Emission Reduction Program Template


Customise this template to suit your business. Search and replace [Your Company] with your company name.
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[Substitute with Your Company Logo]



A program to: 
· review energy, water and waste generation
· implement energy efficiency and emission reduction practices.


 (
Y
our company name
 and address
 
  
)
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[bookmark: _Toc46932067]SECTION 1.  POLICIES AND PROCEDURES
[Your Company] accepts responsibility for the harmful effects its operations may have on both the local and global environment and is committed to reducing them by following industry best practices for minimising the impact of its activities upon the environment. The major points of its strategy to achieve this are:
· Minimise waste by evaluating operations and ensuring they are as energy efficient as possible.
· Minimise greenhouse gas emissions through the selection of equipment and their use in order to reduce their power consumption.
· Promote recycling both internally and externally amongst customers and suppliers.
· Use materials in such a way that will minimise their environmental impact.
· Meet or exceed all the environmental legislation that relates to the Company.
· [Your Company] will observe its impact on the environment and undertake ongoing improvement.
· [Your Company] will comply with all relevant environmental legislation.
· [Your Company] will undertake to raise staff awareness of environmental issues and enlist their support in improving energy efficiency.
· [Your Company] will encourage the adoption of similar principles by its suppliers and other stakeholders.


[Your Company] has a commitment to the environment and this forms an important element of the business’s strategy and quality management principles. 
Management Strategies will include: 
· achieve continual environmental improvement through implementing a policy with objectives and targets to minimise our environmental footprint by working with staff and other stakeholders on pollution prevention practices in compliance with legal and other requirements.
· ensuring environment management principles are included in all organisational planning activities; 
· providing environmental awareness in the management and training to all of our workers; 
· consulting with workers and other parties to improve decision making on environment matters; 
· ensuring incidents are investigated and lessons are learnt within [Your Company]; 
· safe and appropriate management of waste and where possible, the recycling of materials related to the business’s activities. 
· distributing information, including this policy, to all workers and interested parties.



[bookmark: _Toc46932068]Emission Reduction (E.R.) PROGRAM
[Your Company] is committed to conduction operations to minimize harm to the environment which follows industry best practice. This is achieved through: 
· providing enough resources to ensure emission reduction is a central part of [Your Company].
· ensuring effective training all employees and stakeholders. 
· ensuring business activities comply with environmental statutory requirements, codes, standards and guidelines; 
· setting up objectives and targets with the aim of reducing emissions in relation to our activities and the products and services we produce 
· defining roles and responsibilities for emission reduction and energy efficiency tasks
· inducting and briefing workers on business and client requirements for minimizing waste and environmental impact. 
· upgrade and maintain machinery and equipment to reduce the inefficiencies and environmental impact of operational activities. 

The company will appoint an Emission Reduction (E.R.) Supervisor and may appoint a committee to support him or her. The responsibility of the Emission Reduction (E.R.) Supervisor will be to: 

1. Ensure full comprehension by all stakeholders of the Emission Reduction Program. 
2. Ensure compliance to the company’s Environmental Policy. 
3. Ensure required attendance at Emission Reduction meetings. 
4. Ensure all workers, including subcontractors have undertaken Emission Reduction training before commencing work on site. 

Management is responsible for the implementation of all specific recommendations and work practices particular to this program and includes: 

1. Maintaining and completion of the company’s procedures, forms, registers and check lists. 
2. Ensure all workers are aware of their emission reduction responsibilities in relation to their activities. 
3. Plant and equipment are maintained and upgraded to be more energy efficient as required. 
4. Emission reduction management activities are engaged where a change to work activity or equipment is identified.  


