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Candidate Details
[bookmark: _Toc442352146]Assessment – BSBSUS401: Implement and monitor environmentally sustainable work practices
Please complete the following activities and hand in to your trainer for marking. This forms part of your assessment for BSBSUS401: Implement and monitor environmentally sustainable work practices.
Name: 		Zoe Lwin
Address:	5 Emmett St Wynnum West, 4178
Email:		zoejade_98@hotmail.com
Employer:	LWINS CLEANING
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. 
[image: C:\Users\Zoe\AppData\Local\Temp\msohtmlclip1\02\clip_image001.png]
Signed:	
Date:		2/09/16
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below:
[bookmark: _GoBack]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: _Toc442352147]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:
14/9/2016 Well done on the work you have put in so far, you’re almost finished.   
You will find a comment on the right hand side of each activity which will tell you if it has been answered successfully or more information is required.	  A few of the activities within an activity have dropped out of your submission and just one question is missing from your major project.  When you have completed everything, please return it with your third party report.
Assessor Signature: 		Melissa Dobbs																	
Observation/Demonstration

Throughout this unit, you will be expected to show your competency of the elements through observations or demonstrations. Your instructor will have a list of demonstrations you must complete or tasks to be observed. The observations and demonstrations will be completed as well as the activities found in this workbook. An explanation of demonstrations and observations:
Demonstration is off-the-job
A demonstration will require:
Performing a skill or task that is asked of you
Undertaking a simulation exercise
Observation is on-the-job
The observation will usually require:
Performing a work based skill or task 
Interaction with colleagues and/or customers
Your instructor will inform you of which one of the above they would like you to do. The demonstration/observation 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. Your instructor will ensure you are provided with the correct equipment and/or materials to complete the task. They will also inform you of how long you have to complete the task.
You should be able to demonstrate you can:
1. Investigate current practices in relation to resource usage
2. Set targets for improvements
3. Implement performance improvement strategies
4. Monitor performance
You will also need to show:
· Reading
· Writing
· Oral communication
· Numeracy
· Navigate the world of work
· Interact with others 
· Get the work done
[bookmark: _Toc442352148]Activities
[bookmark: _Toc442352149]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?

Within the EPBC Act, the nine “matters of national environmental significance” are:
· World heritage properties
· National heritage places
· Wetlands of international importance
· Nationally threatened species
· Migratory species
· Commonwealth marine areas
· The Great Barrier Reef Marine Park
· Nuclear actions
· A water resource (coal mining)


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

Those effected by the EPBC include any entity whose business activity has as a direct and significant impact on any of the aforementioned environmental concerns. This encompasses landowners, developers, industry, farmers, councils, state agencies and commonwealth agencies. 

As such a small-scale industry, my current organisation (Lwins Cleaning), has no substantial impact on the nine ‘matters of national environmental significance’ outlined by the EPBC Act. However, it is still important to consider the potential accumulative environmental effects of even a small organisation. 


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?

Actions that have or potentially have a significant detrimental impact on the nine matters include;
· Property development of buildings and infrastructure
· Mineral and petroleum resource exploration 
· Storage/transportation of hazardous materials
· Waste disposal
· Earthworks
· Aquaculture
· Research activities
· Etc. 

Of these actions, my organisation does have to consider such things as waste disposal, and monitor the use of hazardous materials such as cleaning chemicals. (That is, measures are taken to ensure that environmentally friendly, biodegradable chemicals are used). However, the scale on which it carries out these actions is only minute, therefore, its potential impact can’t be considered as significantly detrimental. 


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.
[image: ]
Postcode: 4390
Goondiwindi region – QLD/NSW Border

According to the report (attached document), matters of national environmental significance in the area include; 3 wetlands of international significance, 5 threatened ecological communities, 27 threatened species and 8 migratory species. Other matters protected by the Act which are of concern in the region include 14 listed marine species. 
















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.

The environmental impact of business activities within Queensland is governed by the Environment Protection Act 1994. 

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

As my organisation is based in Queensland, we must operate under the Environment Protection Act as well as the commonwealth EPBC Act regarding any business activities that have a potential environmental impact. 



[bookmark: _Toc442352150]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?

Whether on an industry or international scale, my organisation must comply with regulations such as the use of sustainable resources, recycling, waste reduction, energy saving technology and the consideration of the environment. 


