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Candidate Details
[bookmark: _Toc442351917]Assessment – BSBSUS401: Implement and monitor environmentally sustainable work practices
The learners must complete the following activities and hand them into you for marking. This forms part of the learner’s assessment for BSBSUS401: Implement and monitor environmentally sustainable work practices. The initial activities are formative – the Major Activity is summative but all should show the learner’s knowledge of the unit. The activities should be completed in a suitable environment, whether that is a classroom, training environment or an appropriate workplace location. 
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below:
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________
[bookmark: _Toc442351918]
Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________
Activities
[bookmark: _Toc442351919]Activity 1A
	Estimated Time
	50 Minutes

	Objective
	To provide you with an opportunity to identify environmental regulations applying to the enterprise.

	Activity
	This session will require access to the internet.

What are the nine “matters of national environmental significance” as determined in the Environmental Protection and Biodiversity Conservation Act (EPBC) 1999?

· World heritage properties
· National heritage places
· Wetlands of international importance
· Nationally threatened species and ecological communities
· Migratory species
· Commonwealth marine areas
· The Great Barrier Reef Marine Park
· Nuclear actions which includes uranium mining
· A water resource (in relation to coal seam gas development and large coal mining development).

What groups of people are affected by the EPBC? Is your organisation included in any of these groups and if so, which one?

· Landowners
· Developers
· Industry
· Farmers
· Councils
· State and territory agencies
· Commonwealth agencies.

Identify seven different business activities that could be considered as an “action” in terms of actions that may have a significant impact on any of the matters of national environmental significance. What, if any, apply to your organisation?

· Property development of buildings, structures, infrastructure or facilities including:
· construction
· expansion
· alteration
· demolition
· Industrial processes
· Mineral and petroleum resource exploration
· Storage and transportation of hazardous materials
· Waste disposal
· Earthworks
· Impoundment
· Extraction and diversion of water
· Agricultural activities
· Aquaculture
· Research activities
· Vegetation clearance
· Culling of animals
· Dealings with land.

Accessing the “Protected Matters Search Tool” on the Australian Government website at: www.environment.gov.au/topics/about-us/legislation/environment-protection-and-biodiversity-conservation-act-1999/protected, use the tool to generate a report on the location of your organisation to determine whether there are any matters of national environmental significance within your location. Document your findings in your workbook and if possible, print and attach the report generated.

This will vary from one learner to another.

Using the internet, find out what other legislation related to the environment is in place within your state or territory. Document your findings in your workbook.

This will vary from one learner to another.

Does any of the legislation apply to your organisation? If so, what and why?

This will vary from one learner to another.







[bookmark: _Toc442351920]Activity 1B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to analyse procedures for assessing compliance with environmental/sustainability regulations.

	Activity
	With which environmental/sustainable regulations does your organisation have to comply in terms of those dictated by:
· International
· Commonwealth
· State/territory
· Industry
· Organisation?

This will vary from one learner to another.

What procedures are in place within your organisation to assess its compliance with these regulations?

This will vary from one learner to another but should include information about environmental management, audits and reports.

How, if at all, could these procedures be improved?

This will vary from one learner to another.






[bookmark: _Toc442351921]Activity 1C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to collect information on environmental and resource efficiency systems and procedures, and provide to the work group where appropriate.

	Activity
	Using the internet, research environmental and resource efficiency systems and procedures applicable to your organisation and the geographical location of your organisation. Document your findings in your workbook and present to the work group.

This will vary from one learner to another.

Suggest three ways of conserving energy within the workplace.

· Turning off all lights and equipment when not in use
· Using the most energy efficient lighting
· Using power saving functions on equipment
· Using the most efficient sized equipment for the task
· Installing more windows or sky lights to reduce the need for artificial lighting
· Ensuring the thermostat for the heating is at its most efficient
· Insulating rooms
· Fitting self-closing doors to reduce heat loss
· Use cold water instead of hot wherever possible.

Suggest two ways of conserving water.

· Use the minimum amount of water required – for example if boiling a kettle for one drink, only fill it with that specific amount
· Fix any leaking or dripping taps
· Avoid using water wherever possible – for example using a broom to clean something instead of water
· Find a cheaper way of treating waste water
· Re-use rain water for operations that do not require high quality water – for example as a boiler feed.






