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Appoint a Green Manager

/Steps to Take k!

Agenda

"Appointment of
Green Manager"

T

STEP 1: Put up an agenda item "Appointment
of Green Manager" for discussion at
the next top management's meeting.

STEP2: Obtain the endorsement and support
from the members.

STEP3: Appoint a senior  executive, TXTXT & ré:g;;ﬂ“
preferably at Director level to be the 5 o o
Green Manager. :w_l“““‘”_ X e

e

STEP 4 : Inform all staff of the appointment
within the organization.

STEPS5: Start to form a Green Management
Committee (Module 2).

\ ./
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Appoint a Green Manager

Who is the Green Manager ?

Name :

Title

/ ® Obtain support from the top

Keep in management.
mind :

; e He is a senior executive.

e

o

RECORD YOUR 4cpipyEMENTS

Some hints for the Green Manager

to get started .

Determine appropriate technical and
organizational support, for example, in
the form of Green Management
Committee;

Formulate an environmental policy for
the organisation;

Introduce measures to increase staff
awareness and involvement in
relation to environmental issues;

Implement a programme of green
housekeeping measures; and

Publicize the commitment to protecting
the environment, formulate action
plans and record achievements.
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Set Up a Green Management Committee

G b
Steps to Take Some hints on the Terms of
Reference of the GMC
STEP 1 : Invite nomination for GMC members, and L] Introduce measures to raise the levels of awareness

formally appoint them by top management

and involvement in environmental issues;
or the Green Manager.

STEP 2 : Inform all staff of the establishment of the 2 eam perfon.nance TAIECLS ONEIECH IDCasULES
GMC. and formulate action plans;

STEP3: Launch the first GMC meeting. On the = Record, review and publicize achievements; and
agenda, discuss and determine the Terms of g o
Reference and frequency of meetings. " Oversee the Environmental Audits and maintain the

Environmental Management System.
STEP 4 : Discuss possible green initiatives and

formulate the time table for implementation
(described in Modules 3 to 7).

STEP 5 : Estimate the financial, organizational &
training resources required to implement the
green initiatives and seek endorsement from
top management.

X 57
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Set Up a Green Management Committee

e

Green Management Committee

Membership : Frequency of Meetings :

Chairman :

(Green Manager)

Members :

Our Green Management Initiatives :

Task 1 : Tmplement dtaff awarencss frogramme.

Terms of Reference : Responsible GMC member(s) :

Task 2 : Conduct an initial envinonmental audes.

Responsible GMC member(s) :

Task 3 : Fermalate and fnopose an eavinonmental folicy.

Responsible GMC member(s) :

e e N e ]
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Carry Out an Initial Environmental Audit

b Steps to Take : Stage I - Planning an Initial Environmental Audit

(by the Green Management Committee)

~

o

STERIS:

STEPI2::

STEP?3 :

STEP 4 :

STEP'S :

Initiate the initial environmental audit by
the Green Management Committee (GMC).

Obtain commitment from the top management.

Set audit objectives and scope. Ideally, the
initial environmental audit should consider all
potential environmental effects, impacts and
consequences arising from the organization's
activities. However, when available resources
are limited, prioritization of activities is
necessary. The audit should first focus on the
known problems or obvious areas for
improvement.

Form an Internal Environmental Audit Team to
conduct the audit. Select an audit team leader
who preferably has knowledge about the audit
process.

Provide training to internal auditors to ensure that
they have adequate knowledge to conduct the
environmental audit.

STEP 6 :

STEP 7 :

STEP 8 :

STEP.9:

Consider employing an external environmental
consultant to assist the Internal Environmental
Audit Team to conduct the audit. This is
recommended if the organization does not
have sufficient expertise on all related
environmental issues.

Appoint site facilitators from each of the sites
being audited. The site facilitators can be
appointed on a locational or functional basis to
facilitate the on-site audit process e.g. provide
site information, arrange for interview of staff
and site inspection, etc.

Formulate the task programme for conducting the
Initial Environmental Audit (includes tasks for
the pre-audit, on-site audit and post-audit
processes, and the time schedule).

Inform staff to rally support because the success
of the audit requires the co-operation of staff
at all levels.