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

With regard to organisational practices, various internal procedures are in place to monitor and assess compliance with these regulations. While these procedures are not formally documented, they require each member of the organisation to uphold their responsibility to carry out sustainable practices.  


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

One way in which procedures might be improved is by provided more knowledge and training to staff members on environmental matters as well as increasing systems which monitor the implementation of these procedures within the workplace.   






[bookmark: _Toc442352151]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.

Various resource efficiency systems can be employed by an organisation to improve its environmental impact. Procedures may vary depending on the nature of the business, however, a widespread concern is carbon management. Avoiding unnecessary emission is a key way to reduce your carbon footprint (amount of greenhouse gas emissions). This can be achieved through saving power where possible e.g. making sure lights and equipment are turned off when not in use or ensuring equipment being used is updated and energy efficient. Investing in a renewable energy source such as solar power is also environmentally beneficial with regard to carbon emissions. 
Within my organisation, water and energy usage are necessary with the use of certain machinery, therefore, systems are in place to monitor and conserve these resources where possible. Proper waste assessment is also necessary. 


Suggest three ways of conserving energy within the workplace.

Some ways to conserve energy include;
· Turning lights and equipment off when it is not in use
· Using energy efficient lighting 
· Choosing the power-saving option on equipment

Suggest two ways of conserving water.

Water conservation can be achieved simply by only using as much water as is needed, or by fixing leaks or dripping taps in the workplace. 

















[bookmark: _Toc442352152]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.

As well as dealing with the waste management of the organisation itself, it is within our job description as a commercial cleaning business to remove waste (food, plastic, cardboard, paper etc) from other workplaces and office spaces. The environmental impact of the systems in place to do this could be improved by using biodegradable plastic bags and by placing more focus on the recycling process. Improvements would need to be made with concern for financial viability. 


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

Stakeholders who have genuine interest in an organisation can be valuable sources from which to receive feedback and make improvements. Within my organisation, these could include employees, directors, suppliers and customers. 


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.

Feedback forms could be an excellent way for employees and customers to give their opinion and offer suggestions for improvements to be made. Customer surveys would also be effective as questions could target areas of concern. It would be beneficial to gain feedback from a range of departments. 















[bookmark: _Toc442352153]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.

There are various resources that assist the functioning of a business which can be measured with regard to their environmental impact. Within my organisation, this would include utilities that require electricity and/or water such as lights, appliances, kitchens and bathrooms etc. It would also include work related equipment such as vehicles and machinery that use fuel or electricity to operate. Within Lwin’s Cleaning, some of the machinery used also requires a water source. The use of disposables such as plastic and paper could also be measured. 


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

The usage of a certain resource, such as water, could be measured by tracking the total amount of the resource used over a fixed period of time. Then, by testing the total amount used and comparing it with regulatory usage guidelines, a business could gauge whether there is a possibility for improvement with reference to environmental impact.  


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

With regard to water usage, regions that may be in risk of drought might have restrictions as to how much water can be used and what for. In the past, this has been the case in the area in which we conduct business, however, at the present time, there are no formal restrictions regarding water usage. 


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

While not formally outlined, organisational guidelines require staff to use common sense; avoid wasting the resource and try use it in a way which is environmentally economical. This might include recycling water where possible or an action as simple as not leaving a tap running unnecessarily. 










[bookmark: _Toc442352154]Activity 1F 
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to analyse and document current efficiency targets trategies.

	Activity
	What is a purchasing strategy?

A purchasing strategy is a way in which a business organises expenses and inventory, ensuring its payment terms are consistent with company cash flow. While value for money is vital in an effective purchasing strategy, (i.e. highest quality products for the lowest cost), an awareness of the potential environmental damage of a particular product or service is a growing concern. Therefore, purchase strategies might include persuading suppliers make products more environmentally sustainable, or considering different supply chains, to find a more environmentally beneficial product. 


What is sustainable procurement?

Sustainable procurement refers to adjusting a purchase strategy so as to reduce the adverse environmental, social and economic effects of a purchased product. Doing so can have a positive effect on these areas and by making business operations more sustainable, it can lead to innovative 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.

