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Executive Summary

The Sustainable Events Guide 2022 was developed as an update to the 2012 Sustainable
Events Guide published by UNEP through collaboration with ICLEI, UNOP, and IAMLADP.
While much of the work done to produce the 2012 guide still remains relevant today,
almost a decade of research and practical experience is now available to share with event
organizers hoping to decrease their event’s environmental impact. As such, event
organizers at ICLEI have used their experience planning events that support local and

regional governments, to provide updates to this document.

ICLEI largely recommends following the guidance provided in the 2012 Guide as a basis
for environmental event planning. The 2022 edition simply aims to augment this older
document by providing an overview of the Sustainable Development Goals (SDGs);
demonstrating an integrated approach to sustainable and equitable event hosting;
emphasizing the importance of a cross-cutting interdisciplinary approach to event

planning; and incorporating relevant information on virtual events, and hygiene.

Additionally, where the 2012 Guide provided countless “"Good Practices” many of which
still present insightful examples, the 2022 guide provides an update to these by focusing

only on examples from 2012 until present.

Each of the sections listed below will begin with a short introduction and summary of its
contents. Where there are key considerations or checklists to be considered, these are
provided up front at the start of the section. This structure allows the reader to use the
table of contents to select exactly which section is relevant to them. Whether a reader is
interested in the entire document or just one section alone, the contents are easy to find

and can stand alone.

The reader will find tips throughout the document which highlight key insights in event
sustainability, provide resources, and useful hints on how to go the extra mile in the

planning process.
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Additionally, Good Practices are provided which will highlight a key case study example to
inspire readers to adopt similar practices at their event and spark the imagination to

consider a new idea or practice at their next event.

The update guide is divided into three main sections for sustainable event planning,

implementation and reporting purposes:

Section 1: An introduction to sustainable events and advancing toward the SDGs
- this section takes the reader through a basic overview of sustainable events, why they

are important, and how they relate to the SDGs.

Section 2: Early planning considerations - this section reviews considerations that
need to take place before any definitive action is taken. From management to engaging
with stakeholders, this section will provide you with the information you need to
successfully involve others in sustainable event hosting and get them on board with your

plan.

Section 3: From Planning to Implementation - this section will first look at the social
and environmental considerations that are key to consider across event elements.
Following this, it breaks down the different event elements and provides recommendations

on how to make each of these more sustainable.

Section 4: Adapting current practices - from the rise of virtual and hybrid events to
hygiene recommendations, this section takes you through some of the most current

changes in the sustainable events sector.

Section 5: Post - event responsibilities - an event organizer’'s commitment to
sustainability does not end when the event is over. In this section, next steps and

responsibilities for monitoring and evaluating your work will be introduced.
Appendix A: Sustainable events checklist (updated sustainable events checklist)

- the appendix contains a detailed checklist to support the organizer in meeting their

objective of hosting a sustainable event.
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1. Sustainable events: An opportunity for

change

Sustainable development focuses on the relationship between society, environment,
culture, and economy. It recognizes the intricate interrelationship between these and aims
to meet the needs of the present without compromising the ability of future generations to
satisfy their own needs (ISSD, n.d.). While sustainability might be considered the long
term goal for society, sustainable development can be viewed as a way to accomplish this
and encompasses the means through which sustainability can be achieved (UNESCO,
n.d.).

With this definition in mind, any large gathering will have a negative impact on the air,
soil, water, resources, and possibly even on the people. This includes not only the location
where the event takes place but also far beyond - participants will consume natural
resources such as materials, energy, and water, generate waste, create local air and water
pollution, and contribute to climate change through greenhouse gas emissions. It is
important to not only look at the event itself, but at the logistics required to get people
and resources to and from the event. While in-person events have a far larger impact, it is
also important to recognize that even fully virtual events have environmental impacts

(please see section 2.4 for further information).

By taking sustainability planning into consideration, event organizers have the opportunity
to not only minimize negative impacts but also, given the large number of stakeholders
involved, concretely influence change by leaving a positive legacy and hopefully inspiring

those involved to live more sustainably.

Sustainable event planning can be viewed as a way to advance the UN Sustainable
Development Goals (SDGs) (Wonderful Copenhagen, 2022). A sustainable event is one
designed, organized, and implemented in a way that minimizes potential negative impacts
and leaves a beneficial legacy for the host community and all involved (Events Industry
Council, 2022).

In all phases of their event, organizers must take action towards:

e Preserving the natural environment

¢ Promoting a healthy, inclusive and equitable society
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Fig 1. Basic distribution of SDGs over the environmental, social, and economic aspects of

sustainability (adapted from Events Council, Sustainability Pledge)

A sustainable event should aim to balance these three key components of sustainable

development and planners should demonstrate practices that achieve these goals. The

table below outlines some of the primary areas of consideration:

Environmental Practices

Social Practices

Economic Practices

Conservation of resources,
including water, energy and

natural resources

Universal human rights

Collaboration and partnerships

Waste management

Community impacts

Local support, including small

and medium enterprises (SMEs)

Carbon emissions reduction

and management

Labor practices

Stakeholder participation

Supply chain management

and responsible purchasing

Respect for culture

Equitable economic impact

Biodiversity preservation

Safety and security

Transparency

Health and well-being

Responsible governance

Table 1. Key components to consider across environmental, social, and economic

practices (adapted from Events Council, Sustainability Pledge)
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Orgazniing a sustainable event not only reduces its environmental impact, but can also

benefit the actors involved by:

Providing financial advantages

Building a positive reputation and improving your image
Generating social benefits

Triggering innovation

Raising awareness and inspiring change

The following paragraphs explore these benefits more in depth:

Providing financial advantages: Conserving energy, reducing waste, purchasing local
products and consuming less — all can result in money saved. Despite a sometimes higher
investment of resources (financial or human) to research new systems or invest in new
tools, applying sustainability principles can bring immediate savings (e.g. by printing less
material and having less waste to collect). They can also have long-term financial benefits,

due to the more efficient use of resources and easier access to credit lines and sponsors.

Good practice: Resource efficiency and cost savings [GOAL 7 - Affordable
and Clean Energy] [GOAL 12 - Responsible Consumption and Production]

In 2014, Shambala Festival achieved 100% renewable power by using a hybrid
power system. As a result, not only CO2 emissions were reduced by 15T, but the
event organizers were able to save £ 6,436 in fuel bills (Firefly, 2019).

Building a positive reputation and strengthening your image: Promoting the fact
that you are organizing or hosting a sustainable event will raise the profile of the event,
attract participants that are becoming increasingly aware of sustainability issues, and
potentially engage the media’s attention. It may also be appreciated by the general public

as well as partners and potential donors.
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Good practice: Sustainable host- Copenhagen [GOAL 11 - Sustainable Cities
and Communities]

As a result of the very successful sustainability programme at the Climate Change
Conference

COP15/CMP5, held in Copenhagen, Danish tourism authorities refer to Copenhagen
as the Capital of Sustainable Meetings (ICCA, 2013; Corgan, 2020). Sustainability is
now a clear differentiator for their branding and marketing actions.

Generating social benefits: If planned and implemented carefully, the event can
provide benefits to the region by creating jobs, encouraging local investment, involving
local and regional small and medium enterprises (SMEs), and promoting better working
conditions and social inclusion. It can also act as a catalyst for encouraging environmental
and sustainable best practices across the region, as well as improving the relationship

between the organizer and the local community.

Good practice: Local food trucks and entertainment at the ICLEI World
Congress 2022 in Malmo6, Sweden

In support of small local businesses, the City of Malmo hired local food trucks to
serve an outdoor dinner for all participants during the Congress. Food trucks were
selected not only based on their reputation for delicious food but also for their
commitment to sustainable and social values. Furthermore, the artists selected to
entertain were local including a local youth dance group. This initiative gave local
businesses and performers the opportunity to showcase their work to a global
audience and to uplift the community.

Triggering innovation: Organizers of large, sustainable events drive the demand: the
request for more sustainable products will both trigger as well as promote the
development of innovative technologies and techniques, leading to a more efficient use of

resources and the improvement of the delegate experience.
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Good practice: Venue innovation as sustainable events become the norm
[GOAL 9 - Industry, Innovation and Infrastructure] [GOAL 12 -
Responsible Consumption and Production]

The Vancouver Convention Centre was designed with the objective of becoming a
global leader in sustainability. In 2016, it received its second LEED certificate,
making it the world’s first double LEED Platinum certified building (Vancouver
Convention Centre, 2022). In addition to this certification, the Centre holds North
America’s largest non-industrial living roof with over 400,000 indigenous plants and
grasses. This roof acts as an insulator which reduces heat gain in the summer and
heat loss in the winter. Additionally, it has 4 beehives which pollinate the plants and
provide honey to the Centre’s kitchens. The Centre hosts a black water treatment
plant which recycles gray and black water back into the washrooms for flushing and
is used for rooftop irrigation in hot weather. These represent just a few of the
environmental initiatives that this building supports. Further, the Centre is
recognized as the first “"Healthy Venue in the Americas” due to its commitment to
health and well-being. Management of the Centre supports a kitchen which uses
mostly fresh, local, and seasonal ingredients and encourages suppliers to deliver
goods in reusable containers. The kitchen ensures that event participants are
offered a delicious and healthy menu with reduced fat, sugar, and sodium.
Importantly, the Centre has its own Environmental Policy which commits the facility
to continual growth and innovation to improve across several important
environmental and social themes.

Raising awareness and inspiring change: An event is an excellent opportunity to raise
awareness among participants, staff and colleagues, service providers, the local
community, the wider events community and the general public on the theme of
sustainability and sustainable events. Leading by example, it can motivate them to take
responsible decisions and introduce environmental and social improvements into their own

events and organizations.

Good practice: Involving the local community— Oracle Open World, San
Francisco 2019 [GOAL 11 - Sustainable Cities and Communities]

The Oracle OpenWorld is an annual convention which has been tracking their
sustainability progress since 2009 and, in more recent years, aligned where possible
with the SDGs. In addition to their environmental progress, the convention also
seeks to raise awareness in the community and deliver concrete actions to inspire
change. They ran an onsite program for youth which helps build their skills as the
next generation of developers called “JavaOne4Kids”.The Oracle Education
Foundation showcased the work of young innovators and designers in the Exhibit
Hall Exchange, giving them the opportunity to engage with attendees (Meet Green,
2019).
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Once it has been decided to host a sustainable event, it is important to make sure it is

possible to deliver this objective. One of the best ways to evaluate this is to pursue a

sustainable event certification such as ISO 20121. This provides the event with official

recognition providing additional value.

Sustainable event certification has become the standard in event planning and practice.

These environmental management systems standardize environmental practice for events

and provide planners with guidance and outline requirements to reach certification status.

In general, pursuing certification can save costs while also strengthening the event’s

reputation and that of the organizing company as a leader in sustainability.

Some of the most common systems include:

ISO 20121 (ISO 20121:2012, Event sustainability management systems -
Requirements with guidance for use) : Created by the International Organization
for Standardization, it is the most common certification available. The London 2012
Olympics and Paralympics were a ‘test-case’ for ISO 20121 and the Glasgow 2014
Commonwealth Games was the first event to fully satisfy the certification’s criteria
(Tigals, n.d.). ISO20121 was also developed to help relieve the strain on local

communities that often results from a large-scale event (ISO, 2012) .

The Events Industry Council Sustainable Event Standard replaces the former
APEX/ASTM Environmentally Sustainable Meeting Standards. These standards are
made up of six specific standards that assess event and industry suppliers using
environmentally and socially responsible criteria. The Informa Connect’s Greenbuild
International Conference and Expo in Atlanta successfully reached the Platinum
level certification (meaning that 90% or more of the required criteria were met)
(Insights, n.d.).

The Global Reporting Initiative (GRI) launched a sector supplement guide for
event organizers in 2012. These guidelines set out a sustainability reporting
framework which can be used to assess sustainability performance on both
qualitative and quantitative criteria and aims to produce not only environmental,
but also social and economic benefits as a result of event management (Global
Reporting Initiative, 2014).
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Good Practice: COP23 in Bonn, 2017 EMAS certification [GOAL 12 -
Responsible Consumption and Production]

COP23 was the first UN Climate Change conference to achieve a form of sustainable
certification. The EMAS certificate measures areas such as catering, transit, waste,
and temporary structures (BMU, 2017). The organizers put in a considerable
amount of pre-planning and incorporated climate initiatives across event elements
such as waste separation, provision of climate friendly transport, and using reusable
materials to construct temporary structures.

Beyond official certifications, the event can be evaluated by checking the
following criteria (UNEP, 2012):

[0 Efforts are made to reduce conference-related emissions of greenhouse gasses

and support off-setting of unavoidable emissions;

[J Procedures are implemented to reduce the consumption of water, energy,

materials and other resources;

[J Measures are in place to reduce the generation of waste and to reuse, repurpose

and/or recycle unavoidable waste;

[0 When purchasing goods and services for the event, the environmental and social

impacts of their life cycle are included in the purchasing decision;

[J Social and environmental principles are applied throughout the implementation
of the event, to reduce damage to the environment and to ensure accessibility,

inclusion and well-being of all participants, staff, and the local community;

[0 Measures are taken to foster economic, social and environmental benefits for the

local community, and minimize disruption;

[J Efforts are made to increase awareness of, inform and involve relevant
stakeholders, including participants, the workforce, local hosts, regional and
national authorities, sponsors, civil society groups, NGOs, businesses and technical

experts, in order to comply with and support the principles stated above;

[0 A reporting system is put in place that allows for the communication,

assessment and evaluation of “sustainable event processes, initiatives and results.”

