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Candidate Details
[bookmark: _Toc433704733]Assessment – BSBSUS501: Develop workplace policies and procedures for sustainability
The learners must complete the following activities and hand them into you for marking. This forms part of the learner’s assessment for BSBSUS501: Develop workplace policies and procedures for sustainability. The initial activities are formative – the Skills and Knowledge and Major Activities are summative but all should show the learner’s knowledge of the unit. The activities should be completed in a suitable environment, whether that is a classroom, training environment or an appropriate workplace location. 
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below:
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________
[bookmark: _Toc433704734]
Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



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

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

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________
Activities
[bookmark: _Toc433704735]Activity 1A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to define scope of sustainability policy and gather information from a range of sources to plan and develop policy.

	Activity
	What is the scope of your sustainability policy?

Answers will vary but may include:

· Ecological foot printing
· Energy Efficiency Opportunities Bill 2005
· Global Reporting Initiative
· Green office program
· Green purchasing
· Greenhouse challenge plus (Australian government initiative)
· ISO 14001:1996 environmental management systems life cycle analyses
· Life cycle analyses 
· Product stewardship
· Supply chain management
· Sustainability covenants/compacts
· Triple bottom line reporting.

What sources of information have you gathered to help you plan and develop your policy?

Answers will vary but may include:

· Legislation and regulatory authorities – you will need to check to see if there is legislation your company needs to abide by.
· Voluntary schemes sometimes offer information and guides to help you e.g. Green office guide.
· Stakeholders.






[bookmark: _Toc433704736]Activity 1B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify and consult stakeholders as a key component of the policy development process.

	Activity
	Who are your stakeholders?

Answers will vary but may include:

· Customers
· Employees at all levels of the organisation
· Government
· Investors
· Local community
· Other organisations
· Regulators
· Suppliers.

Choose a stakeholder from your list above and describe through what means you would consult with them and what you would discuss. 

This will depend on the type of stakeholder and what their interest in your organisation is. You will also need to consider the rights of your stakeholders. You may ask certain stakeholders for official advice e.g. government or regulators. Others you may ask for suggestions e.g. customers.






[bookmark: _Toc433704737]Activity 1C
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to include appropriate strategies in policy at all stages of work for minimising resource use, reducing toxic material and hazardous chemical use, and employing life cycle management approaches.

	Activity
	What strategies could you include to reduce toxic material and hazard chemical use and employ life cycle management approaches?

Answers will vary but should demonstrate strategies that relate to their own workplace, such as:

· Use environmentally friendly cleaning products (those that have been made using natural resources instead of chemical i.e. lemon juice).
· Buy natural soap for use in the bathrooms.
· Sometimes it might be difficult to eliminate entirely the use of toxic material in this case consider looking for products with a reduction.
· Use ink and toner saving settings on equipment such as printers and photocopiers.
· Think about ways to prolong the life of products; do not throw away perfectly good products as somebody may be able to use them, for example you could try donating old computers. 
· Buy Fairtrade products wherever possible e.g. canteen can buy Fairtrade tea, coffee and sugar.
· Buy products used in the workplace from other companies that are environmentally and socially aware. 






[bookmark: _Toc433704738]Activity 1D
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to make recommendations for policy options based on likely effectiveness, timeframes and cost.

	Activity
	Demonstrate how you can make recommendations for a policy based on likely effectiveness, timeframes and cost. 

Answers will vary but should demonstrate the progression of ideas and reasoning behind recommendations specific to the learner’s workplace. 

Time and cost could be divided up for example:

Time can be divided as follows:

· Immediate effect 
· Under 6 months
· Over 6 months
· Over 2 years

Cost can be divided as follows:

· £1000 and under
· £1000 - £5000
· Over £5000






[bookmark: _Toc433704739]Activity 1E
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to develop policy that reflects the organisation's commitment to sustainability as an integral part of business planning and as a business opportunity.

