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Mission statement
At Contact we recognise that the environment is important to our staff, our supporters and our service users. We recognise our responsibility to manage our environmental impacts carefully. We are committed to reducing our environmental impact and continually improving our environmental performance as an integral part of our organisational strategy and operating methods, with regular review points. We will encourage service users, suppliers and other contacts to do the same.

Policy aims
We endeavour to:
1. Incorporate environmental considerations into our operating decisions.
2. Continually improve and monitor our own environmental performance.
3. Promote environmental awareness among our staff and suppliers.

Policy priorities
1.	Carbon footprint - We will seek to measure and monitor our carbon footprint and publicly report it on an annual basis.
2. Energy - We will continue to seek ways of reducing the amount of energy used in our offices and home offices. Source our energy from the most sustainable supplier, subject to cost constraints.
3.	Transportation - We will seek to avoid unnecessary travel and apply a principled policy on transport use.
4.	Purchasing of goods and services - We will review, on an ongoing basis, the goods and services we purchase and seek to source as sustainably as possible, changing suppliers when necessary.
5.	Company administration We will prioritise environmental considerations in our key business decisions, including decisions about our banking and investments. We will promote our commitment to environmental protection to all of our service users, suppliers and supporters. 

We are Green Small Business Certified (alternative to ISO 14001 accreditation). Achieving and maintaining certification includes creating, implementing and continually reviewing an Environmental Action Plan.

Our Environmental Management System
We have developed an Environmental Action Plan (see template in Annex 1) following the recommendations of Green Small Business to ensure we meet the requirements of this policy. The Environmental Action Plan, together with this policy, comprises our Environmental Management System (EMS). Our EMS is independently certified by Green Small Business. Our certification is maintained through an annual audit carried out independently by Green Small Business. We will review this policy annually.
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Annex 1 Action plan template 
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Environmental action plan
Created: September 2021
Last Reviewed: September 2023
Renewal date: September 2024


	Activity / Environmental impact
	Action
	Advice / recommendations from Green Small Business, together with information from Contact’s Green Team. 
	Priority
	Timescales/ targets
	Progress

	
	Utilise a ‘deep green’ energy tariff at the new office.
	Contact’s landlord Workspace is responsible for arranging our energy supply. Office space is rented at Wenlock Studios. 

	High
	N/A
	100% of the energy in our building comes from renewable resources.

	
	Ensure all unnecessary lights and IT equipment are switched off overnight.
	System needed for this, e.g. last person in the office is responsible for checking.
	High
	Ongoing

	Pop up installed on all Contact PCs to remind staff to properly shut down their laptop when not in use.

Instructions for the last member of staff to check all lights/PCs/Heating/Air conditioning are turned off pinned to the door.


	Energy & raw materials associated with paper production.
	Explore ways of reducing paper use.
	We often encourage clients to consult with staff about this to identify opportunities such as:
· Stopping printing particular items, e.g. financial records are now 100% digital in some organisations.
· Adjusting templates to make most efficient use of paper.
· Ensuring double-sided printing.
· Reminding staff to consider if printing is necessary (e.g. a notice at the printer)
	Medium
	Ongoing
	Consultation with staff revealed printing is extremely rare now, eg: “Barely print anything.” “only print when absolutely necessary and have a paper recycle bin” “Stopped using a printer and instead use a PDF writer for documents which need to be signed etc.” 

Printing in main office is set to automatically print double sided black and white.

We are working towards paperless annual conferences. The 2022-23 Joint Contact and NNPCF conference was paperless, eg no conference packs, with presentations and information electronically shared. 

Board papers and Trustee information packs are only now printed if necessary for disability-related reasons. 


	
Site specific local delivery of programmes. For example, in Newcastle.





	
Reduce, minimise our environmental impact.
	
Contact develops and delivers programmes with local communities. For example, By Your Side based in the Great North Children’s Hospital in Newcastle. 
	