For the more detailed checklist, please refer to Appendix A - Checklist.
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2. The Early Planning Stage

This section will explore management principles and engagement which can be taken by

organizers in the earlier stage of the event preparation.

The first question to ask is whether an in-person event is necessary. Explore your

options and make your early design accordingly.

Alternatives could include:
e Fully virtual event

e Hybrid event

e Plan the event back-to-back with another larger event so that resources can be

shared and the need to travel reduced

Qualities to incorporate in the design of your event (London Organising Committee

of the Olympic Games and Paralympic Games, 2012):

e An accessible and inclusive setting for all

e A safe and secure atmosphere

e Minimal negative impacts on the environment

e Encourages healthy living

e Promotes responsible sourcing of goods and services
e Leaves a positive legacy

e Delivers excellent customer experience

e Encourages more sustainable behavior

Organizing a sustainable event is a process that starts long before the event takes place
and continues after its conclusion. If you are planning to integrate sustainability into your
event, start by developing a strategy early and well in advance of any implementation.

Remember: any sustainably ambitious event might fail simply because of late planning!
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Stages in the early planning of your event:

[J Prepare an action plan

O Allocate sufficient resources

[J Build a core “sustainability team”

[J Take a step-by-step approach

[J Focus on the areas where you have influence

[J Develop a communication plan

J Monitor and report

The following paragraphs introduce the different planning stages in more detail:

Prepare an action plan: With clear measurable objectives (key performance indicators),

responsibilities, deadlines and appropriate monitoring actions.

Allocate sufficient resources: (time, staff capacity and, to a certain extent, money) -
remember, the long-term financial savings and more efficient use of resources will quickly

compensate for the initial investment.

Build a core “sustainability team”: With internal staff from the main units or
departments involved in the organization of the event and, ideally, representatives from
the main stakeholder groups (e.g. host city or country, sponsors, suppliers, venue,
hotel, local community, etc.). If limited human resources are available, appoint one

staff member to be responsible for implementing the action plan.

Take a step-by-step approach: Start gradually, focusing on one or two aspects and,
preferably, begin where tangible and measurable results are quickly seen (e.g., reducing
the use of materials, avoiding printing material which can be easily displayed digitally, or
recycling waste). These goals can then be expanded in the next event. This applies
especially in regions where environmentally and socially responsible products, experience
or infrastructure are lacking or limited. Identify the objectives in a realistic manner and

work towards them with the available resources.
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Focus on the areas where you have influence: If you are not responsible for the
selection of the venue or of the service providers, your sustainability team can still offer

recommendations.

Develop a communication plan: If sustainability is introduced into the event planning,
promote it! Make sure the participants and other stakeholders are aware and engaged in
the sustainable activities — use communication channels to promote the sustainability of

the event and engage those involved.

Monitor and report: Measure the progress of the sustainability activities - to quantify
achievements, benchmark weaker areas and set targets and improvements for the future.

This can also be used as a marketing and communication tool.

Remember that organizing sustainable events is a continuous learning process: the
targets not reached now will become the goal for the next event! Therefore make

sure to set clear targets, monitor their implementation, and evaluate their success.

Good practice: A sustainable first for Singapore: 100% carbon neutral
festival [GOAL 12 - Responsible Consumption and Production] [GOAL 13:
Climate Action]

Garden Beats (Garden Beats, n.d.) is Singapore’s first 100% carbon neutral festival
and after achieving this “first” continues to be a pioneer in eco-conscious event
hosting with their single-use plastic ban, vegan menu items, and partnership with
One Tree Planted. Festival goers must either bring their own reusable cup to the
festival or can rent one onsite.

To be successful, event sustainability must be mainstreamed in all the sectors involved in
setting up and running the event. By cooperating with the main stakeholders, it is possible

to inspire change and create a legacy that will last long after the event.

Steps to take in your stakeholder engagement strategy:

[J Map out all relevant stakeholders

[J Categorize these stakeholders
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[0 Communicate the sustainability goals early on

[0 Establish formal collaboration

J Plan awareness-raising and capacity-building activities

The following paragraphs explore each step in more detail:

Build on the enthusiasm and interest of the private sector and the public, looking out for
those stakeholders, such as host cities, venues and hotels, who already have their own
sustainability agenda. Partner with them and take advantage of the increased funding,
knowledge, skills or capacity. Local actors will provide vital knowledge of, for example,

planned activities, and will better understand community sensitivities, etc.

Map out all relevant stakeholders: This includes: host, sponsors, partners, venue
owners/managers, hotels, suppliers, local residents, youth. workforce, participants,
statutory bodies, local authorities, emergency services, relevant NGOs, and local and

national media.

Categorize these stakeholders: Differentiate between internal and external
stakeholders and define their role (do they have decision-making or purchasing power?
Will they interact with the participants?). Assess their area of influence, level of
importance, and current involvement or interest in (events) sustainability so as to fully

benefit from their potential.

Communicate the sustainability goals early on: Do so in a way that is easily
understandable by all, and gives stakeholders time to adapt and better respond to the
sustainability strategy needs. Explain the background of the environmental and social
issues so decisions are better understood, thus giving stakeholders a sense of pride in
having been part of the process. Event participants should be sent a logistics note on

sustainability and equity issues related to the city in which the event will be held.

Establish formal collaboration: Link this collaboration to stakeholders’ current
sustainability initiatives or highlight the benefit of creating new ones, setting common

goals and using joint resources.

Plan awareness-raising and capacity-building activities: This can include simply
circulating information, or perhaps organizing meetings and training for those that will

have a role in the event. Take advantage of the fact that sustainability issues are now
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receiving more media coverage than ever before and use practical examples and concrete

figures to capture the attention of the general public.

Good practice: Accessible communications [GOAL 11: Sustainable Cities
and Communities]

When communicating about your event, make sure to be inclusive and to make the
information accessible to a wider audience by thinking of the way the information is
spread. Is the message clear enough? Are we using inclusive language? Is this
communication accessible to a person with a disability?

Small adjustments can be made to ensure that communications about your event
reach everyone, such as by using simple language, clear signs, videos with
captions, and/or an accessible website.

Good practice: Stakeholder engagement — The ICLEI World Congress 2021
- 2022: The Malmo Summit [GOAL 11: Sustainable Cities and Communities]

During the ICLEI World Congress 2021 - 2022: The Malmé Summit, the City of
Malmoé selected 16 students from thematically related programs from Lund
University, Malmo University, and the Swedish University of Agricultural Science to
support event organizers and partake in the congress, especially in the Mobile
Workshops. During the closing plenary, the students were given the opportunity to
present some of their findings and observations from the Workshops and from their
congress experience. Their input was applauded by the audience as a meaningful
contribution from the youth. Organizers made additional efforts to include youth
during the planning stage of the sessions. Here, the team acknowledged the
importance of having a meaningful youth presence amongst the speakers and
provided financial support to young participants so that they were able to attend in
person.
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Good practice: Youth engagement in the planning process - Réel Festival
2022, Villeurbanne, France [GOAL 11: Sustainable Cities and Communities]

The organizing committee of the Réel festival (3-5 June 2022) included young
people from the city in event planning from the start to finish. The youth group was
in charge of the program, the artists, the design, as well as the contact with
suppliers and general communications. The festival was also an opportunity for
young artists of the region to showcase their work. Involving youth throughout the
process means that their voices are heard and this can empower youth and
community.

When planning an event, it is important to identify the main stakeholders and to have a

strategy on how to engage with them. Below is a list of the essential components of an

event and some examples on how to help align them with sustainability and equity goals

to inspire change.

Stakeholders:
1. Host countries and cities
Venue managers
Service providers
Participants
Others:
a. Sponsors
b. Media
c. Local community and NGOs

LU S

The following can be useful arguments for sustainable action depending on the

stakeholder:

e Involving local actors

e Financial savings

e Financial support to sustainable event organizers

e Improved international competitiveness
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e Sustainability as a criteria for venue selection / operational improvements in the

venue
e Include sustainable procurement considerations in purchasing decisions
e Connecting decision-makers and service providers

e Work with the suppliers to help them make more sustainable choices (catering,

etc)

e Informing participants on sustainable choices

The following paragraphs explore how each stakeholder of your event can take

sustainable action in more detail:

1 - Host countries and cities

The support and commitment of the host country and/or city is crucial, especially when
they are contributing to the event financially or otherwise. Since they are likely to be more
familiar with local service providers, involve them in developing the Sustainability Action
Plan and ask them to take the lead in the sustainability process if they are willing to do so,
or alternatively, to be members of the sustainability team. If the host is not easy to
convince, these examples can be used to highlight the benefits of hosting and/or funding

sustainable events:

Financial savings:

Example: The TEDxMileHigh event in Denver was able to save more than $7000 by
introducing an event app for the first time. This app allowed them to reduce the need to
print materials such as maps, session brochures, and signage ultimately leading to a

significant reduction in printing expenses (Staff Writer, 2019).
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Good practice: Financial support to sustainable event organizers [GOAL 12
- Responsible Consumption and Production]

To stimulate the events industry during the global COVID-19 pandemic, the State of
Berlin, Germany, started a fund called the “Berlin Congress Fund”. The purpose was
to provide event organizers with some financial security in an uncertain time so that
they have the potential to move forward with event planning, whether fully virtual
or hybrid, and do so in a sustainable manner. On top of the base amount of funding,
an extra financial incentive is provided if the event complies with a set

of sustainability criteria (Berlin Tourismus & Kongress GmbH, n.d.).

Improved international competitiveness: Improve competitiveness through improved
image, being a “sustainable host” can bring considerable competitive advantages in host
selection procedures - being listed online as a green destination (e.g. for 2022, see the
website “green destinations” for the top 100 Sustainable Destinations) can undeniably
attract companies and organizations looking for a sustainable location (Green Destinations
Foundation, 2022).

Example: The 2012 London Olympic Committee (LOCOG) used sustainability as a key
part of their bid when competing to win the Olympics. They became the first Summer Host
City to embed sustainability into all aspects of the organization of the Games. The fact
that the organizers set the goal of ensuring that all the events and related activities
hosted by or associated with London 2012 were organized in a sustainable way is an
extremely positive example of sustainability in practice. These actions left London with a
powerful legacy: the London Olympics became the reference for sustainable events
worldwide and contributed to the city’s long-term goal to be seen as a sustainable
destination. In the meantime, the London Olympics set a new standard to surpass/outdo
in the following Olympics. This led, for example, to a reduction of the CO2 emissions from
39 070 tCO2¢e in 2016 to 30 050 tCO2e in 2019 (International Olympic Committee, 2021).

2 - Venue managers

When selecting a venue it is extremely important to assess the management’s
commitment to the sustainability of the venue beforehand. It is essential to include
sustainability criteria and goals, together with corresponding activities, in the agreement
and ask for these principles to be applied in the contracts they have with their own

suppliers.
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Good practice: Sustainability as criteria for venue selection [GOAL 12 -
Responsible Consumption and Production + GOAL 13 - Climate Action]

When selecting service providers at the IUCN World Conservation Congress 2021
hosted in Marseille, France, the organizing committee encouraged sustainable
solutions and practices through the procurement process and in the contracts. Their
chosen event venue, SAFIM, took the initiative to become ISO 20121 certified in
2019 in preparation for the event in 2021 (Ministére de la Transition Ecologique and
IUCN, n.d). SAFIM also has carried on this legacy of sustainability and expressed
their interest in repeating many of the waste management and sustainability
measures taken at the Conservation Congress for their future events.

3 - Service providers

Who are service providers? Services including cleaning, technical support, energy
supply, waste collection, delivery, catering, and accommodation, all involve local
businesses and people. When applying sustainability criteria, event organizers and public
procurers can require a certain percentage of the workforce to be recruited through local
social projects or support small businesses (e.g., through small lots). For service contracts
and supply contracts “along the supply chain”, contract performance conditions should
require proven compliance with human rights and core International Labour Organization

(ILO) conventions.

Given the scale of goods and services needed for larger events, it is important to make
sure to include sustainable procurement considerations in all the purchasing activities.
Again, a combination of appropriate management and communication will increase the
chances of engaging the interest of the service providers in the sustainability process:
signal the commitment to sustainability and hence to green purchasing and service
practices to the market early on, set clearly defined objectives and include the
sustainability requirements from the tendering process onwards and later in all

agreements.
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Good practice: Sustainability requirements for procurement— Deutsche
Gesellschaft fiir Internationale Zusammenarbeit (GIZ) [GOAL 12 -
Responsible Consumption and Production]

On an organizational level, GIZ strives for sustainable procurement practices in all
of its activities, including event planning. When organizing events, GIZ follows the
German Government’s guidelines for procurement and provides a list of their own
key measures. Examples include only procuring products with the “"Blue Angel” label
or European eco-label; avoiding the use of paper where possible; purchasing
products from regional, local, and seasonal sources; and upcycling products where
possible (GIZ, n.d.).

