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Sustainable Events Guide:
Travel guide

A big contributor to the environmental footprint of your event is the amount of greenhouse gas emissions 
created by travel. Buses and trains produce far fewer emissions per passenger when travelling fewer than 
500 kilometers. This makes sense if you live along the Quebec - Windsor corridor. 
Encourage your participants to use sustainable forms of transportation to travel by suggesting the 
following alternatives.

Once your participants are in town, make sure to let them know how they can continue using sustainable 
transportation options.

TRAIN TRAVEL • Discounts / corporate rates 
are available for conferences

• Share public transportation 
details to travel from the train
station to the campus 

CAR TRAVEL • Carpooling 
• Ride share options
• Rentals or car share

• Share details about parking on campus
• Coordinate with the Parking and

 Sustainable Transportation o�ce for rates

AIR TRAVEL • Try to reduce the number of 
layovers

• Purchase credits

• Share public transportation details to 
travel from the airport to the campus 

BUS TRAVEL

TRAVEL METHOD OPTIONS THINGS TO SHARE

• Inter-City options available in 
most large cities

• Potential to rent a bus for a 
large group

• Drop-o�s available on campus for 
Inter-City buses1

2

3

4

O�er directions from
the airport or train 
station to the main 
campus/hotel.

Let participants
know they can 
rent bikes or
e-scooters

Share details 
about public 
transit and 
schedules

Événements écoresponsables:
Déplacements

Les émissions de gaz à e�et de serre produites par les déplacements pèsent lourd sur l’empreinte 
écologique de votre événement. Les autocars et les trains produisent nettement moins d’émissions par 
personne pour les trajets de moins de 500 km. C’est la solution idéale pour les déplacements dans le corridor 
Québec-Windsor.
Encouragez les participantes et participants à choisir un moyen de transport durable.
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Une fois que vos participants sont en ville, assurez-vous de leur faire savoir comment ils peuvent continuer 
à utiliser des options de transport durable.

TRAIN • Des réductions et des tarifs 
d'entreprise sont disponibles 
pour les conférences.

• Partager les informations sur les 
transports publics pour se rendre de la 
gare au campus

AUTOMOBILE • Options de covoiturage
• Location ou partage auto

• Partager des informations sur le 
stationnement sur le campus

• Coordonner avec le bureau du 
stationnement pour les tarifs

AVION • Essayez de réduire le nombre 
d'escales ( vol le plus écologique 
possible )

• Acheter des compensations pour les 
gaz à e�et de serre

• Partager les informations sur les 
transports publics pour se rendre de 
l'aéroport au campus 

AUTOBUS

MÉTHODE DE VOYAGE OPTIONS INFORMATIONS À PARTAGER

• Options interurbaines disponibles 
dans la plupart des grandes villes

• Possibilité de louer un bus pour un 
grand groupe ( autocar a�rété )

• Débarquements disponibles sur le 
campus pour les bus interurbains1
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Proposer des itinéraires 
de l'aéroport ou de la 
gare jusqu'au campus 
principal.

Faire savoir aux 
participants qu'ils 
peuvent louer des 
vélos

Partager des infos 
sur les horaires pour 
les transports en 
commun

Événements écoresponsables:
Alimentation durable

Réduisez les répercussions de vos choix alimentaires pour l’événement. Il existe des solutions 
écoresponsables, mais tout aussi délicieuses! Tenez compte des aspects environnemental et social dans le 
choix de votre menu.

When ordering food on campus, there are di�erent options available to reduce food waste. Use the matrix 
below to help guide you through your options.

2
THÈME CONSIDÉRATIONS

CLIMATE SENSITIVE food means that in its creation and preparation, it uses less carbon.
◦ Select meal options that have less meat (speci�cally lamb, goat, or beef )
◦ Select meal options that have less cheese
◦ Try to select seasonal fruits and vegetables 

LOCAL FOOD is a preferred option because it usually requires less energy to transport 
and it supports the local economy. But be careful, local food can still have a lot of carbon.
◦ Local preserves
◦ Beers
◦ Wine

FOOD WASTE is a big contributor to greenhouse gases and  clogging land�lls. When 
donating food, there are many options available. Follow these steps to determine the 
best option
Step 1: Reduce the amount of food wasted by only ordering what will be eaten. 
Step 2: Try to make sure that guests can take food home. 
Step 3: If there is left-over food, you can o�er it to students 
Step 4: Food that is left over can be donated to a local charity. 
Step 5: If there are no options available, make sure to compost the food

Sometimes an easy way to choose a sustainable option is to simply choose food options 
that have a CERTIFICATION. Here are some certi�ed options that you can choose from 
as you are building your menu.
◦ FairTrade Canada certi�cation (Co�ee, tea, and chocolate) 
◦ Marine Stewardship Council and Aquaculture Stewardship Council (Seafood)
◦ Certi�ed Green Dining Hall   

