11

Glues — see Building Supplies; Office
Equipaert '

Grounds Maintenance — see Property
Managernent




Halon Syswems — see Building Supplies

HAZARDOUS MATERIALS (see Chapter)

- Canadian Waste Materials Exchange,
43. 4%

- chlorine/bleach, 39,93, 102

- hazardous and liguid wastes; 335

- hazardous marenals assessment

worksheer, 148

hazardous materials use, storage and

digposal, 40

miatertal satery data sheer (MSIS), 40

- recyeling, &0

- warkplace hazardoos materials
imformation system (WHMIS), 40, 45

See also Bwilding Supplies; Cleaning

Praducts; Office Equiprients Property

Maragement; Recveling: Tables and

Charesy Transportation: Waste:

Worksheets

(]

Health Care Environment Network,
135, 166
Herbicides — se¢ Property Management
Hot Water Systems/Warer Heaters — see
Ewerey Efficiency; Water

HVAC (HEATING, VEMTILATION & AIR
CONDITIONING)

- -air comditioning, 15, 39

- (CFCY refrigeranes, 13, 16,30
climare-control, 13
conducton, 12

- heat pumps, 16

- heat recovery systems, 16
msulation, 15, 16, 19, 57

malngenatce contract, 114

sick Building syndrome, 13

- thermastars, 13, 14

= ventilation system, 14, 16

See also Enerpy Efficiency: Property
Management

Imagine Campaign — see Envirommental
Excellance

Insulation — see Building Supplies: HVAC

Lawn Watering — see Property
Muanagenient; Water

LIGHTING

- ballases; 17, 18

- daylight sensors, 17
v+ Huorescents; 18

- lighting contract, 114
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- motion sensors, 17

- fime conrrols, 17

See also Energy Efficidncy; Property
Management

Marerial Safery Dara Sheet (MSDS) — zee
Hazardous Materials

Metals — see Recveling

Model Workplace 3Rs Program — se¢
Fraperty Management; Recviling

Motor Ol — see Transportation

Motors — see Enerey Efficiency

Narional Packaging Protocol (NAPP), 50

MNartural Pest Management — see Property
Management

Nitrilo Triacetic Acid (NTA) — see
Cleaning Products

MNon-toxic, 103

OFFICE EQUIPMENT AMD SUPPLIES

air cleaners {eleceronic), 39

- compyers and printers, 21, 97

- film-proceéssing solutions, 39

- fine paper, 51, 92, 93

« furniture, 102, 118

#lies, 39

packaging, 50, 56, 44, 95

- paper correcton, 39

« photocopiers and tonee cartridges, 21,
39,98

pos-consumer recyicled paper, 55, 93,
94

printing, 102

- s@anitary paper, 34

- video display rerminals (VD Ts), 39
See also Budding Supplies; Purchasing:
Recveling

Oil Filters — see Transpartation

Qutdoors Warer Use — see Mroperty
Marnagement; Water

Ozone, 39

Packaging — see Giffice Equipment

Pamt Strippers and Thinners — see
Brildong Supplics

Paints — see Building Supplics

Pallets — see Recycling

Paper — see Offfice Equipment; Recyeling

Paper Correction — see Office Equipiriont

Parking — see Progesty. Managenient;
Transpirtatin

Pest Management — see Properey
Manageneernt

Pesticides — see Property Management
Phosphates, Low Phosphates — see

Cleanimg Products

Photocopiers and Toner Cartridpes — soe

Office Equipmient

Plastics — see Reevelmy
Plywood/Particle Boards — see Building

Supplies

Polystyrene, 38, 58, 99
Post-Consumer Recycled Paper — see

Ciffice Equipmient

Printing — see Ciffice Equipment
Product Chiality Verificaton Sheer — se¢

Talsles and Charts

PROPERTY MANAGEMENT [see Chapter)

building mamtenance conrract, 114
bulding/renavating, 117

- gabeteria ‘or food services.contract, | 16

COMPoOsTing orgamic waste, 35, 58, 95,
115

de-cing compounds, 34, 98
educating tenants, 112

- lertilizers, 34, 38, 58,95
- food service appliances, 99

grounds mamtenance contract, 113
HVAC maintenance contrace, 114

= herbicedes, 35, 115

- indoor pest management, 116

- ntegrared pest mapagement (IPM), 113
- lawn warering, 33, 73, 74

- lighring contract, 114

- managmg recyeling programs i

mult-tenant building, 117

model workplace 3Rs program, 51
mulching, 35, 74

natural pest management, 115

- parkmg, 118

pesticides, 35, 115

sprinkler svsems, 74

survey.ol enviconmental practices in
vinar building, 160

= [ENARE-MANAECMCnT Environme I1t.1|

committee; | 13
renants and building managers, needs of,
111

- waste disposal contrace, [15

See also Education and Traiming: HVAC:
Lighting: Offrice Equipment: Recyelmg:
Trarsportation; Water; Worksheets