[bookmark: _Toc442351922]Activity 1D 
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to collect, analyse and organise information from a range of sources to provide information/advice and tools/resources for improvement opportunities

	Activity
	Refer to the waste management system used within your organisation and identify areas in which improvements could be made.

This will vary from one learner to another.

Identify stakeholders within your organisation that could provide you with information and advice about improvements to efficiency.

This will vary from one learner to another but stakeholders may include:

· Employees
· Directors
· Shareholders
· Investors
· Creditors
· Suppliers
· Contractors
· The community served by the organisation.


Identify a vehicle for one specific stakeholder or group of stakeholders to provide suggestions on how improvements could be made to their area of expertise. Document the findings in your workbook.

This will vary from one learner to another.






[bookmark: _Toc442351923]Activity 1E 
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to measure and document current resource usage of members of the work group.

	Activity
	Identify resources related to environmental management within your organisation that need to be measured for their usage.

This will vary from one learner to another but may include:

· Utilities
· Business equipment and machinery
· Raw materials
· Disposables:
· food
· plastic
· paper
· cardboard
· glass.

Select one resource that you intend to measure and decide how you are going to measure it.

This will vary from one learner to another but may include:

· Total amount of resource used over fixed period(s) of time
· Total cost of resource used
· Total cost of resource used in comparison to cost of wastage
· Total cost of resource used in comparison to relevant profits made
· Amount of resource used in comparison to regulatory guidelines or limits.

Is the usage of the resource governed by any formal regulations? If so, what?

This will vary from one learner to another.

Is the usage of the resource governed by internal organisational guidelines or specifications?

This will vary from one learner to another.






[bookmark: _Toc442351924]Activity 1F 
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to analyse and document current purchasing strategies.

	Activity
	What is a purchasing strategy?

A purchasing strategy is the way in which an organisation manages its costs and inventory and arranges payment terms with suppliers that are consistent with the cash flow of the company. For purchasing strategies to be efficient it requires knowledge of prices and product options and the ability to build solid relationships with suppliers.

What is sustainable procurement?

Sustainable purchasing strategies are designed to reduce the adverse effects a purchased product or service has throughout its life in three different areas; environmental, social, economic.

Sustainability is the notion of meeting the needs of the present generation without compromising those of future generations. It can often lead to innovative developments and improvements in the efficiency of products and services.

Adopting a sustainable purchasing strategy can produce a number of benefits to the environment, society and the economy. Name as many as you can for all three areas.

· Environmental:
· conservation of natural resources, energy and water
· reduced pollution
· reduce waste and waste disposal
· conservation of flora and fauna
· Social:
· an inclusive and ethical approach which considers and supports the needs and expertise of different groups within society such as:
· ethnic minorities
· the elderly
· people with a disability
· Aboriginal and Torres Strait Islanders people
· unemployed
· supporting other socially responsible and ethical organisations
· reducing a negative impact on human health
· complying with necessary regulatory requirements
· Economic:
· local - purchasing from local businesses to sustain the immediate community
· global - encouraging fair trade and investment in developing countries
· securing best value for money
· generating positive publicity associated with adopting an environmental responsibility.

What is a supply chain program?

A supply chain program is like a business network in which members of the program are selected on their qualities. Qualities may include value for money, efficiency of delivery and service, quality of product or service, and corporate social responsibility including commitment to adopting environmentally sustainable policies and procedures. Organisations that participate in supply chain programs will often receive high quality recommendations from fellow participants to organisations outside the program which may result in business growth and an increase in the number of companies adopting environmentally sustainable practices and procurement.

Select one product sold by your organisation and research its supply chain. Find out whether improvements could be made to the environmental sustainability of the supply chain. Document your findings in your work book.

This will vary from one learner to another.






[bookmark: _Toc442351925]Activity 1G
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to analyse current work processes to access information and data to assist in identifying areas for improvement.

