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Planning a Departmental Event 

First: Think about your interests in sustainability and your goals 
for your department. Do you have ideas for increasing energy 
efficiency? Reducing paper use? Car-pooling or cycling to work? Think 
about planning an event that might help address these sustainability 
goals. 

Then: Consider the best methods of communicating in your department 
and the best time during the day and week for them to gather. We 
suggest an afternoon meeting on Tuesday (31 March) or Wednesday (1 
April). If your department has a regular meeting time, introduce the 
topic of sustainability in this familiar setting. 

Next: Form partnerships and involve other people. Remember to trade 
ideas and collaborate. 

Logistics: Don’t forget the following when planning your event: 

1) Location – Remember to book a room in a convenient location for 
your department members.  Room reservations within a department 
are usually handled through your department’s Registrar’s 
Office.  Room reservations on Central Campus are handled through 
Yale Conference Services (http://www.yale.edu/yaleconf/).  To 
reserve a room on the Medical School Campus, email 
bso.customerservice@yale.edu. 

2) Audio/Visual Needs – Double-check that your room will 
accommodate your A/V needs, including projectors and 
microphones. 

3) Security – If you’re planning an event for early in the morning 
or after 5 pm, the building might be inaccessible. Make sure to 
arrange for the room to be opened in time for you to set up for 
the event. 

4) Food/Refreshments - Plan ahead for lunch and/or refreshments. 
Make it a point to order from a caterer that promotes 
sustainable practices. 

Keep it simple! Sustainability often works in simple ways. 
Conversations and questions can pack more punch than PowerPoint.



Ideas: Feel free to adopt one of these event ideas or contact the 
Summit Team for more ideas: Sustainability.Events@panlists.yale.edu. 

• Present “best practices” for your department and discuss how 
sustainability and efficiency can be improved; or focus on one 
particular best practice you’d like to encourage within your 
department. 

• Brainstorm ways in which your department could both save money 
and adopt more environmentally friendly practices by streamlining 
operations. 

• Discuss how sustainability fits into your departmental goals. 
• Host a film screening that will stimulate discussion about 

sustainable practices. Film ideas include “The 11th Hour,” “An 
Inconvenient Truth,” and the “Planet Earth” series. 

• Plan a recycling tour – invite Yale Recycling to do a walk- 
through of your department and explain how recycling efforts 
could be improved. 

• Tour a LEED certified building. 
• Host a lunch or happy hour that meets Yale’s “Gold” Sustainable 

Events Standard (visit 
http://www.yale.edu/sustainability/sustevents.htm). Feature 
sustainable food and use reusable dishware. 

• Organize a departmental tree planting or park clean up. 
• Tour the Yale Farm and enjoy pizza cooked in their wood-fire oven 

(visit www.yale.edu/sustainablefood). 
• Host a department-wide coffee mug contest.  Invite your coworkers 

to bring in their favorite or funniest mug.  Then select a judge 
and choose the winner.  Bringing mugs to work encourages people 
not to use paper products. 

Sustainability Speakers 

Need more ideas? Invite a Sustainability Speaker to your meeting who 
can discuss Yale’s specific sustainability initiatives. 

Melina Shannon-DiPietro Director, Yale Sustainable Food Project 
Willis Jenkins Professor of Environmental Ethics, YDS 
C.J. May Recycling Coordinator, Yale Recycling 
Holly Parker Director of Sustainable Transportation 
Bob Ferretti Education & Outreach Manager, Office of 

Sustainability 

Contact Sustainability.Events@panlists.yale.edu to schedule a 
Sustainability Speaker.


