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Green Offices criteria and explanatory notes
1 January 2022 – 31 December 2025


INTRODUCTION 

In order to be eligible for the Green Offices award, the applicant establishment must be officially registered and functioning as a commercial, professional or bureaucratic entity. 

CRITERIA AND EXPLANATORY NOTES 

Criteria marked with (I) are imperative criteria, while criteria marked with (G) are guideline criteria. The applicant must comply with all imperative criteria and an increasing number of applicable guideline criteria according to the number of years for which the award has been held, as per the following table:

	Year
	Percentage of total guideline criteria

	1
	0%

	2
	3%

	3
	5%

	4
	10%

	5-9
	15%

	10+
	20%



	
1. ENVIRONMENTAL MANAGEMENT


	1.1


	The management must be involved and must appoint an environmental manager from amongst the staff of the establishment. (I) 


	To ensure that Green Offices is properly implemented and administered, the management of the establishment is in charge of appointing an environmental manager from the staff of the establishment. 

Where relevant, it is strongly recommended to create a “green committee” with representatives from all departments. The “green committee” oversees the implementation of the environmental/sustainability initiatives in cooperation with the environmental manager, as well as keeping informed other staff members in the various parts of the establishment. 

The appointed environmental manager fulfils, in most cases, a part-time function. It can be any staff member. The position of environmental manager should be mentioned in the person’s job description. 

The main functions of the environmental manager include: 
· Being the contact person for all environmental/sustainability matters to management, staff, suppliers, and Green Offices representative
· Being responsible for instructing and supporting other staff members on environmental/sustainability matters 
· Being responsible for gathering, managing, and updating the environmental data on cleaning, waste, and the efficient use of gas, water, and electricity
· Being responsible for the development and implementation of the environmental policy and action plan of the establishment
· Being responsible for gathering and processing new sustainability ideas and initiatives from staff and clients

The environmental manager oversees the communication with Green Offices in relation to the application or re-application for Green Offices. 

During the audit, the environmental manager is normally present to answer questions and explain about the work done at the establishment with regards to environmental matters in general and Green Offices related criteria specifically.


	1.2


	The establishment must formulate a sustainability policy. (I)


	To ensure an overall framework for the sustainability work of the establishment, a sustainability policy, also called Corporate Social Responsibility (CSR) policy, is formulated. It describes the overall aims and ambitions in relation to the establishment’s environmental, social, and economic impact. The sustainability policy is a general statement with a commitment for continuous improvements and monitoring, but it does not deal with specific issues or how to handle them. The sustainability policy should be more ambitious than merely complying with legislation and regulations. The sustainability policy of the establishment is to be reviewed every third year to allow for continuous improvement.

The sustainability policy must include a) presentation of the environmental commitment and goals of the establishment and b) presentation of the social/cultural/economic/quality commitment and goals of the establishment.

The environmental commitment should include:
· consumption of resources (energy, water, etc.)
· commitment to apply the circular economy principles
· consumption and monitoring of environmental pollutants, for example chemical cleaning products, air pollutants and fertilizers/pesticides
· reducing the carbon footprint
· supporting the protection of local or international biodiversity
  
The social, cultural, and economic commitment should include: 
· labour rights and equity 
· safe and secure working environment
· risk and crisis management
· anti-corruption
· opposition to commercial, sexual or any other form of exploitation or harassment, particularly of adolescents, women, minorities, and other vulnerable groups
· support for the equal treatment and rights of people
· hiring staff in all positions including management (especially local residents/minorities), without discrimination on the grounds of age, race, gender, religion, disability, socio-economic status, etc.
· reference to training, information, and awareness-raising
· reference to the support of the local community

It is strongly encouraged that the sustainability policy is developed in cooperation with the staff and compiled in a way that includes contributions from both the management and the staff. The sustainability policy is normally signed by the general manager of the establishment. After development, the sustainability policy is available to all employees of the establishment. 

It is strongly encouraged that each establishment has its own sustainability policy, but if the establishment is part of an international or national chain, a common sustainability policy could be shared within the same chain. 

During the audit, the establishment presents the sustainability policy document and verifies its availability to the staff of the establishment. A check will be conducted to ensure that the sustainability policy is less than three years old and that it is a general document, including environmental issues as well as socio-cultural and economic issues. 


	1.3


	The establishment must formulate objectives and an annual action plan for continuous improvement. (I)


	To ensure a more concrete plan for the sustainability work of the establishment, objectives are set and an annual action plan is formulated. The objectives and annual action plan reflect the concrete work towards fulfilling the sustainability policy and include specific objectives to be reached in the coming 1-3 years and specific actions for reaching the planned objectives in the coming year. 

In order to define concrete objectives and actions for the long-term sustainability management system that is suitable to its size and scale, the establishment’s objectives and action plan includes environmental issues as well as reference to social, cultural, economic, quality, human rights, health, risk, and crisis management issues. 

It is strongly encouraged that the objectives and annual action plan document are developed in cooperation with the staff and compiled in a way that includes contributions from both the management and the staff.

When preparing the objectives and annual action plan, it is strongly encouraged to use the Green Offices criteria for inspiration, both regarding compliance with guideline criteria not yet implemented and to further improve engagement in already implemented imperative and guideline criteria. It should be noted that the establishment must ensure compliance with an increasing percentage of guideline criteria during consecutive years of holding the Green Offices award. Objectives and actions that are already fulfilled cannot be added to the objectives and annual action plan. 

If the establishment is part of a larger chain, there can be an overlap between the objectives/actions formulated within the chain and the ones used in Green Offices. 

During the audit, there is an administrative check on the presence and content of the objectives and annual action plan document for the coming year and its availability for the staff of the establishment. It is checked that the document includes a minimum of two action points within different sustainability areas and different areas of operation. If the establishment has had the Green Offices for more than one year, there is also an evaluation of the work for the objectives and annual action plan in the previous year. Where some planned actions were not carried out, there is a discussion about why the applicant establishment was not able to carry out the planned actions during the past year with recommendation for remedial action.


	1.4


	All documentation concerning the Green Offices must be kept and maintained in a binder ready for inspection. (I)


	To have all information easily accessible, the Green Offices binder is normally organised according to the Green Offices criteria sections and numbers and contains all the relevant and updated documents showing compliance with each criterion.

The Green Offices binder can be a physical binder with paper copies of the various documents, or it can be an electronic binder with the documents organised in folders (e.g., as part of the Intranet of the establishment). To save resources, it is recommended that the binder is electronic.

During the audit, the environmental manager presents the Green Offices binder for inspection and for proof of compliance with the various Green Offices criteria. 


	1.5


	The establishment establishes active collaboration with relevant local stakeholders. (I) 


	The aim of this criterion is to enhance the active role the establishment plays in creating environmental awareness in the local area around it and promoting environmentally friendly practices to collaborating partners. 

The criterion is mainly focusing on collaboration on environmental issues (e.g., Climate change, biodiversity), but it could also refer to social, cultural, educational, economic, quality, human rights, health, risk and crisis management issues. Where appropriate, Green Offices encourages the establishment to cooperate with stakeholders involved in the protection and enhancement of local historical, archaeological, cultural and spiritually significant sites and traditions. 

The relevant stakeholders could be non-governmental organisations, local community groups, local authorities, local residents, local schools, suppliers, management authorities of protected areas, etc. 

Examples of local cooperation could include cooperation with local schools on educational and/or sustainability initiatives, supporting museums to promote local heritage, cooperation with local community groups, local infrastructure and social community development projects (e.g. sanitation). 

Local cooperation, including cooperation on various biodiversity and environmental protection initiatives (e.g., tree-planting, rewilding and creating pollinator-friendly local areas and natural corridors, nature conservation, beach clean-up events, etc.), is strongly encouraged. 