Sometimes it is not possible to have complete control over the procurement process.

If sustainable selection is not feasible (e.g., because a venue has a pre-selected caterer),
inform those involved in procuring goods and services about the sustainability
requirements of the event and make sure that they follow the recommendations given in
this guide - highlight the market competitiveness of implementing sustainability. If
someone else is selecting the suppliers, empower them with the knowledge needed to
make the most sustainable choice. Connect the decision-makers with hew or aspiring

sustainable contractors and encourage them to discuss issues and find suitable solutions.

Connecting decision-makers and service providers: Organizing a sustainable event is
an opportunity to foster change by making new connections between decision-makers and
providers. For example, the waste manager could be connected with recycling industry
bodies (e.g., the plastic recycling group) to see how to improve recycling separation and

treatment and then use the event to promote the recycling organization’s activities.

Work with the suppliers to help them make more sustainable choices: Choosing
sustainable or environmentally certified providers can simplify the research and

selection process. If there are none in the event’s area, an alternative is to look for those
who comply with environmental and social principles. If these are also difficult to find,
work with the available ones to create solutions that will reduce their negative

environmental and social impacts.
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Request to see their business’ sustainability policy and a list of their related initiatives,
thus motivating them to review their current systems (see checklists 6.1 - Venue, 6.2 -
Accommodation and 6.3 - Catering for more detailed information about areas on which to
focus). If they do not have a sustainability policy in place, ask them to create one and

make it public.

Offer support from the sustainability team or person to advise them and monitor the
adherence of their services to the given criteria; establish communication and information
channels during face-to-face meetings (where possible to do so) and by sending
newsletters and personalized emails; provide information packs and summary sheets or

offer training to their staff. Some additional ideas:

e Create awards and other incentives to encourage them to develop innovative

solutions.

e Brief or, when possible, train the workforce (e.g., suppliers’ staff, hostesses, etc.)
that will be present at the event and will potentially interact with participants so
that they know what sustainable behavior is expected of them and they can pass

on this knowledge to the delegates.

e After the event share the success stories! Post on the website and social media or
include a list in the conference report (by nhame where appropriate) of the
“sustainable” service providers involved and their efforts to comply with the
sustainable events strategy. This will give the suppliers visibility and act as an
incentive for them to continue to act sustainably, while inspiring others to follow

the same example.

Good practice: Sustainable catering and stakeholders engagement [GOAL
12 - Responsible Consumption and Production] [GOAL 3 - Good Health and
Well-being] [GOAL 8 - Decent Work and Economic Growth]

COP26 in Glasgow adopted a sustainable catering strategy whose pivot and main
asset was local sourcing. At least 95% of its produce was UK sourced with at least
80% of the produce Scottish sourced, local and in season. They partnered with
Klimato, a Swedish startup, to calculate the carbon footprint of each menu item and
publicly post this information to inform customers of the impact of their
consumption choices and to encourage healthier and more sustainable decision
making (Levy, n.d.).
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4 - Participants and other relevant stakeholders

Involve event participants, as well as other local stakeholders, to increase the chances of
success of the sustainability strategy and enhance the image and reputation. Link up with
local NGOs and recruit volunteers among the staff and members of the local community -
offer them special awareness-raising programmes and use this potential for transferring

awareness and knowledge to/participants.

Informing participants on sustainable choices: Inform participants that the event will
be organized in the most sustainable way possible both prior to and during the event to

ensure participants are aware of the importance and benefits of sustainability. Make them
aware that they too have a role to play so they are conscious of how they are expected to

behave.

Even if you have no resources to develop additional communication tools, it
is nevertheless possible to take advantage of the existing event - related ones (such as
programme, promotional material, signs, on-stage announcements, videos, information

stands, social media etc.) to inform participants and engage them.

Incorporate the concept of sustainability into the topic of the event: all the implemented
sustainable practices should be clearly promoted, possibly with a short explanation of how
they are sustainable, to raise awareness. For example, this could be done by dedicating a
page on the website to the sustainable initiatives developed for the event (e.g., "“Why is
the event sustainable?”); by creating ad hoc content on sustainable practices on social

media; or by offering activities during the event related to these initiatives.

Be creative! Find interactive and sustainable ways to engage participants, such as
quizzes and prizes; create mini eco-education centers out of the waste stations to explain
the why and how of recycling; have “sustainable stewards” mingling with the attendees;
and/or invite local artists to showcase art installations or prepare a sustainability-themed

performance.
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Good practice: Sustainability checklist for participants [GOAL 11 -
Sustainable Cities and Communities + GOAL 12: Responsible Consumption
and Production]

Create a participant sustainability checklist for your own event. This acts as a useful
reminder that attendees play a role in the sustainability of the event. Guides, such
as that which was provided by UNESCO for delegates of the 41st session of the
general conference (UNESCO, 2021), can start a conversation around sustainability
and encourage better decision making.

Please refer to section 6.4.1 of the checklist.

5 - Other stakeholders:

There are various other stakeholders that, depending on the type of event, may be useful

to involve. These include:

e Sponsors: Companies who want to demonstrate their commitment to
sustainability could sponsor some “sustainable” area of the event (e.g. providing
green IT equipment, subsidizing fuel-efficient shuttle buses for participants,
funding the waste management, or offsetting carbon). Make sure to choose
sponsors whose environmental and social policy is in line with the event's

sustainability strategy to avoid damaging the reputation of the event.

e Media: In addition to incorporating the sustainability message in all the
communications, create a separate press release or section on the event website

which details all the initiatives and is disseminated to the media. This should also
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target media working on the topic of sustainability or the environment, who may

normally not be addressed.

e Local community and NGOs: Consulting with local and regional decision-makers
and leaders before the event and involving them in the sustainability plan will
reduce the potential disruption the event could create. Giving local and regional
action groups or NGOs space in the event programme or offering them the option
to be present in other event areas (exhibition, social events) will help to raise
awareness among participants, get volunteers on board and give these groups the

chance to gain visibility at the international level.

3. From planning to implementation

This section will provide you with an overview of the different social and
environmental considerations in planning an event and take you through the elements

of planning an event stage by stage.

This section gives an indication as to how you can integrate sustainable development

principles into your event planning.

Social and economic aspects to consider when organizing your event:
e Accessibility and inclusivity
e Labor standards and health
e Supporting the local economy

e Fair trade
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Incorporating social and economic considerations in your event gives you the opportunity
to ensure benefits for your participants as well as other stakeholders involved, including
the local community. These considerations also bring the event closer to fulfilling the aims
of the stated SDGs.

The following paragraphs summarize the main aspects you should pay attention

to and where you can make a difference:

Accessibility and inclusivity: Where possible find out about the needs of participants
during the registration process and consider them in the organization of the event. Take
steps in the planning process to already include such considerations even before

registration has begun.

Examples: Providing access to building and conference areas, acoustics appropriate for
hearing aid users, Braille printing, sign-language interpreters, clear signs, and child-care

services.

More examples on how to incorporate equity at the core of your event to make it inclusive

and accessible for all can be found in the

Labor standards and health: While legislation on health, security, and social insurance
usually exists in all countries, its enforcement varies considerably. It is important to
ensure that workers are properly insured and illegal labor is not used (e.g., to lower the
cost of employing a workforce). Accidents on construction sites (e.g., set-up of venue and
exhibits) can be avoided through diligent compliance with security and safety regulations.

Health considerations are equally relevant.

Example: The effect of elevated noise exposure is often underestimated but it can range
from being a mere annoyance to causing hearing impairment, hypertension, or ischemic

heart problems.

Supporting the local economy: Simply hosting a successful and appealing event can
bring positive benefits to the local community. Event participants stay in hotels, spend
money at restaurants and in shops, and use other services in the region. This positive
reward can be further distributed throughout the community by involving participants

directly in local activities.

Example: Organize field visits to outstanding local social projects, thus involving the local

community and acknowledging the importance of their work in society.
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Fair trade (SDG 9): Fair trade is about empowering small-scale producers with limited
market access. Purchasing Fair trade products can be an important contribution to

sustainable development and in particular to the SDGs.

Example: Purchasing considerable amounts of Fair Trade coffee, tea, orange juice or
bananas can make a real difference to many families and the concrete positive impact can

underline the positive outcomes of your sustainable event.

Environmental aspects to consider when organizing your event:

e Water efficiency

e Energy efficiency

e Waste management
¢ GHG emissions

In addition to the social and economic aspects, environmental considerations are also

needed to support the SDGs.

The following paragraphs summarize the main aspects you should pay attention

to and where you can make a difference:

Water efficiency: Making an effort to reduce water consumption can largely rely on the
venue and accommodation chosen for the event and the measures that they already have
in place to reduce the use of water. See the below section on venue selection for further

consideration.

Example: The aforementioned Vancouver Convention Centre recycles wastewater on site
and returns it back into the system for toilet flushing and irrigation. Selecting a venue with
such provisions already in place can greatly reduce the overall water consumption of your

event.

Energy efficiency: Energy consumption can be reduced on the venue level but also
through specific choices made in the planning process. Adjusting program elements such

as scheduling sessions during daylight to reduce the need for lights or asking virtual
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participants to turn their cameras off when they are not on screen, can contribute to lower

energy consumption.

Example: Encourage exhibitors to avoid energy intense stands and unnecessary lighting,

applying energy efficiency measures whenever possible.

Waste management: Measures must be in place from the planning stage onwards to
reduce the generation of waste and, where waste is unavoidable, to plan for possibilities
for reuse or repurposing of these resources. If “reduce” and “reuse” are absolutely not
possible, then recycling stations should at a minimum be provided (see section 3.2.7 for
further information). Work closely with the venue and local stakeholders to donate any

potential leftover food to local NGOs/associations/etc, if possible.

Example: Organizations such as Trash Galore in Germany or Event Cycle in the UK, will
take materials used during events and work to upcycle these in any way possible. Looking
for organizations at your event destination that do similar work could help extend the life
of materials used or provide you with a source for already used equipment, decorations,

or other items.

GHG emissions: Efforts should be made where possible to reduce conference-related

emissions of greenhouse gasses and support off-setting of unavoidable emissions.

Example: By selecting a vegetarian or vegan menu for catering which offers seasonal and

regional meals, you can reduce the emissions related to food production.
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This section gives a short introduction to each event area and how concepts related to

sustainability and social responsibility can be integrated into planning and implementation.
The main elements of event organization described here are:
1. Location: Destination and venue

2. Virtual elements
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3. Local transportation and mobility

4. Accommodation

5. Catering

6. Event materials: Material production and reduction

7. Event materials: Waste management

When considering all the elements listed, keep cross-cutting considerations in mind: It is
time to start thinking about the impacts of events at a systematic level. The focus can no
longer be on waste alone but must encompass the entire cycle of the event and all actors
and materials involved. Circular approaches to event planning take into consideration the
impacts of a traditional take, make, waste model and seek solutions that address impacts
at every stage. Circular event planning takes sustainability one step further by adding the
goal of regeneration into the equation and taking planetary boundaries into account
(Circular Event Experience, 2020).

In Belgium, organizations have started to put circular theory into practice through a
collaboration between the agencies VO Event, VO Citizen, and SENSE. This project has
created a circular event toolkit that can be used to guide event planning across logistical

areas such as catering, decoration, and mobility (VO Communication, n.d.).

While the event elements are divided into sections in these guidelines, it is
important to understand that these elements are integrated in many ways and
require cross-cutting solutions. While reading the following section, please keep in
mind system level thinking and where possible, a circular approach, with regards to each
of the elements listed.

1- Location: Destination and venue

e Choosing the best destination

Elements to take into consideration when choosing the destination for your

event:

e The relevance of an in-person event VS a virtual or hybrid event
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e The geographical area and the environmental impact associated with organizing

your event there
e The means of transport accessible to reach it

e The technology that will be used during the event

The following paragraphs provide more details on the elements to consider when
choosing the best destination for your event:
Before proceeding with the organization of an in-person event, evaluate if a virtual event,

a hybrid event or even regional hubs could be a better option.

Once determined that an in-person event is the preferred option, it is first critical to
consider the geographical area where an in-person event takes place as this will greatly
influence its environmental impact. For example, travel is the main source of emissions

generated during an event and further travel will generally lead to higher GHGs.

If you have the possibility to select your destination, choose one that is central to the
majority of participants, easily reachable by train, or at least a combination of public
transport and direct flights. You could also consider choosing a “low-income” destination
(even if it means suboptimal transport and access), instead of a conventional one, to
generate positive externalities on the local economy and bring some social benefits to the

area.