The environmental benefits of a sustainable purchasing strategy include such things as the conservation of natural resources, reduced pollution, reduced waste and the preservation of flora and fauna. Social benefits include an inclusive environment that supports the needs and expertise of different societal groups and a reduced negative health impact. An effective strategy can also have economic benefits on a local and global scale; sustaining business operations in the immediate community as well as encouraging fair trade worldwide. It can help secure the best value for money and generate a positive attitude regarding environmental responsibility. 


What is a supply chain program?

A supply chain program allows members of a business supply network to be selected based on various qualities such as value for money, efficiency and quality of product/service, as well their level of commitment to adopting environmentally sustainable work practices. 




Select one product sold/used 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.

Motervehicles are one product essential to most businesses. The distribution of motervehicles involves a detailed supply chain which often operates on an international level and includes multiple organisations and business networks.  For wholesalers of this product, complex purchasing systems and stradegies are in place to ensure its sustainability. On a very basic level, this supply chain involves systems such as the manufacturing of parts, the assembly of parts, shipping, advertising, finanicial management etc. 




[bookmark: _Toc442352155]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.

Each of the work facets above involve a number of individual processes. Those which are of high importance within my organisation include delivery of service, storage of products, disposal of waste, as well as various administrative operations. Among other things, the delivery of our service involves training, monitoring and organisation of employees, work supplies as well as the use and maintenance of vehicles, appliances and machinery. 


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

Involves various resources including a work space, and access to appliances and utilities. When broken down, some of the processes include the organisation of jobs and employee timetables, making and receiving phone calls, communicating and collaborating with external parties, processing customer complaints, producing and sending quotes, invoices and other documents, processing and filing data as well as managing funds. 




Identify how this process impacts on the environment.

While only minor, the administrative process has some environmental impacts with reference to the energy and utilities used, the storage required, the waste products produced and hence the disposal systems needed. 


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

Small improvements could be implemented in the areas of power saving. That is; turning off all lights and appliances when not in use and choosing the power-saver option when using technology. Use resources like paper sparingly so as not to create unnecessary waste. 




[bookmark: _Toc442352156]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?

Whether inside or outside an organisation, stakeholders can include customers, employees, investors, suppliers, the government or the local community. These are individuals or groups who some sort of interest in the conduct, actions or services of a business. 


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

Employing a specialist in managing environmental affairs can incur significant costs to a business and may not be financially viable, however if someone of this nature isn’t already a part of your organisation, it may be necessary to gain input from external sources who have knowledge and experience on the subject of environmental sustainability. 















[bookmark: _Toc442352157]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.

Saving energy is one area within a business that can significantly decrease negative environmental effects, as well as reduce operating costs. 




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.

One of many state government sources that provides information and recommendations regarding environmental sustainability is the Queensland Government ‘Business and Industry Portal’. https://www.business.qld.gov.au/business/running/environment/energy-saving-ideas 
Under the heading ‘Environmental Considerations’ the site informs businesses on energy saving systems, some of which my organisation already implements while others could be considered as improvements. Regarding office equipment, it mentions making small changes:
· Turning off computers/monitors, printers etc.
· Print double sided to reduce paper
· Use email instead of fax
It also suggests investing in upgraded technology that uses less power to operate. For example, it states that “laptop computers…consume 90% less energy than standard desktops”.
Regarding the office heating system, it suggests closing doors to make the air conditioning more effective, or using insulation and blinds to regulate workplace temperature rather than powered heating/cooling. Among other things, the site offers suggestions about how to save power when using lighting, refrigeration and recommends investing in solar power which is an option my organisation could consider to make improvements. 







[bookmark: _Toc442352158]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.

When evaluating whether it would be suitable to implement alternative solutions, numerous factors must be considered. These might be the financial viability of the adjustment, the time and people it would take or the end goal of the organisation. Firstly, consider changes that can be made to improve carbon management. Within my organisation, the office space used is quite small, therefore it would likely be an unnecessary expense to install light sensors which turn lights off when a room is unoccupied. Rather, it would be beneficial to ensure that staff turn all appliances, including lights off manually. Regarding energy conservation, it would be a good idea to invest in the most energy efficient equipment, appliances and lighting or to make sure equipment on a power saving setting. While these changes may come at a cost, they will save money in the long term and improve environmental sustainability. Another operational feature of the business which can be evaluated is the storage system. Saving storage space by only storing what is needed and keeping the space clean and free of clutter are a few simple, beneficial adjustments that might be implemented. 





[bookmark: _Toc442352159]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. 