Environmental Protection Department
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Carry Out an Initial Environmental Audit

/ Steps to Take: Stage II - Conducting an Initial Environmental Audit \
(by the Environmental Audit Team)

STEP 1 STEP 2 STEP 3
Carry out pre-audit activities : Carry out on-site audit activities : Carry out post-audit activities :
» Develop audit programme > Conduct opening meeting >  Prepare audit reports
» Assemble and review » Understand management > Issue audit reports to the
background information systems management and relevant
» Conduct initial site visit >  Assess internal controls _ parties
» Collect and review »  Gather audit evidence
operational information »  Evaluate audit findings
» Prepare audit checklists and » Conduct closing meeting

questionnaires

Lo A
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Carry Out an Initial Environmental Audit
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Carry Out an Initial Environmental Audit

| L
RECORD SOt ACHIEVEW

Stage I - Planning an Initial Environmental Audit (cont'd)

[ Provided training to the internal auditors
Training(s) proyided : (Period)

Trained personnel :
(potential auditors)

] Appointed environmental audit consultant, if needed

[J  Appointed site facilitators
Site facilitator(s) Responsible Site

m
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Carry Out an Initial Environmental Audit

By
MHIEWW

Stage I - Planning an Initial Environmental Audit (cont'd)

[l Formulated the task programme for conducting the initial environmental audit

ﬁflajor Tasks Time Schedule w
‘ ® ¢4 Develog WW

\\‘-w

[ | Informed staff at all levels to rally support
e.g. Amemo was sent to staff at all levels
Memo reference : dated

T e e B e e T e Ty e e e ————
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Define an Environmental Policy

Steps to Take

8

STEP 1 :

SAEP 22

STEP 3

Based on the findings of the
Initial  Environmental  Audit,
identify the aspects  with
significant impacts or
improvement opportunities.

Determine  the  organization's
overall environmental direction.
In other words, how "green" the
organization needs to be and how
far it wants to commit beyond
regulatory compliance.

Based on the "needs" and "wants"
of the organization, define the
scope of commitment of the
environmental policy.

STEP 4:

STEP S :

STEP 6 :

STEP 7 :

Draft and refine the wordings of the
policy to express the organization's
overall commitment. Seek comments
from senior managers during the
drafting process.

Derive an environmental policy that
has been carefully considered and
supported by all parties.

Document the environmental policy
and obtain approval of the top
management.

Publicize the environmental policy
both within and outside the
organization by the Managing
Director or Chairman of the
organization.

Environmental Protection Department
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Define an Environmental Policy

How green do the senior
management want to be ?

Choose which box we want to occupy.
() ] [ ) 1 []  ) =)

[123][456][ 7]
LEADER CONFORMER LAGGARD

What are the concemns of the related parties ?

e Customers e Staff
® Business associates e Shareholders

What are the aspects with significant impacts

or improvement opportunities based on the
findings of the initial environmental audit ?

/£
RECORD Yo UR 4 CHIEVEW

‘. N

Our Environmental Policy is .............

Approved by

\ Managing Director /

Environmental Protection Department
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Establish Environmental Objectives and Targets

“

Steps to Take

\

R

STEP | :

STEP 2 :

STEP' 3::

STEP 4 :

Under each commitment in the
Environmental Policy, identify the
legal or other requirements that the
organization has to comply. If
applicable, these could be adopted as
the environmental objectives and
targets as the starting point.

For issues where there are no
established standards to follow, set up
a recording system to gather data on
the environmental aspects which are
planned to be controlled.

Analyse the assembled data to
determine the current baseline.

Against the current baseline, set the
targets which the organization aims to
achieve over time.

STEP § :

STEP 6 :

SEER T

Evaluate the financial, technological
and other capabilities that are required
to achieve the objectives and targets.

Refine the objectives and targets so
that they are achievable and can bring
real satisfaction to staff once
achieved, rather than being over-
ambitious which may lead to failure
and discouragement.

Document the objectives and targets.

Environmental Protection Department
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Establish Environmental Objectives and Targets
T e e e e T e T T——————

RECORD YOUR acriryEMENTS

A e e e e B e e L P T
Environmental Protection Department MS5 -6

























Formulate and Implement Environmental Programmes

Steps to Take
@

Environmental Protection Department

M6 - 5




Formulate and Implement Environmental Programmes

ﬂ’teps to Take : Stage I- Formulate the Environmental \
Programmes by the Green Management Committee

STEP 1: Based on each objective and target, discuss and work out a
plan on the following items in the Green Management
Committee meetings:

(1) What are the available options to achieve the objective /
target?