During the audit, documentation showing active collaboration with the at least one local stakeholder will be checked.


	1.6
	The establishment calculates its carbon footprint using a carbon measurement tool. (G)


	With this criterion, the establishment identifies its sources of greenhouse gas (GHG) emissions and uses its measured annual energy consumption and other sources of GHG emissions to make an estimate of its total annual carbon footprint.  The calculation could be used to check the fluctuations in carbon emissions of the establishment from period to period with the aim of reducing it. 

During the audit, the establishment presents the carbon measurement tool used and the calculated results.    


	
2. STAFF INVOLVEMENT


	2.1
	The management holds periodic meetings with the staff to brief them on issues concerning existing and new environmental initiatives. (I)


	To raise the environmental/sustainability awareness at the establishment, it is important that the management, environmental manager and/or green committee ensure an information flow to the staff and engage the staff in the environmental/sustainability initiatives set by the establishment. 

Keeping the staff updated about existing and new environmental/sustainability initiatives gives the staff a better understanding of their role in the work and the impact of their contribution, but also enables them to properly inform and answer questions from clients on the matter. The staff is not only informed about the environmental/sustainability initiatives, but also has the opportunity to contribute ideas and suggestions. 

The information includes issues of environmental management (e.g., water, energy, waste, cleaning and the circular economy principles: reduce, reuse, recycle, etc.), and other sustainability issues (e.g. local biodiversity issues), but also issues of awareness-raising of clients, staff, suppliers and the surrounding community. Information about Green Offices must also be provided to the staff. 

The management of the establishment therefore normally organises at least 1-2 annual meetings. 

During the audit, minutes/notes/attendance lists from the meetings held between the management and staff are presented, showing the persons present and the environmental/sustainability issues discussed. If the establishment is applying for the first time, it presents the planned meetings. If the total number of staff members is below five, the information about the meetings held can be given orally. The auditor may also interview staff to ascertain their level of knowledge on environmental initiatives of the establishment.


	2.2
	The environmental manager must participate in meetings with management for the purpose of presenting the environmental developments of the establishment. (I)


	If the environmental manager is not part of the management of the establishment, he/she must be invited to meetings with the management. The meetings between the environmental manager (and the green committee, where applicable) and the management of the establishment are important to keep the management informed and involved in the environmental work of the establishment, as well as to ensure continued endorsement by the management of the work on environmental issues. In some smaller establishments the meetings between the staff and management and between the environmental manager and management, can be held at the same time. It is expected that the establishment normally holds at least 1-2 annual meetings. 

During the audit, minutes/notes from the meetings held between the management and environmental manager (and green committee) are presented, showing the persons present and the environmental/sustainability issues discussed. If the establishment is applying for the first time, it presents the planned meetings.


	2.3
	Staff members must receive yearly training on environmental and other sustainability issues. (I)


	It is important that the environmental manager (and green committee), as well as other staff members, receive specific training on environmental and other sustainability issues, so that suitable and feasible solutions for the establishment can be determined and implemented. 

The training includes issues of environmental management (water, energy, waste, hazardous chemicals, cleaning, air quality, environmentally friendly use of appliances, the circular economy principles: reduce, reuse, recycle, etc.), awareness-raising of clients, staff, suppliers and the surrounding community, as well as other sustainability issues, addressing climate change, local biodiversity, social, cultural, economic, quality, human rights, health, risk, and crisis management issues. Training should also include knowledge about Green Offices and could also be extended to add knowledge on other issues within or around the establishment (e.g., protection of biodiversity). 

The training can be both external and internal. External training could be in the form of training courses by consultants, experts, guides or product suppliers, study trips, participation in seminars, webinars and other online courses and studies, etc.

It is also important that internal courses and training are organised by the environmental manager (and green committee) for staff members on how to work towards achieving the environmental objectives and actions planned within the establishment. The internal training can involve individual staff members or groups of staff members. In addition to the training, the establishment can offer engaging sustainability initiatives (e.g., competitions) and/or reward systems for the staff. 

During the audit, a document must be presented, showing the external/internal training sessions held in the past 12 months, with information about participating staff, covering the areas of environmental management and awareness-raising and other sustainability topics.  If the establishment is applying for the first time, it presents the planned training. During the visual inspection, staff members might be interviewed to confirm that they have received training.


	
3. CLIENTS INFORMATION


	3.1
	The Green Offices award must be displayed in a prominent place. (I)


	The establishment is required to display the standard Green Offices certificate in a prominent place. 

Additional copies of the Green Offices certificate can be placed at other strategic locations (e.g. at the canteen). 

The display of the award is used by the establishment as a marketing tool presenting the achievement of the Green Offices award, but also to create visibility for the Green Offices label. 

During the audit, it is checked that the Green Offices certificate for the current period is displayed. If the establishment has not received the Green Offices award in the past, the proposed location for the display of the certificate is shown. 


	3.2
	Information about Green Offices must be visible and accessible for clients. (I)


	The Clients visiting the establishment must be able to find information about the requirements for achieving the Green Offices.

Information about Green Offices can be available in public areas if prominently placed, e.g., by an “environmental corner”, on TV monitors in public areas, information at the front desk, etc. 

As part of joining the Green Offices programme, the establishment must in all material and communication provide accurate, clear and easily understandable information regarding the establishment and its products and services, including sustainability claims and must not promise more than can be or is implemented by the establishment.

During the audit, it is checked that the informative material about Green Offices is visible and accessible in the public areas. If the establishment did not receive the Green Offices award in the past, the draft informative materials, and location(s) where it will be available are presented. It is checked that the information is accurate, clear, and easily understandable. 


	3.3
	Information about Green Offices and environmental information must be available on the establishment’s website. (G)


	The establishment’s website must contain brief information about the Green Offices programme and the fact that the establishment has achieved the award. It is encouraged that the Green Offices logo (in the correct format) is displayed. The website also displays brief information about the environmental undertakings of the establishment. The information is presented in accordance with the establishment’s own branding guidelines.  

In addition to the information on the website of the establishment, it is also encouraged that the establishment provides information about Green Offices in its social media. 


During the audit, the information about Green Offices and environmental information on the website is shown. If the establishment has not received the Green Offices award in the past, the draft information for the website is presented. It is checked that the information is accurate, clear and easily understandable. 


	3.4
	Staff in charge of welcoming guests must be able to inform the clients about Green Offices and the current environmental/sustainability initiatives of the establishment. (I)


	With the Green Offices award displayed in a prominent place and information about Green Offices and environmental/sustainability undertakings displayed in the public areas and on the website of the establishment, clients might be interested in learning more about Green Offices. In this case, clients might approach the staff in charge of welcoming them and it is therefore important that these persons are able to inform clients about Green Offices and the most important environmental/sustainability initiatives of the establishment. 

During the audit, the staff in charge of welcoming guests are asked to provide basic information about Green Offices and the most important environmental/sustainability initiatives of the establishment. It is checked that the information is accurate, clear and easily understandable.


	3.5
	The establishment informs and encourages clients and staff to use sustainable transportation alternatives. (I)


	To encourage clients visiting the establishment to use means of transportation other than cars and taxis, where feasible and safe, the establishment must be able to inform clients about these alternatives. 

The alternative means of transportation includes:
· Local public transportation system (bus)
· Shared taxis/minibus systems
· Taxis from companies that have an environmental policy, e.g., using electric cars, biofuel petrol, etc.
· Other means of transportation including bicycling opportunities and walking alternatives 

For clients using electric cars, the establishment could have a smart electric vehicle charging station or inform about the nearby locations for charging electric cars.  

The information about local transportation systems and other transportation alternatives is provided by the persons welcoming guests, front desk staff and through information material available in the public areas. 

