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Introduction

London 2012 is the first Summer Host City to embed sustainability in the
organisation of the Olympic Games and Paralympic Games from the outset'.
This is central to our vision to use the power of the Games to inspire change.

Our commitment to sustainability applies throughout London’s Olympiad. This
means we are working to ensure that all events and related activities hosted
by or associated with London 2012 are positive examples of sustainability in
practice.

We seek to be compliant with the new British Standard for a Sustainable
Event Management System: BS 8901 and have robust assurance processes
in place to support this goal. These Guidelines form part of our management
systems approach to achieving this. The experience gained from their
application — and from implementing BS 8901 — will reinforce our efforts to
deliver more sustainable Games in 2012.

Who these Guidelines are for

These Guidelines have been developed primarily for our internal event
organisers and those contracted or otherwise closely involved in delivering
London 2012 corporate and public events: eg venue managers, suppliers,
licensees, commercial partners and media organisations. We have published
these Guidelines both in the interest of transparency and to stimulate further
inferest in sustainability across the event sector.

What we mean by sustainability

Simply put, sustainability is about making positive and lasting changes in
the way we use natural and human resources to improve quality of life for all;
now and in the future. In terms of events this means ensuring they:

— provide an accessible and inclusive setting for all;

— provide a safe and secure atmosphere;

— have minimal negative impacts on the environment;

— encourage healthy living;

— promote responsible sourcing;

- leave a positive legacy;

— deliver excellent customer experience; and

— encourage more sustainable behaviour.

Types of events covered by these Guidelines

Throughout the period leading up to the Games in 2012, there will be
numerous corporate and public events associated with London 2012 bearing
our identity. These will be a conspicuous part of our communications and
outreach and will play a major part in projecting our vision for sustainable
Games.

The types of events these Guidelines are intended for include:
— conferences and seminars

—  workshops

—  road shows

—  cultural events

— promotional launches

— open days.

The Games in 2012 - including Test Events, Torch Relay, Opening and
Closing Ceremonies — will be subject to the full sustainability management
system developed by the London 2012 Organising Committee (LOCOGQG)
and, therefore, go beyond the provision of these Guidelines.

' See London 2012 Sustainability Plan: Towards a One Planet 2012.


http://www.bsi-global.com/en/Standards-and-Publications/Industry-Sectors/Environment/more-products/BS-8901/
http://www.london2012.com/plans/sustainability/

Overview

These Guidelines set out a framework for improving the sustainability of
individual corporate and public events associated with London 2012,
following a three stage process as shown below:

'

Planning: Identify potential impacts and issues

Define targets and develop action plan

l

Implementation: Deliver actions and record progress

Communicate achievements

l

Measuring Document outcomes
success: Feedback

Steps towards hosting a more sustainable event

We expect the companies and organisations we work with to follow
this process with us, to have in place a sustainability policy, to comply
with all applicable legal requirements and at least be working towards
implementation of BS 8901 in their own right.

As part of the process outlined above, we will continually review how the
Guidelines are helping us to improve our own performance and we will
release updated editions as and when appropriate.

Adoption of these Guidelines in isolation does not mean that full compliance with

BS 8901 will be achieved. They will however help companies and organisations

to take the first steps towards establishing a fully compliant BS 8901 management
system.



Planning Identifying Potgntial impacts and ?ssues . '
Early planning is essential to hosting an event more sustainably. It is
important to identify the main sustainability aspects of the event from the very
outset. Liaison with all parties involved in putting on the event (including the
venue, suppliers, sponsors efc) and those potentially affected by the event
(eg local communities) will help identify the most important impacts and
issues. It may also help identify other partners and stakeholders who need to
be engaged.

We have selected ten key topic areas which we consider most relevant to
the types of events we will be organising in the lead-up to the Games. The
following guidance points for each of these topics provide a good starting
point for delivering positive change.

However, these are only Guidelines; not an exhaustive checklist. Every event
has its particular circumstances and it is important for organisers to consider
the key sustainability issues specific to their event. Event organisers should
also have access to appropriate expertise to guide them through the technical
aspects of making their event more sustainable.

