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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.
Securcom is a commercially based electronic security service provider that specialise in electronic security, access control and CCTV systems. I identify Securcom would come under Organisation Regulations using its own policies and procedures adhering to the use of sustainable resources. As an admin officer, due to my workplace being in the office and using the facilities provided in the office I am responsible and mindful in my every day work for the following: 
· Recycling 
· Waste reduction measures 
· Use of energy saving technology 
· Consideration of environmental factors in strategic decision-making 

1. State the compliance requirements within your work area for all relevant environmental/sustainability legislation, WHS issues and requirements, regulations and codes of practice.
The compliance requirements with the environmental regulations that my work would follow is the organisation compliance. Ensuring the Workplace Health and Safety Acts, regulations and codes of practice are upheld. All stakeholders are responsible for their own work area. The organisational regulations include: 
· Use of sustainable resources 
· Recycling 
· Waste reduction measures 
· Use of energy saving technology 
· Consideration of environmental factors in strategic decision-making.

1. Identify all environmental and energy efficiency issues, systems and procedures related to your organisation and industry practice.
Securcom identifies with Carbon Management and we try our best to reduce the carbon footprint of the company. Procedures that are in place to make this goal effective include: 
· Avoiding emissions from the site and energy use – have Sensors on lights so that they only go on when someone is present in the room and automatically turn off when there is no one. 
· 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 a solar panel 
Other general procedures that are set within the organisation for energy conservation include the following: 
· Turning off all lights and equipment when not in use 
· Using the most energy efficient lighting
· Using power saving functions on equipment 
· Using 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 
· Store and re-use rain water where possible 



1. 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.
I would seek input from all stakeholders within the organisation as well as outside. These stakeholders include employees of the company, local suppliers, customers and other local organisations. It is important that these people have an input into making improvements because they each have their own different perspective and any sort of feedback is a great opportunity for the company to identify areas that require development and raise as many different ideas to do so as possible. I would obtain this information via questionnaires, feedback forms and surveys. In order to apply these ideas practically, the company should hire a specialist to assist in implying these ideas to improve the sustainability of the environment. 

1. Identify the waste product with the largest volume that is produced by your organisation. Devise a new strategy to reduce the volume of waste.
The waste product that produces the largest volume by our company would be paper.
A new strategy to reduce the volume of paper use would be to advise all stakeholders to turn to emailing rather than mailing. Only print if mandatory, ideally double sided for multiple pages and only what needs to be printed. 

1. Set a SMART target to reduce the volume of waste product and include the way in which you intend to monitor, measure, and record and report data.
Specific – waste management for my organisation is a specific goal that the all stakeholders can contribute. The organisation will use less paper by trying to email instead of mailing, double sided printing where possible and used paper to be placed in the recycle bin, all be cost effected in a positive manner to the organisation and to the environment.

Measurable –Attention to detail and the desire to make processes as efficient as possible is essential in all employees. Sharing ideas and solutions to improve processes in use of paper is essential to extend the improvement. In the long run save the organisation money by way of the purchase of less paper. 

Attainable – this is achievable with the contribution and agreed upon by all stakeholders, with input from all stakeholders, being consistent, 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. 

Realistic – reasonable as the stakeholders will just have to get into a routine and maintain the routine.

Time-based – Effort is minimal and over a period of time the effect of less paper usage, becoming electronic within the work area, does take time as this is a change in routine. Recording will be efferent when the purchase order for paper is reduced.


1. 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?
I would communicate the new ideas, policies and procedures of the organisation in relation to the changes in waste management by sending out emails, reminder notices as well as notifying employees in our company newsletter. I would also conduct a meeting to involve feedback from stakeholders. Resistance would be something to expect as not everyone likes changes in procedure, so we will work close with those people and reinforce the procedure in a way that everyone will agree on and be satisfied. 

1. Using all information available to you within your organisation, detail your organisation’s current energy consumption. Present it in a suitable format.
Securcom Energy Consumption: 
High usage of air-conditioner 
High usage of lights 
High usage of power for electronics i.e. computer, phones, internet. 

1. How your organisation is structured in terms of its energy management policies? What are your environmental efficiency responsibilities within the structure and to who do you report?
Securcom does not have a structured policy in terms of it energy management. I have belief that as the company develops, we will enforce policies to become a ‘Green Office’ in the near future. 

1. 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?
I am not governed by a quality assurance system, however I am encouraged and rewarded to improve work processes to have an impact on the environment and help achieve the organisation’s goal of becoming a ‘Green Office’. I am personally aware of the impact I can have on the environment and I take the opportunity where ever possible to be energy conservative as possible.

1. 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
The organisation’s supply chain as follows: 
· suppliers of raw materials
· water supplier
· electricity supplier

Areas of improvement to environmental sustainability would be:
Economic use – be careful with the amount of energy you use and only use enough for your needs:
· turn off lights when not in use
· turn off hot water if not needed
· turn off electrical equipment when not in use
· if using electricity or gas to boil water in a kettle, fill it with the minimum amount required
Use solar power:
· invest in solar panels
· invest in sky lights or open blinds/shutters to allow the sun to help heat the building

Use local suppliers – the closer your supplier is geographically to your premises, the smaller the delivery distance and the less fuel used.
I would report my findings to the directors of the organisations.


