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Dear Volunteer,

Thank you for deciding to volunteer with North Edinburgh Arts (NEA). We recognise 
and value all of our volunteers highly and believe that they are important for the 
smooth running of the building and programme.

We hope you’ll enjoy your volunteering placement with us and we aim to provide 
the best volunteering experience we can. We are aware that the achievements of our 
organisation would not be possible without our volunteers. So thank you.

Our vision is to support our volunteers so they feel inspired to take part and give 
something back to the local community and to NEA.

Best Wishes

Angela Austin
Volunteer Coordinator
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Introduction
NEA has designed this handbook to support 
your volunteering placement. It aims to 
explain what we do, your role as a volunteer, 
what you can expect from us and the 
practice and guidelines we must all follow. 
You can refer to it when you need further 
help or guidance but of course you can 
always ask your manager or any other 
member of NEA staff.

This handbook will also provide a written 
reminder of some of the topics we will cover 
in your induction. A summary of North
 Edinburgh Arts (NEA) policies are available. 
If you require full versions of these please ask 
a member of staff.

What is a volunteer?
A volunteer is someone who commits time 
and energy to benefit others, freely, through 
personal choice and without expecting 
financial reward, except for out of pocket 
expenses. Volunteers make a commitment 
to support the work of NEA and the staff, to 
enhance the services we provide to the local 
community.

How volunteers 
are helping at NEA
• Management Board
Providing governance, support and vision by 
serving as NEA Board Trustees.

• Project Support 
Helping NEA’s core creative programme, 
supporting children and young people in 
dance, music, drama, creative arts, film and 
animation.

• Community Events
Supporting community fun days, exhibitions, 
events and one off events.

• Community Café
Helping out with the delivery and organisation         
of events and training.

NEA will endeavour to give each volunteer clear 
guidelines about their role and responsibilities.

Your volunteer role
You will be provided with a description of your role 
at the beginning of your volunteering placement 
which will outline what your role involves. We will 
discuss the kind of skills and abilities required to 
fulfil it.

What kind of tasks will you 
be asked to do?
This will be made clear in your role 
description. Volunteers do not replace paid 
employees but do enhance the work of the 
core staff team. If you find you are no longer 
interested in the role you have been given, 
please discuss this with your line manager who 
may be able to look at alternative roles within 
NEA. If you are ever uncomfortable with any 
given task please speak to your line 
manager.



What support 
will be given?
Whatever you do at NEA, we will ensure 
you have everything you need to be 
successful. NEA aims to support all of 
our trainees and volunteers through 
regular contact with your line manager. 
We will also aim to provide support sessions 
which will give you the opportunity to 
discuss how the placement is going and for 
us to give you some feedback too. We 
consider all our volunteers as part of the 
team and invite you to air your views.

We want you to enjoy your time with us 
so please: 

• Get involved
• Help create a positive working         

atmosphere
• Remember how important your role is
• Try to learn new things and challenge 

yourself
• Be a positive role model and be kind 

and supportive to all your colleagues 
and participants

• Ask for help when you need it and  
expect support from members of 
your team

• Maintain appropriate professional 
boundaries with participants, staff  
and other volunteers

About 
North Edinburgh Arts
North Edinburgh Arts is an award winning multi 
arts venue in the heart of Muirhouse, North 
Edinburgh. The centre offers local residents a 
place to relax, explore, learn, meet, share and 
have fun. Over 17 hours of creative workshops 
are on offer each week, most with a family 
focus, alongside a wide range of other events 
from singing groups, to dance shows, circus 
skills workshops, community theatre to film 
clubs. The venue is also home to Licketyspit 
Theatre Company and Muirhouse Youth 
Development Group, both reaching out to the 
most disadvantaged children and families in the 
area.

The venue incorporates two studios, a 96 seat 
theatre, recording studio, gallery, offices and a 
popular community café with indoor children’s 
play area leading onto an large award  winning 
garden. NEA offers a safe, comfortable and 
creative space for people of all ages to develop 
within, in what can otherwise be a harsh 
physical and social environment.

