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Introduction

This Guide is produced by the Environmental Protection Department (EPD) to assist

Controlling Officers within the Hong Kong Special Administrative Region Government in

preparing their environmental reports.

Chapter 1 of  this Guide provides an overview of  the key steps involved.  The following

chapters suggest some basic principles and possible options that Controlling Officers might

wish to consider under each of  these key steps.  This Guide serves to bring together selected

examples, good practices and checklists for Controlling Officers to plan and prepare their

environmental reports to suit their own circumstances.  Suggestions provided in this Guide

are by no means exhaustive.

It should be emphasized that this Guide does not impose unnecessary uniformity on the

preparation and presentation of  the environmental reports as there are bound to be

significant differences among bureaux and departments.

As environmental reporting is a developing field, this Guide will be revised from time to time

to reflect new practices and standards.



To promote environmentally responsible management within the public sector, the Chief

Executive, in his 1998 Policy Objectives, requires all Controlling Officers within the

Government to publish reports on their environmental policies and actions starting from the

1999/2000 financial year.  This is a logical �next step� following on from the initiation of  the

Green Manager Scheme in 1994, and the completion of  a service-wide training on

Environmental Auditing and Environmental Management Systems in 1997.  It also ties in

with the trend in the private sector, both locally and overseas, to publish environmental

reports to demonstrate environmental stewardship and performance in recent years.

The Planning, Environment and Lands Bureau (PELB) and the Environmental Protection

Department (EPD) are providing advice and guidance to Controlling Officers on how to

prepare their environmental reports.  An initial briefing session for all Controlling Officers

was organized in December 1998, followed by a more in-depth seminar in February 1999 to

tie in with the publication of this Guide.  In the coming years, the PELB and EPD will

continue to offer further advice, resource materials and technical guidance to Controlling

Officers in their preparation of  environmental reports.

Background and Context
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An Overview of  Key Steps
Chapter 1

The process to prepare and publish an environmental report usually involves the following key steps

as  shown in the flow chart below.
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Chapter 2
  Getting Started

1. Decide on your Organization’s Objectives of Reporting
2. Appoint Responsible Persons
3. Identify your Target Audiences, their Needs and Expectations
4. Decide on Report Format
5. Decide on Report Style
6. Decide on the Timing of Publication



There are many ways to develop an environmental report.  Controlling Officers, as top
executives of  government bureaux or departments, have the flexibility to choose ways that
best serve the needs of  their organizations.  Below are some basic considerations that
Controlling Officers could attend to before writing their reports:

1. Decide on your Organization�s Objectives of
Reporting

A well-defined set of  objectives is the essential key to produce a quality environmental report
with clear focus.  The following are good examples taken from a pool of  well-written
environmental reports with appropriate adaptations:

- to demonstrate how far the bureau or department has and will incorporate environmental
considerations when formulating and executing its policies, programmes and operations;

- to demonstrate the Controlling Officer�s level of  awareness on the environmental aspects
arising from his or her organization�s policies, programmes and operations;

- to illustrate how environment issues are being managed and addressed;

- to describe how the bureau or department intends to improve its environmental performance
in future;

- to raise internal staff �s awareness and develop a sense of  responsible care for the
environment;

- to establish the bureau or department�s position or reputation on environmental issues; and

- to provide documentary evidence on the environmental performance of  the bureau or
department.

2. Appoint Responsible Persons

The Controlling Officer might need to appoint a person to coordinate the collection and
consolidation of  data or information in producing the report.  Depending on the size and
complexity of  the bureau or department, this person might need a small team of  key staff  from
major work areas within the organization who would contribute their own share of  information
input.

3. Identify your Target Audiences, their Needs and
Expectations

There are many potential readers, such as:

- the Chief  Executive, the Chief  Secretary for Administration, the Financial Secretary;

- your Policy Secretaries;

- the general public;

- other local government bureaux and departments;

- your overseas counterparts;

Getting Started
Chapter 2
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- your Advisory Boards and Committees;

- members of  the Advisory Council on the Environment;

- members of  the Legislative Council;

- your staff;

- your subvented organizations;

- your suppliers, contractors and consultants;

- government-owned corporations;

- opinion-formers, including print and electronic media, academics and environmental groups;
and

- private companies and organizations operating within your field of  responsibility.

