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ASSESSMENT FOR BSBSUS401

	Student name
	

	Date of assessment submission
	Click here to enter a date.


	Trainer/Assessor’s name
	

	Date of assessment marking
	Click here to enter a date.
	Outcome for task
	☐ Satisfactory
☐ Not Satisfactory

	Trainer/Assessor’s comments
	



Students must complete all tasks as outlined in the following pages.
	Hints:   - The following hints will assist when preparing reports for submission

	Report format:
Executive summary 
An executive summary is a very useful tool in communicating your information to busy people. It is essentially a short summary (often no more than a page) of the report objectives, findings, and conclusions.

Contents 
Any report over three pages in length should have a list of contents. A list of contents not only helps people find their way around the report but it also gives an indication of what is in the report and the structure.

Introduction 
The introduction should set the scene for the report by concisely describing the reason for the report and the background or history relevant to the report.

Body 
The body should address the main information including: 
• objectives of the review; 
• how the review was conducted, who was consulted, etc.; and 
• results of the review and key issues identified. 

Summary/Conclusions/Recommendations 
Your conclusions should be clearly justified with reference to the results of the review. Your recommendations should be made twice, briefly in the opening summary or Executive Summary and then in more detail in the recommendations section.


	Useful links to assist with assigned tasks.   






This information is to be handed to each student to outline the assessment requirements. 
Assessment due date:        This will be aligned to Session Plan


	Instructions 
Using your current workplace, or the scenario provided to you, please answer the following questions.
Scenario
CA City Retail Group under the new CEO has determined to improve their environmental footprint across the whole organisation by actively subscribing to triple bottom line reporting. You have been asked to join the newly formed committee for excellence in environmental sustainability for the department store. In your new role as a committee member there are many areas that need work. 
Purchasing - the current system has been in operation for 35 years and the purchasing manager is reasonably set in his ways. He is responsible for purchasing all disposable items in the department store (packaging, stationery and cleaning products) as well as receiving stock, stock storage and waste disposal. There are very large store rooms which are poorly utilised at the moment that could be better managed. One of your main suppliers used to operate locally now they are changing all their operations to off shore. Another supplier has been found to be supplying unsustainable products, which goes against company policy.
Administration – is housed in the sunny front corner of the building and has six staff, they also hope to shift to a paperless office in the next six months.
This is where you sit in the Committee for Environmental Excellence for the department store.




1 Do some research into the responsibilities of CA City Retail Group Department Store, from a regulatory perspective. Which environmental legislation/s most affect your current workplace? How can you make sure you are compliant with these regulations?
Environment protection and biodiversity conservation act 1999
Hazardous Waste (Regulation of Exports and Imports) Act 1989
Environmental Protection Act 1970
QLD: www.epa.qld.gov.au 
NSW: www.epa.nsw.gov.au
VIC: www.epa.vic.gov.au
WA: www.epa.wa.gov.au
SA: www.epa.sa.gov.au
Examples for ensuring compliance with regulations may include but are not limited to:
· Audits
· Surveys
· Initiating and maintaining operational procedures
· Establishing environmental management systems
· Green office programs
2 When you were interviewed before being appointed to join the committee you were asked why you believe it is important to go green in the workplace. Give at least two examples of what these might be, and provide an explanation for both.
Example responses may include but are not limited to:
· social responsibility
· provides staff with a sense of environmental pride and importance
· improves corporate image
· makes good business sense (reduction in costs)
a) For each department (purchasing and administration) in the scenario, what resource efficiency initiatives would you suggest the organisation could use to improve resource use?  Provide at least two examples for each.
Purchasing; 
Prioritise local manufacturers
Use FSC for paper products
Ensure sustainability credentials from all suppliers
Do the suppliers use any renewable energy in production?
Bulk buying to maximise savings in transport and packaging
Demand recyclable packaging from suppliers
Increase recyclables in waste, reduce other waste
Analysis of invoices to watch consumption
Opportunities to recycle or reuse materials
Correct disposal of waste products and hazardous substances and materials
Administration; 
Change to a paperless system
Instigate lights out times due to location of office
Targets for energy reduction
Paper recycling, reuse single sided pages for internal printing
Restrict access to printing 
Computer shut down after hours
Recycle or refill printer cartridges
Change to GreenPower
Opportunities to recycle or reuse materials
Correct disposal of waste products and hazardous substances and materials

b) What change management skills would you need to use in order to convince your co-workers that your philosophy is a good one?
· Incentive systems for achieving targets
· Signage to provide reminders
· Measuring energy use and reporting back
· Hold regular meetings to ask for suggestions 
· Enlist team members for a work group or committee 
· Educate, support and train staff in new processes 
· Identify benefits for staff – what it means for them