	Activity
	How do you propose to demonstrate your organisation’s commitment to sustainability?

Answers will vary but should be able to demonstrate ways to display new ways to improve economic efficiency, environmental and social sustainability in all aspects and levels of the organisation.

The learner should have considered:

· Products and services you supply
· Products and services you use
· The building you work in
· Transportation
· Procedures and efficiency
· Training staff and staff incentives.






[bookmark: _Toc433704740]Activity 1F
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to agree to appropriate methods of implementation, outcomes and performance indicators.

	Activity
	Prepare for a meeting with your supervisors. Brainstorm ideas for appropriate methods of implementation.

Answers may vary, they could include but are not limited to:

· Hold a staff meeting to discuss sustainability (if you are a part of a large organisation and you cannot all feasibly meet together you could meet in departments/groups).
· Meet with staff again to discuss changes to responsibilities (again, do this in groups so that people understand each other’s responsibilities).
· Break the overall sustainability down into its components. 
· Think about what you want to achieve as outcomes.
· Introduce implementation in phases so that staff do not feel overwhelmed.
· Discuss the time limit for the implementation and if you have decided to implement in phases, the time limit for each phase. 






[bookmark: _Toc433704741]Activity 2A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to promote workplace sustainability policy, including its expected outcome, to key stakeholders.

	Activity
	Why should you promote your workplace sustainability policy?

Promoting your workplace sustainability policy is about getting support, recognition and building a good reputation and strong links with other organisations involved with yours e.g. suppliers. 

What do you have to think about when promoting the policy and its expected outcome to stakeholders?

You will have to think about:

· The message you intend to promote/target audience 
· How to get the message across.

In pairs, act out a situation where you have to convince your key stakeholders that sustainability policies will benefit them.

Answers will vary but may answer some of the following questions: 

· Does it reduce their costs?
· Does it enhance their reputation?
· Will it lead to recognition from the Government?
· Does it mean you are abiding by regulations?
· Will it mean savings for the company that you can use elsewhere? (E.g. is there a pay rise for staff?)






[bookmark: _Toc433704742]Activity 2B
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to inform those involved in implementing the policy about expected outcomes, activities to be undertaken and assigned responsibilities.

	Activity
	When informing those involved in implementing the policy of the outcomes you expect, why is it important to be specific?

If you are specific in your expected outcomes you will help staff to understand exactly what you want. There is no room for misunderstandings if you are specific and the targets you set will be achievable and measurable.

Give an example of an activity or activities that you would like staff to undertake in order to help achieve a target (also specify the target).

Answers will vary below is an example taken from the learner guide. Learners should provide their own example.

For the reduction of paper by 50% for example, staff need to be told to:

· Only print or use the photocopier when necessary 
· Use scrap paper to jot or write notes on
· Print double-sided
· Use electronic communication wherever possible.

Using your example from the previous answer, get in pairs, and tell your partner what responsibilities they should have as if they are the supervisor for implementing your target.

Answers will vary on the target chosen. Below is an example taken from the learner guide? Learners should provide their own example.

In this scenario (reducing paper by 50%) a supervisor could be given the responsibilities of:

· Setting a good example and doing as instructed
· Ensuring everyone in their team knows where scrap paper can be found
· The responsibility of ordering the paper
· Checking the usage of the paper – how much has been used each month
· Helping with any problems that may arise because of the changes e.g. instructing staff how to print double-sided.






[bookmark: _Toc433704743]Activity 3A
	Estimated Time
	40 Minutes

	Objective
	To provide you with an opportunity to develop and communicate procedures to help implement workplace sustainability policy.

	Activity
	What is a procedure? Give an example below.
	
A procedure is a set of instructions informing you how to do something. It may specify who is responsible for the action i.e. manager or all employees. It often includes information about where and when e.g. after finishing work for the day you must shut down your computer and make sure it is turned off.

What different methods of communicating a procedure are you aware of?

