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Apply Environmentally Sustainable Work Practices 

Introduction 

This unit of competency covers the performance outcomes, skills and 

knowledge required to: 

� Effectively analyse the workplace in relation to environmentally 

sustainable work practices;  

� Implement improvements; 

� Monitor their effectiveness; 

� Prepare and calibrate equipment; and  

� Access industry information, applicable legislative and workplace 

health and safety guidelines.  

 

Environmental Laws 

Sustainability 

Sustainability is the practice of keeping our environment healthy and productive.  Healthy environments are necessary 

to the survival of humans and other organisms.  Sustainability is a big part of working in agriculture, horticulture and 

conservation and land management where many new ways of doing things have been adopted to ensure that 

businesses can be economical while damage to the environment is minimised. 

Some ways that industry is becoming more sustainable include: 

� Better water management and conservation practices; 

� Adopting techniques to prevent erosion and loss of soil; 

� Recycling and re-using waste materials where possible; 

� More careful use of chemicals and disposal of containers; 

� Use of renewable energy sources; and 

� Adopting new technologies that reduce costs and environmental 

 impacts.  

Environmentally sustainable work practices can be defined as practices that minimise harm to the environment and 

reduce the wastage of resources.  

For more information, please visit the following link:  Green Guidelines for Responsible Workplace Practices: 

https://www.youtube.com/watch?v=QGwumD-tRms 

 

National Laws 

There are a number of environmental laws at the state, territory and national level that impact agriculture and 

horticulture enterprises. 

The Environment Protection and Biodiversity Conservation Act 1999 (the EPBC Act) is the Australian Government’s 

central piece of environmental legislation.  

It provides a legal framework to protect and manage nationally and internationally important flora, fauna, ecological 

communities and heritage places – defined in the EPBC Act as matters of national environmental significance.  

National environment laws protect things that are of national environmental significance.  

Those most relevant to the rural industry are: 

� Nationally threatened and migratory species; 

� Nationally threatened ecological communities; 

� Wetlands of international importance; 

� World and national heritage properties; and 

� The Great Barrier Reef. 

For more information, please visit the following link:  National Environmental Laws Protect Things that are of 

National Environmental Significance:  https://www.youtube.com/watch?v=iRD1kqFunKc 
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State and Territory Laws 

Each state and territory has different legislation and regulations relating to the environment.  

It is likely your local council or shire will also have bylaws or guidelines that relate to land use, waste management and 

other resource management issues.  

Environmental laws across state and territories will generally cover the following: 

� Waste disposal; 

� Purchase, storage, use and disposal of agricultural and veterinary chemicals; 

� Protection of wildlife, forests and national parks;  

� Water quality and rights including access to surface and subsurface 

water sources; 

� Soil and land conservation; 

� Protection of watercourses, lakes, wetlands and drainage reserves; 

� Aboriginal and cultural heritage 

� Biosecurity; 

� Explosive and dangerous goods; and  

� Bushfires and burning off.  

 

Waste Disposal 

Agricultural and horticultural enterprises have a number of legal obligations for managing waste.  Inappropriate 

disposal of waste can cause contamination and pollution and may be an offence under Environmental Protection 

Acts or local municipal law.  Licences for the disposal of certain wastes or for treatment or storage of waste on the 

land may be required in some areas.  

‘Clean and green’ agriculture and horticulture is of increasing importance in the marketing of Australian produce, both 

domestically and overseas.  Appropriate management of wastes can prevent contamination of land, water and 

produce.  It also limits the spread of diseases which can affect animals, plants and people.  

 

Composting is an example of the reuse and recycling of organic wastes.  Composting is the decomposition of organic 

material into a humus-rick product ideally suited to soil improvement.  High temperatures are naturally generated 

during the composting process resulting in the destruction of any weed seeds and pathogens that may be present in 

the raw organic materials.  

 

If your enterprise produces sizeable quantities of non-woody organic waste 

materials each year (e.g. crop waste, straw, grass cuttings and leafy 

materials) then composting is a good way of improving your soil and 

extracting extra value from what was previously often regarded as waste.  

Compost contains valuable nutrients and is rick in humus.  Humus is long-

lasting in the soil and can be beneficial in providing for improved physical, 

chemical and biological conditions.  