[bookmark: _Toc46932069]Environmental Monitoring
[image: ISO-14001-requirements]In order to provide evidence that environmentally friendly and emission reduction activities are carried out in compliance with requirements and demonstrate effective Emission Reduction and Environmental Management, records shall be kept. Any non-compliance identified will be raised via the company’s corrective and preventative action procedures.
 Roles and Responsibilities 
[Your Company] provides a E.R. Supervisor who has the following roles and responsibilities. The E.R. Supervisor is charged with ultimate responsibility for E.R. for the company and duties include: 
· Personal involvement in [Your Company] 's E.R. performance and strategic reviews; 
· Analyse [Your Company] s E.R. activities and reports against Objectives and Targets; 
· Invest in, and lead the business towards best practice and effective E.R. technology; 
· Ensure internal resources and budgets are allocated to achieve E.R. Objective and Targets; 
· Maintain an open communication channel with all workers in relation to E.R. critical matters ; 
Managing emission reduction in the workplace
The E.R. Supervisor is responsible for emission reduction and energy efficiency at the workplace and duties include: 
· implementing the E.R. Management Plan; 
· communicating with the Person Conducting Business or Undertaking (PCBU) to reduce emissions; 
· being a part of the planning and design stages of E.R. activities; 
· deciding when training on E.R. is required; 
· leading by example and promoting sound E.R. practices at every opportunity; 
· ensuring energy efficient equipment is provided and maintained; 
· reviewing E.R. reports and inspections, and following up on recommendations; 
· coordinating E.R. meetings and programs; 
· monitoring compliance with the E.R. Management Plan; and 
· assisting employees and stakeholders to implement E.R. practices 



Consultation, Communication and Reporting 
It is the policy of [Your Company] to ensure that employees: 
· are involved in the development, implementation and review of policies and procedures to identify energy efficiency and emission reduction; 
· are consulted where there are any changes that affect E.R.; 

[Your Company] will hold meetings for employee involvement and consultation in E.R. issues. 
E.R. representatives, representing the employees and employer, receive appropriate training to effectively carry out their duties with respect to the development, implementation and review of E.R. arrangements. 


Emission Reduction Committee Structure 
In all [Your Company]'s operations, consultation in with Management may  in part be achieved by the optional selection and appointment of an E.R. Committee which comprises both management and employee representation. 
If this is the case than specific functions of the E.R. Committee include, but are not limited to: 
· Acting as advisers to the various level of management to assist in emission reduction; 
· Creating and maintaining an active interest in energy efficiency;
· Consider and advise management on the adequacy and effectiveness of training and education of personnel in energy efficiency;
· Facilitate the implementation and monitoring of E.R. policies and procedures;
· Communicate to all personnel concerned, the standards, rules and procedures relating to emission reduction and energy efficiency of operational systems; 
· Review energy saving innovations and trends, and assist management on implementation and evaluation; 
· Assist in resolution any emission reduction issues as required by management; 
· Maintain relevant and required records relating to E.R. program;
· Review the E.R. program’s performance and report on ways that it may be improved. 
[bookmark: _Toc46932070]IMPLEMENTING e.r. POLICIES 
[Your Company] wants to ensure efficient implementation of change throughout the organization by involving workers through consultation and implementation. Change relates to an effect on an existing procedure, workflow, system or other practice that directs a person or group on how a task is performed. It is recognized by [Your Company] that any change needs to be planned and fully communicated to ensure the minimum disruption to [Your Company] and its staff. 

It is vital that any change that is being initiated through the business is managed correctly. 
Changes are communicated to employees via the company’s consultation procedures, which includes but not limited to, regular meetings. 
[Your Company] will ensure the following important items are addressed before any proposed change is made: 
· Who are the relevant stakeholders and have they been consulted? 
· Have the proper approvals been attained? 
· Have the people affected by the change been informed? 
· Where appropriate, have the people affected by the change had an opportunity to comment? 
· Have all the implications of a change been investigated? 
· Are there any training requirements as a result of the change? 
· Has the required documentation been updated to reflect the change? 
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[Your Company] has established, implemented and maintains procedures for controlling all relevant E.R.  documents and data required by the business and ensures that: 
· they can be quickly and easily located; 
· they are regularly reviewed, revised as necessary and approved for adequacy by competent and responsible personnel; 
· current versions of relevant documents and data are available at all locations where operations essential to the effective functioning of the E.R. program are performed; 

