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CAMBRIDGE City Council and Cambridge Carbon Footprint launched the Cambridge Climate
Change Charter and its accompanying Carbon Footprint Calculator in September 2020. It calls on
residents and businesses to sign up and take practical steps to reduce their emissions and help
Cambridge become a zero carbon city.
The Charter gives Cambridge’s individuals, businesses and organisations an opportunity to
demonstrate their commitment to climate action and provides realistic advice and encouragement
to anyone wanting to help tackle climate change, making suggestions around the four key areas of a
footprint: food, travel, shopping and home energy.
Cllr Rosy Moore, Executive Councillor for Climate Change, Environment and City Centre, said:
“It’s going to take a real collective effort by everyone in Cambridge to reduce our emissions, save energy
and fight climate change. Nobody can do it all, but if we all identify some changes we could make and
pledge to take action, then collectively we can make a real difference to bringing about a cleaner, greener,
carbon neutral Cambridge.”
The Charter was recently awarded the iese Certificate of Excellence.

Cambridge Carbon Footprint is a registered charity that’s dedicated to inspiring people to engage
with climate change and empower them individually and within their communities, to move towards
low carbon living.
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COMMUNITY TOOLKIT

SHRINK YOUR
CARBON
FOOTPRINT

A step-by-step guide to delivering a one hour
workshop on reducing your carbon footprint with a
group of individuals in a workplace, organisation or
community setting.

Introduction
This Toolkit is aimed at people in the workplace
and community settings who aren’t environmental
experts but are passionate about taking practical
steps to address the climate and biodiversity
crisis. The Toolkit comprises a 60 minute ‘Shrink
Your Carbon Footprint’ presentation and
workshop plan that can be used off-the-peg or
tailored to a particular audience. It also includes
tips and guidance on how to lead a good session,
how to get people along and signposting to
further support.
People like yourselves, who are tapped into
workplaces, community, faith and interest groups
are key to engaging and supporting the 74% of
people who say they want to take action on
climate change, but don’t know where to start.
You really won’t be expected to run the perfect
session! We’d love participants to leave the
session with ideas about reducing their footprint
that are meaningful and relevant to them, but
because things don’t happen overnight, we’re
aiming for progress, not perfection!
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THANK YOU FOR COMMITTING
TIME AND ENERGY TO DELIVERING
‘SHRINK YOUR CARBON
FOOTPRINT’.

The Committee on Climate Change tells us
that

60%
of the changes needed to help us reach
net zero depend on behaviour change by
individuals.

By running this workshop you are
demonstrating climate leadership,
through spreading awareness to others one of the most powerful things any of us
can do to make a difference.

CAMBRIDGE CARBON FOOTPRINT

PAGE 05

COMMUNITY TOOLKIT

To share the ‘Shrink Your Carbon
Footprint’ slides with others you’ll need
to know how to share your screen with
participants and if you’d like to add a
video at your get together, you’ll need to
ensure that you can share your
computer’s sound with attendees. See
screen sharing advice in the Appendix.

WHAT TO
EXPECT
THIS TOOLKIT INCLUDES:
1. A ‘Shrink Your Carbon Footprint’
PowerPoint presentation
2. Guidance on running a good
workshop
3. A Workshop Outline
4. Background resources and further
reading on carbon footprints
5. Publicity advice and resources
6. Signposting to local initiatives and
organisations

CAMBRIDGE CARBON FOOTPRINT

It’s an online workshop, for now
This version of ‘Shrink Your Carbon
Footprint’ is designed to be delivered to a
group of between 4 -10 people via an
online conferencing platform like Teams or
Zoom and is suitable for any sort of
grouping: from colleagues and teams in a
workplace to faith, interest and
community groups, councillors, educators
etc.
If using Zoom, you’ll need to use a Zoom
Pro account to be able to run a one hour
session (this can be purchased monthly).
Suitable platforms include:
Microsoft Teams
GoToMeeting
Google Meet
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SUPPORT
CCF will run training sessions on delivering ‘Shrink Your Carbon Footprint’, dates will be
published in their newsletter (register to receive this here), on our website and through our
social media channels; Facebook, Twitter and Instagram. If you have questions about the
toolkit or running a session please email: nicole@cambridgecarbonfootprint.org.