	Activity
	Identify the different work processes involved within your organisation in terms of:
· Design of product and/or service
· Manufacture of product
· Delivery of product and/or service
· Storage 
· Disposal
· Supply chain management
· Administration.

This will vary from one learner to another.

Identify a single work process in which you are involved and break it down in to small steps.

This will vary from one learner to another.

Identify how this process impacts on the environment.

This will vary from one learner to another but may include:

Energy and utilities used
Time taken to complete
Raw materials used/wasted
Waste products produced
Any storage needed
Any disposal needed
Delivery
Suppliers
Relevant administration.

Identify areas that require improvements and suggest ways in which they could be implemented.

This will vary from one learner to another.






[bookmark: _Toc442351926]Activity 2A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to seek input from stakeholders, key personnel and specialists.

	Activity
	What is a stakeholder?

Stakeholders are individuals and groups both inside and outside the organisation who have direct or indirect interest in the organisation’s conduct, actions, products and services, including:
· Customers
· Employees at all levels of the organisation
· Government
· Investors
· Local community
· Other organisations
· Suppliers.

Why would you require input from specialists when setting targets for improving environmental sustainability?

When setting targets for improving environmental sustainability within your organisation, you may require specific, expert knowledge and experience from key personnel within your organisation. It is highly likely that you will require external assistance and advice if your organisation does not employ anyone to specifically manage its environmental affairs.






[bookmark: _Toc442351927]Activity 2B
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to access external sources of information and data as required.

	Activity
	Identify an area within a process that you undertake as part of your role in your organisation that you believe requires improvement to environmental sustainability.

The answer will vary from one learner to another.

Using the internet, access external sources that provide information and data as required to help identify ways in which improvements could be made. Find and document at least one source from the following types of source:
· National government
· State or territory government
· Telephone or email enquiry to a local government office
· Private consultant.

The answer will vary from one learner to another.






[bookmark: _Toc442351928]Activity 2C
	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to evaluate alternative solutions to workplace environmental issues.

	Activity
	Using the alternative solutions in the Learner Guide, evaluate how suitable each one is for your organisation. Document your reasons in your answer.

The answer will vary from one learner to another.

Using alternative solutions already identified specifically for your organisation, follow the same process.

The answer will vary from one learner to another.






[bookmark: _Toc442351929]Activity 2D
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to set efficiency targets.

	Activity
	Using the information you have gathered and the evaluation you have completed over the whole of this chapter, set at least two efficiency targets for your organisation. You will need to ensure that targets are SMART. 

The answer will vary from one learner to another.






[bookmark: _Toc442351930]Activity 3A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to source and use appropriate techniques and tools to assist in achieving efficiency targets.

	Activity
	According to the efficiency targets you have set, which invoices from suppliers will you need to examine?

This will vary from one learner to another but may include:
· Suppliers of raw materials
· Energy suppliers
· Water suppliers
· Waste collection agent.

What other relevant information and data will you need to examine?

This will vary from one learner to another but may include:
· Greenhouse gas emission report
· Storage inventory
· Recycling report
· Sales figures
· Profit margins.

What will you need to measure?

This will vary from one learner to another but may include:
· Electricity usage
· Water usage
· Pollution emissions
· Waste products
· Recycling
· Costs
· Storage
· Sales
· Profit margins.






[bookmark: _Toc442351931]Activity 3B
	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to apply continuous improvement strategies to own work area of responsibility, including ideas and possible solutions to communicate to the work group and management.

	Activity
	What is continuous improvement?

The principle of continuous improvement is an ongoing effort to highlight and resolve root causes of problems to make processes more efficient. It usually takes the form of small steps by every member in the organisation rather than one ground-breaking idea or change by management. Each small step may appear insignificant on its own but over time they make a huge contribution to the smooth running and improvement of the organisation.

Continuous improvement is the responsibility of every member of the organisation in their endeavour to find and remove wastes in every process.

Who is responsible for applying continuous improvement to processes?

Every member of the organisation.

Continuous improvement will only be realised if all members of the organisation have the same attitude and approach. Attention to detail and the desire to make processes as efficient as possible is essential in all employees. Sharing your ideas and solutions to improve processes with team members and management is also essential to extend the improvement to the rest of the organisation. It also requires management to allow and encourage employees to think for themselves and take calculated risks in implementing changes to processes and procedures. 

