



SUSTAINABLE STANDARD OPERATING PROCEDURES

FOR THE OFFICE OF THE ZAGREB COUNTY TOURIST BOARD




The sustainability vision implemented by the Zagreb County Tourist Board is as follows:

Zagreb County is a sustainable, safe, smart, innovative, and inclusive tourist destination – the most desirable and unforgettable continental destination in Croatia, one to which visitors are always happy to return.


SUSTAINABLE BEHAVIOUR

To ensure that all employees of the Zagreb County Tourist Board (ZCTB) act in accordance with sustainability principles, the following guidelines must be respected:


1) Good Business Practice
· When printing documents, double-sided printing should be used whenever possible.
· Wherever appropriate, digital files should be used instead of paper documents.
· Used paper with one blank side must not be discarded; it should be stored in designated areas and reused for drafts, ideas, notes, or proposals.
· Efforts should be made to reduce the amount of unwanted physical mail received by unsubscribing from media that do not provide electronic communication.
· To reduce waste, preference should be given to products with minimal and/or sustainable, recyclable packaging.
· Wherever possible, containers, packaging, and waste products should be reused (e.g. food containers, reusable water bottles).
· It is essential that all ZCTB employees follow waste separation and recycling policies by disposing of waste in designated bins.
· All employees must use office equipment in an energy-efficient and environmentally responsible manner to reduce unnecessary energy consumption.
· Energy-saving settings on computers and monitors should always be used.
· Air conditioning and heating systems should be maintained at 20–24°C in winter and 23–26°C in summer.
· The use of personal heating and/or cooling devices is prohibited in ZCTB premises.
· All employees are required to use office equipment at ZCTB premises in an energy-efficient and environmentally responsible manner in order to reduce unnecessary energy consumption.
· Energy-saving settings must be used on computers and monitors.
· Air-conditioning and heating systems must be maintained at 20–24 °C in winter and 23–26 °C in summer.
· The use of personal heating and/or cooling devices is prohibited in ZCTB offices



2) Start of the workday:
· In ZCTB offices, care should be taken to control direct sunlight using blinds and windows in order to reduce heat buildup or overheating.
· Lighting should be kept on only while the room is in use.
· Whenever possible, natural daylight should be used as a substitute for artificial lighting.
· Only equipment and devices that are needed at a given moment should be switched on.



3.) End of the workday:
· After working hours, all lighting should be switched off (except in shared spaces that are still in use), and only safety lighting should remain on.
· A check should be made to ensure that all appliances and devices are turned off.
· If an employee is the last person leaving the room, preset heating and cooling settings should be adjusted to reduce energy consumption.
· If an employee is the last person leaving the room, windows and doors of heated or cooled spaces should be closed.
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EVENT ORGANIZATION

To ensure that events are organized sustainably, the following guidelines should be followed:
· Whenever possible, events should be organized in outdoor areas located away from residential zones.
· The event venue should use equipment and devices that save water and energy.
· Event invitations should be distributed electronically.
· Wherever appropriate, paper signs should be replaced with digital alternatives, using digital applications and monitors as much as possible.
· Drinking water should not be poured into bottles or glasses before a guest requests it.
· Flavoured water (water with added fruit for aroma) is discouraged in order to reduce unnecessary waste.
· Glassware and cutlery must be made of glass or recycled materials.
· Single-use products are strictly prohibited.
· Wherever appropriate, the use of straws should be avoided, or steel and/or glass straws should be used instead.
· All events organized by the Zagreb County Tourist Board (TZZŽ) must be “plastic-free.”
· Wherever appropriate, the use of plastic name badge holders should be avoided.
· Wherever appropriate, cooperation should be limited to suppliers that implement sustainable business practices.
· The use of helium balloons as event decorations is prohibited.
· Instead of gift bags, reusable bags should be used.
· Ingredients used for food served at events must be of local origin, with priority given to organic or eco-produced food.
· Whenever appropriate, seasonal ingredients should be used in event catering.
· Vegan and vegetarian options must be included in the food offer.
· All event participants should be encouraged to share event-related content on social media and tag it with a sustainability-related hashtag, for example: #SustainableZagrebCountyTourism.
· When selecting an event venue, priority should be given to locations that offer or use the following:
· Water-saving devices and equipment
· Energy-efficient devices and equipment
· The possibility of offering vegan and vegetarian menus
· Environmentally friendly materials
· Energy from renewable sources
· Solar energy and/or solar heating
· LED lighting
· Waste recycling
· Products with sustainability certificates
· Practices that promote sustainability and raise public awareness of environmentally responsible behaviour
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