 

For more information, please visit the following link: Demonstration of what Happens to Organic Waste after 

Collection:  https://www.youtube.com/watch?v=D-wZ8EP6I7I 
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Agricultural and Veterinary Chemicals 

Agricultural and veterinary (AGVET) chemicals play a vitally important role in primary production by protecting crops 

and livestock from unwanted weeds, pests and diseases.  This in turn, leads to greater productivity, improved quality 

and increased competitiveness in the market place.  

However, the misuse of such chemicals can result in an adverse outcome outside of the target area on human and 

animal health, other crops and the environment.  

Consequently, users of agricultural and veterinary chemicals have a responsibility to ensure that they implement good 

practices to prevent off site movement and abide by the legislation in their respective state or territory which can 

cover: 

� Licences and permits to purchase chemicals; 

� Chemical use for different situations; 

� Chemical storage and transport; 

� Prohibited and restricted chemicals; and 

� Record-keeping requirements.  

 

Soil Conservation 

Agriculture and horticulture enterprises have a responsibility to manage and maintain their soils sustainably by 

adopting appropriate practices that protect or improve soil resources.  

Good soil management improves soil water holding properties, builds soil carbon and nutrients, and increases 

resilience against threatening processes that may have a negative impact on the soil or other catchment assets.  It also 

plays a significant role in supporting broader natural resource management goals relating to net greenhouse gas 

emissions and improving water yields and quality.  

Soil plays a fundamental role in the carbon cycle, the water cycle, and food production.  Healthy soils sustain biological 

productivity, maintain air and water quality and promote plant, animal and human health.  

Poor soil management may result in degradation such as erosion, nutrient 

decline and acidification, thus threatening the capacity of soils to provide a 

healthy ecosystem.  Soil degradation can also have negative off-site 

impacts, including sedimentation of rivers and water storages, whilst wind-

borne soil can pose human health risks.  

Laws relating to soil conservation cover the following: 

� Land degradation and soil conservation; 

� Restrictions on the removal of soil, gravel or stone; and  

� Soil pollution and contamination.  

 

Water 

Agriculture and horticulture enterprises that access surface water or groundwater for livestock use or for irrigation 

have a number of legal obligations regarding the taking and use of that water.  

There are also legal obligations relating to the quantity and quality of water leaving the farm and discharging into 

waters.  

The management of water is a shared responsibility between state government, rural water supply authorities, 

Catchment Management Authorities (CMAs), Local Government and land owners.  

Laws relating to water may cover the following areas: 

� Stock use of water; 

� Re-used water; 

� Licences to take and use groundwater and surface water; 

� Construction of farm dams and bores; 

� Water rights for irrigation; 

� Requirements for irrigation channels and drains; and 

� Discharging into waterways.   
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Safety Hazard Analysis and Risk Assessment 

There are three steps used to manage health and safety at work: 

1. Spot the Hazard (Hazard Identification); 

2. Assess the Risk (Risk Assessment); and  

3. Make the Changes (Risk Control. 

 

1.  Spot the Hazard 

A hazard is anything that could hurt you or someone else.  Examples of workplace hazards include: 

� Frayed electrical cords (could result in electrical shock); 

� Boxes stacked precariously (they could fall on someone); and 

� Noisy machinery (could result in damage to your hearing). 

 

During work you must remain alert to anything that may be dangerous.  If you see, hear or smell anything odd, take 

note.  If you think it could be a hazard, tell someone.  

 

2.  Assess the Risk 

Assessing the risk means working out how likely it is that a hazard will 

harm someone and how serious the harm could be.  Whenever you 

spot a hazard, assess the risk by asking yourself two questions: 

� How likely is it that the hazard could harm me or someone 

else? 

� How badly could I or someone else be harmed? 

 

Always advise your employer, supervisor or health and safety representative about hazards you cannot fix yourself, 

especially if the hazard could cause serious harm to anyone.  For example: 

� Ask your supervisor for instructions and training before using equipment for the first time;  

� Ask for help moving or lifting heavy objects; and 

� Tell your supervisor if you think a work practice could be dangerous.  

 

3.  Make the Changes 

It is your employer’s responsibility to fix hazards.  Sometimes you may be able to fix simple hazards yourself, as long 

as you do not put yourself or others at risk.  For example, you can pick up things from the floor and put them away to 

eliminate a trip hazard. 