1. Venue selection

In choosing the venue and accommodation for the event, key selection

criteria should include:

- accessible by all'; this should be confirmed by an access audit to assess
physical and attitudinal barriers or assets for disabled people and other
diverse groups;

— easily accessible by public transport, cycle and walk modes;

— provision of secure parking facilities for bicycles;

— provision for different people — eg seating for older people, safe play
areas and changing areas and quiet rooms for people of different faiths
where appropriate;

— compliance with Health and Safety regulations;

—  Sufficient Public Liability Insurance;

— evidence of sustainability policy in place and in use (eg facilities for
recycling already available, energy efficient lighting, water efficient
systems efc);

— appreciation for potential impact on environmentally and culturally
sensitive features within or near the venue; and

- well located obvious and clear signage to the venue.

2. Impacts on venue and local area

Some events, especially large-scale and outdoor events, can cause localised

impacts on the environment and communities (including along routes to and

from the venue). These may relate to noise and litter, as well as physical
impacts on natural habitats and other features. Key issues and measures to
consider include:

— consultation and cooperation with neighbouring landowners,
communities and public authorities, emergency services etc;

— safeguards for features of ecological, landscape cultural or
archaeological importance (eg location of public access routes, fencing,
signage, stewarding);

— location of haulage routes and storage compounds for materials;

— measures fo prevent spillages of hazardous substances;

- monitoring and managing noise;

— minimising light spill from event and security lighting; and

— implementing contingencies to ‘make good’ any damage caused by the
event.

' Meeting Disability Discrimination Acts 1995 and 2005 requirements.



3. Transport and travel

Transport emissions and local congestion are potentially the most significant

environmental impacts of hosting an event. Key considerations for guests,

crew and/or transportation of goods include:

—  prioritising public transport, cycle and walk modes as the best way to get
to the venue;

—  highlighting accessible transport routes;

— maximising use of shared transport, rather than individual vehicles;

— utilising accessible vehicles where appropriate;

— utilising low emission vehicles where public transport is not an option;
and

— reducing the distance, travel time and number of journeys required.

4. Sourcing products and services

For all event purchases the starting point should be to consider if the product
or service is essential to delivering the customer experience. In many cases it
will be possible to deliver the same or better experience using less material.
Where items are essential, can they be hired in or reused from previous
events, rather than buying new?

All essential products and services should be procured in line with LOCOG's
Sustainable Sourcing Code with careful consideration of the quantities
required.

The Sustainable Sourcing Code sets out five basic criteria for assessing
products:

Where does it come from?

—  Seek to source locally wherever possible.

—  Where local sourcing is not possible, ensure you understand where items
are originating from and how they are transported.

Who made it?
—  Ensure labour is subject to fair employment practices.

What is it made of?

—  Recycled or recyclable material is preferable.

— Avoid restricted substances listed in the Code: eg PVC (often found in
bags, stage dressing and look materials).

—  ltems to be wary of: timber and timber products (eg timber should be
Forest Stewardship Council certified, paper should, at a minimum,
contain 75% recycled content from post-consumer waste).

What is it wrapped in?
- Minimise packaging. Where it is essential, ensure it is made of recycled
materials or is recyclable (see LOCOG Packaging Guidelines).

What will happen to it after the event?
-~ Could it be used again for future events?
— If not, how will you dispose of it aftferwards?


http://www.london2012.com/documents/locog-publications/sustainable-sourcing-code-nov-08.pdf
http://www.london2012.com/documents/locog-publications/sustainable-sourcing-code-nov-08.pdf
http://www.london2012.com/documents/locog-publications/locog-packaging-guidelines.pdf

5. Health, safety and security

Ensuring the wellbeing and enjoyment of staff, contractors and guests is a

key factor to a successful event. Measures to help maximise this include:

— ensuring a risk assessment has been carried out and appropriate control
measures are in place — eg for trip, slip and fall hazards, crowd pinch
points;

— ensuring that contractors, exhibitors and vendors submit appropriate
risk assessments and method statements in accordance with statutory
obligations;

— ensuring that contractors, exhibitors and vendors have sufficient relevant
Product and Public Liability Insurance;

—  where children or young people are involved in an event, ensure that
sufficient child protection measures are in place. Seek advice from your
Child Protection Officer where necessary; and

- providing the appropriate measures and resources to ensure a secure
environment.

