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When we talk about emissions, we’re often
referring to Greenhouse Gases (GHGs), like
carbon dioxide, that are released into the
atmosphere because of human activities
such as travelling. Excess greenhouse gases
in the atmosphere cause climate change.
Everything we do has an impact but some
activities are more impactful than others. 

This document provides guidance around work-related travel. As organizations
move to re-opening offices, a mindful approach to travel and commuting can
bring many benefits, including: aligning operations with organizational purpose,
considering how travel shapes a team culture, and understanding how travel
impacts an organization's ability to take climate action. 

Purpose
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The purpose of this document is not to tell you when you can or cannot travel,
nor is it to tell you what mindful travel means to you. This guide can help you
make your own informed decisions on how to travel well, with the aim of
gradually reducing your total carbon emissions over the coming years.

Considering the need to travel
Booking travel
Commuting to work 

This is a guide to help you make mindful decisions about work-related traveling,
and includes guidance around:

https://www.canada.ca/en/environment-climate-change/services/environmental-indicators/greenhouse-gas-emissions.html


CFC seeks to address pressing social issues in Canada, and our staff is highly
motivated and hardworking about bringing positive change to these issues.
Climate change is one of the most pressing issues socially, environmentally,
and economically we face today. In 2019, CFC started a Sustainability
Committee to identify and act on sustainability priorities, and in 2020, we
conducted a review of how CFC’s operations contribute to climate change. This
review found that the bulk of CFC’s carbon emissions come from travel.
Therefore, the Sustainability Committee created an internal document to
support staff with making informed travel decisions. This document has been
adapted from CFC’s internal travel guidance. 

Background

Interested in speaking to someone on
our Sustainability Committee? Email:
info@communityfoundations.ca and
ask for the Sustainability Committee.

The CFC Sustainability Committee 
interviewed our staff about their thoughts 
around travel. You may wish to do the same with your team. 

Efficiency: an interest to maximize work time while traveling.

Convenience: a desire to take the easiest, quickest, and most
straightforward form of transportation.

Personal commitments and work-life balance: a preference to take the
fastest route and fastest method of travel (planes over trains) to
minimize time spent away from home and families, especially when
trips are frequent.
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Some factors that CFC’s team reported they consider when they book travel were:



COVID-19 forced CFC to pause travel and work virtually for an extended
period of time. This enabled us to reflect on what work can be done
virtually, and what actually requires travel from time to time. It has given
CFC a moment to consider how travel impacts team wellbeing, both
positively and negatively. 

Climate change (SDG 13) is a growing challenge, and Canada is the third
largest per capita emitter of Greenhouse Gases (GHGs) in the whole world.
Emissions in Canada have increased by approximately 21% since 1990,
despite a commitment to reduce emissions by 40% compared to 2005
levels. In the last two years, there has been a major shift towards more
companies adopting carbon targets, and there is growing recognition that
all organizations need to take responsibility for their own emissions. 

Since CFC began this work in 2019, there are two main factors that have
shaped how we think about travel:

How has COVID-19 impacted your organization? What
assumptions did you make before about travel that
are now open to discussion? How does the current
climate emergency influence how you think about
travel at your organization?
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https://sdgs.un.org/goals/goal13
https://sdgs.un.org/goals/goal13
https://www.statista.com/chart/24306/carbon-emissions-per-capita-by-country/
https://www.statista.com/chart/24306/carbon-emissions-per-capita-by-country/
https://www.nationalobserver.com/2020/05/29/opinion/canadas-emissions-rise-yet-again-can-we-please-adopt-uk-carbon-budget-law-now
https://pm.gc.ca/en/news/news-releases/2021/04/22/prime-minister-trudeau-announces-increased-climate-ambition
https://pm.gc.ca/en/news/news-releases/2021/04/22/prime-minister-trudeau-announces-increased-climate-ambition


By changing the way our staff considers, plans, books and reports on travel,
we have realized some benefits: 

Mindful travel contributes to a great team culture that emphasizes
connection, good health and wellbeing.

CFC works on lowering carbon emissions, contributing to climate action -
every tonne of carbon counts!

Travel Guidance
The following is a suite of travel guidance that your organization can use when
thinking about travel. 

Considering the Need to Travel 

The following is a checklist of questions to ask yourself before you decide that
travel is necessary:

Can the purpose of the trip be accomplished virtually? 

Is there another member of the team located in the same region, or
headed to that region within a similar time frame?