What are the benefits of continuous improvement?

Empowering employees to think outside the box and contribute to the improvement of the organisation elicits a motivated and committed work force that feel valued and supported by each other and management which also helps to attract and retain employees of a high calibre which minimises waste in recruitment processes.

If all employees adopt continuous improvement methods in their daily work activities, the whole organisation reduces waste which has a direct impact on the environmental efficiency of its working practices without even thinking about it.

Identify an area in a process you undertake in your role that you believe could be improved and make a suggestion for a solution.

This will vary from one learner to another.

To whom in your organisation would you communicate your ideas?

This will vary from one learner to another.



[bookmark: _Toc442351932]Activity 3C
	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to implement and integrate environmental and resource efficiency improvement plans for own work group with other operational activities and to supervise and support team members to identify possible areas for improved practices and resource efficiency in work area.

	Activity
	Identify ten simple green office practices.

· Use 100% recycled paper and chlorine free paper
· Recycle all products that can be recycled
· Switch to a green energy provider
· Recycle old technological equipment and replace with more energy efficient models
· Use energy efficient lightbulbs 
· Employ timed power off for power points and computers
· Put computers to sleep at the end of day and over periods of inactivity
· Use indoor plants to clean air 
· Open windows for ventilation to minimise use of air conditioning use
· Program air conditioning to turn off at the end of the day and over periods of inactivity
· Use real time energy monitoring to get an understanding of your business power consumption
· Set printers and photocopiers to print double sided
· Turn off lights when not in use and/or have sensors fitted so they turn off automatically
· Refill toner and ink cartridges instead of buying new ones or recycle them
· Have incentives and rewards for staff buy-in
· Use laptops instead of old desktop computers 
· If your workplace does not require hot water, turn it off and just use cold
· Replace disposable products, such as plastic/polystyrene cups, with reusable ones
· Use non-toxic cleaning products
· Encourage/reward employees to car pool, walk/cycle to work or use public transport
· Use teleconferencing to reduce travel time, costs and pollution.

What is waste management hierarchy?

This is a hierarchy of waste management options. The top priority is given to the prevention of waste in the first place. If and when waste is created the order of priorities for dealing with it are re-use, recycle, energy recovery and, if absolutely necessary, disposal.

State three different waste treatments and identify the one which your organisation uses the most. State whether it is the most environmentally sustainable option for your organisation.

This will vary from one learner to another but waste treatments include:

· Waste to landfill
· Recycling
· Re-use
· Recoverable resources
· Wastewater treatment.

What is an ecological footprint?

An ecological footprint is the impact that a human has on the environment such as what we eat, make, and build, how we keep warm and clean, and all the processes and procedures that are involved in doing so. The impact on the environment is huge. According to WWF Australia, the nation has one of the largest ecological footprints per capita in the world, consuming nearly three times its fair share of the earth’s natural resources.

Visit the WWF Australia website and complete your own ecological footprint. Print it out and attach it your work book. Identify two ways in which you could improve your footprint.

This will vary from one learner to another.

Identify a product that your organisation manufactures, sells, purchases or uses and list the different people involved in the product stewardship and their responsibilities.

This will vary from one learner to another.

Using the internet, research and document the opportunities in your state/territory for sustainability covenants/compacts. Document your findings.

This will vary from one learner to another.






[bookmark: _Toc442351933]Activity 3D
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to supervise and support team members to identify possible areas for improved practices and resource efficiency in work area.

	Activity
	What are carbon credits?

Some organisations offset their use of non-renewable resources through purchasing credits in renewable energy projects such as tree planting and wind farms. There are a number of companies that help organisations find the right source from which to purchase carbon credits.

Organisations purchasing carbon credits may be:
· Compliance obligated buyers
· Supply side market investors
· Voluntary market participants.

Does your organisation purchase carbon credits? If so, where from? If not, use the internet to find a source in your state or territory from which to do so.

This will vary from one learner to another. 

How could you reduce material consumption within your organisation?