Note that choosing such a destination does not give license to decrease the working
conditions surrounding the event. This should be treated as an opportunity to create well-

paying jobs and fair labor.
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Furthermore, event coordinators, organizers and participants should be aware of the
energy and CO2 emissions associated with the technology they choose to use. Using smart
technology in the venue is one of these solutions, from temperature controls to lighting,
you can make a positive impact that’s almost effortless. And also by using technology
smartly! Not forgetting to turn the equipment and lights off when not in use.

Good practice: Incentives to increase responsible choices among
participants [GOAL 12 - Responsible Consumption and Production]

Beyond providing attendees with recommendations to produce less carbon
emissions, event organizers could also offer a financial incentive. For example,
Shambala Festival offers its participants a reduction on the ticket’s price when they
come by bike (McInnis, 2019).

e Selecting the best venue

Elements to take into account when choosing a venue for your event:

e The location of the venue in the host city
e The accessibility of the venue

e The venue’s commitment to sustainability

The following paragraphs provide more details on the elements to consider when
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choosing the best venue for your event:

The location of the venue at your chosen destination is equally important. If possible, the
venue should be chosen based on its accessibility via public transport from the airport and
the main train station. Ideally, all participants should also be able to stay within walking
distance from the venue or reach it using direct public transport. This will minimize the
local travel involved, save costs by reducing bus transfers, and make the trip more

convenient for participants.

Depending on the type of event, you should favor a venue that is close to existing social
infrastructure (e.g., shops, restaurants, pharmacies) over one that is isolated, because it
would make it easier to involve local businesses. If the budget allows, consider whether

you can modernize an abandoned or old building and make it more sustainable: it would

have a positive impact on the community and leave a long-term legacy.

Start by assessing the commitment to sustainability of the potential venues, when
selecting one. A certified building will increase the likelihood that sustainability principles

are already observed.

“Design for all”: This concept goes beyond the simple barrier-free accessibility for all
and is based on visibly putting into practice respect for human diversity. “Design for All”
aims at intervening in environments, products and services so that everyone, regardless
of age, gender, capabilities or cultural background can participate on an equal basis. For
sustainable events this would mean enabling equal opportunity of access to event

information, venue, etc. (EIDD-Design for All Europe, n.d.) .

If a certified venue is not available, give preference to those which comply with

the following recommendations:

OO0 Management: Environmental and social policies, management systems and/ or
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action plans are in place, including appropriate communication with staff and

guests to encourage sustainable behavior.

[0 Energy: The venue is an energy-efficient building or at least has energy

reduction measures in place.

0 Waste and procurement: Appropriate and controlled systems for the collection

and recycling of waste are in place.

[0 Water: Water management measures are in place.

Good practice: Renewable energy legacy at Glastonbury [GOAL 7:
Affordable and Clean Energy + GOAL 9: Industry, Innovation and
Infrastructure + GOAL 13: Climate Action]

Glastonbury Festival of Performing Arts is one of the world’s largest performing arts
festivals taking place annually since 1970 in the United Kingdom. In 2019 the
festival organizer’s commissioned an anaerobic digester to be built on a nearby
farm. This digester converts farm waste (namely manure from cows) to energy that
powers the festival. Outside of the one week festival in June, the energy produced
supports the farm itself as well as the Glastonbury offices. Furthermore, any surplus
energy is fed back into the grid making it a long term renewable energy legacy for
the UK (Warrenger, 2019). This is just one of the green initiatives that Glastonbury
has instigated over the years in its effort to become more sustainable.

When new infrastructure for larger events is necessary (e.g., renewable energy
installations), they should always be built so they can remain useful for future use by the
city and built in accordance with sustainable construction standards. This principle should
be applied in disadvantaged regions in particular, where a large event could help in the

development of a long-term sustainability strategy for the area.
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Remember to always tell your participants why you chose the venue! This will raise
awareness on the topic of sustainability in building management and promote the efforts

of the venue manager.

2 - Virtual elements

There are a variety of affordable online platforms (e.g., Zoom, Hopin etc.) available to
choose from if you opt for an entirely virtual or even hybrid event. This may require an
initial investment but can contribute enormously to running a sustainable event (e.qg.,

greenhouse gas savings) and save time and money.

If hosting a hybrid event, ascertain if the venue is suitable or open to considering such a
solution. If you opt for this decision, make sure to check and enable the energy-saving
options available to you as virtual communication also requires a considerable amount of

energy.

Good practice: Video or online keynote [GOAL 12 - Responsible
Consumption and Production] [GOAL 13: Climate Action]

Giving speakers the opportunity to make their keynote speeches or participate in a
panel remotely is an alternative made possible by today’s technology that can
reduce the environmental footprint of your event and make it more inclusive and
representative by giving a voice to speakers from further regions of the world who
couldn’t have afforded the travel costs otherwise or who had previous
commitments.

For further guidance on the virtual elements of events see section 4.1.

3 - Local transport and mobility
Elements to consider regarding local transport and mobility for

your event:

e Means of transports available for participants and goods delivery

e Accessibility
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e Communication with your participants about the different transport and mobility

options

The following paragraphs provide more details on the elements to consider
regarding local transport and mobility around your event:

In the course of an event, participants are likely to undertake a number of trips within the
region or the city. Although not as significant as international travel, the length of these
local trips and the type of transportation used has an impact on both CO2 emissions and

on urban air pollution from motorized vehicles.

Means of transport: Transport and mobility differ considerably from country to country
and city to city. Different socially inclusive means of transport and mobility - related also

to delivery and transport of goods - should be considered.
Below you will find a non-exhaustive list of options:

e Non- motorized mobility (e.g., walking, cycling)
e Shared transport (carpooling, car-sharing, truck-sharing)
e Useful social projects (such as transport options arranged by NGOs that work with

disadvantaged or socially excluded people)

Accessibility: Be sure to consider accessibility in this planning - for example, offering
different forms of transit can help to accommodate those with disabilities that may make

walking or biking difficult or impossible.
Communication: Be sure to communicate about the transport and mobility options

available with participants and educate them on the sustainable benefits of using public

transportation.
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Good practice: Free public transport and access to city bikes at the ICLEI
World Congress 2021-2022: The Malmo6 Summit [GOAL 11: Sustainable
Cities and Communities + GOAL 12: Responsible Consumption and
Production + GOAL 13: Climate Action]

Participants to The Malmé Summit in Malmd, Sweden were given a 4-day bus public
transport pass for the duration of the Congress as well as free access to the city
bikes in order to reduce the use of more polluting transport alternatives like taxis.
Giving your participants access to buses and bikes is also a good opportunity for
them to discover the city differently.

4 - Accommodation

Elements to take into account when looking for accomodation:

1 Management

[0 Energy efficiency and water conservation
[J Waste and procurement

[ Cleaning

1 Catering

(For more detailed recommendations, see Checklist 6.2 — Accommodation.)

The following paragraphs provide more details on the elements to take into
account when looking for accommodation close to your event venue:

Similarly to the venue, the choice of accommodation is equally important. As conference
organizers you can influence change by hosting an awareness raising seminar and
engaging hotels and tour operators. For participants, you can influence this choice by
recommending, in your participant guidelines and on your website, hotels based on their
sustainability performance. If you work with a travel agent, choose one that implements
good social and environmental practices, and ask them to raise awareness of the
sustainability aspects of the event in their communication with the clients and to follow

the guidelines included for the selection of hotels.
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If sustainable hotels are not available in your area, talk to the hotel association about the
sustainability performance of the hotels at the destination and encourage them to improve

in the following areas:

Management: An environmental and/or CSR (Corporate Social Responsibility) policy
should be in place, including appropriate communication with staff and guests to
encourage sustainable behavior. Special attention must be given to the health, safety, and

rights of the hotel staff (following UN Global Compact principles).

Energy efficiency and water conservation: Energy and water efficiency measures

should be implemented to reduce consumption.

Waste and procurement: Encourage hotels to reduce waste, have appropriate and
controlled systems for waste collection and recycling, and to purchase products that are

more sustainable.

Cleaning: Encourage hotels to select non-toxic and green-labeled cleaning products and

to limit the use of toxic chemicals.

Catering: Encourage hotels to serve locally grown, organic, and seasonal food with plant-

based options wherever possible.

Good practice: Hotels’ green score [GOAL 12 - Responsible Consumption
and Production] + GOAL 13: Climate Action]

The “Green Key” award is one example of a voluntary label which recognizes the
environmental responsibility and sustainable efforts of a variety of accommodation
types (Green Key, n.d.). The criteria for certification include a variety of elements
including energy, staff involvement, corporate social responsibility and natural
areas. The majority of certified sites are currently located in Europe and Mexico with
a handful of sites also existing in Africa, South America and East Asia.

5 - Catering
Elements to consider when planning the catering for your event:

1 Management
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[0 Procurement

[ Set-up and service

[0 Waste

(For more detailed recommendations, see Checklist 6.3- Catering.)

The following paragraphs provide more details on the elements to consider when

planning catering for your event:

Farming and catering involves many people and can easily address social integration of a
marginalized workforce. Furthermore, food served to hundreds or even thousands of
participants can have a considerable impact in terms of emissions generated, waste
produced, and resources consumed. Considering all the aspects involved, from the
procurement of food to the handling of the waste produced by catering services and the
traffic generated by their transportation, the impact can be substantial. At the same time,
catering offers many opportunities to minimize the negative impacts and involve the local

community.

It is therefore crucial to take into account the following elements when planning the

catering for your event:

Management: Give preference to caterers who have an environmental policy or
management system in place; employ people with challenges accessing the labor market;

and incorporate fair and equitable working conditions.

Procurement: Require locally grown, organic, seasonal and/or non-frozen foods and/or
limited time periods between the production and processing of food and its consumption.
This generally leads to short and low emission transport delivery and supports the local

and regional economy.

Set-up and service: Allocate enough time for coffee breaks, lunch and/ or dinner, to
enable networking and allow participants to “recharge”. Depending on the set-up (buffet,
self-service, seated lunch) make sure there is a system in place which reduces the
chances of long queues and provides enough chairs for people to sit, especially older

participants or those with physical impediments.
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Waste: Avoid using disposable items in favor of dishware and linens; cut down on
packaging; and ensure appropriate collection and recycling/disposal of any waste that is
produced. Re-confirm the numbers for catering to avoid unnecessary food waste. If the
country regulations allow, look for local organizations that specialize in distributing edible

leftovers from events.

Other: Other aspects to consider include cleaning techniques, use of re-usable and/or
sustainable material such as cutlery, crockery and decorations; and water- and energy-

efficient catering equipment.

The impact of the food and drink we consume can vary hugely depending on what is
offered (e.g., vegan and vegetarian), where it comes from, and how it is produced (e.g.,
sustainable agriculture, Fair Trade)

See Checklist 6.3 for more information about this.

When it comes to the food and drinks served at your event, you should:

[J Make sure that the food is clearly labeled and that the sustainable reasoning

behind it is made clear to the participants.

[0 Provide participants with specific information surrounding the carbon footprint
and social impact of the menu items. This provision of transparent information will
help them to accept unusual variations in the menu and help them to make

informed decisions.

[J Whenever possible ensure catered food is locally grown, organic, seasonal,

preferably vegetarian or vegan, and produced locally.

[J Make sure the seafood served is from sustainable sources (e.g., using eco-labels
such as the Maritime Stewardship Council (MSC) can help you choose products but
wherever possible go beyond ambiguous labels and directly to a local source with
transparent catch policies) and the foods are not from endangered or threatened

species.

[0 Whenever possible, use tap water for drinking, ban plastic bottles, and avoid

individual containers in favor of bulk dispensers.
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Be sure to consider offering culturally-sensitive menus that respect the religious or cultural
dietary requirements of your participants. This can be difficult if you are hosting a large
international event with a large diversity of participants, but do your best to be inclusive in

your menu offer.

Within just this one event area, there is ample opportunity to achieve multiple
sustainability goals, from reducing CO2 emissions to improving participants’ health,

protecting animals and raising awareness.

Good practice: win-win solution for food in excess at events [GOAL 2: Zero
Hunger] [GOAL 12: Responsible Consumption and Production]

Consider partnering with food donation programmes for your event. Many countries
and cities run “food banks” — organizations that collect extra, perfectly acceptable
fresh food and distribute it to charitable organizations for people in need. The
project “8th Plate” in the United Kingdom has the dual aim of reducing food waste
produced by festivals and events while at the same time helping to reduce hunger
by providing meals to vulnerable people. Data from 2018 show that 8th Plate was
successfully able to prevent 12 tonnes of food from ending up in the landfill and in
doing so created 28, 000 meals and saved 48 tonnes of CO2 emissions (Vision
2025, n.d.).

6- Event materials: Material production and reduction

It can be challenging to avoid the production, use and the disposal of material products in
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the event planning and implementation process, whether these products are for the event
itself (e.g. food, exhibitions) or for communication purposes. While challenging, every
effort should be made to integrate environmental and social sustainability at every step of
material management: from its production to its disposal. The sections 6 - Event
materials: Material production and reduction and 7 - Events materials: Waste
management, will look at these different phases and provide recommendations on how

to implement environmental and social sustainability in materials management.

