
Facilitation guide - overview of the activity 
This Miro board is offered as a means of facilitating 1-2 workshop(s) that gather 
input from the members of your team or department on prioritising actions to 
focus on for the coming year. Work from left to right.

You may change this format and the template to suit your needs and priorities! 
Having someone experienced in navigating Miro or similar whiteboard 
platforms is helpful for facilitating group discussions.

Part 1 (optional):
Set the scene by presenting your activities and their status from the previous 
year. This may include monitoring indicators, if you measure any.

Part 2:
Individually: Give participants a chance to become acquainted with the variety 
of suggested actions, offer their own, and vote for three that they would 
support or like to contribute to.

In breakout groups: look at a particular action area, and a) consolidate ideas 
and b) prioritise which actions to focus on for the year (e.g. three in each area).

Part 3:
Add detail to the shortlisted actions - what will you do? Who will do it? This can 
be used as the basis of a team, Centre or Departmental workplan.

Citations:
All icons and images used on this board are from Miro's library, which 
sources Images and Icons from Third Party Platform. Only icons with the 
usage conditions: i) 'Can be used for Commercial purposes' and ii) 'No 
attribution required' were used. (see example information for the water 
droplet icon)

This template is inspired by and revised from the template for "The Way 
We Work" by Deloitte, available from the Miro library of templates - Jo 
Morris (Sustainability Officer in SEI York) used it as a basis of the format, 
imagery and concept, but changed all the text.

Tips for facilitation 
are contained in 

these yellow post-​it 
notes, but please do
take a copy of and 
revise the template 
to suit your needs!

Example of icon information with 
usage conditions

https://miro.com/app/dashboard/?tpTemplate=e1baa3d4-fa57-43b8-bcfa-a1c798ec35b0&isCustom=false&share_link_id=197110070324
https://miro.com/app/dashboard/?tpTemplate=e1baa3d4-fa57-43b8-bcfa-a1c798ec35b0&isCustom=false&share_link_id=197110070324


e.g. Air Travel, energy  use or 
other

xx

xx

xx

You can 
highlight three
key messages 
or reflections 

here

You can use this
space for more 

detail, e.g. 
graphs, text, 
images etc. 

Optional: Start the workshop by 
reflecting on the previous year, and what
is already going on. Use  frames such as 

this one to report key figures (if you 
collect data on travel or energy 

consumption) and updates on activities 
in previous year's priority areas



Team, Departmental or Centre Actions

Work in conjunction 
with commercial 

outlets to investigate 
opportunities to ban 

the sale of plastic 
bottled water on 

campuses.

Conduct at least 4 visual 
audits of the different bins 
in the department to see if 

items are being recycled 
correctly, and 

communicate your results 
with the team. (6)

Create a dedicated area 
where staff can donate 

unwanted items for reuse 
by other staff, and promote

and join the University 
Slack Channel #recycle-​

chat for swapping 
unwanted items (4)

A food waste caddy 
has been installed in

at least one 
department/team 
kitchen to collect 
food waste. (5)

Maximise recycling by:
1) Ensured a mixed waste 
recycling system in place 
(How to Recycle video.)

2) Conducted a recycling 
bin audit within the last 12 

months 
(8)

At least one member of the
team is registered on the 

University's equipment and
furniture reuse system 

(WarpIt), and has used it 
when they have surplus 

items, equipment or 
furniture for removal, or 

new items are needed. (3)

Adding smart 
meters to desks 
to collect data 
on changes in 

laptop use

Encourage and
remind about 

IT energy 
saving 

practices (6)

Undertake a 
night-​time 

baseline energy 
audit of your 
work area. (6)

Ensure there is an
up-​to-​date written

Lighting and 
Equipment 

Responsibility 
Plan (9)

Read the 
University 

Heating and 
Cooling 

Policy  (6)

Develop and update
green purchasing 

guidelines for 
commonly 

purchased products.