1. Document the terms and conditions of your employment including your particular responsibilities in environmentally sustainable working practices.
There are no terms and conditions of my employment in relation to my responsibilities in environmentally sustainable working practices however I am personally aware of the impact I can have on the environment and I take the opportunity where ever possible to be energy conservative as possible.
























Major activity 
1. How is your organisation affected by the Environmental Protection and Biodiversity Conservation Act 1999 (EPBC)?
Securcom is affected by only a couple of “matters of national environmental significance” within the EPBC. These are applicable to our organisation due to where we are located. These matters include: 
· Wetlands of international importance 
· Nationally threatened species and ecological communities 
· Migratory Species 

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.
An area within Securcom that is assessed for compliance with environmental/sustainability regulations are with our technicians. Areas for improvement within their line of work could include the following: 
· Carpool to jobs – technicians who are at jobs within close proximity should carpool as a more sustainable means of transport. 
· Only use power on jobs when required 
· Ensure that disposal is done so correctly 

3. State ways in which your organisation monitor and manages its carbon footprint.
A way to monitor and manage the organisation’s carbon footprint could be conducting a waste assessment. By conducting a waste assessment, enables the company to calculate the financial costs and the environmental impact of the disposal of the company’s waste. This ultimately allows the company to identify possible solutions to reduce the amount of waste the organisation produces and potential more efficient ways of disposing of it. 

4. From which stakeholders of your organisation and external sources could you gather information to provide advice on improvement opportunities?
Stakeholders of the organisation and external sources from which I can gather information to provide advice on improvement opportunities 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.
· Paper
· Plastic 
· Cardboard boxes 
· Office products that no longer work (pens, whiteout, highlighters, etc.) 
· Food scraps

6. State a green purchasing strategy of your organisation. If it does not have one, suggest how they could implement one.
The company I work for do not have a green purchasing strategy in place. To implement a green purchasing strategy, the organisation must only purchase goods that have a positive impact on the environment. This can be done by setting up accounts with suppliers who provide eco-friendly goods.  

7. Identify a current work process in which you are involved and analyse each step to highlight areas for improvement in efficiency.
Supplier tax invoices: 
Step 1: Receive tax invoice via email. 

Step 2: Print out tax invoice - Improvement: Print out on recycled paper. If invoice has multiple pages, print double sided 

Step 3: Record invoice in our system 

Step 4: Stamp invoice “entered” initial and date 

Step 5: Give invoice to the appropriate personnel to approve for payment. 

Step 6: Store approved invoice until end of month payment run. This is where we reconcile accounts and ensure that we have physical copies of all invoices and all invoices are approved for payment. – Improvement: Print Statement off on recycled paper and double sided if multi paged. 

Step 7: Once accounts are reconciled, invoices and monthly statement are passed onto the Admin manager who will process payment. 

Step 8: Admin manager will print out a transaction record of what amount has been paid. – Improvement: Print transaction record on recycled paper and double sided if multi paged. Only print what needs to be printed. For example, we only need a record of what we have paid, we do not need extra pages with details that aren’t really needed. 


Step 9: Once account has been paid for, Admin manager will then store the invoices, statement and attached transaction record in a cardboard manila folder with the date the payment was made. This folder is then stored in a cardboard box. – Improvement: Store only what needs to be stored. We do not need to store a copy of every single invoice when they are recorded on the monthly statement and it is recorded in the system. By correctly disposing of the tax invoices would really reduce the amount of unwanted clutter. 

8. Identify ways in which your organisation could improve its storage facilities to be more environmentally sustainable.
Ways in which the organisation could improve storage facilities to be more environmentally sustainable could include: 
· 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.
Four different types of efficiency targets could be: 
1. Water Conservation 
2. Waste reduction 
3. Improving storage
4. Improving storage 

10. Invoices of which suppliers might you use to assist you in achieving efficiency targets?
Suppliers which may help in assisting to meet these efficiency targets would be local suppliers as they would be more likely to have similar efficiency targets according to the fact that we share the same environment and should be looking at the benefit of our local environment. 

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


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


13. How could your organisation reduce material consumption in the work place?
Ways which the organisation could reduce material consumption can include: 
· 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?
When determining the value of an organisation, accountant will take into account all of its assets and their value. Assets can be categorised a number of ways including the environmental assets of an organisation. The location of the organisation will determine the environmental assets available for use and the cost of utilising them. 

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.


16. What is best practice for evaluations?
The best practice for evaluation includes: 
· Well-planned and conducted 
· Specific to your program
· Input from all key personnel and stakeholders involved directly and indirectly with the improvement plan 
· Honest and Transparent – the mistakes 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 designate person or team. 



17. When setting new efficiency targets what must you take into account?
When setting new efficiency targets, “SMART” goals is a great way to help define individual aspects of the target. “SMART” goals as follows: 
S – Specific, Significant 
M – Measurable, Meaningful 
A – Attainable, Achievable, Acceptable, Action-orientated, Agreed upon 
R – Realistic, Relevant, Reasonable, Rewarding, Result-orientated 
T – Time-based, Time-bound, Timely, Tangible, Trackable. 



18. How could you promote successful strategies?
Ways to promote successful strategies can include: 
· Press release 
· Newsletter to clients and stakeholders 
· Information on organisation’s website 
· Through Staff training 
· Celebratory events for stakeholders and participants 


