


GREEN IMPACT CHECKLIST
Introduction

Why get involved?

Support

Certification Levels

Seedling Award
All seedling actions completed

Sapling Award
75% of actions completed
including seedling actions

Kowhai Award
90% of actions completed
including seedling actions

Welcome to Green Impact! This initiative recognises the collective impact of staff and 
students taking small steps, every day, to help make the University of Otago more 
sustainable. 

Awards are given to teams as they work their way through this specially designed 
checklist. It’s up to you how you approach it, the criteria are designed to be flexible,
work for teams of different sizes and can be adapted to fit most areas of the University. 

You don’t have to get it all done at once. Just make a start.

Join the Green Impact programme and connect with a community of people who believe
in the power of positive change to create the world we all want to live in. Here at our 
university and around the world. 

There are many other reasons to participate:

• Have a framework to adopt good practices and demonstrate a commitment to
sustainability.

• Staff and students gain new skills and work as a team.
• Show continuous improvement by progressing to more advanced levels over

time.
• Raise the profile of the good work you are doing.

We are here to help. Be sure to connect with us online and in person. 

facebook.com/sustainabilityatotagosustainability@otago.ac.nz

03 479 4295 instagram.com/sustainability_at_otago



ENGAGEMENT
Seedling Actions 

APPLICABLE COMPLETED
Tackle these first

We have written support from our Head of Department or 
College to participate in Green Impact (or relevant manager 
depending on the scope of your team).

Sapling & Kowhai Actions
Take it one step further

APPLICABLE COMPLETED

We have identified a team lead whom others can contact with 
ideas, questions, and comments regarding the Green Impact 
initiative. 

We have a sustainability group (with at least two members) 
that meet regularly to review our contribution to Otago’s Green
Impact initiative. 

We have a designated space (physical or digital) that we use 
to provide staff (and students) with up-to-date sustainability 
tips and information related to practices, events and groups, 
as well as to celebrate individual and team accomplishments.

We have sought feedback from our staff and students and used 
this to help identify our biggest positive and negative 
sustainability impacts. These have been shared with our 
department / college and the Sustainability Office. 

We have publicised that we are participating in Green Impact this 
year and encourage staff and students to get involved with us.

We regularly discuss and advocate for sustainability in our 
meetings.

We include sustainability in staff inductions; asking new staff to 
review the sustainability website www.otago.ac.nz/sustainability. 
We also provide new staff with department specific information, 
such as the location of the nearest secure bike storage and 

We have made a public commitment to sustainability on our 
website and described the sort of actions that we take.

Our team members attend at least one University of Otago 
sustainability event each year.



COMMENTS

APPLICABLE COMPLETED

Our area has integrated sustainability as a concept into our 
events, and use the Sustainability Office event checklist as a 
tool to help our planning. 

At least one staff member is subscribed to the Sustainability 
Office newsletter, social media accounts (can be found on 
back) and disseminates information to the team.

If necessary, describe how you achieved or modified the tasks above, and any additional 
initiatives that are not covered by the checklist. Use additional pages if necessary. 



We have appointed a waste champion (per building) to act as a 
source of support and information on good waste minimisation 
practices. Champions receive training, support and will be 
invited to events throughout the year. Learn more about this role 
at www.otago.ac.nz/sustainability and let us know who your 
waste champion is via sustainability@otago.ac.nz

RESOURCE USE

APPLICABLE COMPLETED

We have circulated the waste minimisation email. 
The Sustainability Office will provide your team lead with a 
template, to which you can add specific information.  

We recycle toner cartridges, mobile phones and obsolete IT 
equipment. Contact Property Services to find out how. 

Tea and coffee purchased for catered events and shared 
kitchens is fair trade.

Where not otherwise instructed by health and safety regulations, 
we use cleaning products that are certified for environmental 
protection (e.g. Environmental Choice New Zealand)

We regularly take action to reduce paper consumption when 
printing is unavoidable. Some ideas to help beyond having your 
default settings to print double-sided and in black and white, 
might be to: 
• Scan rather than photocopy documents for circulation.
• Make documents available online as PDFs.
• Send agendas and notes electronically rather than printing.
• Use screens to project documents in meetings.
• Use booklet format where possible to limit toner and paper

consumption.

We ensure bins are correctly labelled with posters; fixed on or
above each bin. The following bins should be labelled: co-mingled 
recycling; glass, paper and cardboard; general waste (other). 
Posters can be printed from the Green Impact google drive under 
‘Resources’.

Seedling Actions 
Tackle these first



We have run an initiative, competition, campaign or activity this 
year to engage staff, and students if you wish, in waste 
minimisation. Sending emails is not enough. Here are some ideas 
to get you started:
• Run an “amnesty” where staff can exchange unwanted

office stationary, electronic equipment or other items.
Leftover items that are still in good condition should be
pooled into a central store.

• Provide reusable containers, coffee cups or shopping bags
for use.

