[bookmark: _Toc195537228][bookmark: _Toc195537294][bookmark: _Toc195537429][bookmark: _Toc195537465]
[image: TUS logo]








TUS University Sustainability Committee

Guidelines on organising sustainable meeting and events

October 2025



Contents
Introduction	3
Holding your event	4
Travel and remote attendance	4
Food Catering	4
Venue Operations	5
Communications, Promotion & Merchandise	5
Social Sustainability	6
Appendix 1: More info: Why is travel the most important consideration?	7
Appendix 2: How does vegetarian/vegan food make a difference?	8
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Meetings, conferences and other events are a standard business practice in TUS, and in our modern society. They are often the most time-efficient and effective way of exchanging ideas and know-how, identifying solutions and reaching agreement and enable social interaction. They will remain an invaluable practice because of their many benefits. 
However, events can leave a significant environmental footprint by consuming energy, water and other natural resources, generating waste, causing air pollution, and indirectly contributing to soil and water pollution and to climate change through greenhouse gas emissions.

The benefits to organising a sustainable meeting/event include
· Environmental benefits such as reduced energy, water use and waste generation
· Financial savings due to reduced travel costs, printed materials
· Reputation and public image benefits arising out of our aligning our activities with key European and National policies 
· Inspiration and promotion of sustainable and green policies amongst our stakeholders and event collaborators.
A sustainable or ‘green’ event is an event designed, organised and implemented in a way that minimises the potential negative impact and leaves a beneficial legacy for the host community and all those involved.[footnoteRef:1] [1:  https://green-forum.ec.europa.eu/news/guidelines-sustainable-meetings-and-events-2024-07-15_en] 

This document is to provide guidance on how to make you event more sustainable by reducing the carbon footprint and taking other environmental actions. The document is structured such that areas of highest potential climate impact feature at the start of the document. It has been informed by guidelines available from the EU Commission, the UNEP[footnoteRef:2] as well as Trinity College Dublin[footnoteRef:3] . Inspired by the aforementioned guides and tailored to be relevant to TUS, it is designed as a series of questions, , which the event/meeting organisers can consider and reflect on how they can improve the environmental performance of their event. [2:  https://uist.acm.org/uist2019/sustainability/SustainableEventsGuideMay302012FINAL.pdf]  [3:  https://www.tcd.ie/sustainability/resources/sustainable-event-guidelines/] 
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· 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? 
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Top Tips: Encourage use of public and active transport in your communications to attendees. Consider if a change in start/finish time makes public transport a more viable option for attendees.
Further Considerations:
· 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?
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Top Tips: Consider giving lunch vouchers for the canteen which lowers additional catering needs and associated waste.
Other considerations:
· 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?
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Top Tips: Familiarise yourself with lighting, IT, heating operations etc. before the event
Other considerations:
· 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?
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Top tips: If using branded merchandise, ensure leftovers can be used at future events.

Other considerations:
· 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?
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Top tips: Ensure a gender balance of speakers and panelists.
Other considerations
· 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?
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Below shows the example of driving vs public transport (w/some driving) from TUS Moylish to TUS Thurles. While it may take more time, the carbon (and cost savings) are significant. Carpooling is a great alternative option with 4 people travelling in 1 car having equivalent emissions to a train. 
If 20 people opt for the train rather than driving on their own in the below example, the CO2 saving is equivalent to the emissions of one person flying from Dublin to Bucharest!
	Travel from TUS Moylish to TUS Thurles, single occupancy car vs driving & public transport.

	Mode
	Time
	Cost
	CO2 emissions
	Emissions for 20 attendees

	Petrol car single occupancy
	1hr 8 mins
	€40 approx. (mileage)
	14kg CO2e
	280kgCO2e

	Drive to Colbert station, get train, walk to TUS Thurles
	1hr 30 mins
	€20 approx including mileage to Colbert station, parking and train ticket
	4.1kg CO2e
	82kgCO2e

	Difference
	+22 minutes (+32%)
	-€20 (-50%)
	-9.9kg CO2e 
(-71%)
	-198kgCO2e
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Eating plants has a lower carbon footprint than eating meat. This is because the inputs for growing plants is so much less than meat (think about growing crops directly for human consumption versus growing crops to feed to animals every day until they are slaughtered) and because some animals like sheep and cows are ruminants who belch methane.

Below chart shows the emissions saving of offering vegetarian meals vs meals with meat. For 20 people, savings can be 42kg CO2e, equivalent to 2.5 weeks of electricity usage for the average Irish household.
	Meal Type
	Emissions for 1 person
	Emissions for 20 attendees

	Meat
	3kg CO2e
	60kg CO2e

	Vegetarian
	.9kg CO2e
	18kg CO2e

	Difference
	2.1kg CO2e (-70%)
	42kg CO2e



More information:
Environmental impact of canteen meals: comparison of vegetarian and meat based recipes
Comparison of environmental impacts of individual meals - Does it really make a difference to choose plant-based meals instead of meat-based ones?
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