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TUS Checklist For Organising Sustainable Event and Meetings
The below checklist accompanies the Guidelines on organising sustainable meeting and events. The actions below appear in order from most potential impact in lowering carbon emissions to least. 
Rationale and further information can be found in the guideline document.

	Hosting Your Event
	Yes/No/Comments

	Is this event necessary?
	

	Are there tangible benefits to running it in-person or can it take place entirely online?
	

	Is a Hybrid option a possibility thus reducing the total number of people who have to travel?
	

	If you are holding it in an external venue to TUS does it have any green credentials or certification?
	

	Travel and Remote Attendance
	

	Is your venue accessible by public transport?
	

	Have you taken train and bus timetables into account when scheduling your event? (e.g. would starting the event at an earlier/later time allow more people to arrive by public transport?)

	

	Can you organise a system to facilitate lift sharing between attendees?

	

	Are there bike storage facilities available for external attendees?
	

	Does the venue have resources to facilitate remote attendance ensuring there are means for online attendees to participate fully in the event (contributing to discussions, Q&A etc.)?

	

	Have you checked TUS’ Smarter Travel information: Smarter Travel - TUS?
	

	Have you planned how to communicate sustainable travel options to attendees?

	

	Food Catering
	

	Have you opted for a vegetarian/vegan menu? 
	

	Have you offered vegetarian/vegan options?
	

	Have you considered providing lunch vouchers?
	

	Have you considered seasonal, organic and fair-trade food and drinks and prioritised local supply options?
	

	Have you ordered the right amount of food (typically you need less than the number of attendees registered)?
	

	Have you got a plan for any leftover food (e.g. takeaway boxes for attendees)?
	

	Have you requested reusable plates, cutlery, cups, etc.?
	

	If not, have you requested compostable plates, cutlery, cups, etc.?

	

	Are single use items, especially plastic, being avoided?
	

	Is drinking water available from a fountain or glass jugs?
	

	Have you requested that attendees bring reusable water bottles and coffee cups?
	

	Venue Operations
	

	Are there recycling bins available to use?
	

	Do you know how to operate lighting, heating/cooling and IT systems?
	

	Have you thought about when to turn off lights, heating, screens when not in use/during breaks?
	

	Communications, Promotion and Merchandise
	

	Have you thought about the environmental impact of merchandise on offer to attendees?

	

	Have you considered alternatives to giving out free merchandise (e.g. sign up to mailing list to be entered into a draw for a prize)?
	

	If giving out branded merchandise, can it be designed in a way that leftovers can be reused at other events?
	

	If giving out branded merchandise, is it useful to attendees?
	

	If giving out branded merchandise, can it be produced with sustainable materials?
	

	Can you minimise printed materials by sending the programme and other documentation to attendees in advance?
	

	Can you highlight sustainability initiatives in TUS, such as Green Campus in your promotion of the event?
	

	Social Sustainability 
	

	Is your event accessible to people with limited mobility?
	

	Have you considered the gender ratio of your panel/attendees?
	

	Have you considered the diversity of backgrounds of your panel/attendees?
	

	Is your event affordable/accessible for low-income attendees?
	

	Is there potential for your event to link with local stakeholders, communities etc on the topic of the event?
	



image1.jpeg
H TUS

Technological University of the Shannon:
Midlands Midwest

Ollscoil Teicneolaiochta na Sionainne:

Lér Tire larthar Lair

www.tus.ie