High 
	
Ongoing
	
Staff and volunteers are recruited from the local area. Staff are home-based. The materials on the stand at the hospital are printed on carbon balanced paper. Carbon Balanced Paper is a sustainable initiative that allows organizations to reduce the carbon impact of their paper and printed communications. It contributes to a programme that offsets the carbon emissions associated with paper production in partnership with the World Land Trust, a conservation charity. Staff provide links for families to download resources and guides rather than supplying printed copies.

	
	Aim for 100% Post Consumer Waste Content (PCW) paper. 
	Aim for 100% Post-Consumer Waste (PCW) recycled paper. 

	Medium
	Ongoing
	We use 100% PCW recycled photocopier paper in the office: Woodland Trust and Evolution Everyday Recycled paper. 

We have moved to paperless billing for all facilities services.

We now use carbon-balanced paper for printing our annual report, guides and factsheets.


	Energy & raw materials associated with toilet tissue.
	Consider switching to toilet tissue made from 100% recycled paper.
	Check out Who Gives a Crap. They produce 100% recycled paper and support related charitable causes. 
	Medium
	N/A
	All our toilet paper and hand towels are communally purchased by Wenlock Studios and are made from recycled paper.


	[bookmark: _Hlk124344980]Energy & raw materials associated with equipment & furniture.
	Build sustainability considerations into purchasing decisions for new equipment & furniture planned for new office.
	You mentioned potential new furniture & equipment when you move. We would suggest trying to apply a bit of a hierarchy here, along the lines of:
1. Reduce – avoid over-purchasing or replacing items unnecessarily.
2. Re-use – are there any items which could be purchased second-hand?
3. Recycle – investigate the sustainability of the materials of new products you purchase, e.g. look for high levels of recycled content in plastic/metal items or components, ensure all timber is FSC-certified.
4. Look at the environmental credentials of the manufacturer/supplier – e.g. do they publish a clear environmental policy? Do they have any form of accreditation? Do they measure their carbon footprint? Have they made any commitment to reduce their footprint?
Also see the action below on disposing redundant furniture/equipment.
	Medium
	Ongoing
	[bookmark: _Hlk124347891]We took what furniture was needed to the new office and our old furniture was ethically disposed of and made into wood pellets. We also repurposed two tables and storage cabinets that were going spare in a recently vacated Wenlock Studios office. 


	Printer consumables waste.
	Recycle all used printer consumables (including any used by home-workers).
	This is free and can even generate income or a donation to charity. We generally refer clients to The Recycling Factory.
Perhaps you could even explore whether you could register as one of the charities they support?
	Low
	Ongoing
	Wenlock Studios has communal printer waste recycling in the downstairs bins.

Regular reminder to home workers in Green Team Newsletters.
 

	Water pollution from cleaning products.

	Explore the feasibility of using fully biodegradable cleaning materials. 
	See Ethical Superstore for examples of alternatives. Price and effectiveness are important so it may not be possible to find alternatives for all products used
	Medium
	March 2024
	Wenlock Studios employ the communal cleaners who do not currently use eco-friendly cleaning products. Green team checking if we can influence this.


	Plastic waste.
	Consider a ban on single-use plastics in the office(s).
	The prominence of the plastic waste issue now means that some businesses and charities have successfully implemented such a ban in consultation with staff.
	Medium
	March 2024
	Staff are encouraged to take part in Plastic-Free July each year.

We have re-useable coffee cups in the office staff can use to buy coffee with. 

We are considering how to implement a ban of single use plastics in the office.



	
	See if you can switch to glass bottles for your milk.
	Check out this site, which may provide some options
	Medium
	N/A
	Wenlock Studios has a communal coffee machine. The milk supplier- Diary Fresh – supports local farmers and uses Cotswold Dairy milk, an independent family-owned business sourcing fresh British milk from the local farming community. It also uses Amokka Coffee - ethically sourced worldwide. They also support farmers with certain projects. 