 

For more information, please visit the following link:  A Basic Overview of the Controls which can be put in place to 

Reduce Risk:  https://www.youtube.com/watch?v=6sIwNiptggE 

 

The best way to fix a hazard is to get rid of it altogether.  This is not always possible, but your employer should try to 

make hazards less dangerous by looking at the following hierarchy (in order from most effective to least effective): 

 

Elimination: 

Sometimes hazards (equipment, substances or work practices) can be avoided entirely (e.g. clean high windows from 

the ground with an extendable pole cleaner, rather than by climbing a ladder and risking a fall). 

Substitution: 

Sometimes a less hazardous thing, substance or work practice can be used (e.g. use a non-toxic glue instead of a toxic 

glue).  
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Isolation: 

Separate the hazard from people, by marking the hazardous area, fitting screens or putting up safety barriers (e.g. 

welding screens can be used to isolate welding operations from other workers.  Barriers and / or boundary lines can 

be used to separate areas where forklifts operate near pedestrians in the workplace). 

Safeguards: 

Safeguards can be added =by modifying tools or equipment, or fitting guards to machinery (these must never be 

removed or disabled by workers using the equipment).   

Instructing workers in the safest way to do something – this means developing and enforcing safe work procedures 

(workers must be given information and instruction and must follow agreed procedures to ensure their safety). 

Using Personal Protective Equipment and Clothing (PPE): 

If risks remain after the options have been tried, it may be necessary to use equipment such as safety glasses, gloves, 

helmets and ear muffs (PPE can protect you from hazards associated with jobs such as handling chemicals or working 

in a noisy environment). 

Sometimes, it will require more than one of the risk control measures above to effectively reduce exposure to hazards. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Complying with Environmental Laws 

Compliance 

In your workplace there will be procedures and policies which require you to ‘comply’ with environmental laws.  

Compliance means acting in accordance with laws, regulations and codes of practice.  

Laws and regulations about protecting the environment are passed by state, territory and federal parliaments.  

Everyone involved in your business (including owners, managers, supervisors, operators, contractors and 

subcontractors) needs to be aware of environmental laws that apply to your operations.  

Individuals are required to minimise the risk of an environmental incident by implementing precautionary and control 

measures.  

Managers and directors can be prosecuted for offences committed by their company, unless they can demonstrate 

that they exercised all due diligence to prevent the contravention of environmental laws.  Lack of knowledge is not 

a defence.  

Some examples of requirements to comply with 

environmental laws are outlined on the following 

pages.  
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Water Pollution 

It is illegal to pollute or cause or permit pollution of waters.  ‘Water 

pollution’ includes introducing litter, sediment, oil, grease, wash water, 

debris, and flammable liquids such as paint into waters or placing such 

material where it is likely to be washed or blown into waters or the storm 

water system or percolate into ground water.  

Companies and individuals may be fined if found guilty of deliberately 

polluting the environment.  

You should take all practicable steps to make sure that unforeseen events, such as spills or leaks, do not result in 

polluted water entering the storm water system or ground water.  

This means keeping chemicals in a properly maintained and operated storage area, having adequately stocked spill 

kits on hand and making sure that staff know how to use them.  

Under no circumstances should you hose a chemical spill down the drain.  If unsure of how to treat a chemical spill 

you should refer to your company’s policies and procedures or ask your supervisor.  

 

Air and Land Pollution 

Air pollution means emitting any impurities into the air, including: 

� Odours; 

� Volatile organic compounds; 

� Smoke; 

� Dust; 

� Gases; 

� Fumes; and 

� Solid particles of any kind.  

 

Businesses must maintain and operate equipment and deal with materials in a proper and efficient manner to 

prevent air pollution at all times and must not cause or permit the emission of any offensive odour from the 

premises.  

It is an offence to pollute land and to willfully or negligently cause any substance to leak, spill or otherwise escape in 

a manner that harms or is likely to harm the environment.  

 

Hazardous Materials and Waste 

When handling hazardous and waste materials keep in mind that it is an offence to cause any substance to leak, 

spill or otherwise escape in a manner that harms or is likely to harm the environment.  

Make sure you are aware of the legal requirements before using, storing, transporting and disposing of hazardous 

materials (e.g. dangerous goods and chemicals).  