Having identified the target audiences, the Controlling Officer might wish to consider the
expectations of  their readers in deciding what to report, and possibly in setting objectives and
targets.  The Controlling Officer can obtain their views through any available formal and
informal channels.

4. Decide on Report Format

Controlling Officers can choose to publish the report as either:

- a chapter or a section of  the annual report; or

- a �stand-alone� environmental report.

They can employ multi-media techniques such as websites in addition to printing hard copies of
the report.

5. Decide on Report Style

The style of  the environmental report largely depends on who are the identified key target
audiences.  A journalistic style will appeal more to the general public whereas a business-like
technical report will suit a more informed audience.  As a general rule, the report should be:

- concise, factual and focused;

- readily understandable to the intended reader; and

- properly balanced in its use of  text, illustrations, and presentation of  data through charts and
tables.

6. Decide on the Timing of Publication

Controlling Officers are required to publish their reports during the calendar year that follows
the calendar year being reported on.  If  a Controlling Officer intends to publish his
environmental report as a chapter or a section of  his or her annual report, the production
schedule for the environmental report would need to be well synchronized with that of  the
annual report.

Some Policy Secretaries might like to have the environmental reports of  all the departments
under the same policy bureau be published concurrently with the obvious benefit from the
public relations point of view.
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Controlling Officers can follow the general report framework suggested below as to what
content to include in the report, and how it could be organized.  Each element of  the
framework is discussed in the following sections and illustrated with selected examples.

Environmental Reporting Framework

Report Framework and Contents
Chapter 3

Describes the programmes, associated policy areas, and the facilities being
operated or managed by the Controlling Officer, the expenditure for which is
under his or her direct control and responsibility.

Identifies the extents to which environmental issues are being
considered and addressed in the operations and programmes that
are managed by the bureau or department.

Discusses how the bureau or department is to manage its
operations and programmes to achieve its environmental
objectives and targets.

Shows where the bureau or department stands now on its environmental
performance in relation to its operations and programmes by analysing and
presenting the key environmental indicators and measurements against the
corresponding policy, objectives, targets/milestones as benchmarks.

Highlights the views of  the Controlling Officer on how his or her bureau
or department has performed during the reporting year and which areas
he or she will focus on in the coming year.

Controlling Officer�s Profile of  Key Responsibilities

Environmental Management Analysis

Environmental Performance Analysis

Environmental Goal, Policy, Objectives
                                 and Targets/Milestones

Environmental Actions Requiring Special Attention
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1. Controlling Officer�s Profile of Key Responsibilities

The Controlling Officer�s profile of  key responsibilities is to help readers understand the
activities of  the bureau or department and have a clear idea as to which of  these are being
covered in the report, including:

� programmes and the associated policy areas of  the bureau or department;

� expenditure;

� facilities operated or managed;

� number of  offices occupied; and

� staff establishment ceiling.

This section should be concise and focused but with sufficient details to relate to the other
content elements such as environmental policy, objectives and targets, and environmental
management analysis that follow.  The Controlling Officer could also report on any major
operational changes that may affect environmental performance, for example, the
commissioning of new plants and facilities.

2. Environmental Goal

An environmental goal is a statement about the organization�s overall commitment on
responsible care for the environment.

The Controlling Officer could set the environmental goal of  his or her bureau or department by
taking into account the following:

� the activities and programmes undertaken;

� the key environmental impacts of  the activities and programmes; and

� the capability of  the bureau or department in tackling these environmental impacts.

Figures 2.1 � 2.4 give some local and overseas examples of  environmental goals.

Figure 2.1 — Architectural Services Department, HKSAR Government

� Architectural Services Department when offering our clients a comprehensive
range of  multi-disciplinary professional and technical services for buildings and
facilities is committed through our quality management system to improve the
environment. �

Figure 2.2 — Environmental Protection Department, HKSAR Government

� The Environmental Protection Department is committed to ensure that all
services offered by the Department as well as our own internal operations are
conducted in an environmentally responsible manner. �

Figure 2.3 — Thames Water Plc., United Kingdom

� �Care for the Environment� is one of  the fundamental guiding principles of
Thames Water, and adherence to it is the responsibility of  us all. �
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Figure 2.4 — Environment Agency for England and Wales

� The Agency is responsible for regulating the most complex and polluting
industrial processes, managing the water environment, regulating waste
disposal, including radioactive waste, and dealing with some aspects of  waste
regulation, contaminated land and air quality.  In carrying out these activities,
our principal aim is to contribute to the Government�s overall commitment to
sustainable development. �

3. Environmental Policy

Through the formulation of  an environmental policy, a bureau or department can establish the
overall strategic direction for the organization to achieve its environmental goal and set out the
key areas for action.  All environmental responsibilities and performance of  the bureau or
department could then be evaluated against statements set forth in the environmental policy.