 
Executive Serve

 
Classic Serve

 
On the Go

 
Platter 

(opened)
Open Bu�et Reuse Reuse N/A Reuse  
On the Go meal Donate Donate Donate N/A  

Platters Reuse Donate N/A Donate  

Sit down catering  Compost Compost N/A N/A  

Reuse CompostDonate

O�er Tupperware
Encourage participants to take home
Bring trays to o�ce / lounges
Bring to the Community Fridge

Bring to local soup kitchen
Have 3rd party provide to collect 
(large events)

Ask for compostable cutlery
Ask for extra compost bins

Sustainable Events Guide:
Food guide

The purpose of this guide is to help reduce the impacts related to the food choices for the conference. It is 
important to consider the environmental impacts of the food at the conference / event , but your solutions 
should not come at the expense of the conference attendees experience. Some of the big factors for food 
are both social and environmental.

THEME CONSIDERATIONS

When ordering food on campus, there are di�erent options available to reduce food waste. Use the matrix 
below to help guide you through your options.
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CLIMATE SENSITIVE food means that in its creation and preparation, it uses less carbon.
◦ Select meal options that have less meat (speci�cally lamb, goat, or beef )
◦ Select meal options that have less cheese
◦ Try to select seasonal fruits and vegetables 

LOCAL FOOD is a preferred option because it usually requires less energy to transport 
and it supports the local economy. But be careful, local food can still have a lot of carbon.
◦ Local preserves
◦ Beers
◦ Wine

FOOD WASTE is a big contributor to greenhouse gases and  clogging land�lls. When 
donating food, there are many options available. Follow these steps to determine the 
best option
Step 1: Reduce the amount of food wasted by only ordering what will be eaten. 
Step 2: Try to make sure that guests can take food home. 
Step 3: If there is left-over food, you can o�er it to students 
Step 4: Food that is left over can be donated to a local charity. 
Step 5: If there are no options available, make sure to compost the food

Sometimes an easy way to choose a sustainable option is to simply choose food options 
that have a CERTIFICATION. Here are some certi�ed options that you can choose from 
as you are building your menu.
◦ FairTrade Canada certi�cation (Co�ee, tea, and chocolate) 
◦ Marine Stewardship Council and Aquaculture Stewardship Council (Seafood)
◦ Certi�ed Green Dining Hall   

 
Executive Serve

 
Classic Serve

 
On the Go

 
Platter 

(opened)
Open Bu�et Reuse Reuse N/A Reuse  
On the Go meal Donate Donate Donate N/A  

Platters Reuse Donate N/A Donate  

Sit down catering  Compost Compost N/A N/A  

Reuse CompostDonate

O�er Tupperware
Encourage participants to take home
Bring trays to o�ce / lounges
Bring to the Community Fridge

Bring to local soup kitchen
Have 3rd party provide to collect 
(large events)

Ask for compostable cutlery
Ask for extra compost bins

* If you have leftover items or don’t want to keep the decorations, you can donate them to the Free Store.

Sustainable Events Guide:
Waste guide

Beyond food, conferences also generate other forms of waste. Swag is a commonly handed out to participants, 
posters and decorations adorn the walls, and gifts are handed out to speakers. There are many simple things 
you can do to avoid waste and to make sure it gets into the proper bin.

ORDERING A BIN
The University of Ottawa has a variety of recycling facilities available on campus. Several
hundred recycling stations are located in strategic areas on campus. But, if you are 
hosting an event and require additional bins, you can request them through Conventions
and Reservations Services.  

◦ Classrooms typically do not have recycling stations, they are located in the 
adjacent hallways

◦ For outdoor events, you should order a full set of bins. You can consult with the
Recycling Coordinator for the placement and quantity of bins 

◦ When requesting additional bins, don’t forget to make sure that they are accompanied
by signage.

SWAG, GIFTS, and PRIZES
Reduce the number of physical objects you give away by o�ering alternatives. If you 
are going to give away items, try to select local items, things that can be reused, gift 
certi�cates, or experiential gifts. 
Try to follow these sustainability criteria when giving things away.
 
◦ Reduce physical objects (gift cards, experiential gifts)
◦ Objects that are durable and long lasting
◦ Objects that have a high possibility of reuse
◦ Objects that have a sustainability certi�cation
◦ Objects are local or artisanal
◦ Objects that have recycled content or are low carbon

   DECORATIONS
   When considering decorations, ensure that they add value to your 
   event. Try to aim for decorations that are reusable, environmentally 
  friendly, and/or easily recyclable. 
  Follow these sustainability criteria when giving things away.
 