For the event in general:

Elements to consider regarding materials for your event:

[J Reduce material production
[0 Ensure that the material is produced in a sustainable manner

[J Adopt a circular approach when it comes to the material for your event

The following paragraphs provide more details on the elements to consider when

it comes to materials production for your event:

An in person event is composed of different parts that may require material production.
The first and most fundamental step is to reduce material production to an absolute
minimum and to use materials that are produced as sustainably as possible (respecting
both environmental and social requirements or guidelines). To ensure this goal is reached,
it is recommended to source materials locally, if possible, and to give strict guidelines to
all service providers involved on which materials are allowed (for example, at UNFCCC
COP sessions the consignment is limited to a maximum of one cubic meter per exhibitor).
Consider a circular approach and examine the life cycle of the product - where did it come

from and where will it go after you have used it?

Example: In 2017 at Dutch Design Week the People’s Pavilion was built using borrowed
construction materials which were then returned to their owners post event (Frearson,
2017). This meant that nothing new was produced for the pavilion and nothing was

wasted after the event.

In general, as much material as possible should be reused from other events and given to
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future ones (e.g., banners, stands, etc.). In some cases they can be reused for the same
purpose but consideration should also be given to multiple purposes (e.g., stands that are

used year after year; old banners that are turned into delegate bags or name badges).

In the case of exhibitions, you could encourage the use of reusable structures (such as
stands and furniture), by asking for modular exhibition stands that are easy to (dis)-
assemble and reuse, rather than stands with personalized designs that can be used only
on certain occasions. Promote the exchange of information by enabling participants to
copy the material directly from the exhibitors onto a USB stick (and encourage
participants to bring their own USB stick). Look into the possibility of reusing carpets -
new systems now make it easy to use carpets made of “squares” or tiles put together, so
that when one square is damaged the individual piece can be replaced without having to

change the whole carpet.

Good practice: Italy’s circular design inspired pavilion at Dubai Expo 2020
[GOAL 9: Industry, Innovation and Infrastructure][GOAL 12: Responsible
Consumption and Production]

Recognizing the environmental impact that temporary structures built for events
can have, Italy’s pavilion designers at the Dubai expo 2020 created a structure
inspired by circular design principles (Prisco, 2021). Elements used in the structure
were either reusable or recyclable. For example, nautical ropes which make up the
“walls” of the structure were made entirely from plastic bottles and designers
already planned for their reuse post-Expo. They also made efforts to incorporate
natural materials and design by using organic materials including orange peel and
coffee grounds in the walkways and bringing sand from a local desert to build a
dune (Realta Mapei International, 2021). Instead of air conditioning the designers
opted for shading, misting, and ventilation to produce a kind of natural climate
mitigation system.
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Good practice: Designing lanyards without branding for simple reuse, ICLEI
World Congress 2022 [GOAL 12: Responsible Consumption and Production]
[GOAL 13: Climate Action]

For the ICLEI World Congress 2022: The Malmé Summit, the lanyards were
designed to not include any branding for either the host city and ICLEIL. This meant
that the lanyards could easily be reused for other events that the city hosted or
even passed on to another organization for use. Additionally, hemp was chosen as a
sustainable fabric for the lanyards.

For communication purposes:

Areas in which a positive impact can be made when it comes to communications
materials:

1 Paper use
] Registration process
[0 Web marketing and social media

[J Promotional material (swag)

The following paragraphs explore these areas more in depth:

Communication and marketing is one of the areas that can lead to a large amount of
material production, if not wisely managed. All communications activities (e.g., how
registration and communication with participants are handled before the event, the
materials participants receive, the promotional materials onsite etc.) have the potential to
reduce negative impacts of material use if managed appropriately and can be used to

raise awareness.

It is therefore important to consider the following areas when planning the communication
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around your event:

Paper use: Before, during, and after the event, minimize the amount of print material in
favor of digital communication. Develop all documents, especially announcements and
invitations, in a way that they can conveniently be sent via email or via an event app and
read on computer and mobile device screens (short and light documents). It can in some
cases be useful to make digital versions of all documents available on the website. If you
need to print some material, do so in a sustainable way (e.g., by reducing the text and the
number of pages, choosing fewer colors, using recycled paper and sustainable ink, etc.)
and only print the amount that will be necessary. Using an event app can make event
participation extremely easy and convenient, and importantly, can provide an electronic
store for important files that participants may want to reference throughout your event. If
they must print, to reduce costs and emissions from carrying large quantities of print
material to the venue, always print locally and work with the local printer to ensure that
basic sustainability principles are fulfilled. While there are clear benefits to moving away
from paper, be aware that digital technologies also come with environmental impacts -
they are responsible for 4% of total GHGs (The Shift Project, 2019).

Good practice: A no-paper event [GOAL 12 - Responsible Consumption and
Production] [GOAL 13: Climate Action]

Today, the most recommended solution is to push towards a fully no-paper event.
There are a number of solutions available to support event planners in achieving
this goal with mainly digital alternatives being the most popular. For example,
choose a ‘digital-friendly’ venue which will enable you to switch from physical signs
and placards to projecting or displaying an information slide and/or promote the use
of virtual business cards to replace their traditionally paper versions. All marketing
for your event can occur on digital platforms such as through emails, social media,
event apps. The team in charge of the designs and the display slides and images to
be displayed can be in direct contact with the tech or the venue team to ensure
proper sizing and distribution of digital materials.
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Good practice: Using a Congress App [GOAL 12 - Responsible Consumption
and Production] [GOAL 13: Climate Action]

A Congress app is a versatile tool for your event, whether it be hybrid, in person or
virtual. It creates a bridge between participants (whether online or in person) and
allows you to share all necessary information with attendees while enforcing the
concept of a paper-free event.

A Congress app centralizes numerous features you need for a successful event such
as:

- Agenda (e.g., info on sessions, rooms, time, Zoom links etc. s...)
- Speakers’ and participants’ profiles

- Polls

- Digital business cards (see section XX)

- Networking opportunities (e.g., Ice-breakers, community center, virtual
speed-networking etc....)

Event Resources (e.g. maps, logistical information, articles, recordings etc...)

Good practice: Digital business cards [GOAL 12: Responsible Consumption
and Production + GOAL 13: Climate Action]

When aiming for a paper-free event, the question of business cards is central. At
the ICLEI World Congress 2021-2022: The Malmd Summit, participants were still
able to share contacts and network in a paper-free way thanks to the digital
business card feature on their Congress app! Over the course of the event, 226
business cards were exchanged.

Registration process: If not properly managed, the registration process can become a
source of paper waste. It is best to keep this process digital to reduce negative impacts.
Set up online-registration systems that are easy to use. If you operate in countries or
remote areas where fax or paper registration is still necessary, produce a registration form
with the minimum number of pages possible and one that can be conveniently printed in

black and white.

Web-marketing and social media: Take advantage of multiple social media platforms,
social networks, blogs, and your event website to give visibility to your sustainability and

equity measures and to create awareness among participants of the event's performance.
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Ensure that the event website is user-friendly, updated, fast, intuitive, interactive and
uses web- marketing features such as live updates and videos - users will be attracted to
the website and get used to consulting and using digital tools, rather than printed ones.
You could also use applications that provide delegates with customized assistance, and a
real-time response to any problem: it will result in time-saving and increased productivity

and it will improve participants’ experience.

Good practice: Platforms for sustainability - Social media engagement

Nowadays, social media is a really important tool for event organizers as it allows
you to easily engage with your attendees and sponsors before, during, and after the
event.

Promotional material (swag): In general the production of material goods should be
avoided where possible. The money saved by opting not to produce promotional materials
could be invested in sustainable or social projects or go towards greening other aspects of
the event. However, if the production of materials is deemed critical, all materials, such as
gifts, delegate bags, banners, decor, signage, and similar, should be produced using
sustainable materials, such as organic or recycled long-lasting material, ideally locally
sourced, and with a useful purpose and even better, multiple purposes and opportunities
for reuse. Products from local social projects should also be explored. Highlight the
sustainability of the product by adding a small note explaining the background of its
production - participants will recognise the fact that the event is being organized
sustainably and become familiar with certain sustainable products and commonly used

language.
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Good practice: Trees instead of gifts [GOAL 12: Responsible Consumption
and Production + GOAL 13: Climate Action]

Some corporations have turned to tree planting as a great alternative to handing
out gifts or “swag” in the past years. On top of saving money and improving brand
image it raises awareness about sustainable practices and also contributes to the
UN Sustainable development goals. However, we invite organizers to do their
research before selecting this option. Tree planting must be dones with deliberation
and expertise in order for it to be sustainable. Consult experts on this topic before
advancing. For example, in the United States the National Wildlife Federation
provides a guide for those wishing to host a tree planting event or give away trees
at an event. It provides tips on where these could be planted and how they need to
be cared for to ensure long term sustainability (Carion et al., 2021).

However, other examples of reusable gifts or “swag” are numerous:
Think about items that are small, practical and have a long life-in-use. Consider, for

example, using the equipment of your event as an indirect gift. Some event organizers

have given out “sprout pencils” as one of the writing tools made available during the
event. Participants can then take this home with them and plant it. They contain seeds of
various plants like forget-me-nots or thyme. Keep in mind that this may not be a feasible
gift for all international events for attendees who are forbidden from bringing seeds back
with them into their home countries. This gift idea extends to other products such as
seeded paper on which you can print the program of your event or the catering menu.
Keep sustainability in mind when deciding what promotional material (if any) to give away
at your events and consider the option of not giving out any gifts at all! Focusing your
energy on creating an incredible memorable event might be the best gift to send

participants home with!
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Good practice: Charity and local community — Okta 2019 tech conference
donates to schools in need [GOAL 1: No Poverty GOAL 4: Quality Education
GOAL 11: Sustainable Cities and Communities]

The 2019 Okta tech conference in San Francisco, USA took an innovative approach
to conference swag after reading a poignant viral post on Twitter “Picture it: A tech
conference where they give out 7,000 winter jackets to the homeless instead of
7,000 backpacks to people that already have 7,000 conference backpacks”
(Sullivan, 2019). Often when event organizers give out “swag” to participants they
are giving them something they probably already have like a water bottle, tote bag,
or pen. Okta made this tweet into a reality by donating over 13,000 items to San
Francisco schools in need.

7- Event materials: Waste management

Waste management strategies to consider for your event:
e The 3 R’s guidelines: Reduce, Reuse, Recycle

e Having a Zero-Waste event

The following paragraphs explore both these strategies in more detail:
Waste is a problem for every event and a big challenge for large-scale events. Apart from

the choice of destination and venue, many factors can reduce waste.

The 3 R’s: Reduce, Reuse, Recycle (the 3 R’s) are key guidelines for consideration in this

field. Consider the 3 R’s as a hierarchy of priority:

- Wherever possible Reduce should be considered the first priority;

- If it cannot be reduced, look for opportunities to Reuse;

- Finally, Recycling should be considered a final solution when all other options
have been considered and you have determined that there is no choice but to
recycle.

Organizers of large-scale sustainable events may consider whether they want a basic
waste management system built on waste separation and the 3 R’s early in the planning

process or if they feel ambitious enough to take on the Zero Waste challenge.

Zero Waste event: Zero Waste has become more and more popular in the last decade,
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with many examples emerging from every corner of the globe. It is a philosophy, a
strategy, and a set of practical tools seeking to eliminate waste, not manage it. A Zero

Waste event is not accomplished by merely adding recycling and composting bins.

The key to a Zero Waste event is careful planning so that raw material use is reduced
where possible and all materials that are used and discarded are reusable, recyclable or
compostable. By incorporating Zero Waste into the first stages of an event, it becomes
quite easy to achieve this fundamental change in resource consumption. The advance
planning ensures that only recyclable and compostable materials will be distributed at
your event. Hence, since no printed material is distributed at the event, trash cans can be
removed and replaced with Zero Waste stations, which consist of a recycling and a
composting container. Zero Waste events are also educational opportunities where
attendees can experience a microcosm of a Zero Waste world (Zero Waste France & Zero
Waste Europe, 2017).

Good practice: Saving materials — Wonderfruit Arts, Music,and Lifestyle
Festival Thailand [GOAL 12 - Responsible Consumption and Production]

Wonderfruit 2019 Thailand aimed to reduce waste that ended up in the landfill as
compared to previous years, with the end goal of 0% of waste ending up in landfills
(Wonderfruit, n.d.). Planners noted that one of the main challenges to achieving
their goal as that much of the waste produced was outside of their direct
management. External waste from contractors, workers, vendors and even
attendees all would end up on site and contribute to waste loads. To mitigate this
problem, Wonderfruit partnered with experts in waste management such as Fiber
Pattana who could redistribute waste to SCC cement works for use as refuse derived
fuel. They also partnered with SOS Thailand, experts in food waste management. As
a result of these partnerships, they diverted 95.3% of all solid and liquid waste from
the landfill. This compares to 2018, when 94% of solid waste was directed to the
landfill. Recycling rates increased from 2% in 2018, to 48% in 2019.
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4. Adapting current practices

This section introduces new issues that event organizers have faced in recent years.