Documentation and data shall be legible, dated (with dates of revision) and readily identifiable and is maintained in an orderly manner for a specified period 

[Your Company] will track and collate any statistics recorded for energy efficiency measure that have been implemented. This will be reviewed on a monthly basis. 
· To ensure and verify compliance with the E.R. Program [Your Company] will implement measures such as: 
· workplace inspections; 
· operational audits; 
· task observations; 
· attendance at staff meetings and talks; 
· identification of energy saving areas; 
· Measure energy saving performance; 
· informal consultation with workers. 

Any non-compliance identified will be raised via the company’s corrective and preventative action procedure. 

[bookmark: _Toc46932072]MANAGING ENVIRONMENTAL IMPACT FROM Equipment
[Your Company] carries out regular maintenance and upgrades of all plant and equipment. This involves:
· Plant and equipment will be suitable for the task to reduce environmental impact 
Ensuring that plant and equipment is inspected and maintained in accordance with the relevant energy efficiency rating standard and manufacturer’s recommendations. 
· the inspection of each item is documented. 
The effect of all plant and equipment on the environment is considered..

· •	Prestart checks, schedule of maintenance and fault reports are notified to the Supervisor, documented in plant log books and made available to relevant parties on request. 
· •	Plant and equipment which is identified with a defect e.g. fluid leaks or excessive smoke will be removed from service. The plant or equipment will return to service only when deemed to be safe and fit for purpose. 
· •	Where plant and equipment is hired, the same requirements as above apply. 
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Hazardous Substances / Dangerous Goods
[Your Company] possesses a current (within 5 years of the date of issue) Safety Data Sheet (SDS) for all products and substances to be used for the work activity. Before a product or substance is used for the work activity, [Your Company] reviews the SDS to determine if the product or substance is classified as hazardous. All workers involved in the use of products classified as hazardous, are provided with information and training to allow safe completion of the required task. 
As a minimum standard, all safety and environmental precautions for use listed on the SDS are followed when using the substance and are included in the SWMS / SOP. No products or substances, including chemicals or fibrous materials, are brought to the workplace without a current SDS. 
All products and substances to be brought to the workplace are to be documented. 
[Your Company] considers the following when selecting chemicals and substances for use on site: 
· Flammability and exclusivity; 
· Toxicity (short and long term); 
· Carcinogenic classification if relevant; 
· Chemical action and instability; 
· Corrosive properties; 
· Safe use and engineering controls; 
· Environmental hazards; and 
· Storage requirements. 
All storage and use of hazardous substances and dangerous goods is in accordance with the SDS and legislative requirements. All hazardous substances and dangerous goods are stored in their original containers with the label intact at all times. Hazardous substances and dangerous goods of any quantity are not stored in amenities, containers (unless properly constructed for the purpose), or offices. 
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[Your Company]’s objective is to control, minimise or avoid airborne contaminate exposure in the workplace. The following points will be considered to control air quality and emission hazards: 
· Limiting soil removal, vegetation clearance and vehicle/plant activity/speed to periods of favourable weather conditions or maintaining materials in a damp state to avoid dust generation; 
· Excavated material is transported from site in covered trucks. 
· Carrying out progressive revegetation of areas no longer in use; 
· Monitor and maintain controls that emit fumes or airborne fibres from the work activity, ensuring workers are not exposed to levels beyond the prescribed PPM or equivalent where applicable; 
· PPE to be worn where exposure is identified and prescribed; 
· Only licensed workers to manage prescribed activities; 
· Utilise suitable or prescribed control measure to limit airborne drift beyond the workplace. 
· Maintain plant, equipment; calibrate tools and monitoring equipment as per standards. 
· Inspect, maintain and protect gas pipework to ensure leaked gas does not enter the workplace or surrounding environments. 