As part of joining the Green Offices programme, the establishment must in all material and communication provide accurate, clear and easily understandable information regarding the establishment and its products and services, including sustainability claims and must not promise more than can be or is implemented by the establishment.

During the audit, the information provided by the establishment about local transportation system and other transportation alternatives is presented. It is checked that the information is accurate, clear, and easily understandable.


	3.6
	The establishment provides its clients with the opportunity to evaluate its performance, including the sustainability performance. (G)


	A feedback questionnaire can provide an indication of the clients’ satisfaction in relation to the performance of an establishment. Besides covering more general issues for approach, service etc, it must also include questions related to the sustainability performance of the establishment. 

If the clients’ feedback in the evaluation requires corrective action, this must be done by the establishment, where possible.

During the audit, the establishment shows the evaluation questions relating to sustainability performance, as well as providing examples of how the clients feedback is monitored and used in corrective actions. 


	
4. WATER


	4.1
	The total water consumption must be registered at least every three months. (I)


	For the establishment to reduce its environmental footprint and cut costs, it is first of all necessary to have a regular recording of the total water consumption at least every three months. If available, the source of water is indicated, and if the water is not delivered through public suppliers, it is checked that the water supply is sustainable and does not adversely affect the environment and local water supply. 

The data should be analysed and used actively with the goal of reducing water consumption. It is recommended to register the total water consumption more frequently than every three months, as it will provide more detailed information. 

Should any major changes in water consumption occur (especially in the form of larger consumption than expected), the establishment has procedures in place to immediately investigate what may be the reason for the water consumption changes and to implement corrective actions. 

During the audit, the minimum three months registration of the total water consumption is presented. The establishment shows the procedures for investigating and correcting in case of sudden changes in total water consumption. If the water is not delivered through a public supplier, the establishment documents that the source is sustainable and does not adversely affect the environment and local water supply. 


	4.2
	Newly purchased toilets must not flash more than 6 litres per flush. (I)


	To reduce the environmental footprint through water savings and thereby cut costs, the water flow of toilets purchased within the last 12 months must not exceed 6 litres (or 1.59 US gallons) per flush. 

Toilets purchased more than 12 months previously are also encouraged to comply with the limit of 6 litres per flush.

During the audit, receipts/documentation for purchased toilets in the past 12 months indicating the maximum flush of 6 litres are presented. 


	4.3
	The staff must have a system in place to regularly check for dripping taps and leaky toilets. (I)


	Dripping taps and leaking toilets may cause a negative effect on the environmental footprint through excessive water consumption and cause unnecessary costs. 

The standard operating procedures that are in place include regularly checking for visibly dripping taps and leaky toilets. In the case of dripping taps or leaky toilets being observed, corrective actions to fix the leak are implemented. 

During the audit, the standard operating procedures for regularly checking for dripping taps and leaky toilets, as well as the corrective actions for implementation after observing leaks are presented. During the visual inspection, there is a spot check for dripping taps and leaky toilets. 


	4.4
	Water flow of the showers, if any, must not exceed 9 litres per minute. (I)


	To reduce the environmental footprint through water savings and also cut costs, the water flow of the showers must not exceed 9 litres (or 2.38 US gallons) per minute. 

To comply with this criterion, the establishment can either choose to have shower heads with restricted water flow or have water restricting devices by the base of the hoses. The reduced water flow is often achieved by mixing water with air in shower aerators. A short-term solution can also be to reduce the water pressure in the water distribution system. 

During the audit, sample measurements of the water flow in a few selected showers are taken.

	4.5
	Water flow of the taps must not exceed 8 litres per minute. (I)


	To reduce the environmental footprint through water savings and also cut costs, the water flow of the taps must not exceed 8 litres (or 2.11 US gallons) per minute. 

To comply with the criterion, the establishment can either choose to have taps built with restricted water flow or have water restricting devices installed on the tap. The reduced water flow is often achieved by mixing water with air in tap aerators. A short-term solution can also be to reduce the water pressure in the water distribution system. 

During the audit, sample measurements of the water flow in a few selected taps in different parts of the establishment are carried out.


	4.6
	All wastewater is treated. (G)


	To reduce the environmental footprint of the establishment, it is important that the wastewater generated by the establishment is not discharged untreated. The establishment can either be connected to an existing public sewage system or have the wastewater treated in its own sewage system. 

It is important that all wastewater is treated in accordance with national and/or local legislation. If there is no legislation on the matter, the wastewater is treated according to the most advanced treatment possible for the establishment. After treatment, the treated wastewater is reused, if possible. 

In the exceptional cases where authorities do not offer connection to the public sewage system and it is not possible for the establishment to create its own sewage system, the applicant establishment can request a dispensation on the matter. 

The reuse/release of wastewater must always be done safely with no adverse effects on the local population and the environment.  

During the audit, the licence or other adequate documentation showing compliance with the wastewater treatment requirements is presented. The establishment provides written confirmation from the relevant authority confirming that the release of the treated wastewater does not have adverse effects on the local population and environment. If the applicant establishment is requesting a dispensation from the requirement, it must provide proof showing that it is not possible to comply with the criterion. During the visual inspection, any observations of potential lack of compliance with this criterion are reported.


	4.7
	Wastewater is treated and reused onsite. (G)


	To reduce the environmental footprint and to reduce water consumption, the establishment treats its wastewater onsite and reuses it for different purposes, such as fertiliser for fields, in the green areas of the establishment, if any or anywhere else appropriate. The reuse of treated wastewater must be done safely, following national legislation with no adverse effects on the environment.  

This criterion also includes wastewater derived from the condensation of water in air conditioning systems. 

During the audit, documentation about the onsite treatment and reuse of the treated wastewater is presented, and the establishment confirms that the use of the treated wastewater does not adversely affect the environment.


	4.8
	Newly purchased toilets have 3/6/litres dual flush (G)
	As dual flush toilets ensure a smaller environmental footprint through a reduced water consumption and also cut costs, toilets purchased within the last 12 months should have a dual flush with a maximum of 6 litres (1.59 US gallons) per flush. In some cases, the flush water consumption could be further reduced without compromising the comfort of the staff.

Newly purchased toilets with sensors allowing a maximum of 4.5 litres (1.19 US gallons) per flush can also be accepted. 

During the audit, receipts for toilets purchased in the past 12 months indicating a flush of maximum 6 litres must be presented and the presence of such toilets is visually inspected

	
5. WASHING AND CLEANING


	5.1
	At least 75% of the chemical cleaning products for daily use have a recognised eco-label. (I)


	To lower the environmental footprint, the use of cleaning products containing hazardous chemicals is minimised. The establishment must ensure that at least 75% of all chemical cleaning products for daily use in all parts of the establishment have an internationally or nationally recognised eco-label. 

The recognised eco-labels can be international (e.g. EU-Ecolabel, Nordic Swan, Green Seal, Cradle2Cradle, etc.) or nationally third-party verified eco-labels.  

The minimum of 75% eco-labelled products can be calculated referring to the total costs, the number of products or the volume bought.

If it is not possible for an establishment to purchase at least 75% of the chemical cleaning products for daily use with a recognised eco-label on the national market, it can instead consider alternative possible means of cleaning (see criterion 5.4). If none of the two options are possible, then the establishment can request a dispensation from complying with the requirement.

During the audit, the establishment presents a list of all chemical cleaning products in daily use with an indication of at least 75% of the products having an internationally or nationally recognised eco-label. A spot check during the visual inspection confirms the presence of eco-labels on the daily cleaning products. If the establishment is seeking a dispensation from the requirement, evidence must be presented showing that the establishment has unsuccessfully tried to purchase chemical cleaning products for daily use with a recognised eco-label on the national market and has considered alternative cleaning solutions. 