To demonstrate top management commitment, the Controlling Officer and his senior
management should be responsible for developing the environmental policy and to make sure it
is properly implemented and regularly reviewed.  When formulating the environmental policy,
the Controlling Officers could consider the following issues:

� is it in line with some of  the environmental guiding principles developed by international
bodies ? (see examples in Annex 1)

� is it in line with the bureau or department's vision, mission, core values and beliefs ?

� does it address the key environmental impacts of  the activities and programmes of  the
bureau or department ?

� does it provide a framework for setting and reviewing environmental targets ?

� has it been documented and communicated to all staff  ? and

� has it been made known to the public ?

Possible elements that could be included in the environmental policy:

� top management commitment;

� environmental management;

� energy and resource use;

� pollution prevention initiatives (emissions, effluents and wastes);

� compliance with environmental legislation, regulation and standards;

� purchase and contract management practices;

� staff training and education;

� communication and reporting;

� continual improvement (audit and management review); and

� contribution to sustainable development.

Examples of  local environmental policies are provided in Figures 3.1 and 3.2 below and more
overseas examples of  environmental policies are provided at the back in Annex 2.
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Environmental Policy

Architectural Services Department when offering our clients a comprehensive range

of multi-disciplinary professional and technical services for buildings and facilities is

committed through our quality management system to improve the environment by:

a) undertaking the design, procurement and maintenance of

community facilities in an environmentally responsible manner

such as reducing energy consumption and the use of materials

which are harmful to the environment.

b) continuously developing and maintaining an environmental

management system in accordance with ISO14001.

c) complying with relevant environmental protection ordinances.

d) providing training for staff to increase awareness for continual

improvement in protecting the environment and preventing

pollution.

e) communicating and making available the environmental policy

to the construction industry and the public at large.

Figure 3.1 — Architectural Services Department, HKSAR Government
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Our Green Management Policy

The Environmental Protection Department is committed to ensure that all services
offered by the Department as well as our own internal operations are conducted in an
environmentally responsible manner, and has adopted the following principles in
pursuance of this commitment:

Compliance
We will seek to provide leadership by complying with, rather than just the letter, the spirit
of all applicable environmental legislation, standards and regulations, as well as our
internal guidelines and procedures in all our operations within the Department.  We will
endeavour to surpass them whenever possible.

Pollution Prevention
We will implement an environmental management system using ISO guidelines to
maintain and improve the environmental quality of our activities and services.  We will
avoid, reduce or control environmental pollution arising from our day to day working
practices.  We will require our contractors to adopt and implement sound enviornmental
management systems and pollution control measures, and actively encourage business
and other organizations in Hong Kong to adopt similar systems and measures.

Minimization of Consumption
We will exercise the principles of Reduce, Reuse and Recycle in the consumption of
materials.  We will seek continual improvement in the efficient use of natural resources
and energy.

Communication
We will ensure that all our staff are aware of our Green Management Policy as well as
providing detailed information about our Policy and initiatives to organizations for which
they have a particular interest.  We will also seek to publicize to the community in general
our Green Management Policy.

Training
We will ensure through appropriate training that all staff are in a position to assume their
environmental responsibilities and to participate constructively in the environmental
activities.

Management Review
The Management will regularly review and seek continual improvement in the
department’s environmental management system in order to ensure it is adjusted to reflect
changing internal and external factors.

Figure 3.2 — Environmental Protection Department, HKSAR Government
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Policy � We will promote reuse, recycle and recover.  The disposal of  remaining wastes will be
done in an environmentally safe manner.

Objective � Resources savings and wastes reduction

Long-term target � By 1997, to reduce the amount of  waste disposal to landfill sites by 60% of  1990
level.

Short-term target � Reduce solid waste disposal by 25% of  last year�s level.

� Compile data on photocopier paper use and volume of  paper recycled and have these
figures published every six months.

� Move to exclusive use of  recycled and environmentally preferable paper.