Noise and Vibration Control
[Your Company] ’s objective is to control, minimise or avoid noise and vibration exposure in the workplace. The following points will be considered to control noise and vibration hazards. 
· Utilising natural barriers, earthen bunds and vegetation and constructed barriers to limit the transmission of noise and vibration beyond the workplace activity; 
· Restricting hours of operation so that all activities including maintenance, refuelling and servicing of equipment will only be undertaken subject to compliance with noise provisions of the Environmental Protection Act or local council ordinances; 
· Operating and maintaining modern, well maintained roadworthy vehicles fitted with high efficiency mufflers and vibration limiting operator seating; 
· Avoiding the unnecessary revving of mobile or stationary motors; 
· Maintaining roadways in good condition and restricting vehicle speeds on the site; 
· Limiting the use of horns, bells, hooters or other audible signals on mobile equipment to the maximum practicable extent, and where possible, fitting of warning lights, rather than audible sirens or beepers; 
· Implementing regular inspection and maintenance schedules for all plant and equipment; 
· Avoiding the use of air brakes in built up areas; and 
· Inducting new employees on the requirements of the Noise & Vibration Management requirements 
· PPE to be worn where exposure is identified and prescribed 
· Health monitoring to be established where levels match or exceed prescribed limits and alternative arrangement can’t reduce the exposure to the noise or vibration hazard. 
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 [Your Company] will: 
· ensure that waste is stored in an environmentally safe manner, 
· ensure that waste is not stored with and does not come into contact with any incompatible waste 
· retain information regarding the generation, storage, treatment or disposal of the waste 
· obtain a consignment authorisation number for the waste from the person to whom the waste is delivered; they will then complete and retain an approved waste data form in relation to the consigned waste; and, they will then give a copy of the form to the person transporting the waste prior to transporting the waste, 
· ensure that if the waste is of sufficient quantity that regulations require the person transporting it to be licensed, then the person transporting the waste is correctly licensed 
· ensure that the waste is being transported to a place that may be lawfully used as a waste facility, 
· accurately identify the waste and advise the transporter accordingly 

Waste other than Virgin Excavated Material will be disposed of to a "controlled waste facility". A "Controlled Waste Facility" is defined as a waste facility of a class specified in the regulations. 
[Your Company] as a non-licensed transporter of wastes, will ensure that: 
· vehicles carrying waste will be kept clean and be constructed and maintained so as to prevent spillage of waste 
· loads which may spill or emit odours are covered so that spillage and/or emission is prevented 
· any container is safely secured 
· incompatible waste will not be mixed or transported together 
· any hazardous waste is not mixed with any other type of waste 
· any waste containing asbestos is wetted and fully covered 
· material segregated for recycling is not mixed with other wastes 
· any waste is transported only to controlled waste facilities or other facilities that can lawfully receive the waste 
· the occupier of the waste facility is advised of the type of waste involved before the waste is unloaded. 
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Whilst many companies will hire consultants often someone from inside the organization is better placed to implement an emission reduction and energy efficiency program. 
An organization can create their own program which is perfectly valid provided they keep records and documentation. 
This guide will help you to document and implement an emission reduction program.
To carry out this program a person would need the following skills:
Project planning and management. The ability to direct and guide a group in completing tasks and attaining goals of energy efficiency assessment.
Communication planning and implementation. The ability to exchange, engage, convey and express knowledge and ideas in an energy efficiency context.
Understanding energy use. The ability to arrange and retrieve data, knowledge and ideas, research and investigation of specific technical and financial knowledge.
Identification of potential opportunities. The abilities to think logically and creatively.
Decision-making. The ability to develop and assess business cases for implementation of energy efficiency opportunities.
Monitoring and investigating. The abilities to install appropriate monitoring equipment and develop analysis systems. `
[image: canstockphoto9449901]Additional skills, knowledge and experience:
· understanding the legislative and compliance requirements of energy efficiency programs
· financial planning, accounting and audit skills
· understanding of new trading and reporting mechanisms, and their strategic business implications