	5.2
	Disinfection substances must only be used when necessary and in correspondence with the legislation on hygiene. (I)


	Chemical disinfection substances are only to be used in cases where insects, fungi, bacteria, or viruses constitute a significant nuisance or health risk and where the disinfection cannot successfully be replaced by other methods. Hand disinfection is not included in this criterion. 

Due to their potential impact on environment and health, the use of disinfection substances is reduced to the minimum, replaced by less harmful substances and/or only used when absolutely needed. 

Disinfection substances must be approved by the national authorities and can only be used for the application areas described in the Material Safety Data Sheets (MSDS) and/or other technical data sheets. It is compulsory to strictly follow the prescribed concentration and contact time as mentioned in the document. Disinfection can only be applied by trained staff or external contractors licensed for the purpose. 

In case the national authorities do stipulate hygiene regulations that are stricter or in contradiction with this criterion, the establishment follows the official national regulations and is granted a dispensation from this criterion. 

During the audit, the establishment presents the Material Safety Data Sheets (MSDS) and/or other technical data sheets for the disinfection substances used, as well as the standard operating procedure showing that the use of disinfection substances follows the requirements in the document. 
 

	5.3
	Paper towels, facial tissues and toilet paper must be made of non-chlorine bleached paper or awarded with an eco-label. (I)


	Internationally or nationally recognised eco-labels for paper towels, facial tissues, and toilet paper (e.g. EU Ecolabel, Nordic Swan, The Blue Angel, FSC or PEFC) are evidence of a smaller environmental footprint through a more environmentally friendly production process. 

Alternatively, or in addition, it must be checked if the products are non-chlorine bleached, as chlorine bleaching of cellulose fibres means additional use of energy and chemicals. 

The requirement is obligatory for all establishments, but a dispensation can be granted if the products are not available near the establishment. 

During the audit, it is checked during the visual inspection that the paper towels, facial tissues and toilet paper purchased are made of non-chlorine bleached paper or awarded with an eco-label. 


	5.4
	Fibre cloth made of natural fibres is used for cleaning. (G)


	The use of fibre cloths for cleaning significantly reduces the environmental footprint through a lower consumption of paper, water and detergents (chemicals) and helps cut costs for the establishment. The fibre cloths must be made of natural fibres (instead of synthetic fabrics releasing micro plastic into the water).

During the audit, it is visually checked that fibre cloths made of natural fibres are used for cleaning.


	5.5
	The establishment does not use fragrance spray and perfume in connection with cleaning. (G)


	To reduce the environmental footprint by using fewer chemical substances and to decrease the risks of allergic reactions, the establishment does not use fragrance spray and perfume in cleaning products. 

This requirement applies both if the staff of the establishment oversees the washing and cleaning and if the work is outsourced to a third-party contractor. 

During the audit, it is visually checked that the products for washing and cleaning do not contain fragrance spray or perfume. Alternatively, the establishment presents a statement from the providers of the cleaning products or the third-party contractor proving that the cleaning products used do not contain fragrance spray or perfume. 


	
6. WASTE


	6.1
	The establishment must separate waste as per national legislation but with a minimum of three categories. (I)

	In order to promote the reuse and recycling of waste, the establishment separates the waste as per national (including local) legislation but in a minimum of three categories. 

Examples of the types of separated waste are paper, cardboard, metal, cans, glass, plastic, organic/food waste, etc. General waste or other waste is not considered as a category.

Besides the separation of waste, the establishment is encouraged to reduce the amount of waste, e.g. by having agreements with suppliers on the collection and reuse of material used for receiving various products. 

As part of complying with this criterion, the establishment should ensure that as much as possible of the separated waste is recycled/reused either on-site or by the used waste reception facility. 

The separated waste is stored safely in compliance with relevant national/local legislation. 

The sorting facilities are easily accessible to the staff. 

If there is a written confirmation from national/local authorities guaranteeing that the waste is separated after collection, then the establishment does not need to separate the waste onsite. The staff at the establishment will still need to receive training on waste management principles. 

During the audit, the establishment shows that it complies with national and local waste sorting legislation, and the waste sorting facilities (minimum three categories of sorted waste) are inspected during the audit (visual part). 


	6.2
	The separated waste must be handled separately by the local or national waste management facilities, by a private entity or by the establishment’s own facilities. (I)


	It is important that the establishment ensures that the waste separated into the various categories is also handled separately during and after the pickup as part of subsequent waste handling. The subsequent waste handling includes (where appropriate) further sorting/separation, recycling and disposal. 

For the pick-up and subsequent handling of the separated waste, the establishment can enter an agreement with the local or national waste management authorities and/or with a private company. 

The establishment may also have its own facilities for handling some of the separated waste (e.g. composting of organic and garden waste). Furthermore, it is possible that the establishment has facilities to reduce the amount of separated waste before it is sent to the waste management facilities, e.g. in the form of a machine for compressing cardboard. 

If the separate waste is handled by a private company or through own facilities, the establishment must ensure that treatment is done in an environmentally safe manner and is not harmful to human health.

During the audit, the establishment presents the contract(s) with the public and/or private waste handling entities regarding the correct handling of the waste in separate categories in connection with the pick-up and subsequent treatment. If the establishment has its own facilities for handling separated waste, the standard operating procedure is presented and the facilities are checked during the visual inspection. 


	6.3
	Instructions on how to separate and handle waste must be readily available to the staff in an understandable and simple format. (I)


	The waste sorting area has instructions/signs clearly indicating to the staff how to separate the waste. It is strongly recommended to use icons or illustrations to simplify understanding of the different containers/bins designed for the different types of waste. 

During the audit, easily understandable instructions/signs at the waste sorting facilities are visually checked. It is also checked that the instructions are followed (the waste is separated in correct sections). 


	6.4
	Hazardous solid and liquid chemicals are stored safely. (I)


	Hazardous chemicals (including waste), regardless of being in solid or liquid form, are stored safely and with extra care to avoid contamination of the environment and health hazards for the staff. 

The separated hazardous chemicals are stored safely in compliance with relevant national/local legislation and according to the recommendations in the Material Safety Data Sheets. It is strongly encouraged that the hazardous chemicals are located in a locked room separated from other waste. 

Examples of the types of hazardous chemicals which require to be separated are pesticides, paints, batteries, light bulbs, electronic appliances, cleaning material, etc.

In addition to the safe storage of the hazardous chemicals in separate containers, there is a safe management policy for handling the various hazardous chemicals to avoid potential mixing of drips and spills. The location of the hazardous chemicals must be properly ventilated to avoid a health and safety risk for staff entering the room.

The establishment has a procedure for handling any potential incidents, and the establishment keeps a record of any incidents with information about how any spills have been handled to protect human health and the environment. 

In addition to the separation and safe storage of hazardous chemicals, the establishment is encouraged to reduce the amount of these types of chemicals or substitute (when available) products less harmful for the environment.

During the audit, there is a visual inspection of the separate containers for the different types of hazardous solid and liquid chemicals, it is checked that they are safely stored in a separate room with ventilation and that there are no leaks from the hazardous material containers. 


	6.5
	Hazardous waste must be transported safely to an approved reception facility. (I)


	After the establishment has ensured the safe separation and storage of the hazardous solid or liquid waste, it is also important to ensure that such waste is safely transported to a reception facility approved to receive and handle hazardous waste. 

Public authorities or private companies approved to deal with transportation of hazardous waste are preferably in charge of the transportation of the hazardous waste to the nearest appropriate reception facility. Alternatively, the establishment may oversee transporting the hazardous waste if this can be done in an environmentally and health-wise safe way complying with national/local regulation for the transportation of hazardous waste. 

It is possible for the establishment to cooperate with other establishments on joint transportation of separated hazardous waste if it is done safely and without compromising the subsequent treatment of such waste. 

During the audit, the establishment presents a standard operating procedure showing that the establishment ensures that the transportation of the hazardous waste to the nearest appropriate approved reception facility is done safely, complying with national/local regulation. 