Carry out an assessment of
your department's supply 
chain carbon emissions, 
and review the results to 

reduce supply chain 
emissions going forward 

(10)

Run your own 
water-​saving 

campaign, raising 
awareness and 

inspiring action on 
water scarcity (7)

Develop a Water 
Management Plan

to include best 
practice principles

and practices

Check timing of 
any push taps to 
ensure that they 

are not left 
running for too 

long (6)

Have a process 
for reporting  

dripping taps or 
other water 
wastage (3)

Remind colleagues, 
students and visitors  that 

free drinking water is 
available from all campus 
cafes and water fountains 

across campus. 
(sustainability map of 

where water fountains are) 
(3)

Cut down on food 
waste -​dietary 

requirements and 
numbers in 

advance, smaller 
plates, policy for 

leftovers

Go paperless: 
app/website 
with info, e-​

tickets, digital 
whiteboards,

Use reusable 
crockery, 

cutlery and 
drinking 
vessels
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Use water 
dispensers or 

taps instead of
single-​use 

plastic bottles

Areas of impact/action in the University Sustainability Strategy include:
Quality Education - Sustainable Teaching, Empowering Students and Student Experience through action
Sustainable Research - following our Code of Practice
Climate Action - toward becoming Carbon Neutral
Sustainable Cities and Communities - Creating Frameworks and Facilitating Solutions using a Place Making Approach
Responsible Production and Consumption - via Positive Investments, Proactive Monitoring and Considerate Consumption
Health and Wellbeing - Happy Students, Staff and Campus

The Green Impact Workbook (example here) includes practical actions in the following areas, which contribute to the areas above:
Climate Action; Biodiversity
Energy
Water
Waste Reduction; Recycling
Procurement & Responsible Consumption
Good Health and Wellbeing
Quality Education; Sustainable Research
Sustainable Cities and Communities
Teams & Communications

+
We require action to increase the University's sustainability across impact areas

Read the actions clustered 
around each impact area - feel 
free to add your own 
suggestions

Energy

Water conservation

Responsible Procurement and 
Consumption

Waste Reduction and Recycling

Good Health and Wellbeing

If there are lifts 
available for use, 

proactively 
encourage people to
use the stairs as an 
alternative, if they 

are able to. (3)

Identify poorly 
located light 

switches and/or 
suitable locations 

for occupancy 
sensors/ daylight 

sensors (3)

Take your own 
innovative action to 
reduce energy use 

within your team as 
part of the University's 
efforts to lower energy 

wastage.

Carry out a 
basic energy 

audit and 
develop an 

action list (7)

When ordering a banner, 
considered the use of a 

cardboard alternative (such
as ECO Banner Stands) 
available via Design and 

Print or they have 
advertised the availability 
of this option within their 

department. (3)

The team keeps a 
track of their first 

aid kit and donates 
expired first aid 

items to the Health 
and Safety. (4)

Communicate to 
staff about YORCUP 

to reduce waste 
when having coffee 
outside the office (4)

Monitor and 
evaluate 

printing and 
set targets to 

reduce (6)

For any publications for
circulation, systems are
in place to ensure they 

are not significantly 
over-​ordered and that 

they are available 
online as default (4)

Use the voting buttons to 
indicate support for up to three 
stickies in each section

Voting buttons:

Facilitation guide/suggestion: Choose e.g. 5 areas in which to focus activities each year, as a way of prioritising action 
while still keeping the other areas in mind for later.

The post-​its within each impact area offer some actions to seed ideas and discussion during the workshop. However, 
encourage staff to add their own ideas in the impact areas or in another area that is meaningful to them or their work.

The template below has been set up with examples of actions within all the impact areas (themes) of the Green Impact 
workbook, but adjust these to suit the priorities of your Department/Centre or Team. The actions come from their 
General and Academic categories, but they also have actions tailored to Catering, Colleges and Laboratories.

You may wish to choose x priority area(s) to focus on, and stipulate that x actions should be carried out within each.

You may wish to choose x actions to carry out within x priority area(s).