It is good practice to make clear to the reader what major impacts the bureau or department�s
activities or programmes may have on the environment.  Annex 3 sets out the steps on how to
identify the relevant environmental aspects and impacts.  Annex 4 provides a simple checklist to
facilitate those key environmental impacts that may be relevant to the bureau or department to
be outlined with respect to four different areas:

� offices and facilities being managed;

� operational activities;

� formulation and execution of  its policies or programmes; and

� Controlling Officer�s other responsibilities.

4 Environmental Objectives, Targets and Milestones

Environmental objectives are the key areas of  action identified through the formulation of  the
environmental policy whilst environmental targets and milestones represent the detailed
performance requirements that the bureau or department sets out to achieve.  All targets and
milestones should be measurable actions and should, in the longer term, provide benchmarks
against which the bureau or department�s performance can be assessed.

When establishing its environmental targets and milestones, the bureau or department could
consider:

� legal requirements under existing environmental legislation;

� significant environmental impacts;

� technological options;

� financial and operational requirements; and

� views of  interested parties.

As a general rule, the targets and milestones should be:

� set with specific timescale, usually on a calendar year basis;

� as specific and measurable as possible;

� set for both short and long terms; and

� consistent with the environmental policy.

Figure 4.1 shows the interrelationship between environmental policy, objectives and targets.

Figure 4.1 - Environmental policy, objectives and targets set under operational activities

More examples of  environmental targets/milestones are provided in Annex 5 for reference.

Page 6 of Chapter 3



5. Environmental Management Analysis

Environmental management within an organization involves having the systems for managing
and monitoring environmental performance to ensure that environmental impacts arising from
the day-to-day operations and programmes of  the bureau or department are being addressed in
an environmentally responsible manner. The Controlling Officer can report on their
performance of  environmental management system as measured against three important
elements:

� Commitment (for example, formal responsibility and accountability), see figure 5.1

� Capability (for example, technology, programmes and procedures and training), see figure 5.
2

� Mechanisms for continual improvement (for example, a system of  measurements, reviews/
audits, reporting), see figure 5.3

Figure 5.1 — Responsibility and accountability

We are directing our efforts on environmental issues at many levels.  A
committee of  directors was established to oversee our policy and performance in
the environmental area.  The committee meets at least four times a year.

At each operation, local management is accountable for the implementation of
the environmental policy.  Facility managers are also accountable for
compliance with all of  the laws and regulations pertaining to the environment
and occupational safety at the operation.

Figure 5.2 — Training and emergency response

Our policy and environmental regulations require that all our facilities have
comprehensive emergency preparedness programmes.  Included in these
programmes are risk/hazard identification and assessment, emergency response
planning and reporting, and staff  training.

Emergency response plans are developed in cooperation with, and distributed
to, local emergency response agencies, such as the police, fire and health
departments.  Staff  are trained to serve as firefighters and emergency rescue
personnel at facilities where that is appropriate.  In addition, we maintain
teams of  specially selected and trained staff  who are on call 24 hours a day to
respond to spills or other emergencies.

Other staff  training programmes address issues such as environmental
regulations, handling, storage and transportation of  materials, new or revised
environmental programmes.
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Figure 5.3 — Environmental audit programme

Our environmental audit programme is a systematic, internal review of
operations to verify compliance with our environmental policy and programmes
and environmental regulations.  At the conclusion of  each audit, a report
listing audit findings is provided to division managers who then prepare action
plans to address the findings.  The action plans are reviewed and approved by
senior management; significant findings are reported to the directors.

Some deficiencies were noted from the results of  the 1996 environmental audit
and they are being corrected.  Action plans are now in place to improve our
spill prevention and response, training, chemical storage assessments and waste
recycling.  Progress against plans is reviewed quarterly.

6. Environmental Performance Analysis

The parameters chosen to quantify and track environmental performance of  organizations are
called environmental performance indicators.  The following factors might assist on how to
define such indicators:

� figures that report the most significant impacts;

� figures that could be quantified;

� figures that could best be normalized to allow for changes in volume of  work or production;
and

� figures that are commonly adopted in the respective profession, trade and business.