PURCHASING (see Chapter)

- barteries, 96

- model environmental policy, 133

- purchasing assessment worksheet, 158

- purchasing enviconmentally sound
products and services (checklist), 105

= purchasing supphes/eguipment/vehicles,
117

See also Ewarommental Exceflence: Tables

and Charts; Worksheets

Recyclable, 102

RECYCLING

- barteries, 43, &)

- cardboard, 51, 24

- concrete and brick, 59

drywall, 59

fine paper, 49, 51,119

- urlass, Sp, 57

- hazardous marerials and waste, &0
metals, 56, §7

- model workplace 3Rs program, 51
pallets and construceion wood waste, 39
- plastics, 56, 58

- programs in multi-tenant building, 117
- recycling centres, 32, §7

- tires, 6l

See alsa Offrce Equipwment; Property
Managensent

Refillable Containers — see Clearing
Produces

Resins — see Butlding Supplies

Sanitary Paper — see Office Equipment

Sensors (Dayhght, Mortion} — see Lighting

Showerhcads, Low-Flow — see Wager

Sick: Building Syndrome — see HVAC

Sidewalk De-lcers — see Property
Managemient (de-icers)

Solar Energy — see Energy Efficienay

Solar Heating Systems — see Energy
Efficiency

Solvents — see Building Supplies

SOURCES AMD REFEREMCES

= MOTE SOUrges, 166
See alsoend of sagh chapter
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Spot Removyers — see Cleaning Prodicis

Sprinkler Systems — see Property '
Management

Stains — see Building Supplics

SUCCESS STORIES — see each chapter

TABLES AND CHARTS

- Comparative Fuel Efficiency, 87

= Product Cualicy Verification Sheet; 108

- Purchasing Environmentally Sound
Produces and Services {Checklist], 103

= "The Cost of Water,” 75

See also Enevgy Effictency; Hazardous

Materials: Purchasing; Transportation;

Water

Tenant-Management Committee — sep
Property Management

Thermostats —see HVAL

Time Controfs — see Lighting

Tires — swe Recyeling: Transportation

Toiler Cleaners — see Cleaning Froducts

Toilets — see Water

Toner Cartridges — see Office Equitnment

Transmission Fluid — see Transportation

TRAMSPORTATION {see Chapter)

- air conditioning and refrigerants, 35, 36,

&3, 85

air pollution, 81

aleernare tuels, 82, 101

- batterics, 84

- ‘cartalytic converters, §4

engine-cooling svstems and anrifreese,

43, 83

- fuel efficiency, 82, 83,85, 101

- fuel injection, 83

motor oil and oil flers, 36, 84, 100

parking, 81, 86, 87, 118

tires, 60, 83 100

transmmssion (and ffuid), 83, 54

- transportarion assessment worksheer,
156

- windshield wash, 84

Sz also Properey Management) Recyeling:

Wirkshepts

Valdez Principles, 133

Varnishes — see Building Supplies

Ventilation — see HVAC

Video Display Terminals (VD Ts) — see
Office Equipnent

WASTE (see Chapter)

- waste assessment worksheer, 152

- wasre disposal contrace, 115

See alsa Hazardows Materials: Property
Management; Purchasing: Recycling:
Transportation; Worksheets

WATER (see Chapreer)

- employee personal warer use, 72
faucets, automatic shur-off. 73, 74
hot water systemsiwarer heaters, 19
kirchen and laundry water use, 73

- laven watering/outdoors water use; 73
-~ ProCcess water, 76

showerheads; low-flow, 73

“The Cost of Water," 75

roilets; 73

- Water assessment worksheet, 154

= warer, discharges, 75

See alsa Ewergy Efficiency: Property
Mariagenent: Tables and Charts:
Wiorkshets:

Waxes — see Cleaning P'roducts

Window Cleaners — sew Cleaning
Produce:

Wood Preservatives — see Bilding
Supplies

Wood Waste, Construction — see
Recveling

Waorkplace Hazardous Materials
Information System — se¢ Hagardous,
Materials

WORKSHEETS AND ACTION PLANNER

- action planner, 164

- energy assessment worksheer, 140

- hazardous marenals assessment
worksheer, J48

- purchasing assessment worksheer, | 58

- survey of environmentil practices in
your building, 160

- transportation assessment workshear,
156 :

- waste assessment worksheet, 152

- water assesament worksheer, 15




A FINAL WORD

We hope you have found this book helpful and that you've made progress roward
umproving environmental practices in your workplace.