Efficiency Targets:

1. To decrease carbon emissions from the worksite and improve carbon footprint of the organisation over the next 6 months.  This will be achieved by avoiding unnecessary car travel, saving power where possible, replacing outdated appliances and installing a solar energy source. 
2. To improve energy conservation over the next 6 months, in conjunction with decreasing emissions. This will be measured by monitoring the change in the cost of this resource over the time period. 







[bookmark: _Toc442352160]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?

To measure the goals set, supplier invoices such as electricity bills and fuel dockets could be examined which would allow the usage of these resources to be tracked.  


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

Other information that could be examined would include greenhouse gas emission reports as well as sales figures and profit margins which would show how the adjustment is effecting the business financially, if at all.


What will you need to measure?

To measure the change in greenhouse emission and electricity usage, data would need to be collated from various sources such as invoices and reports as stated above. This could be laid out on a spreadsheet showing progress over time. For example, how electricity costs may have decreased through using less power. Using a spreadsheet would allow a running log of each set of data to be kept as a reference. 





[bookmark: _Toc442352161]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?

Continuous improvement is an ongoing effort to make workplace systems more efficient. It is accomplished when all members of an organisation take small steps to eliminate procedural wastes. 


Who is responsible for applying continuous improvement to processes?

Every member of an organisation must play a part and have the same attitude toward improving efficiency.


What are the benefits of continuous improvement?

Continuous improvement brings many benefits, such as encouraging out-of-the-box thinking, producing a motivated, committed and supportive workforce and attracting high calibre employees. Furthermore, environmental efficiency is improved when an organisation reduces waste in its systems. 


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

In any area of work, efficiency of a process can be improved by attempting to eliminate time-wasting. This could be done through improving the level of organisation; perhaps ordering tasks by priority and setting time-goals for each item to be completed within would decrease time wasted. 


To whom in your organisation would you communicate your ideas?

To extend this improvement throughout the organisation, these ideas could be shared with team members and management. 





[bookmark: _Toc442352162]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.

Some simple work place practices that can be implemented to improve environmental efficiency include;

· Use 100% recycled paper
· Recycle all recyclables
· Switch to a green energy source
· Recycle old electronic equipment, replace with energy efficient models
· Use energy saving lightbulbs
· Use timed power-off systems for power points
· Put computers to sleep when not in use
· Use indoor plants to clean air
· Turn off air conditioning when not needed




What is waste management hierarchy?

A waste management hierarchy shows waste management options in order from the most to least favoured in terms of environmental sustainability. At the top is waste prevention, then minimisation, reuse, recycling, energy recovery and 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.

Depending on the nature of waste created by an organisation, the waste management hierarchy can help determine the most appropriate waste treatment. Some of the treatments include; recoverable resources and wastewater treatment and waste to landfill, which is the one most used by my organisation. While this isn’t the most environmentally sustainable option, it is the most practical, since we only produce a small amount of waste. 


What is an ecological footprint?

The individual impact that each person has on the environment. It is measured based on the processes involved in what we eat, what we build, how we live and how we keep clean and warm.


[image: ]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.

Two ways in which my ecological footprint could be improved are to consume less processed food and to walk instead of drive.


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

A type of product regularly used by our organisation includes various cleaning chemicals. All parties involved in the stewardship of this product have the responsibility to reduce the impact that it has on the environment and health and safety.

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

There are various government incentives offered to promote sustainable business practices within Queensland and Australia-wide. 

The Australian Renewable Energy Agency (ARENA), Equipment Energy Efficiency (E3) Program, CitySwitch Green Office,and the ACTSmart Business Energy and Water Program are just a few of the government funded programs found at https://www.eex.gov.au/ which are in place to assist businesses. 

One funding option which may appeal to Lwins Cleaning is offered by the Clean Energy Finance Corperation (CEFC) which helps small businesses better manage their energy costs, while reducing their carbon emissions.




[bookmark: _Toc442352163]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?

In order to counterbalance the use of non-renewable resources, some organisations take part in renewable energy projects such as tree planting and wind farms. This is known as purchasing carbon credits.


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.

In Australia, the ‘Emissions Reduction Fund’ is the major scheme for carbon crediting. 
https://www.qld.gov.au/environment/plants-animals/regrowth-carbon-credits/ 




How could you reduce material consumption within your organisation?