GUIDANCE ON
RUNNING A
GOOD
WORKSHOP
There’s detailed guidance re running
‘Shrink Your Carbon Footprint’ in the
Workshop Outline but in a nutshell, the
hour involves:
Introducing people to carbon
footprints and why they’re important.
You, the facilitator demonstrating how
the Carbon Calculator works by filling
it in during the workshop.
Discussing your results, sharing our
Advice Hub and getting people to
reflect on what they might do.

ADVICE IF HOLDING THE EVENT IN PERSON
Layout the room before people arrive so you
can focus on welcoming participants and
answering any questions they have. Choose
as airy a room as possible that allows for
people to sit comfortably and at a distance
that they feel comfortable with.
A lunchtime could work well, especially if
you were able to offer a lunch to
participants. Offering refreshments at an
evening session will always be popular and
creates a space for people to meet and chat.
The workshop takes an hour, ideally you’d
leave some time for informal chat/getting
settled/refreshments.
You’ll need to connect a laptop connected to
a projector/screen.

Signposting people for further advice
and support and seeing if attendees
want to stay in touch and do more. See
the Shrink your Carbon Footprint
presentation details.

CAMBRIDGE CARBON FOOTPRINT
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THINK ABOUT
WHO YOUR
AUDIENCE IS!
It can absolutely be used as it is, but
tailoring or even tweeking it a little to your
audience will heighten its impact.
You might consider whether those
joining you have any shared concerns or
ambitions or share a common set of
values or beliefs?
Have any environmental topics come up
in the past or is something timely and
topical?
Are the group working towards an
accreditation or green scheme?
Considering the different ways in which
different people learn is useful too.

CAMBRIDGE CARBON FOOTPRINT

The entire toolkit, including the ‘Shrink
Your Carbon Footprint’ slides are a
template for you to use.

Do you think your group would like a
straight presentation with minimal
interaction/sharing, or should there be
plenty of time for discussion?
Are there one or two areas of footprint
that are more relevant to certain
audiences than others - might a group
of teenagers be more likely to engage
with the food and shopping parts of the
footprint than aspects like travel and
home energy over which they have less
control?
Would it be helpful to invite along a
leadership figure/early adopter that’ll
endorse both and what you hope to
achieve?
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FACILITATION AND
RECOMMENDED APPROACH
Try to maintain a relaxed and respectful atmosphere that welcomes all
contributions. Acknowledge there may be feelings of sadness, anger & grief around
the topic whilst emphasising that we can all make a difference, that we’re all hoping
to progress, not to be perfect. Reinforce that even turning up for this hour is
positive because being well informed leads to more effective action, that people will
discover what makes a real difference and that they might leave feeling that they
are part of a growing community of people wanting to make changes.
The way a workshop is facilitated will impact what people take away from it. The
following tips may help:
Keep things moving. Try not to get stuck on one topic for too long. Prepare
simple ways to shift conversation onto the next topic so that there is time to get
through everything.
Preparation. Do practice the Calculator and familiarise yourself with the Advice
Hub and Pledge Page in advance: Take action – Cambridge Carbon Footprint,
Charter – Cambridge Carbon Footprint. Carbon Footprints – Cambridge Carbon
Footprint. Test out any video clips you would like to use before the event so
that you are confident on how to use these on the video platform. Practice
sharing your screen on whatever video conferencing platform you’re using advice in the Appendix.
Give clear guidance on how you want the session to run. E.g. how, where and
when to ask questions, when people should be on mute etc.
Keep to time and find a subtle way of telling people to finish/hurry up if they
are going on too long.
Ensure everyone participates. It’s a good idea to keep an eye on who is
participating and who isn’t. If the opportunity arises, invite quieter participants
to contribute.
Don’t worry if you can’t answer questions. If/when you encounter questions
you aren’t sure how to answer, point out that plenty of further resources are
available on Cambridge Carbon Footprint’s website or ask the audience if they
might help.

CAMBRIDGE CARBON FOOTPRINT
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GETTING PEOPLE ALONG
TO YOUR EVENT
There are publicity resources in this folder - including social media graphics, stock text
and a downloadable poster.
Think about whether you want to lead on this event alone or get a few others on board
to help do things like help spread the word, co-host the meeting etc?
Try to get the date into people’s diaries around 3 – 4 weeks in advance if possible. Get
management, communications folk, green champions, leaders… in fact anyone to share
social media, newsletters, notices, posters etc.
Send a reminder out to participants a couple of days before the meeting.