The laws relating to chemical storage vary depending on the amount that you are storing.  

Dangerous goods include flammable, toxic or corrosive substances, such as solvents, should be stored in containers 

displaying the relevant diamond-shaped label.  

There are heavy penalties for unlawful disposal 

of waste.  The owners of waste (as well as the 

transporters and receivers) have responsibility 

to ensure their waste is managed, transported 

and disposed of appropriately.  
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Offensive Noise 

You must not allow noise from your premises to be generated as a result of 

the failure to maintain or operate machinery or deal with materials in a 

proper and efficient manner.  

Regulatory authorities may also issue notices and directions requiring you 

reduce or cease noise that could be found offensive.  

‘Offensive noise’ means that by reason of its level, nature, character, 

quality or the time at which it is made, or any other circumstance, the 

noise is harmful or interferes unreasonably with the comfort of people 

who are outside your premises.  

 

Notifications 

You must report incidents that harm the environment.  

If a pollution incident occurs during an activity and it causes or threatens ‘material harm’ to the environment, by law 

you must tell the appropriate regulatory authority, either the local council / shire or the Environment Protection 

Authority (EPA). 

You must contact them as soon as you can after you become aware of the incident.  This ‘duty to notify pollution 

incidents’ extends to employers, the person carrying out the activity, employees, occupiers, contractors and agents.  

You must also notify the EPA of any land contamination that poses a significant risk of harm to human health or the 

environment.  

 

Environmental and Resource Efficiency 

Product Stewardship 

One trend in environmental and resource efficiency is that of product 

stewardship.  Product stewardship is a concept whereby environmental, 

health, and safety protection centres around the product itself, and 

everyone involved in the lifespan of the product is called upon to take up 

responsibility to reduce its environmental, health, and safety impacts.  

For manufacturers, this includes planning for, and if necessary, paying for 

the recycling or disposal of the product at the end of its useful life.  

This may be achieved, in part, by redesigning products to use fewer harmful 

substances, to be more durable, re-useable and recyclable, and to make 

products from recycled materials.  

For retailers and consumers, this means taking an active role in ensuring the proper disposal or recycling of an end-of-

life product.  

The most familiar example is the container-deposit legislation found in some states.  A fee is paid to buy the bottle, 

separately from the fee to buy what it contains.  If the bottle is returned, the fee is returned.  If not, the collected fee 

can be used to pay for landfill or litter control measures.  Also, the same fee can be collected by anyone finding and 

returning the bottle.  

 

There are a number of product stewardship programs that operate in the agriculture and horticulture industry.  

drumMUSTER®: 

this program collects eligible, non-returnable metal or plastic chemical containers used in: 

� Farming; 

� Industrial and recreational pest and weed 

control; 

� Forestry; and 

� Household pest control operations.  
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Participating manufacturers are identified by the inclusion of the eligible drumMUSTER 

container logo on their eligible containers.  

The logo can be displayed on the chemical label, embossed into the container wall or applied as a sticker to the 

container.  

Containers not displaying this logo may be from non-participating manufacturers and will not be accepting into the 

program.  

 

ChemClear®: 

This is another product stewardship program which provides a chemical collection and disposal 

service for unwanted and unknown agricultural and veterinary chemicals.  

The program contributes to the ongoing sustainability of Australia’s food and agricultural 

industries ensuring that unwanted chemicals are collected and disposed of in a safe and 

responsible manner.  

The appropriate collection and disposal of these chemicals minimises their impact on the environment if otherwise 

left unattended.  

The service ensures that these possible environmental contaminants are retrieved and in turn reduces waste and the 

possibility of residual contamination.  

 

Information on Resource Efficiency 

In the agricultural and horticultural industries there are a number of organisations that can provide assistance with 

information on resource efficiency and environment sustainability.  These include: 

� Industry associations (e.g. farmer federations, commodity groups, industry associations); 

� Government departments (e.g. departments of primary industry, environmental protection agencies, local 

councils and shires); and 

� Companies involved in supplying environmental products and services (e.g. rural merchants, irrigation 

companies, chemical companies). 