There are many ways to reduce material consumption in business, some of which include; purchased only what you need, buying products that can be reused and that have little packaging, selling or donating unwanted items and eliminating paper waste by using electronic correspondence. 


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
SGM Sims Metal Management Ltd
TPI Transpacific Industries
TOX Tox Free Solutions
CMV CMA Corp
NOE Novarise Renewable Resources Ltd
DMX Dolomatrix
STP Stericorp
ANQ AnaeCo
PPY Papyrus Australia
RCM Reclaim Ind
EMM Electrometals
INL Intec Ltd
MDV Medivac Ltd
· Solar
SLX Sylex Systems
DYE Dyesol
QTM Quantum Energy
SOO Solco
EVM EnviroMission
AES Advanced Energy Systems
· Water
CRG Crane Group Water
PHK Phoslock Water Solutions
HTI Hydrotech Int
ISK Island Sky
HMC Hydromet
CLQ CleanTeQ
· Wind
IFN Infigen Energy
TSI Transfield Services Infrastructure Fund
VIR Viridis Clean Energy Group
· Biogas
ENE Energy Developments
PEA Pacific Energy
WFL Willmott Forests
· Biofuel
MBT Mission NewEnergy
ARW Australian Renewable Fuels
SWW Solverdi WordWide Limited
AAE Agri Energy
SBI Sterling Biofuels
JAT Jatoil
GEN Genisis R&D
· Green building and biomaterials
GXY Galaxy Resources
ORE Orocobre
NAN Nanosonics
GAP Gale Pacific
PPG Pro-Pac Packaging
BLG Bluglass
CNN Cardia BioPlastics
ERJ Enerji Ltd
ECQ Eco Quest Ltd (SeNevens Int)
TTI Traffic Technologies
· Transport technologies
CFU Ceramic Fuel Cells
VMT Vmoto
CBD CBD Energy
OEC Orbital Corp
EDE Eden Energy
ACE Advanced Engine Components
· Geothermal
GDY Geodynamics
WAS Wasabi Energy
PAX Panax Geotherm
PTR Petratherm
HRL Hot Rock Ltd
GER Greenearth Energy
GHT Geothermal Resources
GRK Green Rock
TEY Torrens Energy
KEN KUTh Energy
· Carbon
COZ CO2 Group
CCF Carbon Conscious
· Wave/ocean
CWE Carnegie Wave Energy
http://www.ecocitizenaustralia.com.au/renewable-energy-companies-australia/ 


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

In the commercial cleaning industry, a lot of common cleaning products are used which can contain toxic chemicals, therefore it is important to prevent the use of these materials and find a non-hazardous alternative.




[bookmark: _Toc442352164]Activity 3E
	Estimated Time
	30 Minutes

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

	Activity
	State five biological assets.

Plants and animals are known as biological assets. These include mammals, fish, trees, vineyards, vegetable crops etc. 

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.

With regard to maintaining the sustainability of the land, responsibility is given to both the industries that produce from the land as well as stakeholders. Stakeholders may include farmer, pastoralist and other industry bodies, indigenous groups, regional and urban groups, conservation groups, research and development organisations etc. 


Why is subsoil such an important environmental asset?

The layer of soil beneath the top soil, which contains the roots of plants and grass, is called the subsoil. This layer of soil contains vital nutrients for growing crops as well as grazing livestock. Dumping chemicals is another way in which humans damage soil.


How can humans damage soil?

The most common way in which humans damage soil is by desertification through over farming. That is, allowing livestock to graze in the area until all nutrients and plant life is depleted. Dumping chemicals is another way in which humans can harm soil and pose a health risk to humans and wildlife.


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

While all environmental assets are important, my organisation places particular significance on the preservation of water areas and clean air. Whether an industry requires a large water source or not, this environmental asset is vital to all life and business. If the quality of a water source is not preserved, it loses its value as an asset and its treatment may become expensive. Furthermore, water is something which all businesses in our supply chain would require on some scale, so its preservation is vital. Clean air is important to both human life as well as plant life and trees, therefore, minimises air pollution in any business is integral.  This can be done through simple everyday actions. 

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

When considering the financial viability of utilising environmental assets, it is important to assess the Total Economic Value of a resource by considering both its use and non-use value. Its use value can depend on how it is used in production, how it benefits other assets and the willingness of an organisation to pay for a source that may only be needed in the future. Non-use value refers to a willingness to pay for a resource that has no relation to the activity of the organisation. 