CAMBRIDGE CARBON FOOTPRINT
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WORKSHOP OUTLINE FOR ‘SHRINK
YOUR CARBON FOOTPRINT’
Aim: To encourage people to leave the workshop feeling confident and inspired to measure their impact
using the Cambridge Carbon Footprint Calculator and to know where to find our Advice Hub so that they
can act to reduce their footprint in a way that’s relevant for them. Signpost them to the Cambridge Climate
Charter to make them feel part of a movement for change. In this folder you will find a printable version of
the Workshop Outline for guidance.
Audience: 4-10 people is ideal
Length: 1 hour is ideal

Duration
(Cumulative)
5 mins
(5 mins)

Section

Welcome and
introductions

Description and Purpose

Description: Welcome and thank
participants for coming along.
Introduce yourself and a brief
reason you’re hosting the session (if
you’d like to). Outline what will
happen over the session and what
you hope people might go away
with. Before diving in, ask attendees
to briefly introduce themselves and
mention one thing that motivated
them to join today. You’ll need to
consider numbers - if you have
more than 10 attendees then you
might need to leave the motivation
part.
Purpose: To put attendees at ease
and set out any workshop etiquette.

Practical notes/ useful resources
Assign any workshop helpers as
‘Co-hosts’ so they can help out.
Keep an eye on the ‘Waiting
Room’ if you’ve enabled that.
Ask people to stay muted but on
camera if possible. People
should only unmute when
interacting directly with the
workshop host or another
attendee - otherwise the
background noise will be very
distracting and annoying.
Decide when and how you’d like
people to ask questions? Should
they wait for the Q&A, put them
into the ‘Chat’ etc.
Let people know if you intend to
record the session and if you’ll
be sharing slides/the chat post
event.
*See appendix for further advice on
welcome and introductions

CAMBRIDGE CARBON FOOTPRINT
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YOUR CARBON FOOTPRINT’
Duration
(Cumulative)
10 mins
(15 mins)

Section
Understanding
carbon
footprints

Description and Purpose
Description: What are carbon
footprints?

Practical notes/ useful resources
Start sharing the ‘Shrink Your
Carbon Footprint’ PowerPoint
slides up until slide 9.

Why should we worry about them
and what can we do?
What are the biggest contributors to
a carbon footprint?
Purpose: To provide background
information so attendees have an
introductory understanding of the
calculator and why it’s important.
5 mins
(20 mins)

Q&A on
footprints

Description: Take questions and
answer those that you can. Invite
attendees to answer many of the
questions/clarifications that arise if
appropriate.
Purpose: To help attendees clarify
outstanding queries/seek
clarification.

15 mins
(35 mins)

Calculate your
carbon
footprint live

Description: Demonstrate how the
Calculator works by filling it in yourself,
live. Get your results and see what
actions the Calculator recommends for
you. Then go to the Advice Hub and
the Charter for further action you can
take.
Purpose: To provide attendees with
the knowledge and confidence to
calculate their own carbon footprint
after the workshop. To encourage
others to do so too.

CAMBRIDGE CARBON FOOTPRINT

Check for questions in the chat
and either read them out or ask
attendees to ask them. If you
have a co-host they could do
this.
or
Ask people to raise a hand so
they are noticed and ask them to
unmute to ask their question.
Enter the data in the Calculator as
an individual i.e. just to work out
your own carbon footprint, rather
than an entire household. Make
sure to practice entering your data
into the Calculator a few times so
you’re not taking too long to think
about the answers.
You’ll need a decent internet
connection and access to the
Calculator on CCF’s website.
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YOUR CARBON FOOTPRINT’
Duration
(Cumulative)
5 mins
(40 mins)

Section

Description and Purpose

Carbon
footprints in
practice

Description: Two examples of other
individuals who have calculated their
carbon footprints and their suggested
actions.

Practical notes/ useful resources
If you want more time for the
carbon footprint discussion
section below, this section can be
kept shorter than our suggested
timing.

Purpose: Gives attendees an idea of
how calculating your carbon footprint
might help you reduce your emissions.

5 mins
(45 mins)

Calculating
your carbon
footprint
open
discussion

Description: Open discussion on
initial thoughts of the results - any
surprises? What was the most
interesting element, are there
actions that people think they could
do?

Prompt questions, see Appendix.

Purpose: To provide initial feedback
on any insights gleaned from seeing
the process of calculating a carbon
footprint.

