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Sustainable Events Checklist
Date:
Event contact:
Event name:
	Area
	Item
	Complete

	Overall impact
	Set ‘Support delivery of Imperial’s Sustainability Strategy’ or similar as an objective and assign some achievable KPIs e.g. provide only vegetarian catering
	☐
	Planning
	Have you referred to the Institutional Events team’s EDI commitments when planning the location, speaker line up and timings of your event?
	☐
	Travel
	Is an in-person event or element necessary? Refer to your objectives to help decide whether they could be met without the need for an in-person gathering.
	☐
	Travel
	Is the event hybrid to reduce the need for attendees and/or speakers to travel nationally or internationally?
	☐
	Travel
	Have guests and speakers been informed of the local sustainable transport options and routes (e.g. public transport/walking/cycling) in event comms?
	☐
	Travel
	Have attendees and speakers been discouraged from travelling privately to the event?
	☐
	Travel
	Where relevant have international attendees and/or speakers been discouraged from flying to the event by facilitating online participation?
	☐
	Travel
	Where possible and/or relevant have event dates and associated activities been coordinated to increase engagement with participants whilst reducing their need to travel? E.g. combining activities on the same day rather than spread over two, dinner venue within walking distance of the main event venue.
	☐
	Catering
	Have Campus Services been booked to provide Catering via your event manager?
	☐
	Catering
	Have you selected a 50% vegan menu?
	☐
	Catering
	Have you ordered an appropriate amount of food for the number of attendees to reduce food waste?
	☐
	Catering
	Have you asked attendees at all day events whether they will require lunch or other catering provided on site so that an appropriate amount of food can be provided?
	☐
	Catering
	Have you provided culturally inclusive food/beverages?
	☐
	Catering
	Have you included messaging around the sustainable credentials of the food and/or event in your event comms or in any holding slides?
	☐
	Waste
	Are any disposable packaging or utensils made of recycled or biodegradable materials?
	☐
	Waste
	No single use plastics or other items e.g. sachets related to catering or refreshments to be used or provided at the event for guests, staff or speakers
	☐
	Waste
	Have attendees been informed of the locations of water fountains on site in pre-event comms? Are staff aware to direct queries from guests?
	☐
	Waste
	Have attendees been encouraged to bring their own reusable coffee cups or water bottles? It may be helpful to advertise the discount at Taste Imperial outlets when using a reusable cup.
	☐
	Waste
	Have attendees been encouraged to bring their own resources e.g. paper, pens to avoid waste
	☐
	Waste
	Is any physical merchandise really required? Most people do not need or want another tote bag, notebook, or pen. Could you think creatively about more sustainable giveaways which may have more impact due to their individuality?
	☐
	Waste 
	If you do need to order any physical assets, can you make sure they are multi-use, e.g. pop-up banners, pens, etc.? Are there any ways of increasing their ability to be re-used or their lifespan, e.g. not including dates or other event specific details?

How long is their lifespan and does the supplier offer a takeback scheme?
	☐
	Waste
	Are there any items that could be borrowed or re-used from other teams? The Network Teams site can be used to source these items.
	☐
	Waste
	Are there any spare items from previous events, such as notebooks, that could be used at your event?
	☐
	Waste

	Have you made best use of digital material and event comms to attendees for marketing purposes?
	☐
	Waste
	Have you limited any printing to only what is essential and ensured it is printed double sided and on sustainable paper e.g. Notpla (subsequently supporting an Imperial start-up)? Are all materials available online?
	☐
	Waste
	Do you need to produce name badges and if so, will they be produced on non-laminated recycled card, and can/will they be recycled or re-used?
	☐
	Waste
	Has someone been assigned at the event to collect any printed material, name badges or other unused equipment to ensure they are recycled/re-used?
	☐
	Stakeholder engagement
	Will you encourage attendees to act as sustainably as possible during the event? This could be in the housekeeping section of an event - for example, ensuring people are aware of the location of recycling bins.
	☐
	Energy
	Will you ensure attendees, staff and speakers turn off any equipment / laptops when they are not in use?
	☐
	Energy
	Will you ensure that lights and temperature control units are used sustainably for the event?
	☐
	Energy
	Have you considered how you could limit the digital footprint of your event? E.g. reducing the number of emails circulated, limiting the size of emails and webpages related to the event, limiting the use of AI tools
	☐
	Energy
	Have you ensured that you have sourced a venue of appropriate capacity and an appropriate number of spaces if relevant to ensure you are using the least energy intensive venue that meets your needs?
	☐
	Waste
	Will all event feedback forms be completed by electronic means?
	☐
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