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

Currently, my organisation is not taking part in any large scale shadow projects such as carbon crediting to negate its damaging activities and replenish the resources used. 

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

Currently, my organisation is not formally participating in the National Landcare Program. 
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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?

Efficiency Targets: (From 2D)

1. To decrease carbon emissions from the worksite and improve carbon footprint of the organisation over the next 6 months.  This will be achieved by avoiding unnecessary car travel, saving power where possible, replacing outdated appliances and installing a solar energy source. 
2. To improve energy conservation over the next 6 months, in conjunction with decreasing emissions. This will be measured by monitoring the change in the cost of this resource over the time period. 

Since the efficiency targets were set, the procedures outlined have been followed, however ongoing effort is required by all involved. The changes require continuous improvement toward the end goal. While the desired effect can only be identified over an extended period of time, the targets will remain relevant as they relate to environmental preservation, which is an ongoing concern. Regarding their reasonableness, the goals are to make an ‘improvement’ in both carbon emission and energy conservation rather than reach a superlative state. Therefore, they can be considered achievable.
At this point, however, it is difficult to see the effects of the procedures without considerable time passing having made the changes. The accuracy of measurements taken will also improve as time passes.  

To whom will you need to communicate this information?

Depending on how a certain organisation is structured, this information may need to be communicated to management, investors, employees, local governments and communities. 


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.

Findings: As the procedures were carried out, a gradual improvement in energy efficiency within the workplace was seen, hence a decrease in carbon emmissions. 

Evidence: Energy bills issued 3-monthly would show how cost has been effected due to descreased energy usage. To assess the financial viability, this could be compared to a list of the extra expenses involved in implementing sustainable procedures.
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Activity 4B
	Estimated Time
	30 Minutes

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

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

Evaluating strategies ultimately allows for the development of more efficient procedures and activities through finding out the strengths and weaknesses of the plan. Possible improvements can be assessed in the areas of: 
· activities undertaken
· procedures used 
· outcomes of the projects
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

Both targets involved decreasing carbon emissions from the workplace, while the second more specifically focused on improving energy conservation in order to achieve this. To reach this goal, the procedures included decreasing car travel, saving power by turning of lights, appliances and devices, updating technology and installing a solar energy source. These were all reasonable changes which, when carried out successfully, were highly effective in reaching the efficiency target. The outcome was positive. Consultation with stakeholders such as employees revealed that simple energy saving techniques such as these were quite easy to implement and maintain. 


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

One way to improve the targets would be to research more ways in which each goal could be reached. For example, the first target could have outlined more specific procedures to undertake in order to decrease carbon emissions. Also, implementing an ongoing monitoring system in the first target would allow the progress to be tracked over time. This was done with target 2 by checking the cost of the power bill each month. 
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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.

New efficiency targets:

1. Improve waste management in the workplace as well as on worksites over the next year by reducing the amount of waste created and reutilizing waste through various available channels, such as recycling, composting etc.  Procedures will include simple actions like reusing scrap paper, printing double sided, using email rather than post, assigning a designated place for recyclable items to go and ensuring all parties in the workplace make a conscious effort to be less wasteful. The progress will be measured by monitoring the amount of waste being recycled as well as the amount leaving the workplace each week.
  
2. Improve the efficiency of storage systems within the workplace, including the storage of new stock and machinery as well as stock currently in use. This will be achieved by keeping all storage areas neat and organised. To maintain these systems, someone will be assigned to check up on these storage spaces each month, while all employees will have the responsibility to keep these areas clean. 


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

A key strategy will be monitoring the implementation of procedures by discussing the progress of these targets in regular team meetings to find out what is working well and gain ideas for possible improvements. 
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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.

Consultation with people across various facets of the business has proven to be a very effective strategy as it nurtures a team environment and allows the whole organisation to effectively contribute toward reaching a common goal. This could be shared with clients and stakeholders and through staff training in order to promote the use of strategy throughout the community, contributing to environmentally sustainable practices on a larger scale. 