This will vary from one learner to another but may include:

· Purchasing only what you need for that specific period of time, project, production run so nothing is left over that cannot be used for other purposes
· Buying products that can be reused
· Buying products with little packaging
· Selling or donating unwanted items
· Cancelling unwanted mail and use electronic correspondence wherever possible to reduce paper waste.

For each of the following sectors, use the internet to find a company appropriate to your state/territory and organisation from which to purchase renewable energy:

· Waste
· Solar
· Water
· Wind
· Biogas
· Biofuel
· Green building and biomaterials
· Transport technologies
· Geothermal
· Carbon
· Wave/ocean.
This will vary from one learner to another.

List the hazardous and/or toxic materials used within your organisation and try and find a non-hazardous/toxic material alternative.

This will vary from one learner to another.






[bookmark: _Toc442351934]Activity 3E
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to implement costing strategies to fully utilise environmental assets.

	Activity
	State five biological assets.

Biological assets are non-human and defined as animals and plants. Mainly related to the farming industry, they remain biological assets until they are slaughtered or harvested when they then become agricultural produce. Their value is determined by the health and sustainability of the asset.

Biological assets include:

· Mammals
· Animals
· Fish
· Trees
· Vineyards
· Fruit orchards
· Vegetable and herbal crops.

Under the National Landcare Program, the Community Call to Action targets stakeholders to voluntarily involve themselves in land care projects. Name five different groups of stakeholders.

· Networks and associations supporting community-based group engagement and participation
· Farmer, pastoralist and other industry bodies
· Indigenous groups
· Regional, urban and peri-urban groups
· Conservation groups
· The corporate sector
· Research and development organisations
· Regional natural resource management organisations
· Government agencies at national, state and territory and local levels.

Does your organisation participate in the National Landcare Program, and if so, how?

This will vary from one learner to another.

Why is subsoil such an important environmental asset?

Soil is an incredibly important resource as it contains nutrients that are necessary to grow plants and crops, and for grazing livestock. Subsoil is the layer of soil underneath the top soil that contains all the roots of plants and grass. The topsoil is the surface layer and is rich in organisms that break down nutrients in the topsoil. These nutrients are the food source for the roots of the plants growing in the subsoil.

How can humans damage soil?

Humans can damage the soil by dumping chemicals into it which can pose a serious risk to the health of people and wildlife. The most common way of damaging the soil is depleting nutrients by over farming (not allowing the soil to recover after use) and allowing livestock to over graze until all plant life is gone. With no roots to anchor the soil, land that was once fertile grassland becomes desert. This is called desertification and can cause serious problems such as starvation.

What environmental assets are particularly important to your organisation and why?

This will vary from one learner to another.

When implementing costing strategies to fully utilise environmental assets, what values do you need to consider?

· Direct use value
· Indirect use value
· Option value
· Non-use value
· Replacement costs
· Shadow projects
· What consumers are willing to pay.

Does your organisation currently run any shadow products to help sustain the environmental assets and resources it uses?

This will vary from one learner to another.






[bookmark: _Toc442351935]Activity 4A
	Estimated Time
	1 hour

	Objective
	To provide you with an opportunity to use and/or develop evaluation and monitoring, tools and technology and to document and communicate outcomes to report on efficiency targets to key personnel and stakeholders.

	Activity
	Referring back to your SMART targets set in chapter 2.4 determine the following:

· Have the procedures set out in your targets been followed?
· Are the policies having the desired effect?
· Are the targets still relevant?
· Are they likely to be met? Explain why or why not
· Are the effects as predicted? Why?
· What impact are the policies having on the environment, human resources, and finances?

This will vary from one learner to another.

To whom will you need to communicate this information?

This will vary from one learner to another.

Document your findings from the monitoring and evaluation process in an appropriate format to communicate the information to the relevant key personnel and stakeholders and attach to your workbook. This may take more than one form if necessary and can include the use of technology.

This will vary from one learner to another.






[bookmark: _Toc442351936]Activity 4B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to evaluate strategies and improvement plans.

	Activity
	Why is it important to evaluate strategies and improvement plans?