These indicators could cover both internal green housekeeping measures as well as the activities
and programmes of  the bureau or department.  Figure 6.1 provides some examples of  typical
environmental performance indicators under different key environmental aspects.
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Environmental Aspects

Energy and Resource Use
� Material, water, other renewable

resources
� Energy

Pollution Prevention
� Water Pollution

� Air Pollution

� Waste (toxic, hazardous and solid
wastes)

Environmental Management
� Environmental audits
� Environmental management system

Operations or Programmes
� Land and renewable resources

disturbed, restored
� Population and widelife affected

Purchasing and Contracting

Education and Training
� People trained

Compliance
� Compliance situations
� Non-compliance situations

Environmental Expenditures

Technology
� Investment
� Waste reduction

Typical Environmental Indicators

� Weight of  raw materials per unit of  production
� Volume of  water conserved per head of  staff  compared to the

previous year
� Reduction in materials per unit of  production
� % substitution by sustainable or non-damaging materials
� Amount of  energy consumption per year or per head

� Total weight of  discharges per unit of  production
� Weight of  effluent of  a specific substance per unit of  production
� Percentage of  days on which discharge consent was exceeded

� Total volume of  emissions per unit of  production
� Total weight of  particulates

� Total volume of  waste
� Weight or amount of  a specific waste per unit of  production
� % of  waste recycled, treated and disposed
� Toxicity rating

� Ranking of  effectiveness of  implementation of  programmes
� Number of  sites/divisions included under the environmental audit

programme
� Frequency of  carrying out audit (internal/external)
� Number of  sites with environmental management system

in place with reference to any international standard
(e.g. ISO 14001)

� Rate of losses
� Population protected

� % of  organization�s supplier base that has a written environmental
policy

� % by value of  organization�s total dollars spent which is placed
with suppliers with pre-contract environmental information

� Number of  staff  attended environmental training courses

� Percentage of  compliance
� Number of non-compliance situations
� Volume of  spills
� Average time to solve non-compliance issues

� Total dollars spent

� Dollars spent on improved technology (infrastructure/equipment)
to address pollution problems

� Effectiveness of  new systems (e.g. comparative emissions
performance before and after investment)

� Level of  investment to meet higher specification of  products

Figure 6.1 — Examples of performance indicators
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With reference to each performance indicator, the environmental performance analysis
compares environmental performance against the environmental policy, objectives and targets/
milestones through the use of  financial, operational, scientific or other relevant statistics and data.
When objectives or targets are not met, reasons for the failure and proposed corrective action plans
might need to be discussed.  The environmental performance analysis might include one or more
of  the following dimensions:

� an analysis of  performance against certain benchmarks which could range from what have
been set under the environmental policy, targets/milestones to trend analysis or even
compliance with laws and regulations.  (See examples in figures 6.2 and 6.3);

� an analysis of  performance by line of  business and/or by location;

� the number and extent of  environmental incidents and corrective actions;

� discussion of  activities that offset environmental damage (including regeneration of
renewable resources and restoration of  sites); and

� environmental programmes with staff, suppliers, contractors and other stakeholders.

Figure 6.2 — Analysis of performance against environmental policy areas and targets

Environmental 1996/97 Target
Policy Areas

Energy and Utilities � Reduce water consumption per
Management passenger by 3% on 1994/95

base by 31 March 1997

� Replace 100% of  halon portable
fire extinguishers by 31 March
1999

Waste Management � Achieve an additional reduction
in waste disposed to landfill of
15% per passenger (1994/95
base) by 31 March 1999

Procurement and � Establish a system for
Materials environmental assessment of

BAA Heathrow suppliers at the
tender stage of  the procurement
process by 31 March 1997

Water Quality � Ensure that all discharge consent
are met

� Establish and maintain a database
for the reporting and recording
of all spills (landside and airside)
by 31 March 1997

Aircraft Noise � Work with airlines and air traffic
control to achieve 85% of
departing aircraft on track by
31 March 1997

1996/97 Performance

ACHIEVED
A saving of  7.6% was achieved.  A comprehensive leak detection survey
of  Heathrow�s water services infrastructure, which took place in the
Spring of  1996 following an unsettled winter, revealed that ground
movement had caused the fracture of  a number of  water mains.  Work
was undertaken to repair all leaks.  A control system was also installed on
all main water supply meters to the airport to alert both the water
company and the airport water services department of  future leakage
and any unauthorised water use.

ON GOING
To date 50% of  portables have been replaced and 156 extinguishers
remain.

The amount of  waste sent to landfill increased slightly this year on last
year.  This is mainly due to reduced markets for recyclable items.