Can you ask them to meet a certain person or be engaged in the
purpose of your potential trip? This can lead to efficiencies and reduce
the travel needed for multiple staff going to a similar region.

Can you combine this trip with another planned trip to the same region
happening in the near future?
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If you answered yes to any of these questions, a trip may not be truly
necessary, or it could be altered slightly to make it more efficient. 



Is this a new partner or new relationship that would greatly benefit from
a face-to-face meeting?

Are you initiating new partnerships or collaborations with organizations
and individuals where a relationship did not previously exist that would
benefit from an in person connection?

Is there an opportunity to learn more about a community you
are entering?

What land are you travelling to? What local Indigenous
communities reside there? What can you learn about the land
through them? 

Is there an opportunity to engage with any local colleagues to
reinforce team building? Is there a new colleague you can
meet in person?

Are there any partners or stakeholders in the region you can
connect with (and potentially avoid an immediate return trip to
the same region)?

If you answered yes to the questions above, a trip might be truly
necessary.

If you find a trip is truly necessary and beneficial, how can
you generate the most impact from your trip? 
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If you have decided that you do need to travel, it is helpful to minimize the
frequency and number of short and long-haul flights through adequate planning
and scheduling of meetings and events. 

 
Source: Carbon Footprint Calculator

Action Opportunity: Replacing Short Haul Flights

Example:
Ottawa to 
Toronto 
Roundtrip 

0.26 tonnes 0.15 tonnes 0.03 tonnes

42% less 88% less

Ways to Travel

The above figure demonstrates the difference between a trip on a plane, car
and train. If you take a car between Ottawa and Toronto, you reduce your
emissions by almost half. If you take the train, you reduce your emissions by
almost 90%! In other words, one short haul flight between Ottawa and Toronto
emits almost 9 times as much carbon as taking the train. 

Taking the Train

VIA Rail travel is the most efficient way to travel short and medium distances in
terms of GHG emissions.  VIA Rail offers visuals so you can see how much
productive time you gain by taking the train, and how much less carbon you will
emit here. 
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https://www.carbonfootprint.com/calculator.aspx
https://www.viarail.ca/en/why-via/compare-train-and-car


When multiple people are involved, driving is often most efficient. Driving solo is
less efficient for trips over ~482 km. Your organization may prefer you rent a
small car rather than drive your own, as this may be simpler for insurance
purposes and a rental car may have better fuel economies and efficiencies. 

If you are able to rent an electric vehicle, that is preferable in terms of carbon
emissions if the cost is fairly comparable to a gas-powered vehicle. Hydro
power is the largest source of electricity generation in Canada, so this is
incredibly efficient with low or no GHGs during transit (Source: Canada’s Energy
Futures 2021 Factsheet). Hybrids can also be a great choice when available.
See here or here for maps of charging stations in Canada. The electricity source
does vary per province and territory, so you may wish to check the electricity
generation mix of the province or territory you will be driving in before making
your decision on the type of car to use (see here). Electricity generated mostly
by coal or coke will emit more GHGs.

Driving

Flying

Below are tips for when you cannot avoid flying:

Fly economy instead of business class, as business class
passengers occupy more space and this reduces an airplane’s
efficiency (Source: Bofinger and Strand, 2013)

Take direct, non-stop flights. Jet fuel is a high-carbon energy
source, and take-off and landing are the most fuel-intensive parts of
a flight, so the more connections you make, the higher the carbon
emissions.

Take daytime flights, as these emit fewer emissions during the day;
this is due to the heat-trapping effect of contrails and cirrus clouds
at night, and sunlight reflecting during the day (Source: Stuber,
Forster, Radel, & Shine, 2006).
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https://www.cer-rec.gc.ca/en/data-analysis/canada-energy-future/2021electricity/index.html
https://www.energyhub.org/ev-map-canada/
http://here/
https://www.cer-rec.gc.ca/en/data-analysis/energy-markets/provincial-territorial-energy-profiles/index.html
https://documents1.worldbank.org/curated/en/141851468168853188/pdf/WPS6471.pdf
https://www.nature.com/articles/nature04877.epdf?sharing_token=cPtA4eDLn5u7TvJNLxfHH9RgN0jAjWel9jnR3ZoTv0Md0xAKdkQ-ugR4lG-scVbhMVu9E8Jrc9GpMB_NBGFo-ZwebOqqxPcSrhgAN3fQyxwKdb8jlc_Gsa2kgZZp3P0LgUUhrjXwizg6XgUkd32geH-5QR48UDzni09RCpp_yjvJJixoU2SSETM1GbX8SNHeOqpG7iI2djuUAA5sIfk7sw%3D%3D&tracking_referrer=www.cbc.ca


Stay longer and be strategic with trip planning - make sure to meet
with everyone you can while in one region (while also looking after
your own wellbeing!) to avoid the need to take two trips to the same
place within a short time frame.