3 It has been identified that the Purchasing department is a weak link in the environmental sustainability of the organisation. What steps can you take to improve the environmental impact in purchasing strategies within your organisation? Make suggestions based on current arrangements and areas for improvement. Consider the following in your answer:
a) How will you communicate your plans to maximise the opportunity for support?
Team meetings, suggestions, competitions for solution and involvement
b) Analyse the current resource usage (see Appendix A), and the information provided in the scenario, to write a report to management that identifies; 
· where there has been an increase in quantity usage and costs
· expected increases in the coming year based on the information provided in the scenario
· opportunities for “greener” purchasing strategies Hint: See a list of suggested purchasing criteria on Page 23 of your eBook 
Appendix A shows a number of columns outlining the items being analysed. For each year the quantity used, the cost per unit, the total cost, the total number of each item ordered and the amount spent over the period of the analysis.
The amount ordered and spent each year has increased. In the coming year the organisation will be introducing a new procedure whereby promotional materials will be produced in house by the marketing department rather than being sent out to be printed. We would therefore expect an increase in the use of copy paper.
Learner should identify the following green purchasing strategies: 
Alternatives product or products that can be re-used, refilled, recharged or reconditioned

c) Where else might you get further information regarding the usage, costs and alternative options for resources? 
Stakeholders including:
Management 
Purchasing & Admin Staff 
Accounts Staff 
Suppliers Invoices, websites etc  
Potential Suppliers 
Specialists / Consultants

d) Look at alternative options for areas with problems / issues
Students responses will vary but should be based around the following criteria; 
· What resources are you using and in what quantities or volumes?
· How are the resources being used?
· How efficient and/or effective are the current resources?
· Are there any issues with the current resources? 
· What impact do these (if any) issues have on the organisation?
· Can current resources be replaced by more eco-friendly products?
· Can you replace resources by amending processes and procedures to (possibly) cut out the need for using a product to fulfil the task altogether
FSC paper products, local supply, limit or change to double sided printing, energy reduction in lighting and computer/machinery use. Water management. Can a product be recycled? What content is recycled? Do items use energy? Is the item as energy efficient as alternatives?
e) Detail why you should make your purchase strategy more “green”
•	green purchasing of products and services raises environmental awareness, which in turn motivates people to buy more environmentally sound products
•	green purchasing has potentially direct environmental benefits- fewer emissions, less waste and more efficient resources use
•	an increase in demand for greener products and services improves the market position of suppliers
•	demand for green products acts as an incentive for technological development towards greener products 
•	increasing demand on your suppliers can create a catalyst for change, if they want your business they will be willing to invest in the type of sustainability you demand
4 Improvements proposed by the committee have been wholeheartedly embraced by the CEO and the manager of the Department Store. Now you need to discuss and set targets for your improvements. Detail how you will implement your improvements in the form of a basic implementation plan that (as a minimum) looks at:
· resources required
More sustainable supplies, staff training, measuring tools for results
· tools required
New equipment, new document system digital 
· techniques to be used
Recycling systems, double sided print settings or limited printer access, light fitting changes, power settings on equipment, refit of office/building
· impact on others
Training, information sharing, signage, meetings, committees
· budgets
Costs of implementing, cost savings
· list any relevant procedures / processes / policies as required that may need to be developed or updated 
Equipment usage, paper/printing use, document filing systems, handling of hazardous waste, recycling
· any outside sources of information you may need to access 
Energy star, GreenPower, Local council, state government websites
· evaluate alternative solutions 
FSC products, buy local, digital filing system, refill cartridges, and recycle paper products
· set efficiency targets for your chosen department
Targets must be SMART

5 Implementation is the next step for the committee. Hint: Be sure your response includes sustainability ideas that might help you gain further input and suggestions from your team.
a) Explain how you will communicate with your team. You must actively seek suggestions from stakeholders, both internal and external, for continuous improvement, how will you be sure this happens? 
· Toolbox meetings, target setting with staff, committee etc. competitions to reward increased improvements, newsletters via email, workshops to ask for suggestions, focus groups.
· Dedicated Move more programs to reduce transport and fuel use on travelling to and from work and between meetings. 
b) List required additional training or support for your team members.
Example responses may be but are not limited to:
Short courses, mentoring, coaching, professional development
6 You have presented your plan to the Committee. They require further information on the environmental and resource efficiency improvement plans. Select at least three from the list below to include in your plan and give examples of strategies for each. 
· Waste management hierarchy including determining the most appropriate waste treatment option (waste to landfill, recycling, reuse, recoverable resources and wastewater treatment)
Reduce paper via digital filing, double sided printing and limited access to printers, dedicated reuse programs for paper, food waste.  Recycling for remainder of waste
· Operational procedures for energy consumption stationary and non-stationary (transport)
Buy local, in bulk to reduce freight requirements
· Green office program – a cultural change program
Power, water, printing, new equipment Energy Star rating
· Reducing emissions of greenhouse gases
Monitor energy consumption, reduce peak times, and insist on high Energy Star ratings, can people attend meetings virtually instead of in person?
· Reducing non-renewable resources
Use GreenPower, paperless office, natural light increase, reduce transport use. Can people attend meetings virtually instead of in person?
· Triple bottom line reporting
Costs of change versus no change, social impact of better sustainable outcomes, chance to pick up more customers as a result of sustainable options and responsibility. Use of premises, land and buildings, impact on local community
· Product stewardship
Use FSC, mobile muster, recycling of IT waste, reduction of waste causing litter, paint recycling, 
· Supply chain management
Buy local, monitor supply of components from all sources, how are finished goods shipped? Raw materials?
7 Write a half page report (after implementation) that evaluates and comments on improvement processes undertaken.  This report must include:
a) The recommendations for further improvements based on the selections you made in Question 6. 
Response will depend on Question 6 answers.
b) What evaluation and monitoring tools could you use to review the success of these improvements?
Example responses may include but are not limited to: Examination of invoices, measurements made under various conditions seasonal etc., stock takes and usage figures, examination of data and information, surveys, new targets, observations
c) Make sure you record the implementation process and review the implementation by gathering and comparing outcomes against set targets. Set new targets as required. Apply a costing strategy to at least two of your targets in terms of utilising your environmental assets. See example in the eBook regarding Costing Strategies.
	Example