ACHIEVED

ACHIEVED FOR PERIOD (continuous target)

ACHIEVED
A new operational safety instruction has been issued which establishes a
system for reporting spills.  This has only recently been implemented and
so the formal database has not been set up.  Paper copies of  all spillage
reports are currently held on file.

ACHIEVED 89%
We commissioned a comprehensive and systematic analysis of  all major
airlines and aircraft type combinations to establish records of  both good
and bad noise and track keeping performance.  Studies were undertaken
with airlines with good track keeping records to determine whether they
apply methods which can be shared with other carriers to improve their
own track keeping performance.  Improvements from 50% to 95% on
track have been recorded by some airlines.

(Extracted from British Airport Authority Heathrow: �Environmental Performance Report 1996/7�)
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Figure 6.3 — Analysis of performance against historical data to show general trend

(Extracted from Kirin Brewery Company Limited, Japan: �1997 Kirin Brewery Environmental Report�, p.24)

        As reference, Annex 6 provides more examples to illustrate how environmental information
        could be reported against various policy areas, objectives and targets.

When it is not possible to provide data to support performance claims, full narrative disclosure
is encouraged. (See example in figure 6.4)

Figure 6.4 — Narrative disclosure of performance progress towards sustainable
development

The department recognized the need to reduce solid waste going into landfill
sites and, during the year, started a facility which burns wastes generated from
operations.  The burning process generates energy in the form of  steam, which
is based in operations and, when processed through a turbine, can generate up
to 9.9 megawatts of  electricity.  The operation of  the facility will significantly
reduce the department�s reliance on landfill sites to store some of  its waste and
will not release any toxic air pollutants.

Annex 7 shows a summary table that could be used to present the linkages among the various
environmental impacts, their related targets and the performance reported against those targets.

Waste Paper and Its Recycling Rates at Corporate Headquarters
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7. Environmental Actions Requiring Special Attention

The Controlling Officer might wish to give his views on how well his bureau or department has
performed in the current year and which specific areas they would focus their efforts on in the
coming year.  In this part of  the report, it might be worthwhile for the Controlling Officer to
consider the possible challenges likely to be faced by the bureau or department with regard to:

� changing environmental legislation;

� changing expectations and requirements of  target audiences;

� changes in the activities and programmes of  the bureau or department;

� recent advances in technology; and

� review of  last year�s achievements.
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Report Preparation
Chapter 4

The process by which the Controlling Officers prepare their environmental reports is
expected to vary amongst the bureaux and departments depending on available resources.
However, some common stages can be identified as below:

1. Gather information and data

To produce a quality environmental report, information and data gathering on environmental
performance forms a very important element.  Most bureaux or departments are first time
reporters and may need some prompts on key steps to follow.  These are set out below:

- Draft content list - start with the organization�s significant environmental aspects and can
also consider audience expectations;

- Decide on the type of  information and data that will be required to gauge performance of
each environmental issue.  It is necessary to decide on the relevant performance indicator
and the appropriate unit of measurements;

- Identify key staff  responsible for key work areas to contribute specific data and information;
and

- Establish the appropriate time scale for data or information collection.

2. Write Report

A few points to note when writing the report:

- Match the style of  the report with the
identified key target audiences; and

- Present data in a way that is comprehensible to the
target audiences. Tables, charts and graphs present
performance with better clarity than text.  Here
are some examples:

Graph - extracted from CLP Holdings, Hong
Kong: �Environmental, Health and Safety
Review

Examples - Performance in the format of chart and graph

Charts -  extracted from Elec & Eltek, Hong Kong:
�Environmental Performance Report 1997�, p.8)
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3. Obtain Internal Approval

When drafting is completed, the report will require internal vetting and approval by top
management and the Controlling Officer of  the bureau or department.  To demonstrate top
management commitment, it would be desirable for the Controlling Officer to put a personal
statement as foreword to the report on the bureau or department�s commitment to responsible
care for the environment or sustainable development.  It will also underline the importance of
environmental initiatives within the overall business strategy of  the bureau or department.

4. Decide on Distribution Strategy

It is important that the report is made accessible to the general public and its key target
audiences.   In drawing up the distribution strategy, considerations could be given to the
following channels:

- public libraries as reference;

- the Legislative Council Secretariat;

- PELB and EPD headquarters;

- the bureau or the department�s own internal circulation;

- the bureau or the department�s own reference library(ies);

- direct mailing to key target audiences; and

- on display for collection at the bureau or department�s own information counters.