 

You can also gather relevant information for your 

organisation by: 

� Contacting industry or government bodies; 

� Searching the internet for examples of 

environmental sustainability guidelines and 

procedures developed by other enterprises; and  

� Talking to key stakeholders like contractors, sub-

contractors, suppliers and employees.  

 

Resource Efficiency Strategies 

Some resource efficiency strategies include: 

 

Avoidance or Minimisation 

Avoidance is about purchasing sustainable products such as those made from recycled material or from renewable 

resources.  For example, many paper, cardboard and plastic products are made from recycled materials.  

The regular maintenance of tools, machinery and equipment to keep them in good working order is a way of 

minimising the need to purchase non-renewable resources thereby increasing resource efficiency.  
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Reviewing Purchasing Procedures 

This about finding out where current products originate and how they are made with an aim to purchase better quality 

and environmentally friendly products.  

For example, an enterprise might change to a new brand of fertilizer that is manufactured by a more environmentally 

sustainable method than the product that is currently used.  

Many enterprises are now buying environmentally friendly or ‘green’ products which are designed to reduce operating 

costs while not damaging the environment.  These range from eco friendly detergents to biodegradable plastics.  

 

Operating Vehicles 

Savings in fuel can be made through: 

� Reducing acceleration and driving speeds (as speed increases, fuel 

economy decreases exponentially, while if you accelerate to speed 

then have to brake right away, that’s wasting fuel); 

� Maintaining tyres at the correct air pressure (under-inflated tyres 

have a greater resistance and cause more fuel to be used); 

� Keeping air filters clean (dirty filters restrict the flow of air into the 

engine which harms performance and economy); and 

� Cleaning out your vehicle (the more unnecessary weight your 

vehicle has to carry, the more fuel it burns).  

 

Saving Electricity 

Strategies towards the efficient use of electricity 

can include: 

� Using power-save options on equipment; 

� Turning off equipment when not being used 

 rather than leaving on stand-by; 

� Installing energy efficient light bulbs and 

 turning off lights when not using a room; and 

� Installing sensor lights in areas not used 

 often.  

 

Using Renewable, Recyclable, Reusable and Recoverable Resources 

� ‘Renewable resources’ are those that can be replaced at a comparable or faster rate than which it is used (e.g. 

some enterprises change to solar power for lights and pumps rather than use batteries, grid electricity or 

generators). 

� ‘Recyclable resources’ are products that can be treated or processed and used again such as aluminum cans, 

bottles, paper and cardboard.  

� ‘Reusable resources’ are those items that can be used more than once, either for the same purpose or a 

different purpose (e.g. ceramic cups and plates and metal cutlery are reusable whereas plastic plates, cups 

and eating utensils are non-reusable). 

� ‘Recoverable resources’ cover waste that is used in a beneficial and responsible manner (this includes 

composting plant materials to help improve soil properties, processing of animal manures into garden 

fertilizer, and the chipping of tree prunings to mulch garden beds). 
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Improving Production Systems 

More environmentally sustainable systems of agriculture and horticulture 

have been adopted in recent years.  No-till farming is one example where, 

by reducing soil tillage and burning of stubble, more efficient and 

sustainable crop production is possible.  

 

Resource Usage in the Workplace 

Recording your enterprise’s resource usage is an important part of the 

investigation process.  This will allow you to determine what resources are 

being used by your organisation.  Also it will help you identify where efficiencies can be introduced.  Recording your 

enterprise’s resource usage will also help your enterprise: 

� Ensure that resources are not being overused, 

wasted or misappropriated; 

� Arrange for purchasing of new resources when 

current stocks are low to keep work flowing; 

� Meet legal requirements (for example with 

certain pesticides); 

� Help identify where cost savings and 

efficiencies are possible; 

� Assist in planning and decision-making for the 

future; and 

� Complete financial reporting requirements for 

tax purposes.  

However, before you can record resource usage in your organisation, you need to know the difference between a 

renewable and a non-renewable resource.   

 

Renewable Resources 

A renewable resource is a natural resource which can replenish over time, either through biological reproduction 

or other naturally recurring processes.  

Some renewable resources have essentially an endless supply, such as solar energy, wind energy and geothermal 

pressure, while other resources are considered renewable even though some time or effort must go into their renewal.  

This includes timber, oxygen, animal products and fish.  