Research has highlighted the importance of team-based approaches to energy efficiency. The most effective approaches require involvement of people from across an organisation, bringing a diversity of backgrounds and skill sets.
This might include staff from corporate management, procurement, site management and operations, with appropriate backing and resources from senior management

[bookmark: _Toc46932077]The steps involved
[image: canstockphoto8762419]Determine and rank in order of importance key drivers for improving energy efficiency in the business. Identify energy efficiency improvements that can be implemented immediately, and those which require further consideration or are longer-term goals
Measure and analyse energy use. Source and seek advice, if required, to assist with measuring and analysing energy use.
Propose methods to improve energy efficiency based on analysis of energy use and related information.
Develop a program to show what will be done, and how and when, and document it following business requirements
Monitor your program and seek regular input from stakeholders to improve your energy efficiency plans.
[image: dreamstime_l_18233625]
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Carry out an inspection of your workplace and financial analysis of energy costs. 
Use the checklists provided and research your industry standards to customise the program to suit your business.
Once you have completed your inspection, make the appropriate recommendations 
Communicate and hold meetings with managers and staff to present your program and gain their commitment for improvements to be implemented. 
Obtain agreement for objectives and targets and agree on the allocation of time, staff and financial resources. 
Set up regular meetings to provide support in implementing improvement actions and raising environmental awareness. 
Establish a resource efficiency training plan for all staff (including induction and regular update training) to ensure that employees have awareness and skills. 
Include resource efficiency messages and successes in your company newsletter and email updates. 
Monitor and evaluate the performance of your campaign so that you can celebrate and replicate successes or, if needed, take corrective action.
[image: dreamstime_l_7314267]
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Maximise natural lighting. Take advantage of outside light with open windows and blinds rather than switching on a light. Other measures to maximise natural lighting include the use of light-coloured furnishings and reflective surfaces, skylights, shading device control, glare reduction and electrochromic glazing.
Use lights efficiently. Many lighting efficiency opportunities can be easily implemented with little or no capital investment or need to redesign a lighting system. These include turning lights off manually or automatically when not needed, or removing excess lamps from over-lit areas.
Switch to energy-efficient lighting. Options for upgrading energy-efficient lighting include replacing light fittings and lamps, optimising lighting layout, and adding more circuits and switches for greater control. Light emitting diodes (LEDs) use up to 75% less energy than halogens. LEDs also emit less heat and last up to 10 times longer than halogens, which greatly reduces the need for changing or maintenance.
[image: dreamstime_l_13005731]
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Small changes in the way you use common appliances can result in significant savings over time. Consider making some of these improvements in your business:
Move from desktop to laptop. Standard laptops consume up to 90% less energy than desktop computers. Make the switch to this energy-saving technology while providing more work flexibility. If you need a larger screen, connect your laptop to an Energy-Star certified monitor. 
[image: dreamstime_l_20047297]Keep fridges working efficiently. Keep the freezer full but give the fridge some breathing space. A full freezer will keep food frozen if a blackout occurs, and keeping the fridge about 70% full allows air to circulate and reduces air leaks when the door opens. Fix the seal if you are noticing condensation outside of the fridge. Doors not properly sealed are the most common energy drain for fridges. 
Use timers on equipment. A single computer and monitor left on 24 hours a day can cost over $200 a year. Set computers and other equipment to automatically turn off at the end of the day and use ‘energy-saving’ modes for photocopiers and printers. Timers on equipment such as boiling-water taps can ensure they’re off overnight and ready to use in the morning. All these processes can be automated with a building management system.
Switch to smart power strips. ‘Phantom loads’, or the electricity used by electronics when they are turned off or in standby mode, are a major source of energy waste. Smart power strips eliminate the problem of phantom loads by shutting off the power to electronics when they are not in use. Smart power strips can be set to turn off at an assigned time through remote switches or based on the status of a ‘master’ device.
[image: C:\Users\Owner\AppData\Local\Microsoft\Windows\INetCache\Content.Word\dreamstime_l_7728969.jpg]Get in the habit of shutting down and switching off. Overnight and holiday shutdown means just that -- shut down electrical appliances and lights. Develop a system to ensure this happens. It can be as simple as having the last person to leave turn off the lights and other equipment.
Service your equipment regularly. Regularly cleaned and serviced equipment operates more efficiently. For example, refrigerated display cabinets that are not regularly cleaned can use up to 10% more energy.
Power outside of peak demand. If your business needs to run on heavy equipment or your operations can run at different times, consider changing up work hours for machine operation to make the most of lower rate off-peak hours.
[image: dreamstime_l_20139032]
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Heating, ventilation and air conditioning (HVAC) systems can account for as much as 50% of energy use in an office space or building. Here are some ideas to improve the efficiency of your heating and cooling.
Reduce heat escaping with better window efficiency and wall insulation. Prevent heat loss or gain with natural ventilation, window shading, and properly fitted window coverings. Double glazing is an effective means to reduce your energy use but may be an unnecessary expense when energy-efficient reverse-cycle air conditioning is installed, so should be assessed carefully for savings against initial cost.
Reduce draughts by sealing doors and windows. Sealing gaps and cracks to stop airflow is a cheap way to cut your energy bill. Use a draught stopper to prevent airflow under doors. Apply weather seals to windows, skirting boards, skylights and cornices.
Automate temperatures and optimise existing HVAC systems. Minor adjustments to thermostat set points can achieve significant energy savings. 
Consider upgrading to more efficient HVAC systems. Rooftop packaged air conditioners incorporate advanced features that improve efficiency, control and reliability. Thermal energy storage technologies store heat or cold for use during later applications. Upgrading to a more efficient HVAC system can significantly reduce your annual heating and cooling costs.