Check in with others on your team to see if there are people you
could connect with while you are in that location, or if others on your
team have been considering traveling to the region for a task you
can accomplish while you are there. 

Bring less - the heavier an aircraft, the more fuel it consumes. Each
individual traveler can make a big difference in fuel consumption by
packing lightly, as the weight reduction means fewer GHGs will be
emitted.

Local Transport

Walking (if that’s available to you) - it's free, good
for health, and you get to see more of the
community. 

Prioritize public transport over individual vehicle
use where possible - bus, train, tram or subway
are all efficient ways to move around.

Encourage car sharing or other group travel for
multiple staff traveling to the same location. Rent
a car or use carshare instead of driving your own
if possible - it s likely easier for your organization
for insurance purposes, and rented or carshare
vehicles are likely to be newer and more efficient.

See this list for accessible transportation options
in each province. 
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https://www.heartandstroke.ca/services-and-resources/transportation


The types of expenditures that are reimbursable,
including any per diem amounts. 

Your responsibilities to manage travel.

The process for you to file and obtain travel expenses
and reimbursement.

Processes to log and track the carbon emissions
generated by your trip.

Booking and Reporting Travel
Before travelling, please review any travel guidance in your organization’s
policies and procedures. Your employer may have information pertaining to:

At CFC, we work with a travel agency to book staff travel,
and that travel agency shares the associated carbon
emission with us for reporting. For travel not booked with
our travel agency, we ask team members to share their
start and end locations and type of transportation (vehicle,
train or plane) when they are submitting a travel expense
form. This allows us to track our total carbon emissions
each year and helps us set new targets for ourselves. 
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It is recommended to stay in accredited hotels. This is to ensure
hotels have a certain standard of care, particularly with COVID-19, and
there are legal avenues to pursue if you have a sub-standard time.  It
also ensures that you are not contributing to rising housing prices as
a result of the Airbnb platform facilitating the switch from long-term to
short-term rentals. 

Consider booking a hotel that is centrally located so that you can
walk, bike or take public transit easily.

When you a book a hotel, check if your hotel is Green Key certified (a
rating of 4 or 5 is best). This rating indicates if the hotel is committed
to improving its environmental practices. 

Tips to Remember

Remember time zone differences when setting up meetings.

Set up an Out of Office (OOO) message that says you will be
slow to respond.
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Booking Hotels



Summary
A lot of jobs require some sort of work-related travel, but there is opportunity for
creative solutions, like reframing what is necessary travel, and reconsidering
what modes of transportation we use. While this work can certainly be done on
an individual level, we have found that creating an internal, organizational travel
protocol has brought our team together, as we hold ourselves accountable for
how we contribute to climate change. 

We hope this guide is helpful for you, your team and your own sustainability
journey! 

If you want to learn more about how you and your organization can take climate
action, see the list of resources below. If you are a funder, consider signing the
Canadian Philanthropic Commitment on Climate Change that we also have
signed onto.

Yours in Climate Action, 

The CFC Team
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https://philanthropyforclimate.ca/


Climate Atlas of Canada

Project Neutral

The Canadian Philanthropic Commitment on Climate
Change Implementation Guide

Green Economy Canada’s FREE Climate Action
Bootcamp

Green Action Centre (Manitoba) 

Newfoundland and Labrador Vital Signs Report (focuses
on climate change) 

United Nations climate e-learning hub 

Additional Resources

Do you have a resource you think would
be valuable to add? Reach out to us at
info@communityfoundations.ca and ask
for the Sustainability Committee. 
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https://climateatlas.ca/topic/take-action
https://app.projectneutral.org/
http://www.philanthropyforclimate.ca/
https://philanthropyforclimate.org/implementation-guide/
https://greeneconomy.ca/climatebootcamp/
https://greeneconomy.ca/climatebootcamp/
https://cfnl.ca/wp-content/uploads/2023/01/NL-Vital-Signs-2022-FINAL.pdf
https://unccelearn.org/
https://unccelearn.org/

