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APPLICATION FORM
FOR Offices  
2022-2025


Introduction

Aim

Green Offices has the following overall aims:

· Increase the use of environmentally friendly and sustainable methods of operation and technology in the establishments and thereby reducing the overall use of resources 
· Raise awareness and create behavioural changes of clients, staff and suppliers of individual establishments
· Increase the use of environmentally friendly and sustainable methods and raise awareness to create behavioural changes in the offices, which must be officially registered and functioning as a commercial, professional or bureaucratic entity.

Goals

Green Offices pursues four goals: 
· Environmental education for sustainable development of the staff, management, clients and stakeholders (suppliers etc.)
· Lowering of the environmental footprint of the establishment 
· Reduction of costs due to a reduction in consumption 
· Utilising the Green Office award for in the marketing strategy with the promotion of the label and the facilities awarded

Criteria

The criteria are divided into the categories: 
· Imperative (I) criteria must all be fulfilled in Green Offices establishments
· Guideline (G) criteria must increasingly be fulfilled in Green Offices establishments as according to the following point system:

	Year
	Percentage of total guideline criteria

	1
	0%

	2
	3%

	3
	5%

	4
	10%

	5-9
	15%

	10-
	20%



Document’s checklist

Some criteria will need to be documented in the application form, and you will find the information in Annex A. Other criteria will need to be documented in connection with the onsite audits.

Audits

Onsite audits are conducted first and second year and thereafter every three years. In the years without onsite audits, offsite reviews of documents will be carried out. 



Revision of criteria

The criteria are revised every 4-5 years. This set of criteria is for the period until 31 December 2025.

Contact

For any question about criteria and audits, please contact Green Offices National Operator

Micael Ierides
Green Offices National Operator
CYMEPA
P.O. Box 56671
3309 Limassol

Tel. 25343311
E-mail: cymepa@cytanet.com.cy
Web: www.cymepa.org.cy

APPLICANT’S DETAILS:

	
Name of the establishment: 


	
Address:
 

	
Code:                                                               Region:                                                    

	
Phone:                                                             E-mail:	 

	Website:

	
Number m²: 

	Year of Build: 

	
Number of employees: 

	
Name of General Manager	

	
Name of Environmental Manager:		 

	
E-mail Environmental Manager:


	
€200
	
€300
	
€400

	
Up to 9 staff and up to 349m²
	
From 10 to 49 staff or 350 to 899 m²
	
50 or more staff or more than 900m²

	Audit fee €150

	150
	150



               
	Αρ. Κτηρίων
	Έκπτωση %

	5 Buildings of the same company 
	10

	6-10 Buildings 
	15

	11-20 Buildings 
	20

	>20 Buildings  
	25



                      
        
              Signature _________________                      	                           Date: ________________

	

1. ENVIRONMENTAL MANAGEMENT


	1.1
	The management must be involved and appoint an environmental manager from amongst the staff of the establishment. (I)
	Yes    No 

	1.2
	The establishment must formulate a sustainability policy. (I)
	Yes    No 
DOC

	1.3
	The establishment must formulate objectives and an annual action plan for continues improvement. (I)
	Yes    No 
DOC

	1.4
	All documentation concerning the Green Offices must be kept and maintained in a binder ready for inspection. (I)
	Yes    No 

	1.5
	The establishment must establish active collaboration with relevant stakeholders. (I) 
	Yes    No 

	1.6
	The establishment calculates its carbon footprint through the use of a CO2 measurement tool. (G)
	Yes    No 


	
2. STAFF INVOLVEMENT


	2.1
	The environmental manager must hold periodic meetings with the staff in order to brief them on issues concerning existing and new environmental initiatives. (I)
	Yes    No 
DOC

	2.2
	The Environmental manager must participate in meetings with the Management for the purpose of presenting the environmental development of the establishment (I)
	Yes    No 


	2.3
	The environmental manager and other staff members must receive training on environmental and other sustainability issues. (I)
	Yes    No 

	
3. CLIENTS INFORMATION


	3.1
	The Green Offices award must be displayed in a prominent place. (I)
	Yes    No 

	3.2
	Information material about Green Offices must be visible and accessible to clients. (I)
	Yes    No 


	3.3
	Information about Green Offices and environmental information must be available on the establishment’s website. (G)
	Yes    No 

	3.4
	Staff in charge of welcoming guests must be in a position to inform clients about Green Offices and the current environmental activities and undertakings of the establishment. (I)
	Yes    No 

	3.5
	The establishment informs and encourages clients and staff to use sustainable transportation alternatives. (I)
	Yes    No 

	3.6
	The establishment provides its clients with the opportunity to evaluate its environmental and sustainability performance. (G)
	Yes    No 

	
4. WATER


	4.1
	The total water consumption must be registered at least every three months. (I)
	Yes    No 
DOC

	4.2
	Newly purchased toilets must not flush more than 6 litres per flush. (I)
	Yes    No 

	4.3
	Must be a system in place to regularly check for dripping taps and leaky toilets. (I)
	Yes    No 

	4.4
	Water flow from the showers, if any, must not exceed 9 litres per minute. (I)
	Yes    No 

	4.5
	Water flow from the taps must not exceed 8 litres per minute. (I)
	Yes    No 

	4.6
	All wastewater must be treated in accordance with national and local regulations. (G)
	Yes    No 

	4.7
	Wastewater is re-used (after treatment). (G)
	Yes    No 

	4.8
	Newly purchased toilets have 3/6 litres dual flush. (G)
	Yes    No 

	
5. WASHING AND CLEANING


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

	Yes    No 
DOC

	5.2
	Disinfection substances must only be used when necessary and in correspondence with the legislation on hygiene. (I)
	Yes    No 