[image: C:\Users\Owner\AppData\Local\Microsoft\Windows\INetCache\Content.Word\dreamstime_l_19576992.jpg]
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Energy ratings are an important tool for comparing the energy efficiency of appliances. The Energy Rating Label includes a star rating to compare different models of common appliance types. The more stars a product has, the greater its efficiency rating.
Large electricity users will have a supply capacity (SC) and maximum demand (MD) indicated on their bills and you may be able to reduce associated standing charges if SC is consistently over 25% greater than MD.
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Although fuel-efficient vehicles may cost more upfront, choosing a cheaper and less efficient model could end up costing more in the long term.
Electric vehicles (EVs) use a lithium-ion battery-powered electric motor and produce zero tailpipe CO2 emissions. EVs recharge from home-based power outlets and external charging stations. Maintenance needs are low, given that EVs have fewer parts and less mechanical complexity than combustion-engine vehicles.
Hybrid vehicles use a combination of petrol engine, electric motor and battery to power the vehicle. A hybrid can use 40 to 60% less fuel and emits around 30% less CO2 than a conventional vehicle.


[image: dreamstime_l_20139027]
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	Energy Efficiency and Emission Reduction Checklist

	Name of management  representative 
	

	Date & Location
	

	1. [bookmark: _Toc46932085]Lighting 

	Complete Ensure lighting controls are clearly labelled so that staff know how to turn off lights in areas where there is no or low occupancy.  
Clean windows and skylights to make maximum use of natural light and minimise the use of artificial lighting. 
Replace tungsten filament and halogen lamps with energy efficient alternatives such as compact fluorescent or LED lamps.  
Install motion sensors to control lights in areas with low occupancy such as toilets, hallways and storerooms. You can also install daylight sensors to control the artificial light levels in rooms that receive large amounts of natural light. 