The term renewable resource also describes systems like sustainable agriculture and water resources.  Sustainable 

harvesting of renewable resources can reduce air pollution, soil contamination, habitat destruction and land 

degradation.  

 

Non-Renewable Resources 

A non-renewable resource is a natural resource which cannot be reproduced, grown, generated, or used on a scale 

which can sustain its consumption rate; once depleted there will be no more available for future use. 

Also considered non-renewable are resources that are consumed much faster than nature can create them.  Fossil 

fuels (such as coals, petroleum, and natural gas) and certain underground water sources are non-renewable.  
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Collecting Data 

Resource usage data can be collected from a number of sources including: 

� Invoices for services such as water, gas, electricity, and waste collection.  These invoices generally show the 

amount to be paid and unit of measurement (for example, litres or kilowatts).  Some invoices specify energy 

efficiency information such as the volume of greenhouse gas emissions or the amount of water that has been 

saved; 

� Rainfall records; 

� Irrigation operation records; 

� Inventories of fertilizer and soil conditioners that have been 

purchased, stored and used; 

� Inventories of pesticides purchased, stored and used; 

� Fuel and oil records; 

� Vehicle and machinery maintenance and use (e.g. log books); 

� Livestock feed that has been grown, purchased, stored or 

supplied to animals; and 

� Inventories and purchase orders for office equipment and 

supplies.  

 

Improvement Opportunities 

Once you have collected, analysed and organised information from a range of sources on improvement strategies, you 

can then work through a problem-solving exercise with your work team to identify opportunities to improve work 

practices and procedures.  

 

1.  Identify the problem:  Determine the nature of the environmental issue or problem.  What needs to be improved 

and why? 

2.  Clarify the problem:  The type of problem needs to be clarified.  Find out who is responsible for resolving it.  For 

example, if it is about recycling waste, then the work team should have a role in making suggestions for improvement.  

If it is the need to purchase a new vehicle, then this is clearly the responsibility of management.  

3.  Brainstorming:  This is a technique that can be used to generate creative ideas and a range of potential solutions 

to a problem.  There are four rules in brainstorming: 

� Focus on quantity – the greater the number of ideas generated, the greater the chance of a good solution.  

� Don’t criticise – team members should focus on adding to ideas and leaving criticism for a later stage.  

� Welcome unusual ideas – to get a good and long list of ideas, accept and welcome unusual ideas.  

� Combine and improve ideas – a number of good ideas may be combined to form a single better idea for 

improvements.  

4.  Select a solution:  Once an idea for improvement is agreed, plan how the work team can introduce it into the 

workplace.  
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Lifecycle Management (LCM) 

LCM is a business management approach that can be used by all types of enterprises in order to improve their 

sustainability performance.  LCM is where enterprises look at ways of reducing the impact of their services and 

products on the environment while enhancing their business operations and profits.  

‘Life cycle’ is the term used to reflect and describe all the stages or activities that go into making, selling, using, 

transporting and disposing of a product or service – from initial design and throughout the supply chain.  

In this way of thinking, a product or service is evaluated or designed with a goal of reducing potential environmental 

impacts over its entire life cycle.  It also illustrates how almost every aspect of an enterprise’s business operations can 

impact on the environment.  

Enterprises can use LCM principles to: 

1. Develop new and alternative work practices that minimise environmental impacts (e.g. adopt more targeted 

weed control techniques); 

2. Encourage customers to choose and use goods and services more efficiently and sustainably (such as with 

product stewardship programs); and 

3. Limit or cease using ‘unsustainable’ practices in the workplace (e.g. not using disposable cups in the 

workplace). 

 

Targets for Improvements 

Identifying Targets 

Once you have collected information on current work practices in relation 

to the key sustainability items you identified, you then need to determine a 

target against which to measure the result.  

Once you set a target, you can compare your current practices against the 

target to see how much needs to be done to achieve the target.  For 

example, if you provide a unit of measurement in your target (for example, 

25% reduction in water usage over 12 months), you can then monitor 

practices at regular time intervals to see whether they are meeting the 

target.  

The previous sections provided some ideas on resource efficiency and more 

environmentally sustainable work practices.  You now need to determine 

what actions you will implement that will lead to more environmentally 

sustainable work practices in your workplace.  
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Action Plans 

A simple way to do this is to prepare and ‘Action Plan’ which will illustrate what is achievable and what is not, so 

that you can focus on those actions that will be the most effective.  The action plan requires you to identify the 

environmentally sustainable practice that you want to implement. 