	6.6
	Each bathroom has a waste bin that closes with a lid. (I)


	Each bathroom must have a waste bin, so that hygiene waste is collected instead of being flushed down the toilet and sewage system. In many cases, these and other hygiene products contain plastic and are therefore harmful for the environment. 

It is strongly recommended that there is a sign in the bathroom indicating that hygiene waste and other similar non-flushable products should be placed in the bathroom waste bin instead of being flushed down the toilet causing blockages and pollution.

During the audit (visual inspection), the presence of a waste bin and relevant sign in the bathroom is checked. 

	6.7
	The establishment registers the total amount of waste. (G)


	It is important to know the amount of waste so that the establishment can have a plan to reduce its environmental footprint through reducing, recycling and/or reusing waste and thereby cut costs. 

The establishment, therefore, has a monthly registration of the amount of waste, preferably separated into the various categories of waste.   

During the audit, the establishment presents the overview of the monthly amount of waste collected, preferably per category.  


	6.8
	The establishment has a waste plan in place to reduce and/or reuse waste. (G)


	When aware of the exact amount of the different types of separated waste, the establishment has a plan to reduce the environmental footprint through decreasing, recycling and/or reusing waste, thus also cutting costs. The aim is to drastically reduce/eliminate waste. 

Recording the amount of waste in the different categories is used to formulate a waste management plan on how to reduce, recycle and/or reuse the amount of received waste in these categories.

During the audit, the establishment presents a written waste management plan on how to reduce, recycle and/or reuse its waste.  


	6.9
	Clients and staff are able to separate waste into categories that can be handled by the waste management facilities. (G)


	To create awareness among clients and staff on waste separation and recycling, the establishment offers the possibility for clients and staff to separate their waste. The separated waste is collected and placed in the overall waste bins for the separate categories in the waste management facility. 

The separate waste bins can be placed in public areas (corridor, lobby, meeting rooms, parking areas, etc.), in the staff canteen, etc.  

The waste separation can be done through separate bins for different waste types or one bin with separation for different waste types. It is very important that there are clear instructions/signs (preferably icons or illustrations) indicating the different bins/compartments for the different types of waste. General/mixed/other waste is not considered a waste fraction. It is alternatively possible to have a system of separating waste placed in separate locations (e.g. paper and newspaper on the table, bottles, and cans next to the bin and other waste in the bin). 

During the audit (visual inspection), the waste separation system (with easily understood information) for clients and staff is shown. 


	6.10
	The establishment makes arrangements for the collection and disposal of packaging with an appropriate supplier. (G)
	The amount of waste produced by the establishment can be further reduced by the establishment making agreements with various suppliers to deliver goods in packaging material that can be returned and reused (e.g. plastic cans, expanded polystyrene boxes, plastic boxes, etc.). 

In order for an establishment to comply with this criterion, a minimum of two types of products must be delivered in packaging material that can be returned and reused. 

During the audit, the establishment presents the agreements with suppliers regarding the collection and reuse of packaging material for a minimum of two types of products.


	6.11
	The establishment uses biodegradable disposable cups, plates and cutlery. (G)
	In cases where disposable cups/glasses, plates and cutlery are used, the establishment uses products made of biodegradable materials in order to lower the environmental footprint. 

Cups, glasses, plates and cutlery made of biodegradable material could be made from corn starch plant based material not containing components that are not biodegradable.  

During the audit, the information about the disposable cups/glasses, plates and cutlery made of biodegradable material is presented and the presence of the biodegradable material is verified during the visual inspection. 


	6.12
	Organic waste is composted or used for other purposes. (G)


	To reuse waste from organic sources (food scraps and/or garden waste) and thereby reduce the environmental footprint, the establishment has a system for separating its organic waste. The organic waste can subsequently be composted or used for other purposes such as biogas production or food for animals. 

If the organic waste is composted, it is important that it is done hygienically without affecting the clients, staff and surroundings. 

During the audit (visual inspection), the establishment shows the compost pile or container for organic waste. If the compost is collected by an external company for biogas, animal food or other purposes, the establishment provides documentation showing that the organic waste is treated by the external company.  


	
7. ENERGY


	7.1
	Energy use must be registered at least once every two months. (I)


	In order for the establishment to reduce its environmental footprint by decreasing its energy consumption and also cut costs, the establishment records its total energy consumption at least every two months. If available, the sources of the energy consumption are indicated. 

It is encouraged to record the total energy consumption more frequently than every two months, as it will produce more detailed information. 

The data should be analysed and used actively with the goal of reducing energy consumption. Should any major changes in energy consumption occur (especially in the form of a greater consumption than expected), the establishment has procedures in place to immediately investigate the reason for this difference and to implement corrective actions.

During the audit, the minimum of monthly registration of the total energy consumption is presented, as well as information about the standard operating procedure for investigating and potentially correcting sudden and/or major changes in the total energy consumption. 


	7.2
	Heating, ventilation and air-conditioning control systems must be in place. (I)


	To reduce the environmental footprint by lowering energy use and to cut costs, the establishment must have a system in place to control the heating, ventilation, and air-conditioning (HVAC) in the establishment. 

It can be a centralised automatic or manual computerised system (building management system) for changing or switching off the HVAC system. It can also be a system for manual adjustment of the HVAC in the different parts of the establishment described in the standard operating procedures for the staff. In addition, regulation through keeping curtains and shades closed could also be considered.

The control system considers the changes of season and the use or non-use of the different parts of the establishment (meeting rooms, restaurants, public areas, etc.).

During the audit, the establishment demonstrates the building management system and/or presents the standard operating procedure showing that the HVAC control system is in place.  


	7.3
	At least 75% of all light bulbs are energy efficient and at least 50% of all light bulbs are LED bulbs. (I)


	As light bulbs account for a significant part of energy consumption, the establishment, in order to reduce the environmental footprint, ensures that at least 75% of all its light bulbs are energy efficient corresponding to one of the two most energy efficient classes in the EU energy label system or EnergyStar rating. 

The most energy efficient and, therefore, preferred light bulbs are LED bulbs, but other energy-efficient light bulbs (compact fluorescent lighting, CFL) can also be used. A minimum of 50% of all light bulbs must be LED. If other energy-efficient light bulbs have been purchased within the last three years, the establishment can get a dispensation from having a minimum of 50% LED light bulbs. 

Energy efficient light bulbs are, in most cases, more expensive than non-energy efficient ones, but, in addition to efficiency, these bulbs last much longer and do not need replacement as often as non-energy efficient ones. This reduces the costs in the long run and also reduces the working time spent on replacing bulbs. 

During the audit, the establishment presents the overview of all light bulbs, demonstrating that at least 75% of the light bulbs in the establishment are energy efficient and at least 50% of them are LED. 

	7.4
	The heating, ventilation and air-conditioning system must be checked at least once a year and maintained, if necessary, in order to be energy efficient at all times. (I)


	For the overall heating, ventilation, and air-conditioning (HVAC) system to be energy efficient, thus reducing the environmental footprint and cutting costs, it is checked at least once a year.

It is strongly encouraged that the HVAC system is checked by an external energy company, but it can also be controlled internally, e.g. by the chief engineer of the establishment. The check includes the filters of the HVAC system.   

If the check of the HVAC system reveals the need for maintenance (cleaning or repair), the establishment must ensure that this is done. It is strongly encouraged that any repairs are done immediately, but, if that is not possible, the repair of the HVAC system must be ensured within 1-2 months from the check revealing the need for repair. 

During the audit, the establishment presents the standard operating procedure for external or internal checking of the HVAC system. Information about the date when the latest check of the HVAC system took place (within the last 12 months) and the outcome of the check (including data about any repairs done) is provided as well. 