1. Virtual & Hybrid events

2. Hygiene in events

In 2020, as the world adapted to the conditions created by COVID-19, many events were
forced online. This transition from in person to virtual spurred innovation and catalyzed
interest in the life cycle of in person versus virtual events. This section addresses

considerations for planning and implementing virtual components as a part of an event.

Considerations for virtual/hybrid events:

e Carbon and Energy Efficiency

e Resource efficiency

e Inclusivity

e Remaining environmental impacts
e Global Internet Access

e Zoom Fatigue

The following paragraphs explore the considerations to take into account when
planning an hybrid/virtual event more into detail:

Whether you choose to integrate select virtual elements into your in-person event or host
a fully virtual event, this decision can provide both social and environmental benefits.
When planning, keep in mind that this is not always the case and requires careful

management and consideration to ensure benefits.

Example: Hosting an in-person event without a reduction in the size of the event and
instead, adding supplementary broadcasting for virtual attendees, would increase your
carbon footprint, even though it would help to reach a broader audience. Conversely, by
maintaining 50% in person participation with the remaining 50% participating online, both
the carbon footprint and energy consumption can be reduced by two-thirds (Tao et al.,
2021). Carefully consider what you hope to achieve by adding virtual components - do you

merely aim to reach a broader audience or are you aiming to reduce environmental
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impacts?

Here are some of the key benefits of including virtual components and planning a hybrid

event:

Carbon and Energy Efficiency: A study published in Nature in 2020, established that as
compared to a fully in person event, a fully virtual event can reduce the carbon footprint

by 94% and energy consumption by 90% (Tao et al., 2021).

Resource efficiency: By their very nature, virtual events reduce the need for physical
materials. There is no need for signage, printed materials, promotional banners, physical

gifts or catering.

Inclusivity: Online events tend to increase the accessibility of the event and make it
possible to attend from anywhere in the world. According to a poll completed by Nature,
49% of Nature readers want virtual events to continue beyond the COVID-19 pandemic
due to their ability to be more inclusive. Increased accessibility emerges for multiple
reasons including that less travel makes such events easier to fit into already busy
schedules but importantly virtual events greatly reduce the costs associated with the
event making them more affordable. In 2020, the Group for Research on Organizations
and the Natural Environment (GRONEN) was able to make their annual event 83% more
affordable by going virtual (SCOOCS, n.d.).

While there can be wide reaching benefits, there can also be some drawbacks that must
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be considered when planning:

Remaining environmental impacts: At the same time as online events can be
considered more carbon and energy efficient, going virtual does not eliminate emissions
entirely. Being weary of the impacts associated with virtual events is important. For
example, a 2021 study demonstrated that an hour of videoconferencing emits anywhere
from 150-1000 grams of carbon dioxide, uses 2-12 liters of water, and requires land
approximately the size of an iPad mini. Simply turning off the camera reduces these
impacts by 96% (Purdue University, 2021). This presents an opportunity to raise
awareness with your virtual participants and provide advice that could spill into their daily

video call routines.

Moreover, your marketing and communication strategy should be taken into account in

this calculation. In a guardian article, Professor Mike Berners-Lee, explains simply that

computers use electricity, your email goes through the network and is stored in the cloud

which ultimately ends up in energy-intensive data centers around the world (Moss, 2019).

Global Internet Access: Good internet connections may not be available in all regions of
the world. If costs allow, consider discussing this with partners from key regions to see if
you might be able to set up a “regional hub” from which participants can access free

stable internet and participate meaningfully in the event.

Zoom Fatigue: Fatigue stemming from attending many virtual conferences, events, and
meetings has become a real phenomenon for many individuals globally. A study out of
Stanford University demonstrated that constant video conferencing has negative effects on
mental health as compared to in person meetings as video conferencing requires higher

cognitive capacity (Bailenson, 2021).
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While cleaning procedures and protocols have always been important at events, the
COVID-19 pandemic has made such protocols paramount to successful event delivery.
With an increased focus on sanization, comes an increase in waste. Finding the right
balance between fighting harmful germs such as viruses and maintaining sustainable
practices can be challenging. Developing hygiene guidelines should be a part of the
planning process for your event and should be established early on to ensure the health

and safety of participants, staff, and the environment.

Here are some key tips to incorporate into your protocols:

[J Raise awareness about your cleaning and hygiene practices to ensure that

attendees do their part and feel safe at your event.

[J Don’t clean for the sake of cleaning! Plan out exactly how much of a product is
needed and ensure that no more or less than this amount is needed. This ensures
that the materials needed to ensure the event is hygienic are used and no

unnecessary waste is generated.

[0 Carefully select cleaning products with sustainable certifications. In some cases

you may even be able to select a venue where this has already been considered.
For example, LEED certification also includes environmental quality credits for
cleaning (Tobias, 2021).

O If funds allow and the services are available in the chosen event destination, hire

a sustainable cleaning service.

Good practice: The Ocean Race creates adapted guidelines for reusable
hygiene at events as a reaction to COVID-19 [GOAL 3: Good Health and
Well-being GOAL 12: Responsible Consumption and Production GOAL 13:
Climate Action]

In 2020 the Ocean Race noted that confidence in the safety of reusable products at
events was significantly decreasing in light of the COVID-19 pandemic and they
feared a mass fallback to a reliance on single use products. As a reaction to this,
they created guidelines for event planners to use called “Global Best Practice
Guidelines: Resusables Hygiene at Events” with the very key note that “Health and
Safety need not come at a cost to our environment” (Kamphius, 2020). These
guidelines can be used as inspiration and starting off point for event organizers to
gain an understanding in reusable hygiene practices and regain confidence that
these can indeed continue to be used hygienically. It is important to note that their
work focused mainly on the use of cups at the event. While this is an important
step, event organizers should consider other measures beyond this.
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5. Post-Event responsibilities

An event organizer’s work doesn’t stop on the last day of the event. This
section aims to tackle post-event responsibilities that support a legacy of

sustainable event design.

1 - Monitoring

Collecting quantitative data to identify key trends, strengths and weaknesses

From the start of the organization of the event, to the end of any follow-up

work, data should be collected on:
e Resources consumed
e Waste generation and disposal
e Energy consumption
e Travel
e Water consumption
e Stakeholders’ engagement and attitude
e Percentage of local suppliers and SMEs

e Basic information such as the number of participants, duration in days, etc.,
should always be provided for reference, together with quantitative data on

resources.

All of this data can be useful in identifying key trends and noting ways in which to
improve sustainability in the future. This will help identify both strengths and
weaknesses in your sustainability planning and implementation which can ensure

improvement.

2 - Evaluation

Develop an internal evaluation methodology pre-event or seek external evaluation
(Certifications)
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After organizing a sustainable event it is important to evaluate what worked and what
did not work. To do so, you can develop an internal evaluation methodology pre-event
and convey the evaluation as a team. Either create a methodology for a checklist that
can be reviewed post-event; seek external evaluation if you have the means to do so;

or use our provided checklist (see Appendix A).

It is likely that data related to the sustainability of your event will be collected according
to the requirements of your chosen environmental certification. See section 1.3 for
information on certification. If for any reason you are not pursuing certification, you can
still track relevant data. See our sustainable events checklist (APPENDIX A) which can be
used to track your efforts.

3 - Reporting

Reporting on and using data (Checklist as a tool)

If you choose a certification you will likely be required to follow a particular reporting

structure (see section 1.3 for details on certifications).

If you are using our sustainable events checklist, the number of items you tick off in each
checklist will help you benchmark your event; the un-ticked ones will become goals for the
next one, in a process of gradual improvement. Using the checklist as a reference, write a
short narrative to explain how you worked towards the fulfillment of the 8 criteria given at

the beginning of the guide. You can then use this text as your sustainability report.

After completing the evaluation process and reporting on your event, it is important to
consider in which key areas the event succeeded in the aim of sustainability, and in which
areas remains room for improvement. Consider what changes could be made in the next
iteration of the event, or in any future events, and take detailed notes based on the

experiences gained to ensure continuity and improved outcomes.
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Appendix A - Sustainable event checklist
1. Venue

1.1 Management Y/N? ‘Notes

The venue should:

Provide information to staff and participants about
the sustainable aspects of the venue to inform and n
encourage guest participation.

Have an environmental/sustainability policy and
action plan in place, ideally covering: sustainable
procurement, energy saving, catering services, ]
transportation and waste.

Apply environmental and social considerations in
purchasing policy, buying locally-produced
products and emphasizing a life-cycle analysis of
all products (waste reduction, energy ]
conservation, etc.).

Have an established programme for reporting and
addressing health and safety in the workplace. []

Have training courses for staff focused on
environmental responsibilities and opportunities. ]

Be certified with a recognised sustainable building
or another recognised sustainability/
environmental management system (e.qg.

BREEM, LEED, ISO 14001, EMAS, BS8901 or []

equivalent).

1.2 Accessibility and social inclusion

The venue should:

Have good access (ideally within walking distance)
to the main public transport connections and town ]
center.

Be located near hotels where participants and
speakers can stay or even provide accommodation ]
facilities at the venue itself.

Ensure full accessibility for all (“design for All”) http://www.designforall.org/:

Ensure full accessibility for all, (e.g., access to
buildings and stages with ramps of a gradient no
steeper than 1:20, acoustics appropriate for ]
hearing aid users, clear signs for the visually
impaired and working loop systems in lecture
theaters and reception desks).

Ensure unisex and single-sex accessible toilets on
the same level as the main event space. L
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Provide a variety of seating space allocation (e.g.,
space for deaf people to sit near the sign language ]
interpreter, and hearing-aid users to benefit from
the use of an induction loop).

When possible, choose a ground floor event space,
thus removing the need for lifts altogether.

Ensure that passenger lifts are at least
1.4 m long and 1.1 m wide and that they are in
working order.

If catering is provided by the venue, the facilities
should meet the recommendations outlined in the ]
“Catering” section.

The venue should practice environmentally friendly cleaning. This should ensure
that:

The venue cleaning staff or private cleaning ]
contractors are trained in environmentally friendly
cleaning practices. This training should cover
cleaning agents, methods and dosage, equipment
and machines used: waste management; and
aspects of health, safety and the environment. A
record of these training measures should be
maintained on a regular schedule.

The use of disinfectant should be minimised and
automated dosage used. O

Eco-labelled cleaning products should be used.

[

Where eco-labelled products are unavailable, they should at least:

Not be classified as potentially harmful to human ]
health or the environment according to
national/regional classification systems.

Be readily biodegradable. ]

Not contain EDTA (ethylenediaminetetraacetic L]
acid), NTA (nitrilotriacetic acid) or APEOs
(alkylphenol ethoxylates).

Not contain more than 25% by weight of volatile
organic compounds. [

Not contain more than 0.5% by weight of
phosphorus. [

1.4 Efficiency

1.4.1 Energy and Water

It should be possible to regulate the temperature
within the building. L
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Preference should be given to “bioclimatic” venues:

Designed to maximize the use of daylight (rooms, ]
coffee areas, lunch areas and exhibition areas).

Provided with energy-efficient lighting and other
appliances installed.

Able to save energy, turn off all electronic devices
when they are not needed.

Provided with water-saving appliances in kitchens
and toilets.

o (oo

Compliant with green building standards, e.g. high
insulation and efficient heating and cooling
systems.

L]

Supplied with renewable energy sources, such as
solar, wind or Renewable Energy Credits (RECs).

Which promote the use of a “green” taxi operator,
for situations when a taxi is needed (public O
transportation should be promoted first and
foremost).

Which operate fuel-efficient vehicles. ]

1.4.2 Waste

All waste produced at the venue should be
separated (e.g., paper, plastic, metal, organic) at ]
source and sufficient, well- marked bins should be
provided in both participant and staff areas.

Where no organic waste collection system is in ]
place, organic waste should be separately
collected for composting and/or supplying to
farmers for livestock feed.

The venue should reuse materials or donate them L]
to charities (e.g., used linens or usable food).

2. Accommodation

Hotels should:

Provide to staff and place in guest rooms, L]
information about the sustainable aspects of the
hotel to inform and encourage guest participation.
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Have an environmental/sustainability policy and L]
action plan in place, ideally covering: sustainable
procurement, energy saving, catering services,
transportation and waste.

Apply environmental and social considerations in
its purchasing policy, buying locally- produced ]
products and emphasizing a life- cycle analysis of
all products (waste reduction, energy
conservation, etc.).

Have an established programme for reporting and L]
addressing health and safety issues in the
workplace.

Provide a training course for staff focused on ]
environmental responsibilities and opportunities.

Be certified with a recognised Ecolabel or another ]
recognised environmental

management system: (e.g., Green Key, ISO
14001, EMAS or equivalent, UNGC).

The hotel should:

Be located near public transportation and the
conference facilities (preferably within walking ]
distance). Close proximity to social infrastructure
(pharmacies, shops) might be an asset.

Meet guidelines for accessibility and be adapted

for people with reduced mobility. [
Operate fuel-efficient vehicles. ]
Catering facilities should meet the
recommendations outlined in the “Catering” ]
section.