NEA is a registered charity, funded in the 
main by the City of Edinburgh Council but 
raising 40% of its income from earned and 
other sources. NEA is run by a small team of 
8 working with up to 25 artists and volunteers 
at any given time. The charity is overseen by 
a Board of Directors, nine in number, six of 
whom are local residents or workers.

In the summer of 2013 we received a major 
grant from the Big Lottery Fund that has 
allowed us to create our own magic garden; 
a place to create, recycle, try out new ideas, 
grow, read, rest and play.

2



Frequently Asked Questions

This section should contain answers to most questions you might have. If you have any other 
questions please ask the line manager. It is important you read this section carefully so you are 

aware of our policies and how we operate.

Do you store my 
personal details?
All personal information relating to 
volunteers is treated as confidential and 
stored securely. NEA has an open access 
policy which gives you the right to view all 
information held by us.

For our own records, NEA would like to take 
a headshot of each volunteer which will be 
kept in your file and stored securely. 
The photograph will be taken at your 
induction however you can refuse this
request.

Can I claim expenses?
NEA will pay expenses such as travel to and 
from the place you live if you go by bus. We 
will reimburse money spent for bus tickets 
which is administrated by Sandra Newby at 
reception. If you volunteer for the full day 
you will be entitled to a lunch voucher. This 
can be redeemed in the NEA cafe and can be 
collected from Sandra at reception.

What about insurance?
All volunteers and staff are covered by 
NEA’s Public Liability Insurance.

What is an induction?
This is your welcome and introduction to NEA. We 
will walk you round the building, introduce you to 
staff and show you some essential things to help 
you with your volunteering.

Will  I get a review meeting?
A review meeting is a formal opportunity to 
reflect on your placement and to discuss any 
further support or guidance you may need. Your
 line manager will offer you a review meeting every
 5-6 months and at the end of your volunteering 
placement. These meetings also give you the 
opportunity to discuss, set and agree your 
objectives which could include (e.g. CPD 
opportunities, fundraising or undertaking research.)
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What about 
personal safety?
While volunteering, it is your responsibility to 
ensure you do everything possible to avoid 
injury to yourself or others. If an incident 
or injury occurs, please report it to Sandra 
Newby on reception. NEA have a designated 
first aider in the building at all times, who will 
assist anyone in need of medical attention. 
Please speak to reception. Under no 
circumstances should you ever have to 
endure verbal or physical abuse or
 aggressive behaviour while carrying out 
your role. In the event of such an incident 
please report immediately to your line 
manager or a staff member. All first aid and 
fire procedures will be included in your
 induction.

Where do I document 
my volunteer hours?
We ask all volunteers to take responsibility 
for documenting their own volunteer hours. 
Please sign in and out at reception when you 
volunteer. We also have a yellow folder in 
reception where you keep a running total of 
your volunteer hours. 

What happens in 
an emergency?
In your volunteering application form you 
will complete an emergency contact form. 
This includes details of who we should call 
in an emergency and any existing medical 
conditions we should be aware of. This 
information is stored confidentially and can 
only be viewed by staff. Please inform the 
manager if any of this information changes. 
In the event of any form of emergency, 
volunteers must follow the instructions of a 
NEA staff member. 

What happens if 
there is a fire?
If there is a fire, or we are testing the alarm, you will 
hear a loud continious alarm sound throughout the 
building. You must stop everything you are doing 
and calmly make your way to the nearest and safest 
fire exit. There are three main exits. The first is at the 
front door entrance, the second on the ground floor 
rear side door, and the third is upstairs next to the 
recording studio. The meeting point is the carpark at 
the rear of the building. The duty manager will bring 
the sign-in sheets to check everyone has made their 
way out of the building. 