	5.3
	Paper towels, facial tissues and toilet paper must be made of non-chlorine bleached paper or awarded with an eco-label. (I)
	Yes    No 

	5.4
	Fibre cloth is used for cleaning to save water and chemicals. (G)
	Yes    No 


	5.5
	The establishment does not use fragrance spray and perfume in connection with cleaning. (G)
	Yes    No 


	
6. WASTE


	6.1
	The establishment must separate waste as per national legislation but with a minimum of three categories. (I)
	Yes    No 

	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)
	Yes    No 

	6.3
	Instructions on how to separate and handle waste must be easily available to the staff in an understandable and simple format. (I)
	Yes    No 

	6.4
	Hazardous solid and liquid chemicals are stored safely. (I)
	Yes    No 

	6.5
	Hazardous solid and liquid chemical waste must be transported safely to an approved reception facility. (I)
	Yes    No 

	6.6
	Each toilet must have a waste bin that closes with a lid. (I)
	Yes    No 

	6.7
	The establishment must register the total amount of waste (G)
	Yes    No 

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

	Yes    No 

	6.9
	Clients have the possibility to separate waste into categories that can be handled by the waste management facilities. (G)
	

	6.10
	The establishment makes arrangements for the collection and disposal of packaging with an appropriate supplier. (G)
	Yes    No 

	6.11
	The establishment uses biodegradable disposals cups, plates and cutlery. (G)
	Yes    No 

	6.12
	Organic waste is composted. (G)
	Yes    No 

	
7. ENERGY


	7.1
	Energy use must be registered at least every two months. (I)
	Yes    No 
DOC

	7.2
	 Heating, ventilation and air-conditioning control systems must be in place. (I)
	Yes    No 

	7.3
	At least 75% of all light bulbs are energy efficient and at least 50% of all light bulbs are LED bulbs. (I)
	Yes    No 

	7.4
	The heating, ventilation and air-conditioning system must be checked at least once a year and repaired, if necessary, in order to be energy efficient at all times. (I)
	Yes    No 

	7.5
	Refrigerators, must be equipped with intact draught excluders. (I)
	Yes    No 

	7.6
	The establishment has set a standard temperature for cooling and heating in the workplace. (I)
	Yes    No 


	7.7
	Outside lighting is minimised and/or has an automatic turn off sensor installed. (G)
	Yes    No 

	7.8
	At least 75% of all windows are energy efficient at a higher standard than the national/local regulation and climate. (G)
	Yes    No 

	7.9
	Newly purchased electric devices in the establishment are energy efficient. (G)
	Yes    No 

	7.10
	An external energy audit is carried out at least once every five years. (G)
	Yes    No 

	7.11
	The establishment uses at least 50% renewable and/or eco-labelled electricity (G)
	Yes    No 

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

	7.13
	At least 75% of lighting in public areas and staff areas has motion detectors or is reduced when people are not present. (G) 
	Yes    No 

	7.14
	Computers, printers and copy machines switch to energy saving mode and turn off automatically. (G)
	Yes    No 

	7.15
	A heat recovery system for e.g., refrigeration systems and ventilators, is installed (G)
	Yes    No 

	7.16
	The establishment offers access to change electric vehicles (G)
	Yes    No 

	
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 or locally produced. (G)
	Yes    No 


	8.2
	Where the water quality is of an adequate standard, tap water is used. (G)
	Yes    No 

	
9. INDOOR ENVIRONMENT


	9.1
	The establishment has a personnel policy concerning smoking during working hours. (I)
	Yes    No 

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

	Yes    No 

	9.3
	In case of refurbishing or new building, the establishment uses environmentally friendly products. (G)
	Yes    No 

	
10. CORPORATE SOCIAL RESPONSIBILITY


	10.1
	The establishment is in compliance with international, national and local legislation and its CSR policy regarding environment, health, safety and labour. (I)
	Yes    No 
DOC

	10.2
	The establishment provides access for people with additional needs. (G)
	Yes    No 

	10.3
	The establishment is equitable in hiring women and local minorities, including in management positions (G)
	Yes    No 

	10.4
	Endangered plants and animals, historical and archaeological artefacts are not sold, traded, or displayed, except as permitted by law. (G)
	

	10.5
	The establishment actively supports at least two environmental or social community development activities. (G)
	Yes    No 

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

	
11. ADMINISTRATION


	11.1
	The stationery and brochures produced or ordered by the establishment must be eco-labelled, be recycled or produced by a company with an environmental management system. (I)
	Yes    No 

	11.2
	The establishment takes initiatives to reduce the use of paper (G) 
	Yes    No 


	11.3
	The establishment informs its suppliers about its environmental commitments and encourages the suppliers to follow Green Offices criteria. (G) 
	Yes    No 

	11.4
	The establishment ensures that the suppliers used are eco-certified, have a written environmental policy and/or are committed to sustainable development. (G)
	Yes    No 


	11.5
	The use of environmentally–friendly means of transportation by the owner/staff is 
encouraged. (G)
	Yes    No 






Annex 1: Documents check list

The documents related to imperative criteria must be enclosed. The documents related guideline criteria are enclosed if the establishment complies with the requirement. 

	Criteria
	DOCUMENTS CHECK LIST
	

	1.2
	Environmental policy document (I)
	

	1.3
	Objectives and action plan for the coming year (I)
	

	1.7
	Document with information CO2 calculation measurement tool and result (G)
	

	2.1
	Minutes of staff meetings discussing environmental issues (I)
	

	4.1
	At least every three months total water consumption recording (I)
	

	5.1
	Statement indicating that the establishment only uses daily cleaning products with an eco-label (I)
	

	7.1
	Every two months total energy consumption recording (I)
	

	10.1
	Document with statement regarding compliance with the listed legislation on environment, health, safety and labour as well as the CSR policy of the establishment (G)
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