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Office Questionnaire

Before you start, explain to the office staff what the smiley faces mean:

( this is something our school is really good at
( this is something we’re fairly good at but we could get a little bit better
( this is something we’re not at all good at and definitely need to improve
? 
we don’t know the answer to this – we need to find out more

	Question
	Answer
	What could we to do to improve?

	1. 
	Do the office staff know about the school’s Eco-Schools work?
	(  (  (  ?
	

	2. 
	Do the office staff save paper for recycling?
	(  (  (  ?
	

	3. 
	Do staff in the office reuse paper and envelopes?
	(  (  (  ?
	

	4. 
	Are paper letters sent home using a siblings list (so that each family only gets one letter)?
	(  (  (  ?
	

	5. 
	Are newsletters sent to parents by email to reduce the amount of paper the school uses?
	(  (  (  ?
	

	6. 
	Is the school’s headed paper printed on recycled paper?
	(  (  (  ?
	

	7. 
	Does the school buy recycled paper for photocopying?
	(  (  (  ?
	

	8. 
	Does the school buy envelopes made from recycled paper? 
	(  (  (  ?
	

	9. 
	Are the office ink cartridges saved for recycling?
	(  (  (  ?
	

	10. 
	Do the office staff turn off their computer monitors when they’re not using them?
	(  (  (  ?
	

	11. 
	Do the office staff turn off their computers and monitors at the end of the day?
	(  (  (  ?
	

	12. 
	Do the office staff turn off their photocopier and other appliances at the end of the day?
	(  (  (  ?
	


Date:





Schools’ Carbon Reduction Programme
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