	7.5
	Refrigerators must be equipped with intact door seals. (I)


	The energy consumption of refrigerators, cold (or freezing) stores increases, if the units do not possess intact door seals. The door seals can be e.g., rubber seals around the doors of the devices.  

The door seals can suffer from wear and tear as time goes by. It is therefore necessary that the door seals of the devices be examined at least once a year, but preferably more frequently. Should the check reveal that the door seals are no longer intact, it is necessary that the establishment immediately ensures repair/replacement of the faulty door seals.

During the audit, the establishment presents the standard operating procedure for checking the door seals at least once a year and repair/exchange when necessary. The visual inspection includes a spot check that door seals are intact in selected refrigerators, cold (or freezing) stores, heating cupboards and ovens. 


	7.6
	The establishment has set a standard temperature for cooling and heating in the workplace (I)


	To reduce the environmental footprint through keeping the best possible control over the energy consumption and to cut costs, the establishment has a set standard temperature for cooling and heating 

If the outside temperature is higher than 22°C (72°F), then the standard cooling temperature in the room should be set at minimum 22oC (72oF). If the outside temperature is lower than 22°C (72°F), then the standard heating temperature in the room should be set at maximum 22oC (72oF).  

The standard temperature can be set automatically from a central system or manually in each office. 

During the audit, the establishment presents its standard operating procedure for setting the standard temperature for cooling and heating and during the visual inspection it will be checked that selected offices have the standard set temperature. 


	7.7
	Outside lighting is minimised and/or has automatic turn off sensors installed. (G)


	To reduce the environmental footprint and cut costs, the establishment has a system in place for the reduction of energy consumption of outside lighting. 

The outside lighting system must be turned off during daytime/natural light hours. There are also other ways of minimising outside lighting energy use, either by having the lighting automatically turned off in certain periods of the night or by installing sensors that turn on lighting when detecting movement. Different lighting systems may be applied to outside areas serving different purposes. The establishment must always comply with local/national safety regulations concerning lighting. 

During the audit (visual inspection), the locations of sensors and timers switched off during daytime are checked.  


	
7.8

	At least 75% of all windows are energy efficient at a higher standard than the national/local regulation and climate. (G)


	Windows can be a significant contributor to increased energy consumption in the establishment. To lower the environmental footprint, establishments located in areas with a cold climate must, therefore, ensure a high degree of thermal insulation (e.g. double or triple glazing) and establishments in areas with a hot climate should have windows that are energy efficient in other ways (e.g. sun-reflecting material on the windows, blinds or other types of shade, etc.). Furthermore, in areas with a very hot or cold climate, the establishment could also have restrictions on the ability to open windows. 

To comply with this criterion, there must be initiatives ensuring higher standards than those set by national/local regulations regarding insulation and other energy efficient initiatives. 

To comply with this criterion, at least 75% of the windows in the establishment have the appropriate thermal insulation, or other energy efficient initiatives are in place with higher standards than those set by national/local regulations. 

During the audit, the establishment presents a document (for example from an external verification agent) outlining its system for having an appropriately high degree of thermal insulation or other energy efficient initiatives with higher standards than those set by national/local regulations depending on climate, in at least 75% of the windows in the establishment. 


	7.9
	Newly purchased electric devices in the establishment are energy efficient. (G)

	To decrease the environmental footprint through lower energy consumption and also cut costs, the establishment ensures that all the electric devices purchased within the past 12 months have an eco-label or are energy efficient. 

In the kitchen, such devices can be an energy efficient oven, refrigerators, toaster. In the offices it can be computers, printers, photocopiers, etc. and in the housekeeping section, they can be vacuum cleaners, steam cleaners, etc. In the public areas, they can be energy efficient elevators. 

To ensure that the devices are energy efficient, they should hold an internationally or nationally recognised eco-label or a high-energy efficiency rating, e.g. one of the two most energy efficient classes in the EU energy label system or EnergyStar rating, etc.  

During the audit, the establishment presents documentation showing that all electric devices purchased within the last 12 months have a recognised eco-label or have a high energy efficiency rating.


	7.10
	An external energy audit is carried out at least once every five years. (G)

	To have a better overview of the areas with high energy consumption and areas of potential energy (and cost) savings in the establishment, it must have an external energy audit carried out at least once every five years. The energy audit should aim at reducing the overall amount of energy consumed in the establishment as well as increasing the percentage of renewable energy sources used. 

The energy audit is carried out by an external professional energy consultant or a professional advisor from the local or national authorities. 

The energy audit identifies the areas with significant energy consumption in the establishment. It also includes advice and an action plan with suggestions for reduction in energy consumption in the establishment, including the effects, the costs and the return on investment of such interventions.

During the audit, the establishment presents the report from the energy audit carried out within the last five years. 


	7.11
	The establishment uses at least 50% renewable and/or eco-labelled electricity. (G)



	In order to encourage the establishment to choose the most environmentally friendly and sustainable type of electricity, it must use electricity from renewable sources (solar panel, wind power, biomass, biogas from organic waste, hydroelectric or geothermal heat, etc.). Nuclear energy is not considered a renewable source because of the generated nuclear waste.

The renewable electricity can be produced onsite or from an external source that is preferably nearby.

The establishment is strongly encouraged to ensure that all its electricity consumption derives from renewable sources, but to comply with this criterion, at least 50% of the electricity consumption in the establishment must derive from renewable sources. 


During the audit, the establishment presents documentation showing that the establishment uses at least 50% electricity that is generated from renewable sources and/or purchased as eco-labelled electricity. 


	7.12
	The establishment has an internationally or nationally recognised green building rating system. (G)


	To reduce the environmental footprint through saving of energy (and reduce costs), the establishment holds an internationally recognised green building rating system, such as the LEED or BREEAM certification, or other similar national rating systems, etc. 

During the audit, the establishment presents the verification that it has achieved by a third-party internationally or nationally recognised green building rating system. 


	7.13
	At least 75% of the lighting in public areas and staff areas has motion detectors or is reduced when people are not present. (G) 


	To reduce the environmental footprint through decreasing the energy consumption and thereby cut costs, the establishment has motion detectors or timers in public areas and staff areas, wherever safe to do so, enabling lights to be turned off when people are not present. 

An alternative solution is that the lighting in public areas is dimmed or the amount of lighting is reduced when people are not present.

To comply with this criterion, at least 75% of lighting in public areas and staff areas in the establishment has motion detector sensors or dimmed/reduced lighting when people are not present. 

During the audit, the establishment presents documentation about the presence of motion detectors or dimmed/reduced lighting in at least 75% of all public and staff areas and the presence of the motion detectors in these areas is checked during the visual inspection (where possible). 


	7.14
	Computers, printers and copy machines switch to energy saving mode and turn off automatically. (G)
	In the work with lowering the environmental footprint through energy saving and thereby cutting costs,the establishment only uses computers, printers and copy machines that switch to energy saving mode within a short time without use (e.g. 2-5 minutes). 

As the energy saving mode is also energy-consuming, the equipment automatically turns completely off after a longer time without use (e.g. 1-2 hours).

During the audit, the establishment presents information showing that its computers, printers and copy machines switch to energy saving mode and turn off automatically and the visual inspection includes a spotcheck that the machines are in energy saving mode after periods of not being used. 


	7.15
	A heat recovery system for refrigeration systems and ventilators is installed (G)


	Large energy consuming machines and equipment often produce excess heat. To reduce the environmental footprint through reducing energy consumption in the establishment, heat recovery systems must be in place for the large energy consuming machines/equipment, e.g. the heating, ventilation, and air-conditioning (HVAC) system and refrigeration systems.  The heat from the recovery system is then used in other areas, such as heating in indoor parking areas, etc. 