The environmental field is rapidly changing and we'd like to hear from you if you have
additional or updated information or have experiences or successes to tell about, We
are particularly interested in mnévarive education and rraining programs and
cooperative initiatives, Thank you, '

To:

Harmony Foundation,
Box 3444 Station D,
Ortawa, Ontario K1 6P9

From:

MName

v Tele)l =

Organization .

Address

Phone Number ; T

= O Our donation in support Harmony’s environmental education programs is enclosed.
Please send information on ordering:
O additional copies of Waorkplace Guide
1 Harmony's other publications.

Comments:
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HARMONY FOUNDATION

GREATLY APPRECIATES THOSE
ORGANIZATIONS WHO SUPPORT

OUR CONTINVED PROGRAM

DEVELOPMENT AND SHARE OUR COMMITMENT
TO THE PRINCIPLES OF LEADERSHIP,
IMMOVATION AND EXCELLENCE IN
ENVIRONMENTAL EDUCATION.

BEMEFACTORS

ROBERT BATEMAM

OntArID HYDRD

Rovar Bamk oF Canapa

DHTARIS MINISTRY OF ENVIROMMENT
EMVIRONMENT CAMNADA

JW. MoConnELL FamiLy FOUMDATION

PATROMNS

MilL PoND PrEss

~HELEN McCrEa Peacock FOUNDATION

CRB FoumMpation

THE MoLsON CoMPANIES LTD.

CIBC

XEROX CANADA LTD.

CANADIAN INTERNATIONAL DEVELOPMENT AGENCY
Westin HoTeLs & Resomms

MAJOR DOHORS

DU PonT CaNaDA Iuc,

GERERAL ELECTIIC CaMADA INC,

NOoRARDA [NC.

Georce €. METCALF CHARITABLE FOUNDATION
PLACER Diome Inc.

ONTARIO MINISTRY OF EDUCATION

' Petro-Canaba |HE.

Rio AlGom Lo,

INVEST IN THE FUTURE

Support Harmony Foundation's environmental
education programs. In addition to workplace
educarion, we alse develop programs for:

EDUCATORS AND STUDEMTS The Summier Institute
tor Environmental Values Education brings rogether
educarors and resource people from across Canads
and other countries to explore innovative ideas for
environmental education in clagssrooms and
COMmumnities.

THE PUBLIC AMD COMMUMITIES To assist
individuals to contribute 1o environmental solutions,
Harmony has several publications and resources:

Home & Family Guidé: Practical Action far the
Environment, Community Workskops for the

" Environsent, " Positive Action for the Environment”

ta videno), and “Harmony, Learning ro live as if
Narure matters™ {3 newsletter).

ENYIROMMENTAL LEADERSHIP Various programs
bring toperther professionals from diverse back-
grounds to find cooperative and innovative ways
to respond to envitonmental problems and
Opportunities.

The decisions we make today. profoundly affece the
foture. We all have the oppoftunity and
responsibility o improve our environmental
practices. Harmony is working hard fo help
individuals and organizations develop practical
environmental knowledge and skills.

With your charirable donarion we can help many
more people to contribute to environmental:

solutions.

For more informanon on all our programs, to order
more copies of Workplace Guide or to make a
daration, please write,

Harmony Foundanion

Box 3444, Station D

340 Lavner Ave., West
Ortawa, Ontario. K1P P9




THE 19905 ARE THE ENVIRONMENT DECADE

Organizations of all types and sizes are secking
practical ways to protect the environment.

Whether vou are a senior manager or concerned staff
member, with a large corporation, a small business;
a s¢hool, 4 home-office or ¢orner store. this
Workplace Guide will help vour organization
' contribute to environmental solutions.

Workplace Guide offers & comprehensive, pracrical
and easy to use approach o help vou idenrify both
environmental and econoniic benefirs, It helps you
assess your workplace operations and implement an
effective environmental action plan, inéluding:

eriergy and water conserpation
rwaste reduction

purchasing prractices

properiy management

staff education and traming
commnnity outreact

ard much. miore

While the impact of any ane office, school or
business may seem insigniticant, the cumulative
effort of tens of thousands of workplaces will
achieve substantial envitonmental benefits,

We must succeed in our environmental efforts if we

are to ensure a healthy furure. Use this Guide and
get started today.

"~ 'With Compliments of:




