Page | 39



BSBSUS301
Implement and monitor environmentally sustainable work practices
Assessor Workbook


















[image: ]









[bookmark: _Toc450225445]Table of Contents
 
Table of Contents	1
Instructions to Assessor	3
Prior to conducting the assessment	3
Selecting a third party	4
Conducting the assessment	4
Making the decision on competency	4
After the assessment	5
Observation/demonstration	6
Reasonable adjustments	7
Additional Evidence	8
Learner Workbook Activity answers	9
Activity 1A	9
Activity 1B	11
Activity 1C	12
Activity 1D	13
Activity 1E	14
Activity 1F	15
Activity 1G	17
Activity 2A	18
Activity 2B	19
Activity 2C	20
Activity 2D	21
Activity 3A	22
Activity 3B	23
Activity 3C	25
Activity 3D	27
Activity 3E	29
Activity 4A	31
Activity 4B	32
Activity 4C	33
Activity 4D	34
Summative Assessments	35
Summative assessments answer guide	36
Section A: Skills activity	36
Section B: Knowledge activity (Q & A)	37
Section C: Performance activity	39
[bookmark: _Toc435015414][bookmark: _Toc435103747][bookmark: _Toc450225446]
Instructions to Assessor
[bookmark: _Toc450225447]Prior to conducting the assessment
· Read this document in its entirety
· Contextualise the activities, observations/demonstrations and other submitted evidence to ensure it reflects the learner cohort. Check this against the mapping, to ensure it is still valid
· Ensure that workplace (or simulated environment for learners that are not working) is suitable for the parameters of any required task, to ensure the learners will have an appropriate opportunity to demonstrate their skills
· If observations are undertaken on the job/in a simulated environment, discuss the assessment methods with the third party, so that they are aware of what is required of them (e.g. using the Third Party Observations/Demonstrations document), as well as any modifications that may be required in the workplace
· Ensure that the learner is allocated the appropriate time and resources required for the tasks
· If appropriate, determine and agree with the third party an acceptable timeframe for each observation
· Advise the learner prior to conducting observation/assessment:
· what will occur throughout the assessment process
· when the assessment will occur
· the level of competency expected
· Confirm arrangements for the third party to observe the learner in the workplace with the learner and the third party
· Ensure that the third party understands the requirements and instructions regarding the Third Party Observations/Demonstrations
· Never tell the learner how to perform a task or answer a question, as that would render the assessment invalid – the expectation is that the learner should know this prior to commencing the assessment
· Use the checklists and answer guides to assist you with marking, but never show or share them with the learner or the third party.

[bookmark: _Toc450225448]Selecting a third party
· The third party must be someone in a position to make a valid comment on performance of the learner, e.g. a line manager
· You may use the third party at your discretion, when you feel the learner has not given a satisfactory response for any of the criteria in the unit of competency. Therefore, you may not need third party evidence for all of the performance criteria.
[bookmark: _Toc450225449]Conducting the assessment
· Establish and oversee the evidence-gathering process to ensure it remains valid, sufficient, authentic, current and flexible
· Advise the learner when to commence the assessment
· Gather supporting documents, where available and appropriate, as evidence to help you make a judgement of the learner’s competency
· Record observations and evidence against the checklist
· Where a checklist point is not observable due to reasons outside the learner’s control, modify the scenario to allow the learner an opportunity to perform the task in question
· Do not interfere with the assessment unless the learner’s actions impose a risk of harm
· If there is an error, record it
· When the assessment is complete, advise the learner and record your comments in the relevant section. You must determine whether they are competent (C) or not yet competent (NYC).
[bookmark: _Toc450225450]Making the decision on competency
· The learner needs to be deemed satisfactory for all of the criteria in the unit to gain competency
· If you are in doubt of the learner’s competency, gather further evidence to guide your decision. For example, this may include asking supplementary questions or requesting a portfolio of evidence from the learner
· Assess learners on their performance in this unit, not on actions before or after the assessment (unless a portfolio of evidence is required)
· Use the checklists and your professional judgment to determine the final outcome. However, if the learner’s performance in the assessment does not reflect performance during the course, consider undertaking an oral quiz or other supplementary assessment
· If you are marking the learner NYC (Not Yet Competent), ensure you outline why you have made this decision, and provide advice on how the learner can improve skills/knowledge prior to their next attempt.


When using evidence you have gathered on the learner to judge their competency, the following criteria will need to be met (as applicable to the unit of competency):
· All the performance criteria elements have been addressed to the required standard (set out in the unit of competency)
· The knowledge evidence/required knowledge has been demonstrated
· The performance evidence has been practically demonstrated
· The foundation skills/required skills have been practically demonstrated
· The assessment conditions/critical aspects of assessment have been met
· The context and consistency of assessment are addressed to appropriate AQF level
· The learner has been assessed through a range of assessment methods
· The learner has completed all assessments to the levels defined in the assessor workbook (as stated in the Learner Workbook activity answers and summative assessment answers).
[bookmark: _Toc450225451]After the assessment
· Provide learners with:
· clear and constructive feedback based on the assessment decision
· information on ways of overcoming any identified gaps in competency revealed by the assessment
· the opportunity to discuss the assessment process and outcome 
· information on reassessment and the appeals process
· an opportunity for reassessment, if appropriate
· Regardless of the outcome of the assessment, provide all learners with a copy of the completed checklist, ensuring the comments section is completed. 
· Where the learner’s performance is deemed not yet competent, provide detailed feedback on the criteria they need to improve upon, if requested
· Record and report the outcome of assessment for each learner.

[bookmark: _Toc415147200][bookmark: _Toc450225452]Observation/demonstration
Throughout this unit, the learners will be expected to show their competency of the elements through observations or demonstrations. As trainer/assessor, you will compile a list of demonstrations that you recognise the leaners will need to complete, or tasks to be observed. Any required observations and demonstrations will need to be completed, as well as the activities found in the Learner Workbook. 
An explanation of observations and demonstrations:
Observation is on-the-job
The observation will usually require:
· Performing a work based skill or task 
· Interaction with colleagues and/or customers.
Demonstration is off-the-job
A demonstration will require:
· Performing a skill or task that is asked of you
· Undertaking a simulation exercise.
You will need to inform each learner which one of the above they will be required to do. The observation/demonstration will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. As trainer/assessor, you will ensure each learner is provided with the correct equipment and/or materials to complete the task. Learners should also be informed on how long they have to complete the task.
Learners should be able to demonstrate the skills, knowledge and performance criteria required for competency in this unit, as seen in the Learner Guide.


[bookmark: _Toc450225453]Reasonable adjustments
Where learners are unable to complete the tasks in the methods specified due to situations beyond your/their control, you will need to make reasonable adjustments.
These will be dependent on the specific needs of the learners.
While learner needs will vary on an individual basis, examples are given below:
Learner workbook written answers
If the student is unable to write (e.g. due to a disability or injury), you may ask them questions verbally and record their responses on an audio device.
Also, you have the option of asking supplementary questions to confirm their competency in a given criteria, if necessary.
Skills activity
If the learner is unable to demonstrate their skills at the time of your presence, for whatever reason, they could provide a video demonstration to the assessor, or obtain third party evidence of them demonstrating the skills in question.
Knowledge activity
If the learner is unable to verbally answer questions, for whatever reason, they could provide written answers to the questions, or provide an audio recording of their answer at a later date.
Performance activity
If the learner is unable to perform the required practical tasks at the time of asking, for whatever reason, they may provide video evidence at a later date, or complete the task in a simulated environment, with evidence given by the designated third party, if required.




[bookmark: _Toc450225454]Additional Evidence
In addition to the assessments provided in this unit, learners may also display competence through additional evidence. 
This may include, but is not limited to:
Workplace evidence
Portfolios
Existing qualifications
Workplace documents
Case studies
Research
Reports.
This additional evidence may be submitted by the learner or their third party, but should be subject to validation by the assessor.


[bookmark: _Toc450225455]Learner Workbook Activity answers
Complete the following activities individually or in a group (as applicable to the specific activity and the assessment environment).
[bookmark: _Toc441937562][bookmark: _Toc450225456][bookmark: _Toc435695596][bookmark: _Toc435782284]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?

Answers may include:

· 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?

Answers may include:

· 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?

Answers may refer to:

· 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.

Answers will vary between learners but they should show that they can use the tool effectively.

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.

Answers will vary between learners depending on their particular state or territory. They should demonstrate that they can use the internet to find further legislation that applies within their state or territory.

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

Answers will vary depending on the learner’s organisation. They should show that they can identify legislation within their state or territory that applies to their particular organisation. 





[bookmark: _Toc441937563][bookmark: _Toc450225457]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 between learners depending on their organisation. They should show that they are aware of the environmental/sustainable regulations that their organisation has to comply with.

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

This will vary from one learner to another, depending on their organisation, but may include information about environmental management, audits and reports.

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

Answers will vary depending on the procedures that are in place within their organisation. They should take this opportunity to suggest suitable ways in which these procedures could be improved.






[bookmark: _Toc441937564][bookmark: _Toc450225458]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.

Answers will vary between learners depending on their organisation and its geographical location. They should demonstrate that they can successfully use the internet to research environmental and resource efficiency systems and procedures that are applicable to their particular organisation. See examples in chapter.

Suggest three ways of conserving energy within the workplace.

Answers may include:

· 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.

Answers may include:

· 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: _Toc441937565][bookmark: _Toc450225459]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.

Answers will vary between learners depending on their organisation. They should show that they are aware of the particular waste management system that is used within their organisation. They should also identify possible areas of improvement. For example, perhaps that organisation is already re-using containers but just throwing them away as they become too-used. Instead of just throwing them away, they could implement a recycling system.

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.

Answers will vary depending on the specific stakeholder/group of stakeholders the learner chooses but may refer to:

· Questionnaires 
· Feedback forms
· Customer surveys
· Group forums
· Focus groups.






[bookmark: _Toc441937566][bookmark: _Toc450225460]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?

Answers will vary depending on the learner’s chosen resource. They should show that they are aware of any formal regulations in which the usage of their chosen resource is governed by. 

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

Again, answers will vary depending on the chosen resource and the relevant guidelines and specifications that exist within their organisation. They need to demonstrate that they are fully aware of any organisational guidelines or specifications that are used to govern the usage of their chosen resource.






[bookmark: _Toc441937567][bookmark: _Toc450225461]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.

Answers will vary depending on the product the learner chooses. They should demonstrate that they are able to research its supply chain. They should take this opportunity to highlight any improvements that could be made to the environmental sustainability of the supply chain of their product.

Improvements can be made to:

· Manufacturing processes
· Distribution processes
· Life of product
· Ease of use of product
· Operating processes
· Costs.






[bookmark: _Toc441937568][bookmark: _Toc450225462]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.

Answers will vary between learners, depending on their organisation. They should show that they are fully aware of the different work processes involved in all aspects of their organisation. 

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

Answers will vary depending on the work process that the learner chooses. They should break their chosen work process down into small steps. 

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.

Answers will vary but learners should identify relevant and suitable areas that require improvements. They should then describe the particular ways in which they could be implemented. 






[bookmark: _Toc441937569][bookmark: _Toc450225463]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: _Toc441937570][bookmark: _Toc450225464]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.

Answers will vary depending on the learner and their role within their organisation. They should identify an area within a process that they undertake as part of their role that they believe requires improvement to environmental sustainability. For example, they may find that their paper usage is high and they may think it needs addressing.

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.

Learners should demonstrate their research skills, using the internet to access relevant external sources. There are many external sources; learners should find and document a source from each of the categories above. 






[bookmark: _Toc441937571][bookmark: _Toc450225465]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.

Answers will vary depending on the learner’s organisation. They should look back at the alternative solutions that are outlined in the chapter and evaluate how suitable they are for their organisation, giving reasons too.

To recap, alternative solutions include:

· Carbon management
· Waste assessment and reduction
· Improve purchasing
· Improve storage
· Energy conservation
· Water conservation
· Preserving waterways 
· Improving information
· Reducing odour and air emissions.

Learners should demonstrate that they are able to evaluate the alternative solutions’ suitability to their own organisation. 

Reasons may refer to things like:

· Costs
· Objectives/goals
· Time
· Proposed effect of solutions.

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

Answers will vary depending on the alternative solutions that are identified specifically for their organisation. They should complete the same process from the previous questions, evaluating their suitability and providing reasons for their conclusions. 






[bookmark: _Toc441937572][bookmark: _Toc450225466]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. 

Answers will vary depending on the information that the learner has gathered and evaluated throughout this chapter. They should demonstrate that they are able to set SMART targets. 

For example, targets must be:

· S – specific, significant
· M – measurable, meaningful
· A – attainable, achievable, acceptable, action-oriented, agreed upon
· R – realistic, relevant, reasonable, rewarding, results-oriented
· T – time-based, time-bound, timely, tangible, trackable.

Targets may relate to:

· 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.






[bookmark: _Toc441937573][bookmark: _Toc450225467]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: _Toc441937574][bookmark: _Toc450225468]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.

Answers will vary depending on the learner’s role and the processes involved in this role. They should show that they can be critical; outlining an area that they think could be improved. Once they’ve outlined this area, they should suggest an appropriate solution. 

To whom in your organisation would you communicate your ideas?

This may vary between learners depending on the structure of their organisation. For example, they may need to suggest solutions to their supervisor or manager.






[bookmark: _Toc441937575][bookmark: _Toc450225469]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.

Answers may include:

· 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.

Learners should use the WWF Australia website to complete their own ecological footprint. From this, they should suggest two ways in which they could improve their footprint. For example, it may involve eating less meat, walking and cycling instead of driving and vehicle-sharing, where possible.

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

Answers will vary depending on the learner’s organisation and the products that it manufactures, sells, purchases or uses. Learners should choose one of these products and list all the different people that are involved in the product stewardship. They should then outline their responsibilities. 

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

Learners should demonstrate their ability to use the internet to find the information that they require. They should highlight the opportunities within their state or territory for sustainability covenants/compacts. These are agreements that encourage an organisation to improve its environmentally sustainable efforts through funding, setting benchmarks for improvements. 






[bookmark: _Toc441937576][bookmark: _Toc450225470]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.

Learners should demonstrate that they are aware whether their organisation purchases carbon credits and, if so, where they get them from. If not, they should use the internet to find an appropriate source. 

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.

Answers will vary depending on the learner’s organisation and state or territory. They should demonstrate that they are able to use the internet to find appropriate companies, from which they can purchase renewable energy. They should find a company for each sector outlined in the bullet point list in the question. 

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

Answers will vary depending on the learner’s organisation and the hazardous/toxic materials that are used within it. They should suggest appropriate non-hazardous/toxic materials that could be used instead. For example, strong, toxic cleaning materials may be used within their organisation and they may suggest swapping them for less harsh, gentler products. 
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	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.

Answers may include:

· 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?

Answers will vary between learners depending on their organisation. They should show that they are aware of whether their organisation participates in the National Landcare Program or not. If they do, they should outline the specific way that they participate. 

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?

Answers will vary depending on the learner’s organisation. They should demonstrate that they are aware of the environmental assets that are important to their organisation and why they are so important. For example, land is an extremely important asset for a farmer; without land they would not be able to grow their crops and make a living.

Remember assets can be biological or related to land, water, subsoil and air.

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

Answers may include:

· 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?

Answers will vary depending on the learner’s organisation. They should outline any shadow products that are run by their organisation. In what ways is their organisation trying to replenish assets that are quickly running out? For example, they may implement a scheme in which a tree is planted for so many of packets of paper the business goes through. 
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	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?

Answers will vary between learners, depending on the targets they set in chapter 2.4. They should demonstrate their ability to evaluate their targets, answering each question in the bullet point list in the question.

To whom will you need to communicate this information?

Answers may include:

· Management
· Investors
· Employees
· Local government
· Local community.

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.

As part of this task, learners may develop the following:

· Formal presentations
· Team meetings
· Press conferences
· Written reports
· Staff forums. 

They should choose appropriate formats, depending on the people that they need to communicate this information too. They should ensure that all of the relevant information is included. 
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	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.

Learners should take this opportunity to demonstrate their evaluation skills. For each target that they set they should look into how effective the related components were. For example, have they achieved their short and long term goals? Have they had the desired outcome? Have they had an impact on the environment?

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

Learners should highlight areas for improvement for each of their targets. They should then suggest appropriate ways that it could be improved. 
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	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.

Answers will vary depending on the results of their evaluation. They should demonstrate that they are able to set new SMART efficiency targets. 

Remember that SMART stands for:

· S – specific, significant
· M – measurable, meaningful
· A – attainable, achievable, acceptable, action-oriented, agreed upon
· R – realistic, relevant, reasonable, rewarding, results-oriented
· T – time-based, time-bound, timely, tangible, trackable.

Targets may relate to:

· 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.

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

Learners should outline a new strategy that is relevant to their new targets. They should explain why they have chosen that strategy, outlining appropriate justifications. For example, if saving energy by asking employees to turn off lights and power when not in use has not been effective, suggest implementing technology that controls the use instead.
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	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: _Toc450225476]Summative Assessments
The summative assessments are the major activities designed to assess the learner’s skills, knowledge and performance, as required to show competency in this unit. These activities should be completed after finishing the Learner Guide. These should be completed as stated under the trainer/assessor instructions.
Skills, knowledge and performance may be termed as:
· Skills – skill requirements, required skills, essential skills, foundation skills
· Knowledge – knowledge requirements, required knowledge, essential knowledge, knowledge evidence
· Performance – evidence requirements, critical aspects of assessment, performance evidence.
Section A: Skills activity
The skills activity is designed to be a series of demonstrative tasks that should be assessed by observation (by the assessor or third party, depending on the circumstances).
It will demonstrate all of the skills required for this unit of competency, and observation should be recorded in the relevant section of the Observations/Demonstrations document.
Section B: Knowledge activity (Q & A)
The knowledge activity is designed to be a verbal questionnaire where the assessor asks the learner a series of questions to confirm their competency for all of the required knowledge in the unit of competency.
Section C: Performance activity
The performance activity is designed to be a practical activity performed either in the workplace or a simulated environment. The learner should demonstrate the required practical tasks for the unit of competency and be observed by the assessor and/or third party, as applicable to the situation.
The observation should be recorded in the relevant section of the Observations/Demonstrations document.
Note: The learner should have completed written answers, portfolios or any evidence of competency should be attached to the learner workbook.
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[bookmark: _Toc450225478]Section A: Skills activity
Objective: To provide you with an opportunity to show you have the required skills for this unit.

This activity will enable you to demonstrate the following skills:
· Reading
· Writing
· Oral communication
· Numeracy
· Navigate the world of work
· Interact with other
· Get the work done

Answer the activity in as much detail as possible, considering your organisational requirements.

All activity answers will vary depending on the learner and the organisation they work for but the learner should be able to demonstrate their competency in the unit requirements.

This activity should be conducted in the workplace or in a simulated work environment. Tasks will need to be observed and recorded by the assessor/third party in the observations and demonstrations checklist document.

1. As a workplace project (or simulated workplace project), perform a review of the current sustainability practices used within your work area. This should include:

· Reading and analysing relevant texts, numerical information, codes, legislation against current workplace practices
· Reviewing workplace sustainability information and any relevant reports
· Gathering information through workplace discussions with others
· Documenting your findings and assessing outcomes for reporting.

Answers will vary depending on the learner and the business industry they work within. They should show a thorough and logical approach to the task and demonstrate their skills for gathering and assessing sustainability information. Information gathered should be documented clearly and concisely for reporting requirements.

2. Present your findings to your manager/the relevant person, to inform and discuss workplace sustainability objectives.

The learner should demonstrate good use of communication skills, including appropriate use of language, understanding of any cultural or inclusion needs of the other person and an ability to engage in discussions. They should show an ability to articulate their report and findings on sustainability within the workplace/area, and have an understanding of sustainable objectives as applies to their workplace.

[bookmark: _Toc450225479]Section B: Knowledge activity (Q & A)
Objective: To provide you with an opportunity to show you have the required knowledge for this unit.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Relevant internal and external sources and how they can be used to identify sustainability improvements
· Compliance requirements for the work area with reference to legislation, regulations, codes of practice and workplace procedures that relate to environmental and resource issues
· Common environmental and energy efficiency issues within the industry
· Benchmarks for environmental and resource sustainability that are relevant to the organisation
· Organisational systems and procedures that relate to environmental and resource sustainability improvements

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 between learners depending on their organisation and the industry sector that it is within. They should outline one best practice approach to environmentally sustainable working practices. They should also highlight how it related to their own area of responsibility. 

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. What industry benchmarks do you/your organisation need to follow to maintain correct environmental and resource practices?

Answers will vary depending on the learner and the industry of business they work within. This may include reference to levels of waste, energy usage, fumes/level of pollutants, use of recyclable materials and resource usage.

5. Identify areas for improvement in environmental sustainability within the systems and procedures (as in question 3) 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.
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Objective: To provide you with an opportunity to demonstrate the required performance elements for this unit.

This activity will enable you to demonstrate the following performance evidence:

· Analyse information from a range of sources to identify current procedures, practices and compliance requirements in relation to environmental and resource sustainability
· Consult and communicate with relevant stakeholders to seek input and encourage engagement with developing and implementing sustainability improvements, encourage feedback and suggestions and report on outcomes
· Plan and organise work group activities that incorporate sustainable practices
· Apply continuous improvement approach to sustainability performance
· Apply change management techniques to support sustainability performance

Answer the activity in as much detail as possible, considering your organisational requirements.

All activity answers will vary depending on the learner and the organisation they work for but the learner should be able to demonstrate their competency in the unit requirements.

This activity should be conducted in the workplace or in a simulated work environment. Tasks will need to be observed and recorded by the assessor/third party in the observations and demonstrations checklist document.

1. As a workplace project, conduct the following:

· Gather information on sustainability practices and recommendations from a variety of external sources, in order to analyse if this could be incorporated/used at your workplace (or within your business industry). This may include information from the relevant business sector and business peers, sustainable codes of practice, legislation and information on resources.
· Conduct a group discussion with the relevant stakeholders at your place of work to assess the feasibility of your research into sustainability and to develop sustainability/resource improvements
· Produce a report of your meeting to show your initial research, any recommendations and to document the discussions of your meeting
· From this, produce a plan to show how the work group activities that incorporate sustainable practices can be organised 
· Implement the work group activities and monitor this to ensure a continuous improvement approach is taken
· Assist and guide the work group, to support the sustainability changes.

[bookmark: _GoBack]Answers will vary depending on the learner. The learner should demonstrate their ability to source and analyse information applicable to their business industry and place of work and apply this in a practical sense to assess sustainability and resource-use efficiency. Improvements should be assessed and work plans made to implement and monitor this. The learner should ensure that changes are correctly implemented and supported.
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