5 mins
(50 mins)

Inspiring local
folk

Description: 4 slides featuring what
4 local people are doing to reduce
their footprints.
Purpose: to reveal that other
people in Cambs are already making
lowering their footprint in a number
of ways.

Slides 16 to 20 feature ‘inspiring
local folk’.
There are more detailed case
studies of climate action in
Cambridge on CCF’s website,
here.
If there are people in your
community group/workplace etc
doing good stuff then you could
mention them here.

CAMBRIDGE CARBON FOOTPRINT

PAGE 13

WORKSHOP OUTLINE FOR ‘SHRINK
YOUR CARBON FOOTPRINT’
Duration
(Cumulative)
5 mins
(55 mins)

Section
What's next

Description and Purpose
Description: Share the link to the
Calculator. Consider other kinds of
action like divesting, using the arts to
share messages, a book group,
practical volunteering, donating etc.
Ask what actions we can do next such
as climate leadership suggestions:
become a councillor, give a talk,
become a workshop host yourself,
lobby your MP, write to the press/use
social media etc.

Practical notes/ useful resources
Links to the relevant websites
and groups. There is a link to the
Cambridge Resilience Web in the
deck of slides.
Make aware that this toolkit and
PowerPoint are free for other
people to use if they wish to
hold a similar event.
Use any relevant notes (if any
taken during event).

Share local groups to tie in with. Share
how to stay in touch with CCF and
direct people to the Charter slide to
direct people where they for where
they can go to take further climate
action.
Purpose: To remind attendees of the
topics covered, any insights brought
up and to encourage them to take
action after the workshop.
5 mins
(60 mins)

Wrapping up,
final thoughts
& any other
questions

Description: Ask everyone to share
one thing they’ve learnt from the
workshop or one thing they will do.
Thank everyone for coming.
Purpose: Enables attendees to
process and summarise the important
elements of the workshop for them.

For further points on running this workshop please see the notes section in your Shrink Your Carbon Footprint
presentation. These are only a guide for a proposed workshop agenda, feel free to tweak the running order, discussion
points and slides as you would like to fit with your audience and your facilitation style. We advise that you go over the
workshop notes in advance of your presentation to familiarise yourself with the content.
CAMBRIDGE CARBON FOOTPRINT
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APPENDIX

ADVICE ON WELCOME & INTRODUCTIONS
Introduce yourself and explain why you decided to run this workshop. A brief personal anecdote around
this is a great way to engage with your audience and give a more accessible and personal touch. Perhaps
you yourself have always wanted to be more sustainable but weren’t sure what to do and you are hoping
this workshop will give you some ideas. Or perhaps you have seen the impact appropriate actions can
have on the environment and would like to encourage others to do the same. Or perhaps you were always
worried an action to reduce your own carbon footprint would be too difficult but have discovered that it
can be simple and would like to share your experience.
Ask everyone to briefly unmute and say who they are and answer one question. This can be decided by
you but a couple of examples would be: one reason why they have come along to the workshop or one
thing they are interested in learning from it. There are a number of benefits to this: it enables everyone to
participate early on and then be more likely to contribute to discussion later; participants start to get to
know the others in the group (if they don’t already); and it also helps you to have more of an idea of what
the audience is interested in which can help you to prompt discussion later in the workshop.
Outline how the session will run and any workshop etiquette. Including an overview of content, timings,
breaking out and tone and other points about asking questions, muting using chat etc. This is a good
opportunity to outline your level of expertise to your attendees. This workshop is aimed to support those
who are not experts in the area of environmental issues to have the tools needed for a discussion.
Therefore, make your level of knowledge clear to your attendees so that they know that you may not
have the answers to their questions. If this is a topic that interests or concerns you and you would just like
to share what you have learnt so far, that is great! And if you are asked questions you don’t know the
answer to that is to be expected. There are many links in this toolkit that people can be directed to so that
they can be enabled to find the answers for themselves.

CAMBRIDGE CARBON FOOTPRINT
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APPENDIX

ADVICE ON SETTING UP PRESENTATION
This page is to help you set up your presentation, so that you can see the presentation notes alongside
the slides, while your audience will only see the slides.
If using PowerPoint - you will need version 2013 or later
Open the "Shrink Your Carbon Footprint" slides in PowerPoint.
Share your screen, choosing the PowerPoint window.
Start the presentation from the first slide.
In the control panel on the bottom left hand of the slide, push the three dots and choose presenter
view, this will enable you to see the presenter notes, but not your audience.
For more information on using presenter view in PowerPoint, see here.
If using Google Slides
Open the "Shrink Your Carbon Footprint" slides in Google Slides and use the drop down arrow for
presenting to select Presenter View. Make sure you are on the first slide of the presentation.
Alongside the main slides browser, a new smaller window will open with the presenter view, which
includes notes, slides and control function.
Adjust the size and position of the windows so you can see the presenter view window and the
presentation slides window.
Share your slides, select the browser that contains the slide show only (not the presenter view).
This should enable you to see the presenter notes, but not your audience.
For more information on using presenter view in Google Slides, see here.