During the audit, the establishment presents documentation (e.g. technical specifications) showing the presence of the heat recovery system within its premises. 


	7.16
	The establishment offers access to charge electric vehicles. (G)

 
	To lower its environmental footprint, the establishment offers access to charge electric vehicles. Consideration should be given to ensuring that the chargers can be used by multiple car brands. 

The charging stations can be located within the establishment or at a maximum 200 metres’ distance from it. If the charging stations are externally managed, it is important that guests visiting the establishment can use the charging station. 

The charging stations can be used both by the guests of the establishment and by the staff (see criterion 13.8). 

As part of joining the Green Key programme, the establishment must in all material and communication provide accurate, clear and easily understandable information. The establishment does not promise more than it can deliver.

During the audit (visual inspection), the presence of the electric vehicle charging station is checked.  


	
8. FOOD AND BEVERAGE


	8.1
	The establishment must purchase and register at least three types of food/drink products that are organic, eco-labelled and/or locally produced. (G)


	Environmentally friendly and sustainable practices in the establishment are demonstrated by the type of food and beverage it purchases and offers to the clients. 

The establishment therefore purchases food and drink products that are organic, eco-labelled and/or locally produced. These products should preferably be used in significant quantities or daily. 

Products are, whenever possible, produced locally to reduce the environmental footprint through reduced transportation and to stimulate the local economy. Products produced less than 100 km from the establishment are normally considered as locally produced. 

The establishment ensures that as many of its food and drink products as possible are organic, eco-labelled and/or locally produced. The choice of products depends on availability and price. To comply with this criterion, a minimum of three products is required, but it is strongly recommended to include more products. 

During the audit, the establishment presents a list of a minimum of three food/drink products that are organic, eco-labelled and/or locally produced. 

	8.2
	Where the water quality is of an adequate standard, tap water is offered and/or promoted to Clients. (G)


	To reduce the environmental footprint created by the process of producing bottled water (including the transportation of the water, the use of plastic, aluminium or glass for the bottles and the subsequent transportation of bottled water to the customers), the establishment offers tap water to clients with an encouragement to drink it.  

The possibility for offering tap water depends on its quality in the respective area and the tap water supply in the establishment. If the local tap water is not drinkable due to smell or taste, or if the quality of the tap water in the establishment does not comply with national standards for tap water (e.g. relating to levels of pesticides, heavy metals, etc.), then this criterion is not applicable. 

In case the national authorities stipulate that hygiene regulations are in contradiction with this criterion, the establishment must follow the official national regulations. 

If the quality of the tap water allows it to be offered, it can be offered as it is or it can be filtered before being served. The tap water is preferably offered as still water, but it could also be offered as sparkling water after adding carbonic acid. 

The tap water is offered to clients in meeting rooms, but it could also be offered at the reception and it could also be offered to staff in staff areas. 

During the audit, the visual inspection confirms that tap water is offered and promoted. 


	
9. INDOOR ENVIRONMENT


	9.1
	The establishment has a personnel policy concerning smoking during working hours. (I)


	To reduce the health risk and the annoyance from smoking, the areas for the public and the staff are preferably non-smoking areas. 

If staff smoking is allowed, the establishment has a policy for the staff regarding smoking during working hours. The policy includes regulations about when and where the staff can smoke. It is important that the policy ensures that non-smoking staff members and clients are not affected by smoking. 

During the audit, the establishment presents its written smoking policy for staff, including information about when and where smoking during working hours is allowed, and how the establishment ensures that it does not constitute a health risk and annoyance for non-smoking staff members. 


	9.2
	Indoor air quality in the establishment is regularly monitored. (G)


	For the continuous improvement of the indoor environment and the well-being of staff and guests, the indoor air quality in the establishment is regularly monitored. 

Air quality can be measured as the number of air exchanges per hour, the temperature and humidity and/or the amount of radon, mould, nitrogen oxides (NOX), carbon dioxide (CO2,) and volatile organic compounds (VOCs) in the air. 

The monitored values must not exceed limits specified by national or international standards. If the limit values are exceeded, responsive actions must be taken to comply with the requirements. The responsive actions could include ventilating the rooms by opening windows on a regular basis, changing the settings of the ventilation, installation of air purifiers or sanitation devices. 

To comply with this criterion, a regular monitoring system (minimum monitoring once a year) must be installed in at least two parts of the establishment. 

During the audit, the establishment presents the documentation showing the results of the indoor air quality monitoring and any potential responsive action. 


	9.3
	Environmentally friendly materials are used for refurbishments or construction works that started and/or were completed in the past 12 months. (G)


	For the continuous improvement of the indoor environment and to reduce the environmental footprint by using less harmful products, the establishment uses environmentally friendly products in connection with refurbishment or construction of new buildings done within the past 12 months. 

Environmentally friendly products include paints and other products not containing substances harmful to the environment or human health. The establishment can, for instance, use products with a nationally or internationally recognised eco-label, or from companies that have adopted an environmental management system. Volatile organic compounds (VOCs) and heavy metals are avoided in all materials, including paint, building materials, etc. 

Environmentally friendly second hand/recycled natural products/materials are especially recommended. If wood or other plant materials are used in the refurbishment or construction, it is ensured that they are sustainably harvested (e.g. FSC labelled products) and preferably locally sourced.  

During the audit, the establishment presents documentation proving the use of environmentally friendly products in connection with refurbishment or new building done in the past 12 months. 


	
10. CORPORATE SOCIAL RESPONSIBILITY


	10.1
	The establishment confirms that it follows all relevant international, national and local legislation, including the areas of environment, health, safety and labour. (I)


	The establishment confirms that it has legally acquired property, land and water rights complying with local, communal rights (including their free, prior and informed consent). The establishment confirms that all its function and activities (including the areas of environment, labour, health and safety) take place in compliance with international, national and local legislation/regulations. The establishment also confirms that it respects local surrounding community rights and standards. 

Regarding compliance with environmental requirements, the following conditions must, as minimum, be met:
· Ensuring that activities in connection with the management of the establishment do not have significant negative effects on natural ecosystems and wildlife. Any disturbance of natural ecosystems is minimised, rehabilitated and a compensatory contribution made to conservation management. This is always done according to national/local legislation. This also includes practices to reduce pollution from noise and light, runoff, erosion, ozone-depleting compounds and air, water, and soil contaminants. 

Regarding compliance with labour requirements, the following conditions must, at the minimum, be met:
· All employees receive information in writing (contract) stating the employment terms and conditions, including information about working hours and salary.
· All employees are paid at least a minimum wage. 
· No employees receive money or pay deposits before starting work and all employees receive owed money when terminating the work.
· All employees receive information in writing about the working code of conduct/policies of the establishment and the written procedure for raising concerns/complaints. 
· All employees receive fair treatment without discrimination (in connection with recruitment, general employment, training, promotion).  
· All employees work in a safe and secure working environment.
· All employees are offered regular training, experience and opportunities for advancement.
· All employees can give feedback on their work conditions (e.g. through appraisals, staff satisfaction survey, etc.).
· The employer keeps a copy of all pay slips and a record of number of working hours and overtime.

Regarding compliance with health and safety requirements, the following conditions must, as minimum, be met:
· All employees receive information and training about the health and safety requirements
· All employees have access to the written health and safety policies and plans 


During the audit, the establishment presents a written statement confirming compliance with relevant international, national and local legislation, including the areas of environment, health, safety and labour. The observations during the visual inspection confirm compliance with the requirements.   


	10.2
	The establishment provides access for people with additional needs. (G)
	To provide access for people with additional needs and to create awareness about the establishment’s corporate social responsibility, it must provide access for people with additional needs. The access relates to guests as well as staff and other users of the establishment. 

Examples of people with additional needs include people with certain physical disabilities (persons in wheelchairs, blind people, etc.) and people with specific health concerns. 