• Run a waste and recycling survey to gauge understanding.
• Run a “guess the bin” competition to teach people how to

use bins correctly.
• Host an upcycling workshop.

APPLICABLE COMPLETED

Our waste champion has attended at least one of the Sustainability 
Office’s quarterly events this year. (These will be promoted directly
to nominated waste champions and via social media.)

We take action to streamline ordering and reduce our impact from 
purchasing. Here are some ideas:
• We avoid placing small orders (less than $50) unless

absolutely necessary.
• We keep an inventory of items already in stock to reduce

duplication and over-ordering.
• We consolidate orders between teams into one larger order

to reduce duplication and delivery numbers.
• We order less frequently.
• We preferentially choose environmentally and socially

responsible products (e.g. Fairtrade/WFTO or Environmental
Choice New Zealand).

We take regular action to reduce food waste, including: 
• Conducting regular fridge checks.
• Labelling food.
• Taking steps to reduce waste from delivered catering.
Visit the Love Food, Hate Waste website for more information about
cutting food waste at work and at home.

Sapling & Kowhai Actions
Take it one step further



COMMENTS

APPLICABLE COMPLETED

We run responsible purchasing initiatives. For example, we organised
an initiative, competition, campaign or activity this year to engage 
staff, and students if you wish, in responsible purchasing practices. 
Here are some ideas:
• Run an activity during Fairtrade Fortnight (2–15 August 2019).
• Organise a fair trade coffee break or bake sale.
• Organise an event about sustainable supply chains.

We avoid purchasing through reuse. This year, we have 
avoided at least one large-scale purchase through reuse, or 
obtained redundant items from elsewhere. 

If necessary, describe how you achieved or modified the tasks above, and any additional 
initiatives that are not covered by the checklist. Use additional pages if necessary. 



APPLICABLE COMPLETED

WELL-BEING
APPLICABLE COMPLETED

We have circulated the health and wellbeing email to all staff. 
The Sustainability Office will provide your team lead with a 
template, to which you can add specific information.  

Staff regularly explore and purchase healthy and low-impact
food options in the office (e.g., Meat Free Monday).

Fair trade coffee, tea, chocolate, etc., are purchased and/or 
promoted in our area.

We encourage people to sit less and move more. Resources 
from the Health Promotion Agency are available via the 
Green Impact google drive under ‘Additional Resources’.

We encourage the five ways to well-being, reminding staff (and 
students) to do the simple things that make a difference. 

We have organised an initiative, competition, campaign or 
activity this year to engage staff, and students if you wish, in 
physical activities. Sending emails is not sufficient. Here are 
some ideas:
• Host walking meetings.
• Run a workplace stair challenge.
• Have a regular exercise group at lunch or after work.
• Get a group together and take part in local events.

We have run an initiative, competition, campaign or activity this 
year to engage staff, and students if you wish, in healthy 
eating. Sending emails is not sufficient. Here are some ideas:
• Organise a pot-luck lunch with a focus on healthy food.
• A healthy recipe exchange.
• A kitty to purchase fruit and other healthy snacks.
• If the department has vending machines, ensure

healthy options are included.

Seedling Actions 
Tackle these first

Sapling & Kowhai Actions
Take it one step further



We have an active growing project involving staff, and 
students if applicable. Growing projects typically incorporate 
planter boxes, raised beds, in-ground plots and/or fruit trees.

COMMENTS
If necessary, describe how you achieved or modified the tasks above, and any additional 
initiatives that are not covered by the checklist. Use additional pages if necessary. 

APPLICABLE COMPLETED



We have appointed an active travel champion. Active travel 
champions are volunteers who act as a source of guidance 
and information on active travel options. Champions receive 
training, support and will be invited to events throughout the 
year. Learn more about this role at www.otago.ac.nz/sustain-
ability and let us know who your active travel champion is via 
sustainability@otago.ac.nz

TRAVEL
APPLICABLE COMPLETED

We encourage our staff and students to use public transport 
and active travel options for local business journeys, and avoid 
the use of hire cars and taxis where possible.

APPLICABLE COMPLETED

We have organised an initiative, competition, campaign or 
activity this year to encourage staff, and students if you wish, 
to travel sustainably. Sending emails is not enough. Here are 
some ideas:
• Organise regular walks or bike rides.
• Run a competition to see who can make the most

journeys by walking, cycling, and public transport and
rideshare. The Smart Travel app might help you keep
track.

• Set up a bike buddy scheme to encourage cycling to
the University with the help of a more experienced
colleague.

• Take part in a national sustainable travel campaign.
• Survey staff (and students) to find out whether they are

happy with the travel facilities on campus.

We have circulated the sustainable travel email. The 
Sustainability Office will provide your team lead with a 
template, to which you can add specific information.