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

When a strategy is particularly successfully, the efforts of various parties can be acknowledged through rewards such as gifts, bonuses or simply saying thank you. This will make contributors feel valued and have a positive effect on the ongoing success of the business. 
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	Estimated Time
	1 Hour

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

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

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

In any industry sector, a key approach to environmentally sustainable practices is ensuring all stakeholders and members of the organisation are aware of the need to implement these practices in order to improve the longevity of the industry through environmental sustainability.  

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

In conjunction with commonwealth and state legislation, it is my responsibility to comply with workplace regulations and codes of practice that promote environmental sustainability. This means that I am required to follow procedures surrounding WHS issues as well as efficiency targets which may include saving resources like power and water, compliance with waste and storage management systems etc. 

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

Some of the key environmental issues that relate to my organisation include; carbon, waste and storage management as well as energy, water and air conservation. It is also important to consider the effect of industry practices on locations of environmental significance. 

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.

With the goal of continually improving the environmental sustainability of work practices, there are various areas for improvement within my organisation, specifically concerning carbon emissions, energy conservation, and waste management and storage systems. Firstly, the business’s carbon footprint could be decreased by avoiding unnecessary car travel, saving power where possible, replacing outdated appliances and installing a solar energy source. Improving in these areas would also decrease unnecessary energy usage. Furthermore, waste management could be improved by decreasing waste and recycling where possible. Setting and implementing SMART targets through communication with stakeholders is a key way to making these improvements in the work place. 

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 main waste products produced within our workplace include paper and plastic waste (ie. office waste, packaging, plastic bags etc). 
As a commercial cleaning business, it is part of our job to remove waste from other workplaces (mainly general office waste – paper, boxes, food waste, plastic bottles), so there is little we could do to reduce the waste produced by these other organisations, however we can improve waste management through the way in which we dispose of it. Having proper systems of recycling in place would be one way of achieving this. 

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

Efficiency Target: To decrease the amount of paper/plastic waste produced in the workplace and improve waste management systems over the next 3 months. This will be achieved by reutilizing waste through various available channels, such as recycling, composting etc. Biodegradable plastic bags will be used when emptying bins in the workplaces that we clean. To reduce waste, procedures will include simple actions like reusing scrap paper, printing double sided, using email rather than post, assigning a designated place for recyclable items to go and ensuring all parties in the workplace make a conscious effort to be less wasteful. The progress will be measured by monitoring the amount of waste being recycled as well as the amount leaving the workplace each week.

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?

These changes will be communicated in a staff meeting, where all members will be informed of their responsibilities. Regular monitoring of the progress will take place in meetings to follow. With the changes being very easy to implement and financially viable, I don’t foresee any resistance to the suggestions outlined in the efficiency target. 

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

Power bills received quarterly can give an indication of energy consumption in the administration sector of the business, however, as a big part of our work practices, equipment such as vacuum cleaners are regularly used at various different office spaces, therefore, the energy consumed by these practices cannot be easily found out.  

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

As a small business, there are no formal energy management policies in place, however in union with an overall aim toward achieving environmental sustainable work practices, it is my responsibly to comply with simple energy saving procedures such as making sure lights, appliances and equipment are turned off when not in use.

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 must ensure that I do everything I can to comply with environmentally sustainable procedures and systems. 

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.

In order to provide our service, we must purchase products, stock, equipment, machinery and vehicles from various stores, retailers and cleaning product suppliers. We then provide cleaning services to businesses at their office spaces, to residence of the town at their homes as well as to the town council, completing cleaning works on streets and council owned buildings. 
There are various facets of this supply chain that may require improvements to environmental sustainability. This could include in the type of products we choose to purchase from our suppliers. That is; whether the products chosen are environmentally friendly. We could also consider if the suppliers we choose to purchase from develop their product through environmentally sustainable practices. 

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

The terms of my employment informally outline my responsibility to comply with all environmentally sustainable procedures to the best of my ability. Working in the administration sector of the business means that I must give particular attention to energy conservation, as well as assist in the monitoring of sustainable practices across the organisation. 
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	Estimated Time
	2 Hours

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

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

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

The Act aims to protect and conserve the nine “matters of national environmental significance”, while maintaining a sustainable socio-economic balance. Those effected by the EPBC include any entity whose business activity has as a direct and significant detrimental impact on the environmental. This encompasses landowners, developers, industry, farmers, councils, state agencies and commonwealth agencies. While it is an industry, my current organisation has no substantial impact on the nine ‘matters of national significance’ outlined by the EPBC Act. However, it is still important to consider the potential accumulative environmental effects of even a small organisation. 