Answers may include:

· Flow chart
· Pictogram
· Poster
· Word Document

You should now develop a procedure that will help to implement a workplace sustainability policy, and communicate this to the next of the group. Think about the method communicating this procedure.

Learners should clearly communicate the procedure they have developed, so that the rest of the group understands the actions they would need to take in a real work environment. The method of communicating will vary according to the policy, but for example, if you were attempting to implement a bike or jog to work scheme, the method of communicating may be a poster, which demonstrates the health and environmental benefits of biking or jogging rather than driving. 






[bookmark: _Toc433704744]Activity 3B
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to implement strategies for continuous improvement in resource efficiency.

	Activity
	[bookmark: _Toc401586674]What is continuous improvement?

Continuous improvement is the constant determination to improve products, services or processes. This can be the result of an idea and can happen instantly or it can be a gradual progression over time. 

What qualities should staff have for this?

To continually improve, employees need to be on the look-out for potential improvements; they need to be someone who alters the way they do something to see if it is more efficient or improves a service. 
They also need confidence and the ability to reflect on their performance.

What qualities should supervisors to help staff achieve this?

Supervisors and other members off staff need to be accommodating of mistakes and encourage people to try new things within the limits of their responsibilities. Supervisors need to be approachable so that staff will share potential improvements with them and trial them out.






[bookmark: _Toc433704745]Activity 3C
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to establish and assign responsibility for recording systems to track continuous improvements in sustainability approaches.

	Activity
	First write a list of all the tasks that need to be done to track continuous improvements in sustainability approaches.

Answers will vary but may include:

· Regular audits and spot checks
· Meetings with staff once a week about procedures
· Ask staff regularly (e.g. at meeting once a week) for ways to improve 
· Complaints, feedback and suggestion forms
· Staff incentives/rewards
· Disciplinary for staff.

Next explain how you propose to assign people to those tasks. Do you need a large team? Explain your answer. 

Answers will vary, however a brief example can be found below:

To assign responsibility you will need to decide if you need a team of people for recording data and tracking improvements. This is more likely if you are part of a large organisation. A smaller organisation is less likely to need a whole team, a manager or a supervisor may be enough. If you need to delegate responsibility you could advertise internally so that people can volunteer themselves. This is a good way to ensure you get the most motivated people for the position. 






[bookmark: _Toc433704746]Activity 4A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to document outcomes and provide feedback to key personnel and stakeholders.

	Activity
	What might you have to give feedback to stakeholders regarding?

They could be regarding:

· Complaints or suggestions
· Audits
· Changes to procedures
· Rewards/disciplinary action outcomes. 

Think about your stakeholders – who would be interested in each of the above examples? Assign at least two stakeholders for each. 

Answers may vary as long as they fit the requirements, an example is:

· Complaints or suggestions- customers, managers, regulators
· Audits – investors, regulators
· Changes to procedures –suppliers, staff
· Rewards/disciplinary action outcomes – staff member and supervisor.
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	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to investigate successes or otherwise of policy.

	Activity
	What should you research when investigating successes?

Answers will vary but may include:

· Positive feedback 
· What procedures are being completed correctly?
· Why people are being rewarded?

What should you research when investigating areas for improvement?

You should investigate:

· What procedures are not getting completed accordingly?
· Negative feedback.
· What people are complaining about?
· Who is complaining? Is there a specific type of stakeholder who consistently complains or area that is receiving the most complaints?
· What are the reasons for the discipline? E.g. do they need more training?






[bookmark: _Toc433704748]Activity 4C
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to monitor records to identify trends that may require remedial action; and use to promote continuous improvement of performance and modify policy and or procedures as required to ensure improvements are made.

	Activity
	What is a trend? Give an example.

A trend in this context is a pattern or general tendency appearing in the data. For example you may find that people are being rewarded for recycling. This suggests that the recycling procedures and policies are clear and everybody is happy with them.