What do I need to know 
about child protection?
Everyone who works with children or young people 
needs to have a basic awareness of Child Protection 
policies. For staff and volunteers working with us 
over a period of time, we would encourage you to 
undertake training so you have a good 
understanding. No child should ever be exposed to 
danger and it is everyone’s responsibility to ensure 
agencies responsible for protecting children are 
informed without delay. It is appropriate for a 
volunteer to raise concerns but we have a clear 
pathway of accountability. Please see attached 
guidance below. 
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What happens in the 
case of misconduct?
Whilst it is very uncommon for volunteers to 
engage in misconduct, you are reminded that you 
are expected to adhere to your role description 
and the values of the organisation. If disciplinary 
or performance issues arise, NEA will handle them 
fairly and consistently. Our full disciplinary policy is 
available from a member of the staff team.



How do you deal 
with complaints?
If you receive a complaint from a 
member of the public about any aspect of 
our service this should be passed on to the 
line manager. In the event of a complaint 
against a volunteer, we will always try to
settle this informally but where not possible 
we will follow our complaints procedure.

What happens if my 
volunteering is not 
going well?
We hope that we give you the support you 
need to be happy in your role, but if you do 
experience any problems we will offer 
support, guidance, encouragement and 
training if necessary, to help you achieve 
your potential. If you have problems in your 
role, we will do our best to offer you 
something you will enjoy, however, if for any 
reason you are unhappy please speak to your 
line manager. If you are dissatisfied with the
outcome there is a volunteer complaints 
procedure that you can follow.

Can I get a reference?
As appropriate, we can provide a written 
reference after you have been volunteering with 
us for at least three months (excluding summer). 

Where can I make 
tea and coffee?
There are tea and coffee making facilities in 
the Box Office reception. You may have to get a mug 
from the café but feel free to help yourself to hot 
drinks. Please do not take hot drinks into sessions 
with you as this could present a health and safety 
risk. 
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Equal Opportunities Policy 2018

NEA wishes it to be known that it is an equal opportunities project

1. Statement of Intent

North Edinburgh Arts acknowledges discrimination, prejudice and inequality in society 
and wishes to eliminate this by taking positive and supportive action to promote 
equality of opportunity in arts and culture, for all sections of the community. 

NEA is concerned that all people regardless of race, nationality, gender, sexuality, 
ability, social class, religion, age, marital status, political belief, trade union activity, 
responsibility for dependants or economic status are treated equally 

North Edinburgh Arts takes positive action to:

• treat all people involved in its activities equally and respectfully
• ensure that people are not harassed, abused or intimidated
• identify barriers and actively assist disadvantaged groups to participate
• ensure its commitment to equality is evident in the  composition and operation of 

its board of directors
• recognise the validity of existing anti-discrimination policies applying in the field of          

employment
• be mindful of these principles when hiring artists/tutors, performing companies or 

other agencies
• help all persons involved understand and apply these principles 
• make sure the building and equipment are fully accessible
• ensure that all information and publicity reflects these principles

2. Code of Practice

The overall responsibility for ensuring the full implementation of NEA’s equal opportu-
nities policy will rest with the Board of Directors.

2.1 Provision of Service

Staff employed by NEA should at all times behave in an appropriate manner,
 remembering that they have responsibilities in law and in terms of policy to uphold the
 principles of equality. Discriminatory acts or omissions by employees will be viewed seriously 
and will normally result in disciplinary action.

Individual employees in the course of their duties must actively promote NEA’s equal 
opportunities policy by:

• co-operating with anti-discriminatory measures 
• ensuring that the provision of services is accessible to all
• not discriminating against members of the public who use the service
• treating others respectfully, avoiding offensive or derogatory language or actions
• ensuring that no one is harassed, abused or intimidated
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2.2 Employment of Staff

It is recognised that responsibility for providing equal employment opportunities rests 
with NEA as an employer.