(2) What are the tasks involved?

(3) Who will be responsible for implementing the various
tasks?

(4) When will it be done?

(5) What are the resources required?

STEP 2:  Start with those programmes with practically little cost
implication, e.g. through good housekeeping.

STEP 3:  For those programmes that require significant capital
investment, calculate the cost required and the pay-back period
of the available options. Select the one with the highest cost
benefit.

STEP 4:  Consolidate items (1)- (5) in STEP 1 into a plan and submit it
to the top management for endorsement.

STEP 5: Once the plan was endorsed, implement it.

S v

Environmental Protection Department

PLANNING 4

EXPENSE
REPORT

0
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Formulate and Implement Environmental Programmes

7

Steps to Take: Stage II - Implement the
Environmental Programmes by the Green Effort Teams

\

STEP 1: Clearly define and document the roles and responsibilities of
each Green Effort Team member and other staff involved.

STEP 2: Implement the planned tasks, and during the process,
undertake the following support activities which are
crucial for implementing a successful environmental
programme:

(1) provide training to staff in both awareness and technical
skills to ensure staff are committed and competent to
perform the tasks.

(2) develop manuals, procedures or work instructions so that
all staff perform in a consistent and reliable manner.

(3) Acknowledge successes and keep staff informed of the
progress, and further action for improvement, etc.

—1

<
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Formulate and Implement Environmental Programmes

Steps to Take: Stage III - Monitor and Report
Progress to the Green Management Committee

STEP 1 : Monitor regularly the progress of the programmes
at a defined interval through
(1) inspection to check adherence to action plans;
(2) measurement to track results.

STER 2" Summarize and report the progress to the GMC.

STEP 3 : Based on the progress, review the effectiveness of
the programmes against the set objectives and
targets.

STEP 4 : If the objectives and targets are not met, discuss

and suggest corrective actions or alternative action
plans for improvement. Revise targets, if necessary.

¢ i -

B e T B e e e ey e ey
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Formulate and Implement Environmental Programmes

VA
RECORD YOUR 4chimyEmENTS

Stage II - Implement the Environmental Programme

g

[]

b e

| \m

Check off your progress : \

Budget approved by management.

Roles and responsibilities of persons involved
clearly defined, documented and communicated.

Appropriate training provided and equipment installed.

Procedures, manuals and work instructions developed.

Internal monitoring and reporting system in place. /

Environmental Protection Department
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Establish an Environmental Management System
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Establish an Environmental Management System

/Steps to Take

=

STEP 1: At the Green Management Committee(GMC),
evaluate the performance of tasks carried out
under Modules one to six.

STEP 2 : Analyse the reasons for the performance and
recommend changes to the system, if
necessary.

STEP3: Compile a GMC report on the above steps for
the top management.

\

STEP 4 :

STEP 5%

Top management reviews the GMC report in
order to re-define environmental policy,
objectives and targets, and take corrective and
preventive actions, if necessary.

Repeat the cycle (Module 4 - 7) on a regular
basis for continual improvement.

Environmental Protection Department
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Establish an Environmental Management System

7
RECORD Yoyp ACHIEVEMW

Management Review

0  System checking was conducted to evaluate whether
environmental management activities conform to planned
arrangement.

0 Findings of system checking have been submitted to the top
management for review.

0 Management review was conducted on  wuz [ ¢y

O Record of management review meeting is kept.

Environmental Protection Department
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Establish an Environmental Management System
e ———————————_—— R

4
RECORD YOUR 4cripypMENTS

Continual Improvement

0 Corrective action plan is prepared to address the findings of
audits and management review.

0 The review on environmental objectives and targets is completéd
and documented.

0 The environmental policy of mm/yy is (re-defined/still applicable)
after review.

Environmental Protection Department M7 - 8




Concluding Remartss

DOs and DON'Ts of setting up an Environmental Management
System

DOs

DO it now - and do it systematically.

DON'T let others do it before you, if you want to stay
competitive.

DON'T treat it as a one-off exercise. This is a long term
commitment that aims for continual improvement.

Where are your organization's environmental status now
1 Module. 1, U2 B3 . 0Lld B35 LL 6, Y

What is your next plan </

. Spend more effort and follow through to Module 7.