	Take a target to reduce waste sent to landfill from an insurance office.

	Costing Strategy

	Target
	To reduce waste removal from the premises by 50% in 3 months - minimising impact on land degradation and natural resource depletion.

	Tools

	Communication
	Education programs and inductions for all staff
Training program to examine cost savings from 
environmental, individual workload and financial viewpoints

	
	Establish a green committee to oversee, motivate and educate

	Costing strategy considerations
	What does the implementation of the plan cost? 
Who will be involved in this process, work hours?
Training program establishment costs, will external trainers be required?

	Estimate cost savings associated with reductions
	Printing, paper, time filing, archive storage 
Printer use, maintenance and replacement 
Waste removal contractor
Additional cost improvement by improved efficiency of operation over time

	Impact of program on organisation?
	Will there be resistance to little or no paper copies of documents? 
How will the work need to be restructured?
Will there be a need to upgrade the file management system?

	Timeframes
	Create schedule for improved induction program
Create schedule for training existing staff

	Responsible personnel
	Establish levels for reporting, identify key personnel for induction and training rollout






d) Evaluate the strategies you have used and, using examples demonstrate how you would determine the success of your improvement plans or make alternative suggestions.
Responses will depend on the strategies selected in Question 6.
8 Monitoring your performance is now being demanded by the committee. Using your report, document and communicate the outcomes of one improvement to report on efficiency targets to key personnel and stakeholders. Consider as well at this time how you could promote successful strategies and reward participants where possible.
Hint: use the headings provided in this table. You may choose to present your data in a table or spreadsheet. This is an example response.


	Area
	Initiative
	Target
	Issues
	Outcomes
	Actual
	Areas to improve

	Supply chain management for the Café
	Buy local ingredients
	40% of products bought locally within six months
	Limited availability and seasonal issues
	Adapting menus according to seasonal local produce
	Arrangement with local grower for preferred supplier arrangements
	Increase choices of produce


The table above is also an example response. Responses will vary.



[image: ]Workbook Marking Guide - BSBSUS401 Implement and monitor environmentally sustainable work practices


	August 2015 v1.0
	BSBSUS401 Assignment_Trainers Benchmark v0.2		Page 10



Appendix A
Items
2011
2012
2013
Total
Total

Qty
Unit
Cost
Qty
Unit
Cost
Qty
Unit
Cost
Qty
Cost
Photocopy paper (boxes)
100
30.00
3,000.00
115
32.50
3,737.50
130
32.50
4,225.00
345
$10,962.50
Toner cartridges
10
85.00
850.00
12
85.00
1,020.00
20
92.50
1,850.00
42
$3,720.00
[bookmark: _GoBack]Pens
65
0.55
35.75
69
0.56
38.64
80
0.56
44.80
214
$119.19
Note pads
120
1.20
144.00
131
1.25
163.75
135
1.27
171.45
386
$479.20
Staples (boxes)
50
2.50
125.00
55
2.55
140.25
57
2.75
156.75
162
$422.00
Paper clips (boxes)
70
2.95
206.50
68
3.10
210.80
72
3.15
226.80
210
$644.10
Post it note pads
200
1.10
220.00
250
1.15
287.50
255
1.15
293.25
705
$800.75
Sticky tape
25
0.85
21.25
20
0.95
19.00
28
0.95
26.60
73
$66.85
Manila folders
350
0.20
70.00
400
0.22
88.00
415
0.24
99.60
1165
$257.60
Lever arch files
100
2.50
250.00
115
3.00
345.00
110
3.10
341.00
325
$936.00
Hanging indent files
210
0.55
115.50
200
0.65
130.00
215
0.75
161.25
625
$406.75
Plastic sleeves (boxes)
30
20.00
600.00
25
22.50
562.50
28
23.85
667.80
83
$1,830.30
Mailing labels (boxes)
20
25.00
500.00
21
28.95
607.95
25
29.55
738.75
66
$1,846.70
totals


6,138.00


7,350.89


9,003.05

$22,491.94
Figure 1.1 - Example of resource analysis sheet showing usage and costs


CEO


WHS representative


You - Operations


Fred - Admin


Mary - Purchasing


Manager Dept Store
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