NEA will pursue employment procedures and practices designed to promote equal 
opportunities and eliminate discrimination, including:

• recruitment and selection
• training and development
• grievance, disputes and disciplinary procedures
• terms and conditions of service
• termination of employment

In order to ensure effectiveness of the policy the Board of Directors will undertake to:

• consult on the content and implementation of the policy with the staff trade union
• ensure the policy is made known to all staff, job applicants and directors
• provide training and guidance as appropriate to staff and directors
• examine and review procedures
• monitor regularly the effectiveness of the policy and to identify possible areas for 

action
• ensure employee actions, in the provision of service are carried out in a       

non-discriminatory way

Monitoring
NEA will monitor the success of systems set up to promote equal opportunities 
through an annual review of objectives and targets. 
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Child Protection Procedure
No child should be exposed to danger where someone knew of that danger 
and it is everyone’s responsibility to ensure that agencies responsible for the 
protection of children are informed without delay. As a volunteer you would 

follow the procedures below. 

Concern for 
young person(s)

Is the young person(s) 
in immediate danger?

YES NO

Speak to your supervisor 
of inform a duty manager 
immediately.Ensure this is 

done confidentially. 

Speak to your supervisor 
who will fill in a wellbeing 
conern form and hand to 

your line manager.

Your manager may call 
social care direct on 0131 
200 2324 or EMERGENCY: 

0800 731 6969

Your manager will make a 
record of what has happened 

and the action taken. 

If you are ever 
concerned about a child 
or young person you 
are working with please 
speak to your manager.
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About Create

Create has been running for many years and is a 
popular project for local families with young children. 
Artists and play workers set up creative  experiences 
for children 0 – 5 years and their parents/carers. 

This role would suit someone who enjoys interacting 
with young children, is interested in or is studying/
working in Early Years education, and/or with a 
Creative arts background. (Art, Storytelling, Dance, 
Drama, Environmental)

The Team

The Create team is made up of the following roles:

• NEA/Project Manager
• Project Lead Artist/s
• Support/Playworker/s
• Project Volunteers

Role Description

We ask volunteers to undertake the following tasks; 

• Interact, engage and create with the children;
• Support the lead artist in the overall delivery of the 

session;
• Welcome and chat to parents in the session
• If tasked with taking the register, mark off children’s 

names, collect attendance money and register any 
new families; 

• Help the café staff to prepare, clear  and oversee 
snack and help to tidy it away afterwards

• Help with the smooth set up, delivery and clear up  of 
the session;

• Be actively involved with the session briefing and 
evaluation.

Thursdays, 9.30am – 12.30pm
Saturdays, 10am – 1pm

Volunteers can commit to 
just one session per week.

Volunteer Sessional Play Assistant
Create Project 2018
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About Saturday Arts & Dance

North Edinburgh Arts Saturday Arts & Dance 
programme is extermely popular with the local 
community and is one of our busiest days. We run 
both Arts and Dance sessions for 5 – 12 year olds. 
They are split into two sessions: 10.30 – 11.20am and 
11.40 – 12.30pm, with a snack in between. Volunteers 
will be expected to commit to one project with both 
ages, for example you would volunteer with either 
art or dance. This role would suit someone with an 
interest in working with children and young people 
and/or 
experience in an arts or dance disciplines. 

The Team

The Saturday team is made up of the following roles:

• NEA Duty Manager
• Arts or Dance tutors
• Sessional workers
• Volunteers including Youth Volunteers

Role Description

We ask volunteers to undertake the following tasks: 

• Support the lead artist in the overall delivery of 
the session;

• Interact, engage and create with the young 
• people
• If tasked with taking the register, mark off 
• children’s names;
• Help the café staff to oversee snack and help to 

tidy it away afterwards;
• Help with the smooth set up, delivery and clear up 

of the session;
• Be actively involved with the session briefing and 

evaluation.