You have found a problem with a procedure. How could you find a solution?

Answers will vary but may include:

· Eliminating the need for a procedure e.g. through technology 
· Altering procedures to improve their clarity.
· Checking to see if all staff understand the procedures.
· Checking to see if all staff are capable of fulfilling the procedures e.g. are they trained to complete the task?






[bookmark: _Toc433704749]Skills and Knowledge Activity
	Estimated Time       
	45 Minutes

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

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

The answers to the following questions will enable you to demonstrate your knowledge of:
· Reading
· Writing
· Oral Communication
· Numeracy
· Navigate the world of work
· Interact with others
· Get the work done
· Outline the environmental or sustainability legislation, regulations and codes of practice applicable to the organisation identify internal and external sources of information and explain how they can be used to plan and develop the organisation’s sustainability policy
· Explain policy development processes and practices
· Outline organisational systems and procedures that relate to sustainability
· Outline typical barriers to implementing policies and procedures in an organisation and possible strategies to address them.

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. Research two of the following and write a synopsis of useful information you found from each document:

· Ecological foot printing
· Energy Efficiency Opportunities Bill 2005
· Global Reporting Initiative
· Green office program
· Green purchasing
· Greenhouse challenge plus (Australian government initiative)
· ISO 14001:1996 environmental management systems life cycle analyses
· Life cycle analyses 
· Product stewardship
· Supply chain management
· Sustainability covenants/compacts
· Triple bottom line reporting.

Answers will vary but an example synopsis can be found below:

Green office guide: This guide helps organisations to create a more environmentally friendly office environment. 
It suggests in general organisations:

· Choose ENERGY STAR office equipment which is classed as more environmentally friendly and typically features things like sleep modes. 
· Train staff to use equipment appropriately to ensure energy saving systems is turned on when equipment is in use.
· Use green power which is energy generated from renewable sources such as wind, solar, biomass and mini-hydro. 
· It also gives advice about specific computer equipment e.g. desktop computers and monitors, photocopiers, printers, Fax machines, multifunction devices and air-conditioning systems. 

http://www.environment.gov.au/archive/settlements/publications/government/purchasing/green-office-guide/pubs/green-office-guide.pdf (accessed 23/10/2015)

2. Create a five to ten minute presentation to communicate your research with stakeholders. How can it help you to create your policy? Show how you will implement and review it. You should also consider stakeholder’s different opinions and positions when tailoring your presentation. 

Ensure you prepare for questions from the audience.

Presentations should demonstrate the learner can:

· Read and evaluate complex and formal documents such as policy and legislation
· Research and write using appropriate language for the audience 
· Plan and organise workload (provide a presentation that lasts between five and ten minutes)
· Demonstrates a realistic schedule for the proposed policy
· Sets goals and evaluates all the options (by explaining their choice of sustainability measure(s))
· Communicate orally and interact with others e.g. through a question and answer session
· Manage different points of view and dissenting stakeholders
· Use precision of expression and language and structures suited to the intended audience 






[bookmark: _Toc433704750]Major Activity								
	Estimated Time
	1 Hour

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

	Activity
	This is a major activity – you should let the learners know whether they will complete it during class or in their own time.
Completed answers should be attached to the workbook.
They must individually, answer the following questions in full to show their competency of each element:
1. Develop workplace sustainability policy
2. Communicate workplace sustainability policy
3. Implement workplace sustainability policy
4. Review workplace sustainability policy implementation

1. While leading a group of at least three people, demonstrate your ability to plan, develop and implement workplace sustainability policy and procedures.

Ensure you:

· Use a range of sources
· Write a sustainability report
· Describe the benefits of global reporting initiatives (including their usefulness for providing guidelines)
· Implement  triple bottom line reporting
· Are aware of the organisation’s stakeholders 
· Raise awareness of sustainability policies and procedures at work 
· Minimise resource usage at work 
· Demonstrate the organisation’s commitment to sustainability 
· Implement sustainability procedures 
· Show an awareness of legislative requirements relating to sustainability
· Use key performance indicators.