CAMBRIDGE CARBON FOOTPRINT
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APPENDIX
USEFUL RESOURCES TO GUIDE YOUR
WORKSHOP
REPORTS AND WEBSITES:
FINAL-WWFUK_Carbon_Footprint_Analysis_Report_
March_2020 (003).pdf
The Carbon Literacy Project - Course
Toolkit
The Carbon Literacy Project - The CL
Standard
The Carbon Literacy Project - The
Training Day
The Carbon Literacy Project - The
Audience
52 Climate Actions - lots of resources
on actions and their impacts.

VIDEOS:
The Climate Crisis: Towards Zero Carbon,
Cambridge University, Sir David
Attenborough, Feb 2020.
Is It Too Late To Stop Climate Change?
Well, it's Complicated. Breakthrough
Energy, explains what a carbon footprint
is (towards end - explains background
first)..
Breakthrough Energy, explains historic vs
current emissions and why it is important
for everyone to do their bit to reduce
GHGs.
Climate Outreach’s video on how Lifestyle
change and system change are two sides
of the same coin - UNEP Emissions Gap
report.

Cambridge Carbon Footprint’s take action pages also include guidance
and information on reducing the four areas of the carbon footprint and
demonstrating climate leadership.

CAMBRIDGE CARBON FOOTPRINT
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APPENDIX

Prompt Questions
In this folder you will find a printable version of these prompt questions for guidance.

Personal carbon footprints
Which area do you think is the biggest of the four areas of the carbon footprint?
What do you think are the biggest contributors to your own personal carbon
footprint?
Is there anything that surprised you when seeing the carbon footprint calculator
filled out?
Were there any questions you hadn’t thought would be in there? (“I didn’t realise
that my shopping budget was relevant to a carbon footprint!”)
Were there any outcomes that surprised you (“I thought your carbon footprint
would have been smaller than that because you don’t travel abroad much”)
Were there any actions that you didn’t know about and would now consider? (“I
hadn’t thought about changing my energy provider before.”)
Taking action
Which actions do you think would be the easiest to implement? Why?
Which of the actions here would be the most challenging for you to implement?
Why?
Can you think of what barriers there would be to [taking XX action]? Is there
anything that could be done to make this?
Are there any actions that you would like to take but that have too many barriers
in the way? (e.g. cost, time to implement, skills needed).
What could be done to remove these barriers? (whether individual action such as
learning a skill or policy-related action such as subsidies for solar panels or cheaper
train fares to dissuade from flying).

CAMBRIDGE CARBON FOOTPRINT
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APPENDIX

Proposed Carbon Reduction Actions
A list of big and small actions individuals can take from all four areas of the carbon footprint, and tips on how to
demonstrate climate leadership.

CAMBRIDGE CARBON FOOTPRINT
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We hope this toolkit helps guide an educational Shrink
Your Carbon Footprint workshop that will inspire many
engaging conversations and actions around carbon
footprints.
Cambridge Carbon Footprint would love to hear how
your session went.
Please share your feedback and experiences with us
through this form.
Also let others know in the community how it went
and celebrate your climate leadership - get the
conversation started on social media by posting any
updates, photos and interesting conversations, using
the hashtag #camclimatecharter and tagging CCF.
@CamCarbonFootprint
@CCFCambridge
@camcarbonfootprint
Keep in touch - sign up to our newsletter here.
Any questions about running the community toolkit sessions, the calculator or for more information on
signing the Cambridge Climate Change Charter, please contact nicole@cambridgesustainablefood.org.
By running this workshop you are
demonstrating your climate leadership.
Join a like-minded community of climate
leaders, celebrate positive climate action
and be part of building a sustainable
future for all in Cambridge, by signing and
spreading awareness of The Charter.

CAMBRIDGE CARBON FOOTPRINT

www.cambridgecarbonfootprint.org/charter
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