We promote sustainable travel information and options to our 
visitors. Examples of this could be publishing information on
your website about how visitors could travel to the department/ 
college using public or active travel options (e.g. a map or 
written instructions), including the main walking and cycling 
routes to your workplace. 

Seedling Actions 
Tackle these first

Sapling & Kowhai Actions
Take it one step further



We have reviewed internal policies and identified opportunities 
to help avoid unnecessary air travel.

We are working with the Sustainability Office to identify and 
introduce additional measures to reduce emissions from busi-
ness-related travel, such as:
• Sharing tips to help avoid unnecessary air travel.
• Planning travel more efficiently.
• Increasing the use of non-travel options like

video-conferencing (i.e. Zoom).

We have set a target to reduce business-related air travel in 
our area. 

COMMENTS
If necessary, describe how you achieved or modified the tasks above, and any additional 
initiatives that are not covered by the checklist. Use additional pages if necessary. 

APPLICABLE COMPLETED



We have appointed someone our energy champion (per 
building). Energy champions are volunteers who help promote 
energy savings in your area. Champions receive training, 
support and will be invited to events throughout the year. 
Learn more about this role  at www.otago.ac.nz/sustainability 
and let us know who your energy champion is via 
sustainability@otago.ac.nz

ENERGY
APPLICABLE COMPLETED

We have circulated the energy saving email. The Sustainability 
Office will provide your team lead with a template, to which you 
can add specific information.  

We have labelled light switches and other equipment as 
appropriate, so people know to switch things off. 

We share appliances, use communal facilities and discourage 
the use of personal printers, kettles, heaters, fans, fridges, 
microwaves, etc., under normal circumstances.

We encourage colleagues to put their computer to sleep when 
it’s not in use.

We use energy saving materials to draw attention to the common 
ways that people can help save energy at the University. 
The Sustainability Office can provide switch prompt decals to 
help.

APPLICABLE COMPLETED

Our energy champion completes an energy walk-around each 
season. Energy walk-around lead to a better understanding of 
how energy is used in your building and where there are 
opportunities for savings. Contact the Sustainability Office for 
the energy checklist template. 

We use an energy meter to find out the energy usage of every-
day items to get people thinking about energy use. Contact 
Property Services to borrow one.

Seedling Actions 
Tackle these first

Sapling & Kowhai Actions
Take it one step further



Recruit new energy champions. Do you have colleagues who 
are interested in this role? Get them on board and share the 
load. 

Get your whole team on board and create your very own 
action plan to manage energy use in your area. 

Work with your team, or across departments, to develop an 
energy saving idea. Big or small, your ideas count and may be 
brought to life. 

We have run an energy saving initiative. The department has 
organised an initiative, competition, campaign or activity this 
year to engage staff, and students if you wish, in energy 
saving. Sending emails is not enough. Here are some ideas: 
• Run a competition for people in the building to propose

energy saving ideas
• Run a campaign about a particular issue identified

during energy walk-around.
• Host an annual freezer clear-out.

COMMENTS
If necessary, describe how you achieved or modified the tasks above, and any additional 
initiatives that are not covered by the checklist. Use additional pages if necessary. 

APPLICABLE COMPLETED



LEADERSHIP & 
 INNOVATION

APPLICABLE COMPLETED

Submit your (partially) completed checklist and get your 
contribution towards helping the University become more 
sustainable recognised. 2019 due dates are 2 September and 2 
December.

Build a sustainability team in your area that utilises a wide range 
of skills and abilities and gives people responsibility for their 
actions. 

Our champions keep up-to-date with recent developments, new 
projects and information via social media, share this with online 
networks and actively champion sustainable practices at our 
internal meetings. 

We promote and get involved in volunteer activities in our local 
community.

APPLICABLE COMPLETED

Recruit a new team (not yours) to participate in Green Impact 
for the first time. 

One of our team members is involved in a University 
sustainability committee or working group.

Write a case study about an impactful or innovative action the 
department has taken this year around one of the themes of 
Green Impact. 

Got a better idea? Does your department’s approach go above
and beyond our criteria? Share what you’ve been doing with
us and this action could count towards your sapling or kōwhai
award.  

Our waste champion has written a case study on their work via 
Green Impact. The Sustainability Office can provide a template 
to help you. 

Seedling Actions 
Tackle these first

Sapling & Kowhai Actions
Take it one step further



A departmental sustainability plan has been developed, which 
contributes to the goals outlined in the Sustainability Strategic 
Framework.

Our active travel champion has written a case study on their 
work via Green Impact. 

Our energy champion has written a case study on their work 
via Green Impact. 

COMMENTS
If necessary, describe how you achieved or modified the tasks above, and any additional 
initiatives that are not covered by the checklist. Use additional pages if necessary. 

APPLICABLE COMPLETED



Thank you! 
The Sustainability Office will review your application and contact 

you soon. 

For more information visit:
www.otago.ac.nz/sustainability

sustainabilityatotago      
sustainability_at_otago