For Green Impact awards - 
collect 225 points for Gold 

award and 300 for Platinum

££

Biodiversity & Climate Action

Facilitation note:
Edit the seed actions
as relevant for you - 
these are based on 

General & Academic
actions in the Green 

Impact Workbook

Extra set of voting buttons

Initiatives proposed by staff

Take part in a wellbeing 
activity, where staff are 

encouraged to take 30mins
- 1 hour out of their 

working day to do an 
activity which helps with 
their mental health and 

wellbeing.

Organise a team 
activity (for staff 
and/or students) 
to experience the 

biodiversity 
around campus. 

Teams should regularly (at 
least once per term) 

advertise the campaigns 
that HR run to support staff
wellbeing. If your role has 

an element of student 
engagement, share advice 

to support them or ask 
them for tips.

Hold a discussion with your
team about the links 

between sustainability and 
health, including how we 
can all take action in our 
personal lives towards 
sustainable health and 

wellness.

Encourage 
individuals to 
regularly step 

away from 
their desk.

Optimize email 
and cloud storage
usage (4) - reduce,

delete 
unnecessary/old, 

hyperlinks

Encourage 
people to 
switch to 

Ecosia

Maintain and repair 
IT hardware to keep 
for longer to avoid 

emissions related to 
manufacturing and 

transportation.

If the department 
buys any clothing 
for internal use or 

selling, it has asked 
all clothing suppliers
to guarantee at least
one of the following:

All tea and coffee for
general staff use is 

Fairtrade, or 
accredited with an 
equivalent robust 
ethical standard

The College has 
launched a campaign 

dedicated to promoting
vegetarian / vegan / 

"zero waste" meal day 
to students within the 

college.

When providing food for the 
majority of meetings, events or 

conferences, ensure that it 
includes at least three of the 
following in the options for 

departments to choose from 
(organic, seasonal, local, 

minimum packaging, vegetarian 
etc.)

Create and 
maintain a bug 

hotel/ bee house 
top support native

pollinators.

Set up and maintain 
bird feeders/houses 

around your 
building (especially 

in winter).

Create a iNaturalist 
project to record 

wildlife 
observations, 

encourage other 
staff/students to 

take part

Adopt an internal 
or external 

planter to grow 
salad leaves, 
herbs or wild 

flowers.

Within this Green 
Impact year, take 
part in an existing 

initiative to increase 
biodiversity on 

campus or in the 
community.

Teams have planned
what to do for one 

of the many 
UK/international 

biodiversity themed 
awareness days.

Take part in a 
citizen science 

survey and 
encourage 

others to join in.

The team has a 
number of well 

maintained 
indoor plants 

around the work 
area.

Teams have 
encouraged staff 
and students to 

switch their 
default search 

engine to Ecosia.

Fridges and 
freezers are 

defrosted and 
have maintenance
checks regularly.

Assess the biggest 
negative sustainability 

impacts of your 
department's field 

trips, and take action to
reduce at least one of 

these impacts.

Promote the University 
outlets' scheme to reduce 

food waste by selling 
reduced food shortly 
before closing to staff 

and/or students. You can 
also promote the use of 
discount food apps like 

'Too Good to Go'.

Teams and Communications

Share feedback on a
'sustainability swap' 

including 
information on how 

others can try it.

Join the Green Impact 
slack channel (#green-​
impact), and  post an 

example of your team's
approach to one or 
more Green Impact 

actions.

Embed 
sustainable 
practices in 

performance 
review objectives

If your team has its 
own social media 
account, host a 

'sustainability takeover'
where you post a series
of tips, ideas and links 
around sustainability. 

Include a 
sustainability 

statement in the
job descriptions 
of all new staff.

Put in place a plan 
for how you will 

maintain 
sustainability 

activities during the 
summer toolkit 
closure period.

Update your team's 
webpage with information 

and advice on sustainability
issues, specifically 

referencing what you are 
doing to reduce your 

environmental impact. 