In addition to printed hard copies, the Controlling Officer can also consider the use of  websites
for disseminating reports to keep in line with the world trend.

5. Print and Release Report

Before putting the report to print, it is necessary to estimate the number of  copies of  reports
required for distribution and consider the type of  paper to be used.  Thoughts could be given to
use recycled paper as far as practicable and with due consideration on quality and percentage
content of recycled paper.

When the report is available, it is desirable to select the most appropriate means to communicate
and raise awareness of  key target audiences.  Options include:

- a press release;

- briefing sessions;

- special leaflets; and

- highlights on the bureau or department�s websites.

Table - extracted from the
Environment Agency for England and
Wales: �Annual Environmental Report
97/98�, p.14)

Example - Performance in the format of table
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Chapter 5
  Possible Follow-ups

1. Invite Feedback
2. Evaluate Effectiveness of the Report



It is good practice to provide a mechanism to encourage direct feedback on the report
from key target audiences, to handle enquiries, and to evaluate the effectiveness of  the
report.  The feedback can facilitate review for improvement in the next reporting
exercise.

1. Invite Feedback

There are many ways to invite feedback, including:

- insert a reply card along with the published report that invites the audience to respond to
similar questions;

- provide a contact name and address in the report to encourage feedback from the audience
in writing or by phone; and

- hold formal or informal meetings with interested audience groups or on a one-to-one basis
for feedback.

Attached below are some examples of  reply cards for reference.

Possible Follow-ups
Chapter 5

Sample from CLP Holdings, Hong Kong:
�Environmental, Health and Safety Review 1997�

Sample from Environment Agency for England and
Wales: �Annual Environmental Report 1997/98�
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2. Evaluate Effectiveness of the Report

To improve the quality of  subsequent issues of  the report, it is important to evaluate its
effectiveness after each publication.

Evaluation could include:

- feedback and concerns received from audiences;

- review report style and content to suit changing conditions including audience expectations
and organizational policy, programmes and operations; and

- assess extent to which the objectives of  reporting are being met.
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Appendix 1 

Resources and References 

Resources for environmental performance reporting are available electronically on the 
website at http://www.enviroreporting.com/mjv_link.htm 

Guidance references can be found on some websites: 

1. Advisory Committee on Business and the Environment (ACBE) Guidelines: 
Environmental Reporting and the Financial Sector - An Approach to Good Practice  
ACBE, Department of the Environment, London 
http://www.enviroreporting.com/others/acbe_guidelines.htm 

 

2. Company Environmental Reports - Guidelines for Preparation 
The Forum on Environmental Reporting launched by Fondazione Eni Enrico Mattei 
(FEEM) 
http://www.enviroreporting.com/others/feem.htm 

 

3. Corporate Environmental Reporting, and  
A Guide to Environmental Reporting for Controlling Officers 
Environmental Protection Department, Hong Kong SAR Government 
http://www.epd.gov.hk/epd/english/how_help/tools_epr/tools_epr.html 

 

4. Guide to Environment and Energy Reporting and Accounting 1997 
The Association of Chartered Certified Accountants (ACCA) 
29 Lincoln's Inn Fields, London WC2, United Kingdom 
Tel : 44 (0)20 7396 5920  
Fax : 44 (0)20 7396 5959 
e-mail address : advisory.enquiries@acca.com 

 

http://www.enviroreporting.com/mjv_link.htm
http://www.enviroreporting.com/others/feem.htm
http://www.epd.gov.hk/epd/english/how_help/tools_epr/tools_epr.html
mailto:advisory.enquiries@acca.com


5. Responsible Care - Health, Safety and Environmental Reporting Guidelines 
The European Chemical Industry Council (CEFIC) 
http://www.cefic.org/activities/hse/rc/guide/01.htm 

 

6. United Nations Environment Program (UNEP) / SustainAbility Guidelines - 
Engaging Stakeholders, Volume 1 & 2 
(Volume 1: The Benchmark Survey : International progress report on company 
environmental reporting 
Volume 2: The Case Studies : Twelve users respond to company environmental 
reporting) 
UNEP, 39-43 Quai Andre Citroen, 75739 Paris, Cedex 15, France 
e-mail address : upepie@unep.fr 
SustainAbility, 49-53 Kensington High Street, London W8 5ED, UK 
e-mail address : info@sustainability.co.uk 

