Module iI: Use Guidelines

Department Needs Assessment

	Guidelines
	Not generally Practiced
	Generally practiced
	Written department Standard
	Don’t know
	Other

	Promote energy efficiency
	
	
	
	
	

	Activate Energy Star® settings.
	
	
	
	
	

	Turn equipment off when not in use.
	
	
	
	
	

	Designate batch printing jobs.
	
	
	
	
	

	Use ink-conserving modes for draft printing (e.g. dot matrix, low resolution, “eco-mode”).
	
	
	
	
	

	Promote materials efficiency
	
	
	
	
	

	Encourage limited photocopying through use of emails and attachments, intranets and network file sharing, electronic conferencing, electronic slides, flip charts and overheads.
	
	
	
	
	

	Enable and require duplex copying.
	
	
	
	
	

	Use recycled paper in printers, copiers and fax machines.
	
	
	
	
	

	Minimize disposal of floppy and compact disks by using rewritable CDs, reusing disks and networking.
	
	
	
	
	

	Ensure that employees are aware of all recycling policies and opportunities.
	
	
	
	
	

	Promote toxics reduction
	
	
	
	
	

	Ensure that operating equipment is in well-ventilated rooms.
	
	
	
	
	

	Ensure that all equipment is serviced and maintained regularly to ensure efficiency and no escape of fumes from chemicals.
	
	
	
	
	