Saturdays
10am - 1pm

Volunteer Sessional Assistant
Saturday Arts & Dance 2018
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About Zoo Arts

Zoo Arts is an established youth arts project for young 
people aged 9 – 14 years old. Zoo Arts is based on 
contemporary arts practice and allows young people 
to experiment and explore with many types of arts 
forms. Zoo Arts have done many public art pieces and 
exhibitions, as well as arts and nature days regularly 
throughout the year. This opportunity would suit 
someone interested in community and public art, and 
working with young people in a creative setting. 

The Team

The Zoo Arts team is made up of the following roles:

• NEA/project Manager
• Zoo Arts Project Coordinator
• Sessional Workers
• Volunteers

Role Description

We ask volunteers to undertake the following tasks: 

• Support the lead artist in the overall delivery of the 
session;

• Interact, engage and create with the young people;
• If tasked with taking the register, mark off children’s 

names;  
• Help the café staff to oversee snack and help to tidy 

it away afterwards;
• Help with the smooth set up, delivery and clear up 

of the session;
• Be actively involved with the session briefing and 

evaluation.

Wednesdays
3pm - 6pm

Volunteer Sessional Arts Support
Zoo Arts 2018
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About the Garden Project

The adult drop-in meets weekly and offers 
participants the opportunity to interact with 
nature, learn basic horticulture skills and learn 
about environmental concerns and practical 
solutions. Participants will help grow, nurture and 
tend the garden. This volunteer role will suit 
someone with an interest in horticulture, working 
with groups, the environment, and/or who would 
like to relax while learning some new skills in 
nature. 

The Team

The Garden team is made up of the following 
roles:

• Garden Coordinator
• Sessional Workers
• CJS- Community Jobs Scotland
• Volunteers

Role Description

We ask volunteers to undertake the following 
tasks: 

• Support the garden coordinator in the overall 
delivery of the session;

• Interact and engage with project participants;
• Help with the smooth set up, delivery and 

clear up  of the session; 
• Be actively involved with the session briefing 

and evaluation.

Tuesdays/Fridays
1pm - 4.30pm/10am - 12.00pm

Volunteer Horticultural/Groups Assistant
Garden Project 2018
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Volunteer Information

Time Commitment

Volunteering with NEA will involve regularly giving your time to help others and help develop 
projects within the centre. We are pleased that you’ve agreed to volunteer with NEA and your 
contribution is valued. However if you need time off whle volunteering please discuss with 
your project lead worker.

Support & Training
You will recieve an initial induction and tour of the building with an introduction to all the staff. 
You will also be offered any relevant free training as and when required to help you feel more 
confident in your role. NEA will also provide opportunities for on-going training, accreditation 
and support so that you get the most out of your experience with us. Angela Austin is the 
Volunteer Coordinator and works Monday and Tuesday. If you would like to discuss any aspects 
of volunteering, please email Angela at volunteer_coordinator@northedinburgharts.co.uk. You 
can also arrange a one to one meeting with Angela on a Tuesday afternoon between 1-2pm. 
Please also speak to your project lead worker for ongoing project support or contact one of 
NEA’s Managers Caroline Muirhead (managercm@northedinburgharts.co.uk ) /  Kate Craik 
(managerkc@northedinburgharts.co.uk).

To ensure that North Edinburgh Arts continues to be a success we need all volunteers to 
behave in a positive and appropriate manner and carry out their role to the best of their ability. 
If you find it difficult to carry out your role or if your behaviour upsets others we will always talk 
to you first. If we feel this cannot be resolved you may be asked to attend an official meeting to 
discuss the situation. If we are unable to resolve the situation you will be asked to stop 
volunteering with NEA in line with our policies and procedures. 

Expenses
NEA is only able to pay travel expenses up to the value of £3.50 for each of the sessions you 
volunteer for. If you need to claim expenses you will be required to submit your bus ticket to 
redeem your fare. You can hand your bus tickets or receipts to NEA reception to be reimbursed. 
Volunteers who work over four hours per day will be offered lunch in our café, up to the value 
of £3.50. You can collect lunch vouchers from NEA reception. 
 