The hotel should use ceramics/glassware for in-
room coffee service. If only disposable cups can ]
be provided, they should be locally recyclable or
compostable if local facilities exist.

The hotel should practice environmentally friendly cleaning. This should ensure
that:
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The venue cleaning staff or private cleaning
contractors are trained in environmentally friendly [
cleaning practices. This training should cover
cleaning agents, methods and dosage, equipment
and machines used; waste management; and
aspects of health, safety and the environment. A
record of these training measures should be
provided.

The use of disinfectant should be minimized and
automated dosage used. O

Eco-labelled cleaning products should be used.

[

Where eco-labelled products are unavailable, they should at least:

Not be classified as potentially harmful to human
health or the environment according to L
national/regional classification systems.

Be readily biodegradable.

Not contain EDTA (ethylenediaminetetraacetic
acid), NTA (nitrilotriacetic acid) or APEOs
(alkylphenol ethoxylates).

Not contain more than 25% by weight of volatile
organic compounds. [

Not contain more than 0.5% by weight of
phosphorus. L

2.4.1. Energy and Water

Guests should have the option of a reuse sheet []
and towel programme to save energy and water
used by laundry.

Guests and staff should be encouraged to reduce
water use, turn off lights and other energy- ]
consuming devices and -to walk instead of taking
the elevator - all indicated with clearly visible
signs.

Energy-efficient light-bulbs and systems should be []
standard, and lighting should be set to the
minimum level necessary for comfort, safety and
accessibility. The wuse of natural light and
ventilation should be promoted where possible.

It should be possible to manually open windows to L]
avoid the use of a mechanical air-conditioning
system.
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Facilities should be equipped with water- saving L]
devices (e.g. tap and shower flow regulators,
automatic shut-off of faucets and shower, low-
flush and dual-flush toilets).

Hotel rooms should not be heated above 20°C, or L]
cooled 6°C below the outside temperature.

Key cards should be linked to energy appliances L]
(e.g. lights and air-conditioning should switch off
when people leave the room).

Lighting systems equipped with motion- detectors ]
should be installed.

Offer and coordinate group pick-up service for L]
participants (carpooling), or promote the use of a
“green” taxi operator, when local transport is not
an option.

The building should have an efficient water and electrical system, regularly maintained in
order to save energy and reduce long-term costs, which can imply:

Good internal insulation so that less energy is U]
wasted through overheated corridors and
unoccupied rooms.

Automatic controls for heating and cooling, with ]
levels set to the minimum necessary for comfort.

Hot water heaters, pipes and water-using fixtures ]
are properly insulated and regularly maintained.

Curtains and blinds should be manually operable,
instead of electrically powered. Otherwise, they U]
should be linked to an intelligent system that
controls them in order to maintain a suitable
temperature indoors.

Insulating covers should be installed on all indoor U]
and outdoor swimming pools and hot tubs to
reduce both energy and water use (as a result of
evaporation).

Renewable energy sources, such as solar or wind U]
energy, or RECs.

Rainwater and grey water use should be
maximized.

]

]

Water use for grounds maintenance should be
reduced through conservation measures such as
planting drought-tolerant vegetation and mulching.
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All waste produced by the hotel should be ]
collected separately (e.g. paper, plastic, metal,
organic), and sufficiently well-marked bins
provided in both guest and staff areas.

Measures should be taken to reduce paper use:

Electronic systems at check-in/out and for the
billing process. ]

Newspapers delivered to rooms only if requested
and not wrapped in a plastic bag.

If used, ensure that paper is printed double- sided.

Products such as shampoo and soap should be
purchased in bulk and provided in refillable
dispensers. If not possible, the hotel should
instruct housekeeping staff not to replace ]
consumable amenities unless

they are empty, except for when new guests
arrive.

Reusable items should be used as much as
possible. If disposable items are essential, they
should be recyclable and the appropriate recycling H
systems should be in place.

Paper products used by the hotel (including fine
notepaper, computer paper, tissues, toilet paper,
paper towels and paper for guests) should have a
high-recycled content (ideally 100%), be totally or H
elementary chlorine-free (TCF or ECF) and, ideally,
carry the approval of a forest-conservation
organization.

Packaging should be avoided or reduced, and
when it is needed, it should contain a high ]
percentage of recycled content.

Packaging should not contain PVC. ]

Where no organic waste collection system is in
place, hotels should separately collect organic 0
waste for composting and/or supplying to farmers
for livestock feed.

Hotels should reuse or donate materials to
charities (e.g. linens and edible food). ]

3. Catering

In some areas local health authorities might not accept bulk dispensers and
reusable containers for catering consumables. In these cases, convey this
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information to guests, so they understand why such measures were not possible.
Ideally, the food service organization should work with local health authorities to
overcome any regulatory hurdles.

Provide information to staff and participants ]
about the sustainable aspects of the menu to
raise awareness of the origin of food and the
disposal of leftovers.

The catering company should be local, have ]
an environmental policy and action plan

in place or be willing to follow the core
recommendations in the checklist.

Encourage the use of water-and energy- L]
efficient kitchen appliances (e.g. appliances
carrying the ENERGY STAR Ecolabel, the EU
energy/water label classification A, or other
regional standards).

Catering premises should be cleaned in an U]
environmentally friendly manner. For advice
on this aspect, see the “Accommodation”
section.

Encourage catering companies and food and L]
beverage suppliers to use efficient and low-
emission vehicles and to address the
efficiency of transportation routes.

Ensure there is a system in place which allows all guests to easily access the
catering service:

Reduce the likelihood of long queues for food. ]
Provide enough chairs for people to sit down. ]
Make sure that people with disabilities or ]
special needs are provided with the necessary

facilities.

Consider if there are any cultural or religious L]

considerations to be respected when setting
menus. (In case of doubt, ensure that a
vegetarian and a vegan option are always
available.)

First consider whether tap water is potable, if so
promote this to event participants and be sure to
use it for operational purposes as well. If the
location does not have potable tap water consider
whether there are alternatives to individual bottles
of water, are larger water dispensers and option
where participants can refill. If at all possible avoid
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handing out disposable plastic bottled water.
Ensure the packaging guidelines are followed for
the latter. Options available will depend on the
region and should be explored as a part of the
planning process.

Minimise, or ideally eliminate, the quantity of meat
and dairy products offered, and always offer at
least one vegetarian and one vegan option-
(opting for a fully vegetarian or vegan menu may
be best!)

Make sure that the vegetarian and vegan options
are kept separate from the other options and are
clearly labeled.

Ask the caterer not to pre-fill water glasses at
seated functions but to do so only upon request.

Avoid the use of large quantities of ice.

Use locally grown organic, and non-frozen food
and drinks. Menus should reflect the seasonal
produce of the region.

Use organically produced food and beverages.
Products should be certified as meeting regional or
international organic standards, to the greatest
possible extent.

In certain regions, food produced under
“integrated production systems” may be more
easily available than organic produce. This can be
offered as an alternative.

Provide Fair Trade-labeled products (such as
coffee, tea, and sugar) as the standard,

accepting potentially higher prices. Products
should be independently certified as

Fair Trade. They should either carry the
internationally recognised Fair Trade product label
(www.fairtrade.net), or be supplied by a company
registered with the WFTO (the World Fair Trade
Organization — www.wfto. com).

If working with a private catering contractor, set a
specific percentage of products that should be
local, organic, and/or fair trade and encourage
them to list this information on the menu.

Where livestock products are used, purchase only
those produced according to high welfare
standards and certified as such (e.g., free-range
eggs, bio meat).
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Where marine and aquaculture products are L]
offered, these should be caught/ produced using
sustainable methods. If available, use products
certified with the Marine Stewardship Council
(MSC) or a similar label. The WWF has also
produced a number of country-specific buying
guides:

https://wwf.panda.org/act/live green/out shoppin
g/seafood guides/.

Donate surplus edible food to non-profit L]
organisations (e.g., Berliner Tafel: www. tafel.de
and/or food banks (if allowed by your national
regulations).

Please note:

It is not possible to provide specific guidance on whether to use local non- organic or
non-local organic produce, as this depends on circumstances, distance, method of
transport, type of product and other factors. Ideally, try to use local, organic produce or
take advice on the best option.

As the availability of local, organic and fair trade products will vary considerably from
region to region it is a good idea to check availability and prices with a local catering
supplier and set appropriate target percentages (e.g., X% of vegetable/dairy/meat
products must be organic).

Avoid the use of disposable items by using
reusable dishes, cutlery, glassware and linens (i.e.
no paper, plastic or polystyrene cups, no paper ]
napkins or table cover, no plastic cutlery, and no
disposable doilies). Avoid aluminium or plastic

wrapping.

Avoid the use of single-use bottles for juice and ]
water. If unavoidable, ensure they are recyclable

or reusable.

Encourage participants to bring their own water

bottles and promote this well in advance of the [
event.

Avoid single-serve containers for food and []

condiments (e.qg., milk, cream, artificial
sweeteners, butter, ketchup, vinegar, mustard,
jams, salt, pepper, breakfast cereals). Use bulk
dispensers or jars for water.

Packaging should not contain PVC. [

Where product-packaging is unavoidable it should ]
be reusable or recyclable—or alternatively the
supplier should take back all packaging and
guarantee its recycling or reuse.
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If disposable items are essential, try to ensure ]
they contain a high content of recycled or plant-
based material.

If a composting service is available, consider using
compostable material for unavoidable disposables. O

Avoid the use of paper, substituting it with L]
whiteboards or digital screens.
When paper is necessary, try to ensure that
vegetable-based inks are used.

Paper products used for catering should have a ]
high-recycled content (ideally 100%) and be
totally or elemental chlorine-free (TCF or ECF)
and, ideally, carry the approval of a forest
conservation organisation.

For boat tours or other functions where breakable ]
dishes are not permitted, reusable acrylic dishware
could be used.

Efforts should always be first and foremost on []
minimization of waste.

Inform caterers of the exact number of ]
participants and re-evaluate the quantity needed
during the event to help avoid waste.

Provide numerous, well-located bins for the L]
separate waste fractions with clear signs/
instructions - particularly in kitchens and in dining

areas.
All waste produced during catering should be ]
collected separately (e.g., paper, plastic, metal,

organic).

Make sure that biodegradable and recyclable items ]

are collected separately to optimize the recycling
and composting process.

Where an external catering company is used, they L]
should be responsible for waste collection and
disposal during the meeting.

Make sure to minimise run-off water and to reuse
or dispose of it sustainably. O

Collect oil and fat and provide it to respective

users and/or use for fuelling. O
In some locations, (e.g., some of the large UN ]
compounds), a compost system on site can be
considered.

4. Communication and event material
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4.1 Communication with participants and Y/N? Notes

registration
Provide advice by email,-on the event website, and/or event app to participants on
“sustainable behaviour”, explaining what delegates could do before and during the
meeting. This could include, (depending on accommodation arrangements) for example:

Asking delegates about any specific accessibility 0]
requirements in advance of the event.

Making sure that your communication around the
event is as accessible as possible (simple and ]
inclusive language, clear signs, subtitles on videos,
accessible website...)

Reducing, as much as possible, the use of paper in
all communications with ]
participants, in favour of digital means.

Setting up an online registration system that

allows participants to register as well as submit u
forms and pictures via email or through a web
service.

Encouraging participants to offset their carbon
emissions created by the trip.

Providing links to public transport websites and, if
possible, real-time information links. H

Providing a platform for participants to
communicate and organise sharing of cars, buses ]
and/or taxis.

Sharing with participants an updated list of
preferable means of transport to get to the event,
presented in order of increasing environmental
impact, including:

e Train, shared hybrid/electric vehicles, bus or car ]
(if not shared a smaller car is recommended),
direct flight in

economy class when travelling by plane is

necessary.

Only print if absolutely necessary.

]
Bring your own pen and paper to the meeting if L]
you do not plan to use a laptop or tablet for note
taking.
Travel by foot, bicycle or public transport as L]
much as possible.
Stay in one of the recommended hotels, which L]
operate in an environmentally responsible
manner.
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Turn off any lights, TV, air conditioner or heater L]
when you leave your hotel room for the day and
anytime you are not using them.

If the hotel offers this service, take the energy- ]
saving option of not having sheets and towels
changed every day (and make sure it is
enforced). If not in place, talk to the hotel
managers and inform them of your wishes - -
often simply placing the “do not disturb” tag on
the door will prevent housekeeping from

entering.
Recycle your waste: bottles, cans, paper, etc. L]
Ensuring that the information on vyour ]

sustainability efforts is provided electronically prior
to and after the meeting.

Creating an online marketing/promotional ]
campaign on the sustainability practices of the
event.

4.2. Materials for the event

Do not print unless absolutely necessary. Send
relevant documentation by email beforehand (see
above)s;. Inform participants that documents will ]
only be provided digitally.

If any paper is used (promotional material, []
signs...);—it should be 100% recycled, with a
minimum of 65% of post consumer waste content,
and totally or elemental chlorine-free (TCF or
EFC). Avoid glossy and colourful publications. (If
100% recycled products are not available, try

to use paper with as high a percentage of recycled
content as possible, or paper

derived from legally (and ideally sustainably)
harvested forests.)