Encourage colleagues 
to make a Sustainable 
New Year's resolution 

and record the 
resolutions on a 

physical or virtual 
notice board.

Develop a departmental 
environmental/sustainabilit
y statement that is signed 
off by senior management 

and made publicly 
available. 

There is a 
demonstrable 

commitment to 
sustainability good-​
practice from senior 
management within 

the department/team.

The department's 
Green Impact 

team has met up 
at least five times 

this year...

Identify, rank and 
document what you 
believe are your five 

most significant 
sustainability 

opportunities and 
impacts,

Successfully 
encourage at least 

one new Green 
Impact team to form

in another 
department this 
academic year.

Members of your Green 
Impact team have signed 
up to the Sustainability 

newsletter and encouraged
the wider community and 
students to sign up to the 

newsletter.

Invite all team members, 
and students where 

relevant, to feedback ideas 
for improving sustainable 
practices, and implement 
at least one of the ideas.

Green Impact, and 
sustainability more 
broadly, is a regular 

(at least monthly) 
discussion point at 

wider team 
meetings. 

Find and partner with 
another Green Impact 

team to learn from each 
other and strenghthen 

your impact. Ideally, this 
team should have different 
strengths or experiences to

your own.

Quality Education and Sustainable Research

A team member has 
undertaken more detailed 

study on one aspect of 
sustainability by 

completing a recognised 
course or training session 
and told their team about 

the key aspects of their 
learning.

The team has organised a 
debate, a guest speaking 
event or a film showing 

focussing on a social justice
or environmental issue 
which staff members 

and/or students attended.

Keep a well-​labelled 
notice board, or 

significant section of a 
notice board, dedicated

to communicating 
environmental issues.

Attend the Carbon
Literacy Training, 
and  encourage 
others people to 

sign up too

Contact the Sustainability team on 
greenimpact@york.ac.uk to see if there 

are any appropriate sustainability 
research projects that students in your 

department could take on as a 
suggested dissertation or research 

project.

Build 
sustainability 
into induction 

materials

Incorporate the 
Sustainable 

Development Goals 
into teaching, learning 
and assessment for a 
variety of modules in 
this academic year.

Take the modern 
slavery training course 
to inform themselves 
and their team about 

how to avoid 
purchasing items that 

use slave labour.

Attend at least 
two of the series

of monthly 
webinars being 
run by SOS-​UK.

Deliver at least one 
lecture or workshop 

focused on 
sustainability in your 
department's formal 
teaching programme 
this academic year.

Advertise York 
Interdisciplinary 

Modules (YIMS) to
students who may

be interested in 
sustainability.

Get involved in
the new York 
Living Labs 

(YLL) initiative.

If you have a research 
activity, work to engage
researchers to include 
sustainability themes 
within their academic 

work.

Sustainable Cities and Communities

Set up and maintain 
a dried food 

collection point in 
your work area to 
be donated to a 
local foodbank.

Provide information 
on how individuals 

can check how 
ethical their bank is 
and how to switch if 

it is of a lower 
ethical ranking.

Get actively involved in the 
University-​wide 

Sustainability Week, 
actively running a stand or 

activity at some point 
during the week or an 
event within your own 

team.

Staff in the 
department/team 

have participated in 
two or more charity 
initiatives in the last 

12-​months.

At least one person 
per 30 members of 

staff in the 
department/staff 

used their volunteer
day last calendar 

year.

The team has canvased its 
department to see if staff 

would make regular use of 
a Pool bike sited at their 
building and if so have 

contacted 
GreenImpact@york.ac.uk 
and arranged/set up and 

advertised a local Pool bike.

The department/team 
has an active system in 
place to monitor and 
record the number of 

business miles 
travelled on University 

business....

The department proactively 
advises the majority of external 

visitors and, if applicable, 
students, how they can get to 

meetings, lectures, seminars or 
conferences via public transport, 

walking, cycling or car sharing 
FIRST before any other travel 

options across campus.