Your Safety
North Edinburgh Arts provides insurance for volunteers while undertaking voluntary 
placements agreed by us. NEA will also provide you with supervision, appropriate training if 
and when required and support to help make sure that you feel comfortable and confident 
when volunteering with us. It is important that you understand and follow any information and
 training you are given.  If you don’t understand or remember something, always ask.  

All volunteers are treated equally and according to NEA’s Equal Opportunities Policy. 
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North Edinburgh Arts is actively undertaking environmental best practices and working 
to improve its sustainability performance. Our best practices focus on three main areas: 
greenhouse gas emissions, energy and waste management. Active involvement and 
engagement in these areas aims to reach the following objectives while achieving 
financial savings: 

• Using resources efficiently 
• Reducing the amount of waste we generate 
• Reducing our environmental footprint
• Minimising our contribution to climate change 

Successful environmental results will require the involvement of every NEA user. NEA is 
committed to being Resource Efficient and embedding sustainability in our organisational
 culture where we are able to create more using less.

As an organisation, NEA is made up of staff, tenants, board members, freelance tutors and 
volunteers, all of whom will contribute to our sustainability targets. With your help we will take 
action against climate change by reducing our carbon footprint, raise awareness, promote 
sustainable changes within our community and inspire others to join us. 

The following environmental best practices provide a framework for everyone to act in 
accordance with our sustainable values and principles:

TRAVELLING 
NEA encourages staff, tenants and volunteers to travel sustainably and the method of travel 
should be chosen on the basis of cost-effectiveness and environmental impact; this means 
reducing car use as much as possible and improve efficiency. 

• NEA is easily found by walking, cycling or by public transport.  Lothian bus routes  include 
the No 24, 27, 32, 37 which will stop on Pennywell Road (2 mins walk from the art centre). 
Also, bus routes No 8, 14, 16, 21 and 29 will also stop close by (within easy walking distance 
of the art centre).

• Volunteers will be reimbursed for cycling (at 25p per mile) or for using public transport 
(please refer to the ‘Can I claim expenses’ section in the Volunteer Handbook)

• Tenants, staff members and volunteers can also participate in NEA’s Car Sharing Initiative 

GOODS AND SERVICES
NEA encourages you to promote NEA’s Environmental Best Practices within the organisations 
so that together we create a positive impact in our surrounding community.

• Ensure that NEA´s Sustainability policy and best practices are available for everyone in your 
organisation (ask reception for a copy of the policy) 

• Help motivate others to ensure everyone works in an environmentally responsible manner 
and promotes the development of new ideas and initiatives  

• Promote projects that educate and inspire the local community to live sustainably
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ENERGY AND WATER REDUCTION
NEA is committed to reducing its energy and water consumption which can be done by 
simple changes in our energy and water use habits.

• Comply with the Switch Off Initiative: Be energy efficient and keep consumption to a 
• minimum. (Use natural light where possible) 
• Turn off all the lights when leaving a room and at the end of the day 
• Use the “sleep” option when not using your computer to save energy 
• Make sure to turn off and unplug all electronic devices at the end of the day. This includes 

all printers. 
• Comply with the Save Water Initiative: Be water smart and keep water usage to the
•  minimum. Turn off taps.

WASTE MANAGEMENT AND RECYCLING 
NEA is committed to being resource efficient and to reducing the amount of waste we 
generate. Prevention, reuse and recycling are our top priorities and sending waste to landfill is 
a last resource. 

