Honest Tea

Sustainability Policy

At Honest Tea, there are many ways that we can each contribute to our Company’s recycling and sustainability efforts.  Please consider the following guidelines during the work day. 

Print/Copy/Fax: 

· If possible, email rather than print information that is being used within the office. When printing, use the 100% recycled 20lb paper (select Drawer 1), and try to print double-sided and in black ink. 
· Shorten your side margins when you do have to print a document – you’ll use less paper.

· If your document prints incorrectly, don’t forget to recycle it! Throughout the office and next to each copy machine, you’ll find blue recycling bins intended only for paper. 
· The copy machine near the operations department accepts and sends faxes directly from your computer; please utilize this feature of the machine to save paper. If you need assistance with this, please see the IT Manager. 
· When you leave the office at the end of the day, please remember to completely shut down your computer and any other peripherals you may use. 

Energy Management: 

· Our office heating and cooling is operated by a programmable thermostat. If you have questions or concerns, please see the Office Manager. 
· Please remember to keep windows shut while the heating/cooling system is running. This will help to avoid wasteful loss of heated and cooled air. 
· We use LED light bulbs instead of conventional light bulbs; if ordering replacements, make sure to choose the most energy-efficient option. 
· When you leave conference rooms, make sure to turn off the lights. Please also ensure all lights are turned off if you are the last to leave the office for the evening. 

Kitchen: 

· We use environmentally friendly cleaning supplies such as paper towels with 100% recycled content and tissues with recycled content, and non-toxic and biodegradable cleaners. 
· Please utilize the kitchenware provided, rather than disposable silverware or plates.

· The compost bucket in the kitchen is provided so leftover food scraps can be composted and we can reduce our waste and garbage levels. You can also compost most serving materials from both Sweetgreen and Organic to Go. 
· The hot water attachment on the kitchen sink uses a water purifier, and replacements can be found in the cabinet below. 

Recycling: 

· All of our bottles, glass and PET, are to be recycled. There are large blue bins in the kitchen and next to the beverage cooler which should be used for recycling plastic, glass, and aluminum products (but be sure to save the caps from the Honest Tea glass bottles!). Items such as yogurt cups, take-out plastic containers and lids, and aluminum foil and cans are all acceptable items; these bins are NOT to be used for regular trash disposal or paper. 
· For more information about Montgomery County’s recycling policies and particulars, please visit http://www.montgomerycountymd.gov/apps/dep/solidwaste/collectionservices/index.asp  
· There is a box next to the beverage cooler for the Drink Pouch Brigade thirst quencher pouches which are sent to Terracycle. Don’t forget to take your straw out of the pouch before placing it in the Drink Pouch Brigade box! 
· When packing boxes, we have shipping peanuts which are biodegradable and decompose when put in water. Before using a new box to ship, check to see if there are recycled boxes waiting to be used. If you receive boxes that are the right size for future use, please put them in the shipping room. All cardboard boxes are either reused for shipping or are recycled in one of two big green trash cans outside of the tea room. Please break down any cardboard boxes you recycle. 
· Our furniture is recycled or second-hand. The tea table in the center of the room has been converted into desk area, and the conference room chairs were purchased on Craig’s List. Should you need any furniture or storage units, we will first look for previously used items. 

Purchasing Policy: 

· To the extent possible when reviewing and selecting vendors, please be mindful of their environmental footprint, and when feasible, select environmentally friendly vendors. 
· For Marketing and Sales POS needs, please work with W
· For Operations, please speak with X 
· For General Office inquiries, please speak with Y

· For IT, please speak with Z 
IT Policy: 

· Honest Tea is committed to re-using equipment (i.e. refurbished laptops), where possible, and e-cycling or donating all electronic items that have reached the end of their life cycle. Our IT Manager is part of Honest Tea’s sustainability team and ensures that all IT purchases are not only fiscally responsible, but also reflect the company’s mission. 

Transportation Policy: 

· Honest Tea encourages employees to walk, ride bikes, take public transportation, and carpool or car share. Please contact HR if you need help figuring out whether carpooling might work for you. 
· Whether driving a rented or Honest Tea fleet vehicle, there should be no idling. Idling emits air pollutants that are responsible for environmental and health problems; shutting off the engine saves money by conserving fuel. 
· When renting a car for business travel, hybrid vehicles are the preferred method of transportation when financially feasible. 
· If you use mass transit, carpool, vanpool, bicycle, or walk to work at least twice a week, you are eligible for the Guaranteed Ride Home (GRH) program, which offers you a free ride home by taxi, rental car, bus, or train, up to four times a year when unexpected personal emergencies arise. Register with Commuter Connections, Metropolitan Washington Council of Governments via the link above or call 1-800-745-RIDE (7433). 
· Car sharing (Zipcar) is available at these Metrorail stations in Montgomery County: Bethesda, Grosvenor-Strathmore, Silver Spring, Shady Grove, and White Flint. Call 240-773-BWTW (2989) or email mcdot.CommuterServices@montgomerycountymd.gov  for more information. 

Water Conservation 

· Any water leaks and/or dripping faucets should be reported immediately to the Office Manager, who works closely with Federal Realty to monitor/adjust any office maintenance issues. 
· The office dishwasher runs everyday at 3pm. Please do not run the dishwasher unless it is full. 
· Remember, you don’t need to rinse dishes before loading 
· During meetings, please remember to use the company Brita water pitcher to reduce the use of bottled water. If the Brita pitcher is unavailable, please purchase a large gallon jug of water to minimize packaging waste. Cups are located in the kitchen cabinets. 
Feel free to suggest your favorite environmental initiative.

There’s always something more we can do!