6. Energy consumption

Staging events can place high demands on energy, especially for lighting

and audio-visual equipment, IT, Heating Ventilation and Air Conditioning

(HVAC) and broadcasting. Advance planning can help reduce energy

demand. Key considerations include:

— energy supply — opportunities for utilising low carbon fuels and
renewable energy;

— energy efficiency of equipment and appliances; and

— ensuring appliances, equipment and lighting are switched off when not
in use.

7. Catering provisions

Sustainable food is a topic of strong public interest and there is increasing

focus on the event catering industry to provide sustainable options. Key

considerations when sourcing food and setting the menu include:

- food safety and hygiene;

— provision of tap water (free of charge);

— sufficient options to cater for diverse dietary, ethnic and cultural needs;

— sourcing local and seasonal produce;

— sourcing from environmentally responsible and fairly traded sources;

— provision of cups, glasses, plates, cutlery and food packaging that are
reusable or recyclable;

— asking delegates at the earliest opportunity if they have dietary
requirements; and

— appropriate labelling of food; eg vegetarian, organic, halal, kosher,
confains nuts.

8. Waste and cleaning

Events generally produce large quantities of waste. Given careful planning
there is considerable scope for much of this to be avoided - see Sourcing
products and services.

By specifying and controlling the types of materials being used for the event,
it will be easier to manage waste streams and achieve higher recovery rates.
The waste that does arise should be channelled into reuse, recycling or
composting streams. Event and venue managers should consider the potential
for increasing revenue and reducing costs by treating waste as a resource.

Key considerations include:

— providing bins appropriate for the quantity and type of waste produced
from the event, including build-up and breakdown phases;

— providing for separation of waste streams in public and back-of-
house areas with clear labelling and information: eg reusable items,
recyclables, composting and general waste; and

— maintaining waste stream separation at all stages of cleaning and waste
transfer.



Cleaning has health, safety and environmental implications. Impacts may be

minimised by:

using microfibre cloths instead of detergents, chemicals or polishes where

possible;

— using environmentally friendly cleaning products where cleaning products
are necessary;

— establishing appropriate measures to comply with Control of Substances
Hazardous to Health legislation;

— cleaning with the amount of cleaning product necessary; and

- taking measures to prevent spillages of hazardous substances.

9. Communications
It is important to communicate effectively to ensure all participants can
receive and relay information before, during, and after the event.

Good practice measures for communications include:

—  prioritising communications by electronic mail and other new media
applications;

— ensuring presentation slides are readable from the back of conference/
meeting rooms where possible;

— ensuring videos and other projections of moving images or lighting
sequences are in compliance with OfCom guidance on photosensitive
epilepsy;

— asking delegates to specify any access requirements in invitations so that
sign language interpreters, large font? versions of text etc can be booked
in good time for the event; and

- using clear language.

Where it is necessary to print, key measures include:

— double-sided printing;

— printing in black ink on light background;

—  using colour only for essential messaging;

- maximising the contrast between text and background;

— avoiding printing text on top of images

— providing information on posters rather than individual handouts; eg
agendas;

— maximising the recycled content of the material to be printed upon;

— using inks with minimal environmental impacts; eg vegetable based inks;
and

— state accurate details of material and printing processes on all products;
eg printed on 100% recycled paper from post-consumer waste using
vegetable based inks.

10. Give-aways

Events typically involve the production of large quantities of give-aways;

eg gifts, delegate packs, leaflets and assorted ‘freebies’. London 2012 is
keen to challenge this culture and promote a more sustainable approach to
defining the need and specifying quantities, type and associated packaging
of such materials.