• Waste generation and disposal should be considered and taken into account in every 
• action we take 
• Comply with our Reduce, Reuse and Recycle initiative
• The waste hierarchy should be implemented every time we dispose of materials –can it be 

reused or donated before being recycled or sent to landfill?
• Bring your own water bottle or ask the café for free tap drinking water 
• NEA is minimising the use of take-away cups and disposable food containers and 
       encouraging the use of reusable cups, mugs and dishes 
• If you are using our café catering or bringing your own food/drinks please ask the café for 

reusable cups, mugs and dishes free of charge 
• If bringing disposable cups and food containers please take them with you and recycled 

them responsibly 
• Be aware that no disposable take-away cups or containers will be provided by our café for 

those consuming their drinks within the building 
• Separate all waste following the recycling guidance in our Recycling Areas (In case of 

doubts please ask our Green Champion Valla Moodie)
• Make sure to separate all food waste correctly for composting (In case of doubts please ask 

our Green Champion) 
• Please take with you all glass, batteries, electronic devices, items that are not collected by 

our recycling/waste provider and recycle them offsite 
• Give away or donate any goods or materials that are no longer needed (but are still 
       useable). Ask reception or email photos of the item
• If you have any recycling suggestions please mention this to staff or NEA’s Green 
       Champion 
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CAFÉ AND CATERING 
NEA’s café represents one of our biggest opportunities when it comes to improving NEA´s 
sustainability performance so please follow these best practices when using the café.
• Reusable cups or mugs should be used when acquiring a hot drink to consume within NEA´s 

premises (GO GREEN and bring your own and you will receive a coffee stamp, 9 stamps=10th 
free) 

• NEA are minimising the use of take-away cups which will only be provided when the hot 
drink will be consumed outside our premises and you forgot your reusable cup 

• Take-away containers should only be given when food is going to be consumed outside 
NEA´s premises. No take-away containers should be used when sitting in any of NEA´s

       spaces 
• Reusable, compostable or recyclable catering products should be used wherever possible 
• Please use the café plates and mugs instead of using disposable containers and cups. If you 

wish to use disposables, please bring your own or when ordered from the café an additional 
fee may be charged for the waste management costs.

PAPER, PRINTING AND OFFICE EQUIPMENT 

NEA is raising awareness on the impact of our choices every time we decide to print something 
or use the office equipment. Printing should be kept to a minimum and the use of office 
equipment should be done in an environmentally efficient way.
• Documents should only be printed when strictly necessary 
• Double-sided and black and white printing should be used whenever possible to minimise 

paper and ink usage 
• Attempt to only use recycled paper or FSC certified paper
• We encourage electronic communication as well as encourage online methods for audience 

communication to reduce printing
• All tenants are expected to use the paper recycling facilities 
• We encourage you to add the following reminder on e-mail signature to avoid printing: 

• We encourage you to put a ‘Please Recycle’ in all printed material such as posters, 
       programmes, etc. 
• All electronic equipment should be switched off or in sleep mode when not in use

PROCUREMENT 
Environmental savings should make up a big part of NEA’s decision-making process and we 
should all work towards using only sustainably-source products. 

• When looking for goods and services, at least one of the options should be environmentally 
sustainable or eco-friendly 

• Ensure that all new equipment purchased is as energy efficient as possible 
• When ordering from suppliers, orders are grouped into as few deliveries as possible in order 

to reduce transport emissions and packaging
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COMMUNICATION
Communication is the key to improve our environmental performance and essential to achieve 
everyone´s involvement. We want the community to be aware of our sustainability efforts and are 
committed to actively communicating and engaging on an ongoing basis in order to meet our 
sustainability targets. 
• Please make sure that all people in your organisation that have access to NEA premises are aware of 

our Environmental Best Practices 
• We encourage you to share our Go green campaign and achievements to create awareness 

NEA’s main focus is to embed sustainability in our organisational culture and promote sustainable 
changes rather than just creating a set of actions and procedures everyone is forced to follow. We want 
to encourage people to be conscious about their actions, their impacts and extend environmental best 
practices beyond our premises. 

If you have any questions, ideas or would like to contribute to further develop our sustainability 
performance please contact our Green Champion. 
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