The department/team 
has an effective system
for collecting data for 
how visitors travelled 

to and from the 
department.

Promote Sustainability 
Week to all staff, and 

students where 
appropriate, and 

shared the link to the 
events calendar, once 

published.

Within this Green Impact year 
the department/team has 

proactively promoted at least 8 
of the following sustainable 

travel initiatives to the majority 
of its staff in an engaging way 

(inc. pool bike, cycling support - 
showers, bike repair, EV 

charging, rail and bus pass 
scheme)

https://www.youtube.com/watch?v=97CXPt2S51I
http://www.warp-it.co.uk/uniofyork
https://drive.google.com/file/d/12g0jWUwGju2ajgmG59YmCrUmaYyScJ9T/view
https://drive.google.com/file/d/12g0jWUwGju2ajgmG59YmCrUmaYyScJ9T/view
https://drive.google.com/file/d/12g0jWUwGju2ajgmG59YmCrUmaYyScJ9T/view
https://drive.google.com/file/d/12g0jWUwGju2ajgmG59YmCrUmaYyScJ9T/view
https://www.google.com/maps/d/u/0/viewer?mid=1gFCBAhrbwzqq9pwvxwk3xbdEVagirKaK&ll=53.9516420006333%2C-1.0519431000000168&z=14
https://docs.google.com/spreadsheets/d/1SwP3SyA7XNV954dSO6gNUYop76HFQ3Qe/edit?usp=sharing&ouid=100138762885488171426&rtpof=true&sd=true
https://www.york.ac.uk/about/sustainability/what-you-can-do/green-impact/


Instructions

Discuss the options.
Copy across stickies you would 
prioritise and/or contribute to.

⏱ 10 mins per area.

1.
2.

Priority impact areas

Waste Reduction and Recycling

Shaping your environmental 
action plan

Consolidate

Biodiversity and Climate Action

© 2021 Deloitte The Netherlands

Energy

Responsible Procurement and Consumption

Good health and wellbeing

Facilitation guide/suggestion: 
If you have chosen priority areas, 
edit the frames below to reflect 
them (currently in no particular 

order). Use the space to consolidate
a few actions to work on



Additional impact areas

Teams and Communications

Shaping your environmental 
action plan

Consolidate

Instructions

Discuss the options.
Copy across stickies you would 
prioritise and/or contribute to.

⏱ 10 mins per area.

1.
2.

Initiatives proposed by staff

© 2021 Deloitte The Netherlands

Water

Quality Education and Sustainable Research

Sustainable Cities and Communities

Joanne



Tasks Who?
When/ what format 

for group events?
Action Areas

Summarising and discussing tasks
Shaping your environmental action plan -  this can be a mix of 
actions for this year, or the coming years, but emphasis should be 
put on making progress each year

Priority areas:

Instructions

Review the suggestions.
Revise if necessary.
Discuss tasks, responsibilities and 
volunteer if and where you can.

1.
2.
3.

 Energy  Responsibl﻿e Procurement and Consumption Waste reduction and recycling

Sustainable Cities and Communities

Good health and wellbeing

Additional areas:

Quality Education and Sustainable Research

Teams and Communications

Tasks Who?
When/ what format 

for group events?
Action Areas Tasks Who?

When/ what format for 
group events?

Action Areas

Tasks Who?
When/ what format 

for group events?
Action Areas

Tasks Who?
When/ what format 

for group events?
Action Areas

Tasks Who? When?Action Areas

Tasks Who? When?Action Areas

Biodiversity and Climate Action

Tasks Who?
When/ what format 

for group events?
Action Areas

Water conservation

Tasks Who?
When/ what format 

for group events?
Action Areas

Initiatives from staff

Tasks Who? When?Action Areas

Facilitation guide/suggestion: 
As in Part 2b, edit these to reflect 

the areas you've chosen to work on 
(currently in no particular order). 

Use the tables to flesh out the 
prioritised actions.