	General waste.
	Continue to recycle all card, plastic, glass, tins, food
	And make sure you are able to do this in your new office
	Medium
	Ongoing
	[bookmark: _Hlk124348532]Wenlock Studios have a communal kitchen area with food waste, dry general waste including plastic recycling which goes in Council recycling bins, plus crinkly plastic recycling box for crips and biscuit wrappers. There’s battery recycling in the post room.  


	Energy use for light, heat and power in home offices.
	1. Encourage staff working from home to think about efficiency of heating arrangements for their home offices.
	Electric heaters are usually not considered a green option but, particularly if the home office is a small space in a large house, it may be better to avoid heating the whole house and look at one of the more efficient electric space heaters. For a guide to the key considerations, see this article by CSE, which suggests that an oil-filled electric radiator with a built-in thermostat is likely to be the best option for heating a single room for several hours at a time. See this one, for example.
Perhaps you could think about providing financial support for staff to purchase these, or buy them on their behalf?
	Medium
	Ongoing
	Regular energy saving tips to all staff in Green Team Newsletters. 

No funds for staff to buy oil-filled electric radiators.




	
	2. Encourage staff to install LED bulbs in home working spaces.
	Encourage staff to use LED bulbs in whatever space they use for home working.
As above, perhaps you could think about providing financial support for LED bulbs?
	Medium
	Ongoing
	Occasional message to staff in Green Team Newsletters. 



	
	3. Provide staff with information on ‘green’ energy tariffs so that they can make an informed choice.
	You could provide staff with resources to inform their decision-making on their choice of energy tariffs. This Ethical Consumer Guide to Gas and Electricity Tariffs provides an excellent overview of the issues.
	Medium
	Ongoing
	Advice to staff in Green Team Newsletters with resources. 



	
	4. Ensure home working equipment is switched off when not in use.
	Ensure all staff turn off equipment overnight and do not leave laptops on charge.
	Medium
	Ongoing
	Pop up on all Contact PCs to remind staff to properly shut down their laptop when not in use.

Occasional message to staff in Green Team Newsletter.


	Emissions from vehicles.
	Consider scope for continuing increased levels of homeworking.
	It’s great that you are running a pilot on this.
	High
	Ongoing
	Since Covid there has been a significant increase in home and hybrid working. No staff drive to our London office, and staff only rarely drive to events, eg in Cornwall/Scotland where there isn’t a public transport option. All staff are encouraged to use public transport or cycle.


	
	Look for provision for cyclists when choosing a new office.
	You could include availability of secure cycle storage and showers as factors in your decision.
	Medium
	
	There is a secure covered bike parking area at Wenlock Studios, plus showers. We also offer the Cycle2Work scheme to enable staff to purchase a bike. 


	Emissions from vehicles.
	Adopt a ‘use of transport’ policy so that you have a principled approach to travel.
	It sounds like you already adopt a principled approach but it may be good to formalise this so that all staff are clear about it. Attached an example with the action plan, which you could adapt to suit.
	High
	N/A
	We have adopted the Green Small Business Use of Transport policy with minor amends.


	Environmental impacts of supply chains.
	Develop a sourcing policy for products available through Contact’s e-commerce shop, Fledglings, that provides specialist products and equipment for families with disabled children.  
	The product range is very broad so this will not be easy. Suggest the following aspects be included:
· Quality – focus on sourcing quality items that perform well and will last. Having a product review function on your site may allow for some of this data to be gathered.
· Materials – switching to recycled or natural materials where such alternatives exist.
· Manufacturer credentials – try to source from responsible manufacturers. This could be evidenced by accreditations such as ISO 14001, B Corp or Green Small Business or whether they report their carbon footprint and have set a net zero target.
· It would be worth alerting your current suppliers to your policy so that they can adapt/improve their offer to you.
	High
	Ongoing 
	There is a product review function for every item.  