◦ Plants (which can also be given away to participants if you don’t want to keep them)
◦ Reusable centerpieces (for reoccurring events, keep and reuse centerpieces)
◦ Photobooths
◦ Paper decorations

SIGNAGE
When you are making signage for your conference, the best thing you can do is try to 
reduce the number of physical signs you need. 

◦ Try to have your messages and way�nding on screens
◦ Send important messages and instructions to attendees via email
◦ If you are going to create physical signs, try to have them made out of recyclable 

materials instead of plastic
 

Sustainable Events Guide:
Location and Accommodations Guide

If you are hosting an event that has people staying in a hotel, consider directing attendees to a green 
hotel. If that is not an option, consider recommending hotels that are in close proximity to the campus. 
This will help reduce travel emissions. Finally, you can also recommend local bed & breakfasts as they
tend to have lower environmental impacts than larger operations, and support the local economy.

THEME CONSIDERATIONS

 

Green hotels o�er a variety of
amenities. Look for a list of the 
“green features” on their website

• Brookstreet Hotel
• Best Western Plus Ottawa 

City Centre 
• Alt Hotel Ottawa
• ReStays
• Ramada Ottawa

Bed & Breakfasts tend to have
a lower environmental impact 
and can be more economical

• Ambassador B&B
• Auberge King Edward Bed 

and Breakfast
• The Century House Bed 

and Breakfast
• McGee’s Inn
• Belle Notte Bed and 

Breakfast
• Rideau Inn

Hotels in close proximity may not 
o�er as many green amenities, but 
being closer to the venue reduces
the need for transportation

• University of Ottawa Summer 
Accommodations

• Le Germain Hotel Ottawa
• Swiss Hotel
• Les Suites Ottawa
• Novotel Ottawa
• The Westin Ottawa
• Lord Elgin Hotel
• Arc Hotel Ottawa
• The Business Inn & Suites

PROVIDE A MAP
Providing hotel attendees with a map to get back to the campus by public transportation
or by walking.

ORGANIZE SOME CARPOOLING
You can reach out to the community to see if there are volunteers to act as car captains
to carpool with conference / event attendees.

OFFER TRANSIT PASSES
Secure transit passes for attendees during your conference / event so that they can access 
the campus and other locations easily. 

BILLETING
In some cases, you might want to consider reaching out to the community to see who might be willing to
house some attendees during the conference / event. This is a good option when you know that there are
attendees that might not have the means to pay for accommodations. 

Sustainable Events Guide:
Equity and Health

THEME CONSIDERATIONS

HEALTH and WELLNESS is often overlooked during events and conferences; however,
there are many easy things to do to improve the overall experience.
▪ Plan for adequate breaks throughout your conference / event
▪ Ensure that there are non-alcoholic options available at social events
▪ Consider physical activities to break-up long periods of sitting
▪ O�er healthy snacks rather than pastries and candies
▪ Consider that your attendees may have travelled long distances to attend the 

conference / event. Ensure that the start and end of your event considers rest
periods for travel 

DIVERSITY can bring much needed inclusion to a conference / event. Mobilizing 
information or bringing attendees together should not be limited to a single culture 
or people. Consider some of these actions to improve your conference / event. 
▪ Include Indigenous Land Acknowledgements
▪ If you are including Indigenous content, consult with the O�ce of Indigenous A�airs
▪ Try to include bilingual content and signage
▪ O�er a �exible price model for students and low-income attendees
▪ Try to �nd diverse speakers for events
▪ Include diversity in the planning committee

FAIRTRADE CERTIFICATION is an easy to identify program that  ensures fair prices for 
the farmers,  workers, and companies who grow our food, such as co�ee, tea, and 
chocolate. 
As a Fair Trade Campus, most of the businesses on campus o�er these products.   

Consider having your event certi�ed fair trade as well! You can �nd a guide on the 
Fair Trade Canada website.  

To ensure that your conference / event is ACCESSIBLE to all attendees, please consider 
a few things to improve the experience. 
▪ Choose a location that is barrier-free (both indoor and outdoors)
▪ Ensure that there are accessible washrooms near the event
▪ O�er a variety of dietary options (ask participants beforehand)
▪ Invite people with disabilities to be part of the planning committee
▪ Ensure that signage, promotional materials, and conference  documents are 

available in an accessible format
▪ Ensure that signage, promotional materials, and conference  documents are 

available in both o�cial languages

You can access a planning checklist for accessible conferences created by the Council
of Ontario Universities.  

Fostering and celebrating excellence, equity, diversity and inclusiveness within our community and in our 
events is a priority for the University of Ottawa. Furthermore, the University wants to prioritize health and 
wellness by making sure that we are taking care of are community and enabling them to take care of 
themselves. Please consider some of these aspects when you are planning your event / conference. 

For more information about these themes, you can consult existing on campus resources
▪ The O�ce of Indigenous A�airs
▪ The Health and Wellness Centre
▪ The Human Rights O�ce