A Sample Action Plan has been attached to the end of this Learner Guide.  

 

The action plan highlights the potential benefits of actions as well as the costs and payback periods and any barriers 

to adoption.  It also helps identify which staff would be most effective at implementing the action.  

Information in the column titled ‘Risks and Opportunities’ must comply with enterprise policies and procedures, and 

should state: 

� Any potential problems or difficulties with implementing the idea; and 

� The potential positive changes that each idea can bring about.  

 

You can use the completed table to workshop potential actions or present findings to staff and / or management.  You 

could modify the Action Plan based on further discussions and use it as the basis for your implementation, or you can 

use it as the basis to prepare more detailed procedures within existing programs that you may have, such as Standard 

Operating or Work Task Procedures.  

 

The Action Plan includes a target column.  You should provide a 

measurable, achievable target in your plan, and also a target date.  This is 

so that you can effectively monitor the target over time.  

For example, if you started your target as ‘reduce paper use’, this would be 

much harder to monitor over time than, ‘Reduce purchases of nonrecycled 

paper by 40% over 12 months’.  For the more specific second target, you 

will be able to simply check purchasing orders at the end of the 12-month 

period to determine whether you have achieved the target or not.  

The Action Plan also includes a column for capital cost and payback period.  

You should remember that the cost here is economic, and does not consider 

the social or environmental consequences of environmentally 

unsustainable work practices.  For example, the hidden costs of waste 

disposal on the environment.  

 

Consultation 

You need to seek input from as many sources as 

possible while you are completing your Action Plan.  In 

this way you will increase ‘ownership’ of the actions 

and have a wider range of people who are responsible 

for implementation.  You may also be surprised by the 

large number of good ideas that staff will have on how 

to improve practices, if you ask them.  

There are a number of programs you can join to assist with your implementation.  Several states run waste-wise and 

energy efficiency programs for businesses, which your company can join. 

Once you have joined these programs you will have access to a large number of resources, assistance and strategies 

for monitoring implementation.  

While your enterprise can engage external consultants to assist with the development and implementation of your 

environmentally sustainable work practices, a program is often more successful if as many people in a workplace as 

possible have been involved in its development.  

CitySwitch is a program that helps businesses improve energy efficiency.  They provide free resources, toolkits and 

case studies, and regular information sessions and workshops.  
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Timelines and Responsibilities 

The Sample Action Plan shows timeframes and responsibilities.  Try to select a realistic timeframe for implementing 

work practices.  If you want staff to have information about a new practice, you may need to work in with staff meeting 

dates so that you have time to present the information.  

If staff members need to be trained to undertake a new procedure, you will need to consider the most effective form 

and timeframe for this training.  

Noting who will be responsible for an action is very important as it spreads the workload and increases ‘ownership’ of 

the project.  

Try and involve staff from different areas across the organisation and on different levels.  

 

Making Improvements 

Implementation Strategies 

You now have your Action Plan and have perhaps modified the plan with 

more detail or modified actions or targets in response to initial feedback.  

You are now ready to implement the plan.  

One way to implement the plan is through your workplace’s Standard 

Operating Procedures which staff are familiar with.  

The advantage of this method is that staff will be familiar with terminologies 

and procedures, the new action will be more likely to be seen as a ‘standard’ 

workplace change, and the new action can be integrated into existing 

systems, such as documentation, monitoring or accounting systems.  

 

Communication 

Communication is an important key to successful implementation of your 

environmentally sustainable work practices.  Consider using a range of 

communication strategies to ‘get your message out there’ to reach as many 

staff as possible.  

Your communication strategies could include such items as staff meetings, 

training sessions, leaflets, posters, ‘switch off’ reminder labels on 

equipment and light switches, and regular email reminders to staff or 

departments.  You could also ‘launch’ the program with a special event, or link the program to an existing program or 

focus group.  

 

Management 

Managers are busy people.  They make quick decisions and you need to be ready when the opportunity arises.  If you 

need to engage management support for your program, you may need to provide them with the information and 

secure their ongoing enthusiasm in just a few sentences which are to the point.  