An evaluation of your current strategies will enable you to critically assess the improvement plan in three different areas; the activities undertaken, the procedures used, and the outcomes of the projects. Through continuous improvement, evaluating the strengths and weaknesses of the plan assists you to find ways of making your procedures and activities more efficient.

For each of your SMART targets, identify and evaluate how effective and/or successful each of the following components was. Seek input from relevant stakeholders in your evaluation and document their contributions.

· The activity you implemented
· The procedure used to undertake the activity
· The outcome of the activity
· The impact it had on the environment

This will vary from one learner to another.

For each target identify areas for improvement and suggest ways in which it could be improved. 

This will vary from one learner to another.






[bookmark: _Toc442351937]Activity 4C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to set new efficiency targets, and investigate and apply new tools and strategies.

	Activity
	Using the results of your evaluation and any other relevant information or initiatives, set yourself new SMART efficiency targets.

This will vary from one learner to another.

Identify a new strategy you intend to employ in your new targets and explain your reasons for selecting it.

This will vary from one learner to another.






[bookmark: _Toc442351938]Activity 4D
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to promote successful strategies and reward participants where possible.

	Activity
	Identify a successful strategy you have employed and determine and complete the best way to promote it. State to whom you intend to promote it and explain your reasons for choosing this method.

This will vary from one learner to another but methods of promotion may include:

· Press release
· Newsletter to clients and stakeholders
· Information on organisation’s website
· Through staff training
· Celebratory events for stakeholders and participants.

Identify how you intend to reward the participants in this successful strategy. Explain your reasons for selecting this method.

This will vary from one learner to another but methods of promotion may include:

· Saying thank you
· Gifts
· Financial bonuses or discounts
· Corporate hospitality
· Shares in the organisation.






[bookmark: _Toc442351939]Skills and Knowledge Activity
	Estimated Time
	2 Hours

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Reading
· Writing
· Oral communication
· Numeracy
· Navigate the world of work
· Interact with others 
· Get the work done
· Identify relevant internal and external sources of information and explain how they can be used to identify sustainability improvements
· Explain the compliance requirements for the work area with reference to legislation, regulations, codes of practice and workplace procedures that relate to environmental and resource issues
· Outline common environmental and energy efficiency issues within the industry
· Give examples of benchmarks for environmental and resource sustainability that are relevant to the organisation
· Outline organisational systems and procedures that relate to environmental and resource sustainability improvements including:
· Supply chain, procurement and purchasing
· Quality assurance
· Making recommendations and seeking approvals

Answer each question in as much detail as possible, considering your organisational requirements for each one.

All answers will vary depending on the learner and the organisation they work for but the learner should be able to answer each question competently.


1. Identify the industry sector of your organisation and detail one best practice approach to environmentally sustainable working practices. Explain how this is relevant to your own area of responsibility.

This will vary from one learner to another and from one industry sector to another.

2. State the compliance requirements within your work area for all relevant environmental/sustainability legislation, WHS issues and requirements, regulations and codes of practice.

This will vary from one learner, industry sector and state/territory to another but will probably include reference to the Environmental Protection and Biodiversity Conservation Act 1999 and state/territory legislation.

3. Identify all environmental and energy efficiency issues, systems and procedures related to your organisation and industry practice.

This will vary from one learner, industry sector and state/territory to another but may include:

· Carbon management
· Waste management
· Purchasing
· Storage
· Energy conservation
· Water conservation
· Preserving waterways
· Monitoring, measuring, recording and reporting relevant information
· Pollution management.

4. Identify areas for improvement in environmental sustainability within these systems and procedures through own knowledge and research, and communication with key personnel and stakeholders, taking into account external benchmarks for improving resource use within your work area.

This will vary from one learner and industry sector to another but may include government targets and regulatory requirements.

5. Identify the waste product with the largest volume that is produced by your organisation. Devise a new strategy to reduce the volume of waste.

This will vary from one learner to another but may include:

· Measure and document the difference between the amount of raw materials and products you produce
· Examine each step in the process for efficiency and possible ways to improve the process
· Set a specific minimum figure for wastage and stay within 10 per cent of the figure
· Negotiate ways to reduce waste with suppliers that allows both to benefit
· Liaise with your waste management contractor for advice on how to reduce waste
· Track and review the amount of waste your produce
· Reuse containers where possible
· Reuse materials in different stages of production
· Sell your waste to other organisations
· Separate waste appropriately
· Recycle all recyclable waste
· Liaise with other local businesses to try and improve waste management.