Providing delegate packs is one area where we really question the need.
It is fast becoming common practice to use email and websites to distribute
presentation material.

2 We define large font as size 14, Arial.



Providing gifts is another area where we really question the need. Gifts are
often undesirable, have a limited shelflife and end up as waste.

If a give-away really is essential — ie it adds to the customer experience — key

considerations should include:

— ensuring give-aways are useful and re-usable, or have desirable souvenir
value;

— providing give-aways made of recycled and recyclable materials;

— minimising packaging — is it needed at all2;

— ensuring packaging is made of reusable, recycled or recyclable
materials; and

- avoiding date marking items which could be used again for future
events.

Targets and action plan

Identifying the key impacts and issues will make it clear where the greatest
sustainability gains can be made. Setting targets and prescribing key
actions in these areas make it easier to focus efforts to deliver an event more
sustainably.

Targets should be specific, easily measurable, achievable and realistic within
timing, budget and resourcing constraints. They should be communicated and
agreed with all parties involved in hosting the event prior to signing-off the
final brief and budget.

An action plan should be developed to ensure tasks to achieve the targets
are allocated to a responsible person(s).



Implementation

Delivering actions and recording progress

The majority of sustainability input should be during the planning phase.
This is when key requirements can be built into specifications for materials,
supplies and services.

Immediately before and during the event the critical tasks will be to ensure all
staff, contractors and volunteers are briefed on their roles, the sustainability
measures undertaken for the event (in particular the waste management and
access provisions) and how to raise issues if they arise. Regular site checks
should be undertaken by relevant personnel on accessibility, signage, bin
placements, regular bin changes, cross-contamination of recyclable and
general waste, environmental protection measures and information materials.
Making regular checks throughout the event is particularly important for large
scale events and small events which span more than one day.

Progress recording should be undertaken throughout the build-up period
and during the event to help the event team ensure that the targets are

on track for delivery. This information will also be extremely useful in
developing sustainability communication and marketing material to promote
achievements.

Communicating achievements

It is important to communicate the sustainability measures and initiatives

taken to implement these Guidelines. These can include both specific

communications about sustainability and embedded messages within general
event communications. Some examples include:

— providing sustainability facts and figures in speeches, presentations,
briefings or as rolling text on screens — eg resources saved, sourcing of
materials, what will happen with the set afterwards - encourage others to
‘spread the word’;

— displaying signage detailing the measures undertaken;

— displaying signage to promote more sustainable ways of working; eg
switching off electrical appliances when not in use;

— publishing press releases about sustainability;

— integrating sustainability messaging into press releases;

— labelling the source (location) of food;

— providing clearly visible and labelled bins; and

— ensuring printed documents and materials carry information about
recycled content and printing processes — eg tickets, brochures,
programmes, merchandise.



Measuring success

Document outcomes

It is important to compile a post-event report for each event that sets out how
the Guidelines have been implemented, performance against targets and the
lessons learned. This information should be fed into the event de-brief.

Feedback

For London 2012 organised events, the post-event report should be sent to
the relevant contact in the London 2012 sustainability team. This information
will influence future updates of these Guidelines.

We also welcome feedback more generally on these Guidelines and on
our events from all interested parties. All feedback and comments from

stakeholders should be sent to sustainability @london2012.com






London 2012

23rd floor, One Churchill Place
Canary Wharf, London, E14 5LN
Reception +44 (0) 203 2012 000
Fax +44 (0) 203 2012 001
www.london2012.com

Published February 2009.

This document is only available electronically. Please consider the environment before printing this
document. If printing is necessary try to print double-sided on 100 per cent recycled paper from
post-consumer waste or use scrap paper where appropriate.

A summarised version of this publication is available on request in other languages and formats.
To obtain these please quote reference number LOC2009/06
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Phone +44 (0) 203 2012 000

This document can be found in the publications section of www.london2012.com
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