Be prepared – summarise and learn the main elements of your program, prepare a good ‘attention-getting’ fact, for 

example, from your investigations into how much unsustainable work practice is costing the company (and make sure 

it is accurate – do not exaggerate) and perhaps have a one-page handout ready to hand over.  You are now ready to 

promote the program to management whenever the moment arises, and to stag and others as well. 

New or altered workplace practices need to be introduced to employees and management in a manner that maximises 

uptake.  If new skills or altered practices are required, you may need to discuss with management the options for 

running training sessions or introducing the new ideas at a staff meeting.  

Where incidents occur that breach sustainability policy and procedures, they should be reported to management so 

that action can be taken to reinforce the obligations of employees and / or provide follow up counselling.  Once 

improvements are being implemented, it is also important to give feedback to management on the progress of the 

adoption of the changes and whether they are contributing to the overall sustainability of the business and 

environment.   
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Team Members 

Involving team / other staff members will provide a wider range of practical 

ideas for environmentally sustainable work practices.  It will also create 

‘ownership’ of the program and greatly assist implementation.  

Seek suggestions and ideas through communication sessions, team 

meetings or other methods, and involve staff in the development of ideas.  

For example, ask relevant work sections for data or to assist with 

monitoring.  Ask managers to provide an incentive program for staff who 

come up with ideas that are implemented, or who contribute to the 

implementation or monitoring of practices.  

 

Suppliers 

A move to more environmentally sustainable work practices could involve asking questions of suppliers and 

ultimately requesting them to supply alternative products or services.  

You should ensure that the questions you ask your suppliers are clear and that they understand the reasons for the 

questions.  For example, a supplier may reassure you that their paper products are recycled, but this may mean that 

only some of their papers contain recycled content, and this content may be very low compared to others.  

Suppliers may become defensive when they feel the quality of their products is being questioned, so be very careful 

to ensure they understand your program and the reasons for its implementation.  

Customers and clients may also be affected by changes to your products or services when you implement 

environmentally sustainable work practices.  You could provide mechanisms for customers or clients to provide 

feedback on any changes, so that you can monitor implementation and alter procedures if required.  

 

Monitoring and Evaluation 

When you have implemented improved environmentally sustainable work practices and you or your ‘implementation 

team’ feel that practices are working well, it is time to undertake an evaluation and monitoring process to determine 

whether this is in fact the case.  

There are various methods of evaluation and monitoring that may be 

suitable for your workplace.  These include: 

� Questionnaires or surveys of relevant staff; 

� Visual counting or calculating (e.g. the amount of waste and 

recycling being placed in particular bins); 

� Checking supply records and invoices to determine how much of an 

item has been purchased; and 

� Investigation of whether targets are being met by a special ‘audit’ 

team which should be representative of staff involved in the 

program.  

 

This information, once collected, needs to be analysed so that you can identify where adjustments and / or 

improvements can be made, and so that the work practices can be continually improved.  This analysis can then be 

put into a written report.  

If your monitoring and reporting finds that practices are being implemented 100% and that they can be improved, 

consider adjusting targets to aim for a higher level of sustainability. 

For example, if you set a target of 50% compliance with switching lights off at night and this was being met, consider 

increasing the target to 100%.  

A monitoring program will be more successfully implemented if the monitoring is made part of everyday tasks, and 

the process is made as easy as possible, for example, through the use of automatic email reminders to check something 

or a ‘tick the box’ checklist.  
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You will also need to properly cost your achievements.  For example, if a practice was implemented that aimed to save 

the company $1,000 and it saved $5,000, this should be noted and used as a key message to promote the program.  

If you find that an item is costing more than expected, this needs to be assessed and perhaps an alternative method 

considered.  

 

Reporting can be in the form or informal, regular communications (such as posters and memos) or more formal reports 

to managers and stakeholders.  

Any communication should link new initiatives to the original aims and objectives, as well as the company’s existing 

policies and procedures.  Sustainability outcomes need to be outlined clearly and succinctly.  Instead of presenting 

tables full of numbers, consider using coloured graphs, interspersed with facts about usage and reduction.  

Achievements and success of work teams in meeting efficiency targets should be acknowledged and celebrated by the 

work team and the enterprise.  
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Sample Action Plan 

 