6. Set a SMART target to reduce the volume of waste product and include the way in which you intend to monitor, measure, record and report data.

This will vary from one learner to another.

7. How do you intend to communicate and implement the changes in waste management to members of the work team? Do you envisage any resistance to the changes and if so, why?

This will vary from one learner to another but may include formal training sessions, on the job training, written instruction and employee forums.

8. Using all information available to you within your organisation, detail your organisation’s current energy consumption. Present it in a suitable format.

This will vary from one learner to another. Formats of presentation may include tables, graphs, charts and other visual data.

9. How is your organisation structured in terms of its energy management policies? What are your environmental efficiency responsibilities within the structure and to who do you report?

This will vary from one learner to another.

10. Under what quality assurance systems are you governed in your own work area and how do you maximise your opportunity to minimise your own impact on the environment within your role?

This will vary from one learner to another.

11. Document the supply chain of which your organisation is a part and identify any areas that require improvements to environmental sustainability. State who you would report your findings to within your organisation.

This will vary from one learner to another but improvements to supply chains might include:
· Purchasing from local suppliers to reduce the carbon footprint and help keep local people employed
· Green procurement.


12. Document the terms and conditions of your employment including your particular responsibilities in environmentally sustainable working practices.

This will vary from one learner to another but should include information about policies and procedures, daily tasks and work area responsibilities, employee and employer rights, and equal opportunity.
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	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – you should let the learners know whether they will complete it during class or in their own time.
Completed answers should be attached to the workbook.
They must individually, answer the following questions in full to show their competency of each element:
1. Investigate current practices in relation to resource usage
2. Set targets for improvements
3. Implement performance improvement strategies
4. Monitor performance

1. How is your organisation affected by the Environmental Protection and Biodiversity Conservation Act 1999 (EPBC)?

This will vary from one learner to another but may include reference to the nine matters of national environmental significance:

· World heritage properties
· National heritage places
· Wetlands of international importance
· Nationally threatened species and ecological communities
· Migratory species
· Commonwealth marine areas
· The Great Barrier Reef Marine Park
· Nuclear actions which includes uranium mining
· A water resource (in relation to coal seam gas development and large coal mining development).

2. Identify an area within your organisation that is assessed for compliance with environmental/sustainability regulations and look for areas for improvement in the assessment procedure. Document your findings.

This will vary from one learner to another but may include regulations set by:

· International government
· Commonwealth government
· State/territory government
· Industry 
· Organisation.

3. State ways in which your organisation monitor and manages its carbon footprint.

This will vary from one learner to another but may include:
· Avoiding emissions from your site and from energy use – have lights on sensors so that they go out when rooms are not occupied, turn equipment off at night, use video conferencing instead of travelling to meetings in vehicles
· Reducing emissions – try to modify or replace equipment to make it more energy efficient or re-use energy from a pre-existing process
· Change energy sources – invest in renewable energy sources such as solar panel.

4. From which stakeholders of your organisation and external sources could you gather information to provide advice on improvement opportunities?

This will vary from one learner to another but may include:

· Employees
· Directors
· Shareholders
· Investors
· Creditors
· Suppliers
· Contractors
· The community served by the organisation.

5. State all of the disposable products your organisation uses and where possible, the amount it uses of each per month.

This will vary from one learner to another but disposables may include:

· Food
· Plastic
· Paper
· Cardboard
· Glass.

6. State a green purchasing strategy of your organisation. If it does not have one, suggest how they could implement one.

This will vary from one learner to another but green purchasing strategies could include:

· Manufacturing processes
· Distribution processes
· Life of product
· Waste disposal.

7. Identify a current work process in which you are involved and analyse each step to highlight areas for improvement in efficiency.

This will vary from one learner to another but should include information about:

· Energy and utilities used
· Time taken to complete
· Raw materials used/wasted
· Waste products produced
· Any storage needed
· Any disposal needed
· Delivery
· Suppliers
· Relevant administration.

