Waste reduction and recycling policies

Our mission is to continually reduce our waste while recycling and reusing in every possible aspect of our practice. We have dramatically decreased our waste in the past two years by implementing the following polices. We hold all Hallman Orthodontics staff members to a very standard of responsibility with regard to waste reduction.

· Anything that can be recycled is recycled. There are multiple containers throughout the office for paper and commingled recycled items. Paper is shredded

· Patients are directed to recycling bins when disposing of “trash”. 

· All patients are asked if it is necessary to print receipts, appointment cards, etc. Nothing is printed automatically. Patients are encouraged to receive emailed copies of everything.

· Recycled materials are purchased where available. Patients are educated on the recycled content of materials used and distributed.

· Most correspondence is done by email. Signature line of outgoing emails asks recipients to consider the environment before printing this email.

· All medical charts are maintained electronically. All incoming papers are scanned and returned to patient when present, or filed in physical chart.

· Materials are never printed or copied unless absolutely necessary. Everything is scanned and referred to in electronic format.

· Most forms, letters, and invoices are sent electronically unless it is necessary to print for signature acquisition.

· Inter-office messages are posted on an electronic notebook that is accessed online.

· Phonebooks from the phone company are rejected and all 411 information is accessed through the Internet. Directions are sent electronically to PDAs.

· All “junk mail” companies are contacted on a daily basis and asked to email any advertisements, promotions, catalogs, and correspondence to a dedicated email account.

· Newsletters are distributed electronically.

· Dishes, mugs, and utensils used in office for staff use in lieu of disposable materials.

· Inventory is managed on computer spreadsheet.

· Electronics are donated to charity. 

· Reusable bags are given as patient giveaways 

· All reusable materials are reused.

· When renovating all furniture and applicable materials are donated

· Printing is done with “no cartridge” solid ink printer on 100% recycled paper. 

· Fluorescent light bulbs are picked up by building management and disposed of properly.

· Montgomery county business recycling form is completed annually to aid in monitoring and reducing waste  

Environmentally responsible purchasing policies

We strive to buy, sell, and use environmentally friendly products. Recognizing that taking responsibility for our purchasing practices is essential to our environmental future, we hold our office and staff to the following purchasing standards. 

· Letterhead, business card, and envelopes are made from 

· 100% post consumer recycled paper is used for printer

· Paper towels, facial tissue and bathroom tissue is 100% recycled paper

· Printing is done with “no cartridge” solid ink

· When remodeling, only sustainable materials and no VOC paints are used

· All purchasing is to be consolidated so that one package is used for a large number of items. If companies do not comply with this, they are to be contacted and informed that preference is given to companies with environmentally responsible practices.

· Purchase materials from local business where available

· Bottled water is prohibited. A water filtration system has been implemented through a separate tap in kitchen. Glass pitchers are available for cooling in refrigerator and electric kettle is provided for heating

· Biodegradable soaps without antibacterial agents are used in non-clinical areas of the office

· No aerosols are used

· Office luncheons are catered with homemade foods in non-disposable containers in lieu of outside and packaged foods. Utilize organic and “green” caterers for office events that necessitate outside catering

· Coffee and tea is only purchased through “fair trade” vendors.

Pollution prevention polices

It is our goal to keep pollution to a minimum while serving our patients. Our commitment to the health and safety of our community and our planet is a key concern that we don’t take lightly. Our daily efforts are centered on reducing our carbon footprint by following these and many other steps.
· All chemicals and harmful (sterilization) products are stored in sterilization sink cabinet in their original containers and tight fitting lids

· Our practice is on the Clean air partners email list and receives periodic emails about air quality 

· All medical biohazard waste is disposed of in designated Stericycle container to be picked up by Stericycle representative 

· Trash and recycled materials are picked up by building maintenance members

· All deliveries and supplies are stored indoors

· All lighting has been changed to energy efficient, electronic ballasts and #T8F32 bulbs
· Rechargeable batteries are used in all battery operated electronics in the office

· Water based, eco friendly pens and markers are used where available

· Promotional materials are sent electronically

· All cleaning products are environmentally friendly products

Energy management policies

At Hallman Orthodontics, energy conservation is a priority. We require all staff members to observe and follow the policies listed below. Our aim is to utilize as little energy as possible. We have reduced our carbon footprint significantly by doing so and aim to reduce it further. Being aware of energy usage is very important in conservation. Please follow the guidelines as listed below:

· All refrigerators are energy star

· Refrigerators are set to 35-38 degrees Fahrenheit

· Water coolers are not used - A water filtration system has been implemented through a separate tap in kitchen. Glass pitchers are available for cooling in refrigerator and electric kettle is provided for heating

· Electronic kettle has an automatic shut off function. The kettle is turned off automatically once the water comes to a boil

· “Smart” power strips are installed on ten computer stations and reduce the amount of “phantom” power loads from equipment

· All computer monitors are flat panel. 8 of 12 computers are imacs. They include the computer and monitor in one unit, therefore using considerably less energy. Additionally, they offer Arsenic free display glass, bfr free, pvc free, meet energy star 5 requirements and have been given an EPEAT gold rating. Please see http://www.apple.com/imac/environment.html for additional details
· Cleaning crew is scheduled during daytime hours to eliminate use of energy after hours

· All lights are turned off when not in use. Most lights are kept off during business hours on Tuesdays and Thursdays when there are no patients present in the office

· Panoramic windows in the office provide excellent light. There is no use of task lighting and over head dental lights

· All windows are sealed and do not open

· All lighting has been changed to energy efficient, electronic ballasts and #T8F32 bulbs

· HVAC unit maintenance is scheduled on a regular basis
· Personal heater units are not permitted

· Air conditioning systems have been optimized for efficiency

· All computer except for the office manager’s, servers, and consult room PC are to be turned off every evening
Water conservation policies

As part of our environmental policies, we take responsibility for the amount of water use in our practice.  We’ve made a significant effort in reducing our water use and continue to remind our patients and colleagues to do the same. Our staff members are required to adhere to the following policies in order to maintain and improve this practice.

· Signage placed at patient tooth brushing stations encouraging patients to turn off water when not in use during brushing. Patients are also monitored and reminded

· Faucets are regularly checked for leaks

· A new low flow toilet has been installed in our suite that took the place of the regular toilet previously installed.

· Plants are equipped with moisture retention soil in order to reduce the need for additional watering

Transportation and travel policies

At Hallman Orthodontics, we instill environmental responsibility as a corporate value. Our goal is to educate and encourage our patients and staff to be aware of their impact on the environment. As part of this mission, we provide environmentally friendly transportation options to our staff members and hold them to a high standard of environmental responsibility by taking the following steps:

· Designated transportation benefits coordinator 
· Part of the benefits package we offer new employees is the “SmartBenefits” program. We offer a $100 monthly metro-card to employees that will choose public transportation over personal vehicles

· Bicycle racks are offered in the parking garage of our building. If an employee would like to bring their bicycle in the office for added security, there is space for storage in the back of our office

· Metro rail station is one block away from our building

· While on business travel, we book environmentally friendly hotels (usually Kimpton hotel group). 

· While on business travel, we book our hotel within walking distance of the convention center to eliminate the need for transportation