This criterion includes access to the public areas: entrance and reception area, sanitary facilities, meeting rooms etc.  

In some special cases, the establishment may have received a dispensation from the authorities regarding certain types of access for people with additional needs, e.g. wheelchair access to old/historical buildings, and in these cases this criterion is not applicable.  

During the audit (visual inspection), the establishment demonstrates access and procedures for people with additional needs, as well as the information provided about access for people with additional needs. 


	10.3
	The establishment is equitable in hiring women and local minorities, including in management positions. (G)
	To support the equal treatment and rights of people and create awareness about the establishment’s corporate social responsibility, it hires staff, in all positions, without discrimination of age, race, gender, religion, disability, socio-economic status, etc. 

During the audit, the establishment presents documentation (e.g. its CSR policy) showing how it ensures that it is equitable in hiring women and local minorities, including in management positions. Observations made during the visual inspection confirm compliance with the requirements.


	10.4
	Plants and animals, as well as historical and archaeological artefacts, are not displayed, except those which are permitted by law. (I)


	To create awareness about the establishment’s corporate social responsibility and support of environmental sustainability through the protection of species of plants and animals, e.g., endangered species as listed in the CITES (Convention on International Trade in Endangered Species) agreement, the establishment does not display these plant or animal species in the establishment. 

To protect historical and archaeological artefacts, such items are not displayed by the establishment.

The establishment only sells, trades, or displays plants and animals and/or historical and archaeological artefacts if local, national and international legislation permits it. 

During the audit, the establishment presents documentation showing how it works to ensure that no endangered species of animals and plants and no historical or archaeological artefacts are sold, traded, or displayed in the establishment. If the establishment is selling related products, it provides a statement from the national authorities permitting it to sell, trade or display the products. During the visual inspection, a spot check for sold, traded, or displayed species of plants/animals or historical/archaeological artefacts is carried out. 


	10.5
	The establishment actively supports at least two environmental or social community development activities. (G)


	To support the environmental, economic and socio-cultural sustainable development and to create awareness about the establishment’s corporate social responsibility, the establishment is active in supporting green actions or social community development activities (including education, health, sanitation, infrastructure, etc.). 

It is encouraged that the support is focused on the area surrounding the establishment, but it could also be support of projects in other geographical areas. Examples of active support by the establishment could include: 
· Tree-planting activities
· Planting and restoration of green areas
· Projects addressing the preservation of biodiversity with reference to aquatic/marine zone areas or projects supporting natural corridors and “rewilding” of open areas
· Protection of natural and culturally sensitive areas
· Projects addressing the impacts of climate change
· Activities with schools or communities working with environmental or educational initiatives
· Activities with people with additional needs (vulnerable and/or less-resourced groups)
· Activities promoting social justice and equal rights
· Provision of basic food, water, energy services, as well as health and sanitation services in communities
· Provision of space for meetings and events for local community groups, e.g. schools or NGOs, at no or reduced costs
· Support to infrastructure challenges (e.g. water supply), etc.  

Actions/initiatives on various biodiversity and environmental protection initiatives (e.g. tree-planting, planting and restoration of green areas, natural corridor and rewilding projects, etc.) are strongly encouraged. 

It is encouraged that the establishment gives its employees the opportunity to volunteer their time and services for these actions/initiatives during regular working hours and that the establishment keeps a record of the hours that the employees have spent on volunteering. 

To comply with this criterion, the establishment is actively supporting at least two actions/initiatives. 

During the audit, the establishment presents documentation showing the active support of at least two environmental or social community development actions. Furthermore, the establishment shows its record of the hours spent by employees on volunteering.


	10.6
	Material/supplies that are no longer used are collected and donated to charitable organisations. (G)


	To reduce the environmental footprint through reuse and to create awareness about the establishment’s corporate social responsibility, it collects and donates materials and supplies that can still be used but that are no longer needed by the establishment to charitable organisations (e.g. organisations supporting persons in need, etc.) in order for these charities to reuse or re-sell the material/supplies.

To comply with this criterion, the material/supplies should have been donated to charitable organisations within the previous 12-month period.

During the audit, the establishment presents documentation showing that redundant material/supplies have been donated to charitable organisations within the last 12 months. 


	
11. ADMINISTRATION


	11.1
	A minimum of 75% of the purchases of printing paper, envelopes and printed material produced or ordered by the establishment is eco-labelled or produced by a company with an environmental management system. (I)

	To decrease energy and waste consumption (and thereby reduce the environmental footprint), the use of printing paper, envelopes and printed material is kept to a minimum. The printing paper, envelopes and printing material have an eco-label, e.g. EU Ecolabel, FSC-label (preferably FSC Recycled or FSC Mix), or are produced by a company with an environmental management system.

The requirement relates to a minimum of 75% of the printing paper, envelopes and printed material purchased or produced within the last 12 months. 

During the audit, the establishment presents the documentation showing that printing paper, envelopes and printed material purchased within the last 12 months are eco-labelled, recycled or produced by a company with an environmental management system. The observations during the visual inspection confirm compliance with the requirements. 


	11.2
	The establishment takes initiatives to reduce the use of paper at the front desk, in offices, and in meeting rooms. (I)
	To reduce the environmental footprint through decreasing the energy consumption, use of resources and the production of waste in relation to paper use, the establishment takes initiatives to reduce the use of paper in offices and meeting rooms. 

In the offices, the initiatives can include an encouragement to limit the printing of documents, printing on both sides and/or the reuse of paper for notes, not printing invoices unless requested (or sent by e-mail), not using envelopes for printed invoices, etc. 

In meeting rooms, paper is only available upon request, paper is only available at a central table in the meeting rooms, accessibility to tablets for taking notes (instead of paper), etc. 

During the audit, the establishment presents information about their initiatives to reduce the use of paper in at least one area of operation and the visual inspection confirms the initiatives. 


	11.3
	The establishment informs its suppliers about its sustainability commitments and strongly encourages the suppliers to follow the same sustainability commitments. (G)
	As the establishment is in regular contact with its product/service suppliers, it informs all suppliers about its environmental, climate change and sustainability initiatives, including information about Green Offices. The information includes information about the reduction in the use of resources, the use of cleaner and resource friendly alternatives (including transportation) and the commitment to social standards. 

Furthermore, the suppliers are strongly encouraged to manage their activities following the Green Offices criteria in the same spirit as the Green Offices programme regarding all aspects of sustainability management.

During the audit, the establishment presents documentation (e.g. written information) showing that the suppliers have been informed about the environmental and sustainability initiatives of the establishment and have been encouraged to manage their activities in the same spirit or following the Green Offices criteria.


	11.4
	The establishment ensures that at least 75% of the suppliers used are eco-certified, have a written environmental policy and/or are committed to sustainable development. (G)
	As the establishment is in regular contact with its product/service suppliers, it ensures that at least 75% of all suppliers used are eco-certified, have an environmental management system, have a written environmental policy and/or are in other ways demonstrating commitment to sustainable development. 

During the audit, the establishment presents documentation (a list of suppliers including e.g. their eco-certification) showing that at least 75% of all suppliers used are eco-certified, have an environmental management system, have a written environmental policy and/or are in other ways committed to sustainable development.


	11.5
	The use of environmentally friendly means of transportation by the Management/staff is encouraged. (G)

	Environmentally friendly transportation includes bicycles, public transportation, use of electric vehicles, car-pooling programmes, shuttle bus systems for staff, etc. 

The establishment can encourage the use of environmentally friendly transportation through verbal or written communication. The establishment can provide proper facilities (safe and good bicycle parking, charging stations for electric cars, etc.) and/or it can offer financial incentives (e.g. tickets for use of public transportation, no costs for parking/charging electric cars, free shuttle bus, support to car-pooling initiatives, etc.).
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