Participants should be encouraged to keep their
conference material until the end of the meeting. ]
Asking them to sign upon receipt of the material
can serve as an incentive.

Provide participants with all conference material ]
through the event app, on the website, or via
email- to avoid printing. Provide

attendees with a stable internet connection where
they can download the conference material from a
protected area of the conference website.
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If printing, print as much as possible locally,
rather than shipping material from the
headquarters.

Limit the production of goods for participants. This
includes bags, banners, gifts etc.

If any materials are produced for participants they
should be produced locally, using sustainably
harvested organic or recycled material, and should
be reusable. PVC should be avoided as well as
products containing potentially harmful chemicals.

Adopt a generic event brand (e.g., without dates
and specific titles) and use it in signage (banners,
posters, signs, place cards) so that they can be re-
used for the next event.

Pens should only be provided upon request. They
should be made using a high content of recycled
material and be refillable. Invite participants to
bring their own pens and paper to the meeting.

Avoid PVC and adhesive signage, as well as
sighage made with polystyrene, in favour of paper
or electronic ones.

Consider whether gifts are necessary at all: you
can substitute them with donations for
environmental and/or social causes. Make certain
to inform the participants about the charity to
which they are contributing.

If you choose to give out gifts at the events,
encourage the purchase of useful giveaways.
Consider gifts that convey a sustainable or socially
responsible message, such as a tree planted in the
recipient’s name or local artisanal products.

Any food products provided as gifts should follow
the recommendations included in the “Catering”
section.

Use reusable dry-mark erasable boards or r smart
boards. Ensure “non-toxic” markers are used.
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Donate material that cannot be reused at future L]
conferences to local businesses.

Reusable/recyclable accreditation badges should ]
be provided. Set up a dedicated area for
participants to return them and other material that
can be reused.

For  external printing contracts, choose
environmentally responsible printing companies ]
which do not use

environmentally persistent chemicals and promote
responsible practices.

4.3 Setting up, running the event and Y/N? Notes

dismantling

At the beginning of the event (e.g. during the opening plenary) remind both staff
and participants that they should follow certain rules to help the sustainability of
the event and ensure minimum environmental impacts, including the following
measures:

Favor the use of daylight - plan the setting of ]
the secretariat in a way that maximizes the use
of natural light: e.g., place working stations
close to windows or coffee areas with natural
light, etc.

Turn off lights and equipment and switch off the ]
multi-plug socket when not in use.

Favor the wuse of more energy- efficient L]
electronic devices (e.g. laptops instead of PCs).

Reduce the need to print wherever possible (e.g. L]
by making use of the event website and hosting
documents in an app). If something must be
printed, ensure that it is printed and photocopied
on both sides, keeping font size to a minimum
whilst ensuring readability, and minimize the use
of color copies. When designing the corporate
image of the event, choose colors that are
compatible when printing in black and white (it is
preferable to use light colors rather than darker
colors).

If any printing mistakes occur, collect paper that L]
has been used on one side only in collector
trays, and reuse for printing and notepaper.

Ensure that the energy-saving features of all ]
electronic equipment are enabled.

All  waste produced should be collected ]
separately (e.g., paper, plastic, metal, organic).
Provide bins for collection. This should include
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the separated items of used
photocopier and printer cartridges and batteries.

Make sure that the recommendations to
participants about sustainable practices (like
recycling signage) are clear, well located and
easy to understand for an international audience
(iconography is often well-suited for this
purpose).

Reduce paper produced at registration by using
an electronic system. (see “Communication with
participants and registration”).

Ensure there are numerous, well-located bins for
the separate waste items with clear
signs/instructions in both participant and staff
areas.

Adjust the start and end time of an event to the
schedules of environmentally sound
transportation means and avoiding traffic rush
hours.

In the secretariat, use ENERGY STAR® certified
electronic equipment (printers, photocopiers,
computers, etc.) with energy conserving features
as standard.

Minimise the use of decorative elements and
always choose sustainable decor (e.g., foliage
should not be cut flowers, but rather the whole
plant). In events that last more than one day,
plants should

be chosen according to the external conditions
where the plant will be placed after the event.
Choose soya candles instead of wax candles.
Avoid decorations that might be related to
animal cruelty or endangered species (e.g., fur,
rare flowers).

Meeting and conference rooms should be
adapted to the local seasonal conditions and not
be cooled more than 6°C below the outside
temperature or heated above 20°C.

Set up a stand (e.g., in the exhibition area) to
communicate the sustainability aspects of the
meeting to participants. Promote

it on the website and during the opening session.
Make participants feel part of the sustainability
process of the event.

If possible, use local translators to avoid the
need for translators to travel to the location. If
there are no local services that meet your needs,
and it is culturally acceptable, favor remote
translation options.

A portable office approach that allows staff to
access their files through a secure connection
considerably reduces the amount of background
material staff need to carry with them.
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For checklist considerations on equity, please refer to the

Consider the representation of diversity in event ]
literature and among the hosts/ speakers to reflect

that of the target audience.

Try to ensure your event runs on time and

schedule plenty of breaks. O
Provide personal assistants if a large number of

disabled people are attending. O
Make sure to adhere to legal requirements for ]
employment (e.g., equal opportunities and pay)

and health and safety.

Improve the wellbeing of your delegates by
minimising travel, providing plenty of fruit and ]
water, maximising natural daylight.

Promote local attractions and amenities to your ]
delegates to benefit the local economy and

educate delegates.

Provide an area where participants can relax L]

during the day, especially for those whose hotel is
located far from the venue.

5. Local transport

Following the subsequent recommendations, take into consideration that the
quality and reach of public transportation systems, the availability and the
recognised standards for efficient and low emission vehicles will vary considerably
by region, as well as the levels of safety for walking or cycling.

5.1 Participants and staff

Before the event, provide participants with clear
instructions and maps, which can

be included in the participant packages and
displayed—digitally in the venue, on appropriate
public transport and/or walking arrangements
from point of arrival/ departure (railway station,
airport) to the venue, accommodation and town
centre.

Y/N ?

[

Notes

Consider proximity to public transport connections
when selecting the venue and hotels, as this has a
major bearing on local transportation impacts (see
“Selecting the venue” and “Accommodation”
sections).
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If public transport is not available, organise a
shuttle service or car-share scheme for travel
between the hotel, venue and/or point of
arrival/departure (railway station, airport).

If organising shared transport is not feasible, ask
the hotels to organise joint pick-up of participants.

For cases in which a taxi is needed, promote the
use of a “green” taxi operator if available, or
encourage the use of

cycle cabs in cities where such a service is
available.

If a bus rental company needs to be hired, select
one that operates with hybrid/ electric/alternative
fuel fleets and that applies ecological driving
practices.

Ensure that if parking areas for events are
required, they do not damage the natural
environment.

Provide walking options by creating safe walking
routes with maps between the venue and the
hotels.

Make bicycles available for participants to
borrow/rent and ensure that secure

parking facilities are provided at the venue and
hotels.

Provide a member of staff or local volunteer to
accompany participants from hotels/stations to the
venue by foot or local transport.

Provide participants with complimentary public
transport tickets. (These could be included on the
back of the participant’s name badge.) As a
minimum try to organise discounts for participants
on public transport (especially for long events).

5.2. Goods and services

Avoid shipping materials to the venue that can be
acquired locally.

Y/N?

Notes

For materials that must be shipped, select a
freight hauler that carries out environmentally
responsible practices in their operations.
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Consider the use of truck-pooling (instead of using
10 trucks for 10 different items, consider
combining loads where possible) or joint storage.

6. Exhibition area

Recommendations

Choose pre-existing buildings when available.
Avoid erecting marquees or tents, but if essential
then check their environmental impact before
setting them up (e.g., arrange for an
Environmental Impact Assessment (EIA)).

Y/N? Notes

Find used signage and displays where possible - ,
avoid referring to location and years so you can
reuse the signs at future events. For the same
reason, favour the wuse of internationally-
recognised symbols instead of words, so that they
can be adapted to different languages.

Avoid the use of carpet or floorboard to cover the
floor. If carpet must be used, consider rental
programs or substitute a conventional plastic
covering with other covering systems such as
cellulose or coconut fibre carpet, or reusable floor
tiles made from recycled PVC. Use carpet with a
high percentage of recycled and recyclable plastic
fibres. Do not use irreversible carpet adhesion
systems.

All waste produced must be collected separately
(e.g. paper, plastic, metal, organic).

Limit the amount of material exhibitors can bring
in; or instruct them that their exhibits must be
made of reusable materials. Charge the exhibitors
for the amount of waste they produce that

cannot be-re-used, or ask them to take it back
themselves.

Consider hosting a competition or providing a
discount for the most sustainable exhibition
design.

]

Include in the exhibitors’ conditions for participation t

he following criteria:

Minimise the use of decor, carpet, display and
giveaway material. Consider already used;
reusable and/or rental options.

]
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Rent furniture instead of purchasing it

Be innovative - use fold-up furniture (to make
transport easier) and opt for multifunctional, O
reusable furniture.

Use separable or reversible joints (clip-type rather
than glue) for the exhibition stands. [

Minimise the use of lighting and other energy
requirements at the stand.

Try to go paper-free. If paper must be used,
choose products that have a high recycled content
(ideally 100%) and which are totally or elemental
chlorine-free (TCF or ECF).

Limit the number of publications and handouts.

Limit promotional materials. If they must be
used, ensure that they have been produced using O
environmentally-friendly materials such as organic
unbleached cotton or recycled material, and which
should be reusable. PVC should be avoided.

Do not use packaging if possible. If a form of
packaging must be used ensure that it is reusable [
or at an absolute minimum, recyclable.

Make an effort to collect and reuse any materials
that are discarded by participants.

Avoid using air travel to send materials.

Consider renting structural components of the

exhibition stands and work toward innovative L
sustainable designs. At a minimum, use
environmentally-friendly materials in the

construction of the base exhibition stands,
including legally and sustainably harvested timber
and recycled materials. All materials used should
be recyclable.

7. Stakeholder engagement and communication

Recommendations

Identify key stakeholders;—consult with them and ]
inform them of the event and the sustainability
measures undertaken.
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Plan proper communications campaigns to engage ]
all stakeholders in your sustainability
communication strategy and action plan and
inform them of all stages

of event preparation, through the website, regular
pre-event emails, tailored info- sheets on how
they can contribute.

Consult and cooperate with stakeholders (e.g. ]
neighbouring landowners, public authorities and
emergency services) in order to reduce
environmental impacts such as noise and waste.
Use local labour and produce for services such as
catering.

Consider how best to involve youth in the planning ]
process and in the event itself.

Use the event to raise awareness among ]
participants, through information documents,
opening speeches and announcements.

Develop a ‘“sustainable participant” guide/ ]
factsheet and post it on your website and event

app.

Involve the media before, during and after the ]

event and ensure that they are informed about the
sustainability strategy.

Choose local entertainers and invite local residents
to attend the event. [

Involve stakeholders in competitions that create ]
awareness and require active

participation (for example by establishing a special
recognition system for partners, sponsors or
participants who engage in sustainable practices
(e.g., certificates).

Provide training programmes for staff and service
providers. O

8. Virtual & Hybrid Events

Recommendations Y/N? Notes

If hosting a hybrid event, establish whether this will also
reduce the footprint. Are less people attending in person or ]
are you expanding your reach?

Consider using a sustainable browser. ]
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Whenever possible attendees and organizers should choose
to power their machines (computer or other) through clean
energy providers. Choose one that can supply sustainably
sourced electricity to your home or other virtual event
hosting location.

Do not send unnecessary emails and delete emails from
inboxes frequently.

Do not host unnecessary (virtual) meetings, especially pre-
event.

Consider compressing your video and audio files that could
save you time during upload and use less bandwidth.

Encourage attendees to watch videos in standard definition
(SD) instead of high definition (HD).

Where appropriate, encourage any participants or speakers
to turn off their camera when they are not actively speaking.
This should be communicated in advance and during the
event.

Work with socially and environmentally responsible sponsors
and/or exhibitors.

Where possible, calculate and communicate avoided GHG
emissions due to no travel.

Choose sustainable procurement options for any services
needed such as your event platform. Give preference to
providers with data centers running on sustainable energy
sources.

Post-event, decommission or severely reduce the content on
any online spaces that will no longer be used including:
event apps, websites, cloud drives, inboxes.

For checklist considerations on equity, please refer to the

Offer training beforehand to speakers, any relevant staff,
and/or attendees to explain the platforms and features
which will be used.

Educate participants about the equity process you are
following in advance. Communicate around it.
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Determine whether there is anything you can do to support
access to better internet connections — for example
forming internet hubs.

If the cost cannot be free, ensure that there is a flexible
pricing model in place.

Ask participants about accessibility needs in advance.

Aim to have any shared documents or presentation
materials follow accessibility guidelines.

When putting together your online program, consider the
time and format of your event (not too early, not too late).

Make sure to allocate adequate time for breaks in-between
sessions to avoid Zoom fatigue among participants.
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