We have made a conscious switch to stocking more wooden sensory toys sourced sustainably over plastic. We are sourcing new suppliers who have green credentials such as:
 
Cosy Direct https://www.cosydirect.com/environment-and-sustainability
Learnwell https://www.learnwell.co.uk/about-us, 
Big Jig Toys https://www.bigjigstoys.co.u
k/pages/environmental-responsibility
Commotion https://www.commotion.co.uk/environmental-policy

99% of Fledglings products are purchased from UK suppliers with only one current supplier from the EU. As a charity supplying Sensory Toys and Equipment to children and teens, we are committed to ensuring that we use reputable suppliers who carry out thorough checks on all lines. Our suppliers carefully select, test and play with products and comply with regulations along with ensuring they have the correct markings on packaging in line with EU and GB standards.


	Packaging waste and emissions associated with orders fulfilment.
	Review your fulfilment partner.
	There are ‘green’ providers on the market now, which may offer improved environmental performance. Check out this one for example. Or you could discuss the issues with your current provider and see what improvements they may be able to offer.

	Medium
	December 2024
	Contact’s Fledglings team are looking into carbon offsetting offer from Shopify App – to revisit in December 2024.



	[bookmark: _Hlk124348917]Environmental impacts of insurance companies.
	Explore the feasibility of switching to ‘ethical’ insurance providers.
	Check out Naturesave for quotes and further details
	Medium
	At renewal
	[bookmark: _Hlk115778565]Our insurance is with QBE who have good sustainability policy



	Environmental impacts of workplace pension fund investments.
	Offer an ethical option to staff.
	According to Aviva’s website, they offer ‘ethical’ options as part of their workplace schemes. I would suggest you ask them to provide information on this which you can then pass on to your staff (without straying in to giving financial advice!)
	Medium
	N/A
	We have information from Aviva on how change to their ethical pension funds. Communicated periodically to staff in Green Team newsletters. 


	Environmental impacts of investment fund.
	Ensure that your fund is invested as responsibly as possible.
	I’m sure you will have considered this anyway. It’s a hugely complex subject and I’m no expert but I am aware of the distinction (which is no doubt a huge simplification!) between:
· ESG (Environmental, Social, Governance) investing, which is a way of screening companies based on how well they are managing their ESG risks. This does not necessarily exclude oil and gas companies and others you might want to avoid.
· SRI (Socially Responsible Investing). This generally does avoid companies which are not deemed to be ‘responsible’.
· Impact Investing. This is more about proactively investing in companies that are making a positive difference in society.
	High
	N/A
	Trustees committed to pursuing an ethical investment strategy in January 2022. Our current investment policy specifies ethical investing – with ethical investment restrictions. 

Investments are with ethical provider CCLA https://www.ccla.co.uk/


	Potential for positive influence on environment.
	Include your Environmental Policy on your website.
	
	Medium
	N/A
	Action Plan and Policy and accreditation logos on website since January 2022


	
	Include the ‘Green Small Business Certified’ logo on your website, and in your email footer.
	
	High
	N/A
	Accreditation logos on website and email footers since January 2022


	
	Consider calculating and publishing your carbon footprint.
	See this guide on my website. If you keep the scope of your footprint manageable, you should be able to do this in-house. I can provide support for this if needed, although there would be a charge involved. Just let me know 
	Medium
	Ongoing
	Carbon footprint completed August 2022 and communicated to staff in Green Team newsletter August 2022.

[bookmark: _Hlk124349104]It will only be possible to reduce our carbon footprint by offsetting at present. SMT decision to hold off on this until a reputable offsetting provider is identified to avoid ‘greenwashing’.


	
	Alert your service users, partners and supporters to your new policy and action plan
	I assume you have a newsletter and you also have your website. It would be great to publicise the efforts you are making, perhaps in conjunction with the action below.
	High
	N/A
	News story on website and in What’s New and parent participation newsletters January 2022.
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