The learner should demonstrate:

· An ability to gather information from a range of sources (including legislation and regulatory authorities, voluntary schemes, and stakeholders) to plan and develop policy
· An ability to write a sustainability report
· An understanding of the benefits of global reporting initiatives (including their usefulness for providing guidelines)
· An understanding of triple bottom line reporting
· An awareness of the organisation’s stakeholders (including, potentially: customers, government, investors, local community etc.)
· An ability to raise awareness of sustainability policies and procedures at work (via, for example: competitions, volunteering, training and advertising)
· An understanding of how to minimise resources at work (by, for example: recycling, creating a compost bin for food waste, and buying products with minimal packaging)
· An awareness of how to demonstrate the organisation’s commitment to sustainability (by, for example: using sustainable products, producing sustainable products, and training staff and providing incentives to follow sustainable procedures)
An understanding of the methods used to implement sustainability procedures (by, for example: holding staff meetings, introducing implementation in phases, breaking the overall sustainability down into its components)
· An awareness of legislative requirements relating to sustainability
· An awareness of key performance indicators.

2. Demonstrate your ability to communicate workplace sustainability policy to others.

Ensure you:

· Show an awareness of the various stakeholders involved in sustainability policy 
· Show an ability to use a variety of methods to promote sustainability policy
· Show an ability to inform those involved in implementing the policy about expected outcomes and activities to be undertaken and assigned responsibilities
· Show an awareness of the activities that can be undertaken to encourage sustainability 

The learner should demonstrate:

· An awareness of the various stakeholders involved in sustainability policy (e.g. customers, employees, government, investors etc.)
· An ability to use a variety of methods to promote sustainability policy (by, for example: creating a website, getting involved with the local community, and writing letters, emails and newsletters to investors, customers, suppliers and staff to keep them updated)
· An ability to inform those involved in implementing the policy about expected outcomes and activities to be undertaken and assigned responsibilities
· An awareness of the activities that can be undertaken to encourage sustainability (e.g. printing only when necessary, using scrap paper to jot or write notes on, and using electronic communication wherever possible). 

3. Liaising with key stakeholders, demonstrate your ability to implement workplace sustainability.

Ensure you:

· An ability to consult and communicate with relevant stakeholders to generate engagement with sustainability policy development
· An awareness of which questions to ask when communicating procedures (such as, ‘Who is the target audience?’ ‘What information am I trying to convey?’ and ‘What format will best suit the information?’
· An ability to create the right culture for implementing sustainability procedures (by, for example: training staff appropriately, using constructive criticism, rewarding staff who develop ways to improve, and promoting staff progression).

The learner should demonstrate:

· An ability to consult and communicate with relevant stakeholders to generate engagement with sustainability policy development
· An awareness of which questions to ask when communicating procedures (such as, ‘Who is the target audience?’ ‘What information am I trying to convey?’ and ‘What format will best suit the information?’
· An ability to create the right culture for implementing sustainability procedures (by, for example: training staff appropriately, using constructive criticism, rewarding staff who develop ways to improve, and promoting staff progression).

4. Demonstrate an ability to review and improve sustainability policies.

Ensure you:

· Provide feedback regarding complaints or suggestions, audits, changes to procedures, and rewards/disciplinary action outcomes
· Investigate successes or failures of a policy, as well as barriers to success
· Remove and overcome barriers.

The learner should demonstrate:

· An ability to provide feedback regarding complaints or suggestions, audits, changes to procedures, and rewards/disciplinary action outcomes
· An ability to investigate successes or failures of a policy, as well as barriers to success (including a lack of staff motivation, incoherent policies and procedures, and a lack of communication policies and procedures to all staff)
· [bookmark: _GoBack]An ability to remove and overcome barriers.
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