	[bookmark: _Toc46932086]Equipment

	Set up computer equipment and photocopiers to go into hibernation or Power Management mode automatically (when they have not been in use for a period of time). 
Turn off equipment when not in use, this removes ‘phantom loads’.
Install variable speed drives (VSDs) to electric motors where appropriate. (Using a VSD fan motor can reduce energy use by up to 50%). 
Automate processes that have standard run cycles. If your process sequence can be programmed to an optimum setting it will always be more efficient than a human operator controlling it.
Implement a feedback system so that staff can report damage and equipment breakdowns. 
Install timer switches on equipment that can be turned off at night. For example, vending and coffee machines, photocopiers and printers.
 Install a thermostatically controlled hot water boiler or urn for hot drinks (in large offices) and ensure there is a timer that switches it off out of working hours.

	[bookmark: _Toc46932087]Heating, ventilation and air-conditioning (HVAC) 

	Ensure heaters and radiators are not covered or obstructed so they can heat a room effectively. 
Ensure refrigerators and freezers don’t have to work harder than necessary to maintain the desired temperature by locating them away from cookers and other heat sources. 
Ensure there is a ‘dead band’ between heating switching off and air conditioning switching on; set controls so that there is no heating above 22˚C and no cooling below 25˚C. (This will stop heating and ventilation systems competing against one another). 
Use doors and windows as natural ventilation in summer instead of powered ventilation. 
Ensure cold-room doors are not left open for longer than necessary to keep the cold air in. 
Ensure external doors are kept closed in cold weather to keep in heat. 
 Fit draught excluders and automatic closing mechanisms to doors where appropriate. (A door with a 3mm gap lets in as much cold air as a hole in a wall that is the size of a brick).
Make sure window vents are clear of papers and other items so the air can circulate freely.  
Find out the efficiency of your current boiler. Consider replacing your boiler if it is over 12 years old. 
Install de-stratification fans in buildings with high ceilings, such as warehouses, to blow warm air down from ceiling spaces where heat collects.
 Keep blinds open during daylight in cold weather to take advantage of the sun’s warmth. To keep out the heat of the summer sun, close blinds in warm weather. 
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	Use Work Station Task Lighting:  Direct light at areas where tasks are being performed, and use lower wattage for overhead ambient lighting. Consider combining with motion‐controlled power strips.
Exterior Lighting: Check exterior lighting for proper operating times. 
Re‐scheduling:  Re‐schedule off hour activities to accommodate partial shutdown of building systems other than ventilation systems.  
Evaluate After Hours Usage:  Are you conditioning space when no one is there? Talk to the occupants to learn if they are actually using their space during the operating hours.
Charge batteries and forklift trucks at night if you have dual-rate electricity (different billing rates for on-peak and off-peak) will generally result in a saving of between 30% and 40% per unit of electricity consumed.
Review your utility supply contract each year to ensure that you are on the most cost-effective tariff, or whether switching suppliers may be worthwhile 
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	Establish procedures to ensure that confidential and non-confidential waste are segregated and recycled separately. 
Locate recycling bins to make it easy for people to recycle. 
Get clear guidance from your waste contractor on what materials they can and cannot accept for recycling, and ensure that staff are aware. 
Where possible, arrange for printer cartridges to be refilled by your supplier. 
Consider where electronic communications could be used instead of hard copies. For example, display meeting agendas through a projector rather than printing out and use email marketing rather than leafleting. 
If you are charged per uplift of your bins and they are often not full, speak to your waste contractor about reducing the frequency of collection and/or the size of containers to reduce costs. 
 