1. 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.

While only on a very small scale, my organisation must use cleaning chemicals that are potentially hazardous to health if not used properly. Therefore, the storage and transportation of hazardous materials is one area that could be assessed for compliance with sustainability regulations as this process could potentially impact the nine ‘matters of national significance’. 

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

Ways in which my organisation strives to manage its carbon footprint include conserving energy and reducing greenhouse emission.  This is achieved through minimising car travel, saving power where possible, replacing outdated appliances and making use of renewable energy sources like solar power. 

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

Stakeholders who have genuine interest in an organisation can be valuable sources from which to receive feedback and make improvements. Within my organisation, these could include employees, directors, suppliers and customers. 

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

Short term disposal products: paper, plastic bags, cardboard and plastic packaging, food disposables, plastic bottles, batteries etc.
Longer lasting disposable products: electronic devices such as laptops and phones, vacuum cleaners, appliances etc.

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

Green purchasing strategies might include persuading suppliers to make their products more environmentally sustainable, or considering different supply chains to find a more environmentally beneficial product.

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

There are various ways in which my organisation could improve its storage facilities. These include only storing what is necessary, keeping these areas clean and organised, labelling products and keeping an up-to-date inventory which will prevent over purchasing and unnecessary waste. 



1. Name four different types of efficiency targets.

Efficiency targets could be set in the areas of
· Carbon management
· Waste reduction
· Improving purchasing
· Preserving waterways

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

To measure progress when striving to reach an efficiency goal, invoices from suppliers of raw materials, water, electricity and waste may be of assistance. 

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

Continuous improvement is an ongoing effort to make workplace systems more efficient and is only accomplished when all members of an organisation take small steps to eliminate procedural wastes. For example, when trying to conserve energy as an organisation, each member has the responsibility to do their part, by turning off lights, computers and appliances etc. 

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

My workplace operates a green office program by carrying out simple procedures like:
· Use 100% recycled paper
· Recycle all recyclables
· Switch to a green energy source
· Recycle old electronic equipment, replace with energy efficient models
· Use energy saving lightbulbs
· Use timed power-off systems for power points
· Put computers to sleep when not in use
· Use indoor plants to clean air
· Turn off air conditioning when not needed

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

There are many ways to reduce material consumption in business, some of which include; purchasing only what you need, buying products that can be reused and that have little packaging, selling or donating unwanted items and eliminating paper waste by using electronic correspondence. 

1. What are environmental assets?

Environmental assets are the natural environmental resources that an organisation relies on to function such as land, water, subsoil, air and biological assets. The environmental assets available to you and at what cost are determined by the location of your organisation. 
1. What is energy management software (EMS) and for what can it be used?

EMS is computer software which can be purchased by an organisation to measure their energy consumption accurately and in real time. It can be used for various means such as
· Utility bill tracking
· Real-time metering
· Lighting control systems
· Carbon and sustainability reporting
· IT equipment management
· Demand response
· Energy audits

1. What is best practice for evaluations?

For an evaluation to be credible, it must be;
· Well planned and conducted
· Specific to your program
· Include input from all key personal
· Honest and transparent 
· Conducted by one designated person or team
Once an evaluation is complete, it is also vital that comparisons to previous information are made, as far back as previous years if possible. This will assist is creating an accurate, comprehensive evaluation of a scheme or procedure. It is also important that all documentation is filed appropriately and copies are made for relevant personnel and stakeholders. 

1. When setting new efficiency targets what must you take into account?
It is important that the targets set are SMART targets.
That is, they are Specific, Measurable, Achievable, Realistic and Time-based. This way, there is a much higher chance that these targets will be successful. 

1. How could you promote successful strategies?

There are various ways in which to promote a successful strategy so as to encourage success as a community and contribute to a global, environmentally sustainable work environment.  The strategy could be shared by means of a press release, a newsletter to clients and stakeholders, by posting information on a business website, through staff training or at celebratory events for stakeholders and participants.  

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

Working in the administration sector of the business means I am involved in monitoring environmentally sustainable practices within the office and across the business. To complete my work I must use appliances such as computers, phones and printers etc as well as completeing general office operations such as printing and postage. At all times, I must be mindful adhereing to environmentally sustainable practices like saving energy and avoiding unnesary waste. 
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