8. Identify ways in which your organisation could improve its storage facilities to be more environmentally sustainable.

· Only store what you need
· Maintain clutter-free, clean storage areas
· Keep storage areas well ventilated
· Label all products clearly and keep an up to date inventory
· Ensure good maintenance of all storage tanks and vessels
· Store all relevant products in designated areas
· Store hazardous materials appropriately
· Ensure methodical product rotation so that old stock is used up before new stock and regularly check expiry dates
· Make employees accountable for storage
· Ensure any damages or spillages are dealt with immediately and appropriately.

9. Name four different types of efficiency targets.

· Carbon management
· Waste reduction
· Improving purchasing
· Improving storage
· Improving information
· Energy conservation
· Water conservation
· Preservation of waterways
· Reducing odour and air emissions
· Targets specific to your organisation.

10. Invoices of which suppliers might you use to assist you in achieving efficiency targets?

· Suppliers of raw materials
· Water supplier
· Electricity supplier
· Waste collection agent.

11. Identify ways in which you have used, or could use, continuous improvement to make processes more efficient?

This will vary from one learner to another.

12. In what ways does your work place operate a green office program?

This will vary from one learner to another but may include:

· Using 100% recycled paper and chlorine free paper
· Recycling all products that can be recycled
· Switched to a green energy provider
· Recycling old technological equipment and replace with more energy efficient models
· Using energy efficient lightbulbs 
· Employing timed power off for power points and computers
· Putting computers to sleep at the end of day and over periods of inactivity
· Using indoor plants to clean air 
· Opening windows for ventilation to minimise use of air conditioning use
· Programming air conditioning to turn off at the end of the day and over periods of inactivity
· Using real time energy monitoring to get an understanding of your business power consumption
· Setting printers and photocopiers to print double sided
· Turning off lights when not in use and/or have sensors fitted so they turn off automatically
· Refilling toner and ink cartridges instead of buying new ones or recycle them
· Having incentives and rewards for staff buy-in
· Using laptops instead of old desktop computers 
· If your workplace does not require hot water, turning it off and just use cold
· Replacing disposable products, such as plastic/polystyrene cups, with reusable ones
· Using non-toxic cleaning products
· Encouraging/rewarding employees to car pool, walk/cycle to work or use public transport
· Using teleconferencing to reduce travel time, costs and pollution.

13. How could your organisation reduce material consumption in the work place?

· Purchase only what you need for that specific period of time, project, production run so nothing is left over that cannot be used for other purposes
· Buy products that can be reused
· Buy products with little packaging
· Sell or donate unwanted items
· Cancel unwanted mail and use electronic correspondence wherever possible to reduce paper waste.

14. What are environmental assets?

· Biological assets (produced or natural)
· Land
· Water areas with their ecosystems
· Subsoil
· Air.

15. What is energy management software (EMS) and for what can it be used?

EMS is computer software that can be bought in to provide accurate real-time energy consumption and other critical information straight to your desk top.

EMS can be used for:

· Utility bill tracking
· Real-time metering 
· Lighting control systems
· Carbon and sustainability reporting
· IT equipment management
· Demand response
· Energy audits.

EMS can help in setting targets but is also helpful in monitoring as it provides trend analysis and tracks energy consumption.

16. What is best practice for evaluations?

· Well-planned and conducted
· Specific to your program
· Include input from all key personnel and stakeholders involved directly and indirectly with the improvement plan
· Honest and transparent – the mistakes you made are just as important as the successes as these can be changed to make the procedures more efficient and have more of an impact
· Rigorous and the procedures of the evaluation recorded so that it can be repeated after the next stage in the improvement plan
· Conducted by one designated person or team.

17. When setting new efficiency targets what must you take into account?

· Results of the evaluation of previous strategies
· New government initiatives/legislation
· New organisational initiatives/procedures
· Local activity.

18. How could you promote successful strategies?

· Press release
· Newsletter to clients and stakeholders
· Information on organisation’s website
· Through staff training
· Celebratory events for stakeholders and participants.
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