	[bookmark: _Toc46932090]vehicles 
	 Consider switching to more fuel-efficient or alternate-fuel vehicles or trucks. (This can save thousands of dollars in running costs and reduce emissions).
Compare the fuel economy, greenhouse and emissions of different cars. There are websites with this information such as the GreenVehicleGuide.
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	 Ensure dishwashers are used only when they are full. A part-filled machine uses as much water as a fully loaded one. 
If your toilets were installed more than 10 years ago, explore the possibility of using cistern volume reducers or dual-flush mechanisms to reduce water consumption. Consider water efficient toilets when refurbishing. 
 Install flow reducers or aerated adapters to taps to reduce water consumption. Fitting a tap aerator will result in water and sewerage savings.
Check for dripping taps and leaks as part of your maintenance schedule.


	

	Other Items 
	






















	Company & Workplace Practices
	Review
	


	
	E.R. issues
	


	
	Identify  inefficiencies
	


	
	Identify remedial actions
	


	
	Recommendations

	

	Notes
	







[bookmark: _Toc46932092]Emission REDUCTION ACTION PLAN

	
 Emission Reduction (E.R.) Action Plan

	Location 
	

	Name of E.R. Supervisor
	

	E.R. issues:
	Major
	Minor
	      Action Needed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	

	Following analysis of the inspection, the following long term E.R. issues require mitigation:

	

	

	Immediate discussion and possible action is required in the following areas:

	

	

	

	Person responsible for action:
	Date:

	Time:

	

Assessors action
	
                No                                Yes

	Items and issues needing attention
	         □                   □

	Immediate action required
	         □                   □

	Action / comments:
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	[bookmark: _Toc46932094]
eMISSION REDUCTION (E.R.) MEETING

	Name of organisation representative 
	

	Date & Location
	

	Workplace 
	· identify waste and energy inefficiencies
· make decisions to control energy inefficiencies
· changes to any work practices, policies or procedures
· any physical alterations to premises or work places to conform with E.R. policies and procedures

	Discuss E.R. issues and potential for improvement 
	· group to discuss any future developments such as  a new piece of equipment
· share relevant information about any general E.R. issues or research
· what are the short and long term opportunities to respond?
· discuss any potential E.R. concerns including compliance with legislative requirements and workplace policy and procedures.

	Monitor ability to achieve E.R. goals
	· check pending control measures for compliance with E.R. goals
· monitor and report on general E.R. performance 
· include  accounting  representative if necessary
· is management available to raise and discuss E.R. matters freely?
· does the group get consulted by any other duty holders who share responsibility for E.R. matters? 

	

	E.R. Supervisor 
	

	Name of chairperson
	

	Names of others present
	


	Meeting Agenda
	Review of last meeting
	


	
	General 
Business
	


	
	E.R.  research & issues
	


	
	E.R. Staff Training 
	


	
	Other
	

	Recommendations
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 Equipment E.R. INSPECTION 

	Location 
	

	Name of E.R. Supervisor
	

	
	OK
	Fail
	     Action Needed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	

	Following analysis of the inspection, the following E.R. issues require discussion:

	

	

	Immediate action is required for the following items:

	

	

	Assessor:

	       Person responsible for action:
	Date:

	Time:

	

Supervisors action
	
                No                                Yes

	Items and issues needing attention
	         □                   □

	Immediate urgent action required
	         □                   □

	Action / comments:
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Environmental Policy

Top Management is committed to
regulatory compliance; pollution
prevention; and, continuous
improvement.

Planning

dentify environmental interactions and
significant aspects; identify legal and other
requirements; and, develop environmental
objectives, targets and the programs in which to
achieve them.

Implementation and Operation

Define structure and responsibility; identify and
complete training needs; establish
|communication procedures; document the EMS
through policies, plans and procedures; establish
document control; establish operational control;
implement emergency preparedness and
response.

(Checking

Monitor and measure environmental interactions;
evaluate compliance; establish a
[nonconformance, corrective action and
preventative action system; maintain records;
and, perform pe ternal audits of the EMS.

Management Review

ITop management to review environmental
performance, EMS performance, policy, priorities
and objectives; and, recommend improvements.
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