 

7. Sustainability Reporting Guidelines 
Global Reporting Initiative 
http://www.globalreporting.org 
11 Arlington Street 
Boston, MA 02116, USA 
Tel: +1-617-266-9384 Fax: +1-617-267-5400 
e-mail address : guidelines@globalreporting.org 

http://www.cefic.org/activities/hse/rc/guide/01.htm
mailto:upepie@unep.fr
mailto:info@sustainability.co.uk
http://www.globalreporting.org/
mailto:guidelines@globalreporting.org
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Environmental aspect

Element of  an organization�s activities,
programmes and policy that can interact with the
environment.

Environmental audit

A systematic and documented verification process
of  objectively obtaining and evaluating evidence
to determine whether an organization�s
environmental management system conforms to
the audit criteria set by the organization, and for
communication of  the results of  this process to
management.

Environmental groups

Organizations and groups established with the
principal aim to defend the interest of the
environment. Examples of  environmental groups
in Hong Kong are the Conservancy Association,
Friends of  the Earth, Green Power, Green
Lantau Association, the Hong Kong Marine
Conservation Society and World Wide Fund for
Nature Hong Kong.

Environmental impact

Any change to the environment, whether adverse
or beneficial, wholly or partially resulting from an
organization�s activities, programme and policy.

Environmental management system

The part of  the overall management system that
includes organizational structure, planning
activities, responsibilities, practices, procedures,
processes and resources for developing,
implementing, achieving, reviewing and
maintaining the environmental policy.

Environmental objective

Overall environmental goal, arising from the
environmental policy, that an organization sets
itself  to achieve, and which is quantified wherever
practicable.

Advisory Council on the Environment (ACE)

Hong Kong Government�s principal advisory
body on matters related to pollution control and
sustainability of  the environment.  It is consulted
on a wide range of  issues relating to new
legislative proposals and the implementation of
existing pollution control and conservation
measures.  ACE�s chairman and its 20 members
were appointed by the Chief  Executive from
different sectors of  the community.

Air Quality Objectives (AQOs)

Objectives set for seven main air pollutants
(sulphur dioxide, total suspended particulates,
respirable suspended particulates, nitrogen
dioxide, carbon monoxide, photochemical
oxidants and lead) listed in the Air Pollution
Control Ordinance.

Biochemical Oxygen Demand (BOD)

A measure of  the pollution potential of  effluents
as measured by the amount of  oxygen consumed
when mirco-organisms oxidise a given amount of
the substances in the effluent.  A lower BOD
measurement signifies a lower pollution potential.

Continual improvement

Process of  enhancing the environmental
management system of  an organization to achieve
improvements in its overall environmental
performance so as to be in line with the
organization�s environmental policy.

Controlling Officers

Government officers, mostly heads of
departments and bureaux, designated to be
responsible and accountable for all public money
and Government property under their department
or service.  They are the equivalents of  Chief
Executive Officers in private business
organizations.
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Environmental performance

Measurable results of  an environmental
management system, relate to an organization�s
control on its environmental aspects, based on its
environmental policy.

Environmental policy

Statement by the organization of  its intentions
and principles in relation to its overall
environmental performance which provides a
framework for action and for the setting of  its
environmental objectives and targets.

Environmental target

Detailed performance requirement, quantified
wherever practicable, applicable to the
organization or parts thereof, that arises from the
environmental objectives and that needs to be set
and met in order to achieve those objectives.

Interested party

Individual or group concerned with or affected
by the environmental performance of  an
organization.

Pollution prevention

Use of processes, practices, materials or products
that avoid, reduce or control pollution, which may
include recycling, treatment, process changes,
control mechanisms, efficient use of  resources
and material substitution.

Sustainable development

The World Commission on Environment and
Development describes sustainable development
as �development that meets the needs of  the
present without compromising the ability of
future generations to meet their own needs.�

Volatile organic compounds (VOCs)

Substances such as gasoline and many
hydrocarbons which evaporate at room
temperature.  VOCs react in the presence of
sunlight to form smog.
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Annex 1
        Examples of international environmental guiding principles

Guiding principles are formal declarations that express the basis on which an environmental
policy can be built and which provide a foundation for action.

A. The Rio Declaration on Environment and Development

The United Nations Conference on Environment and Development, having met at Rio de
Janeiro from 3 to 14 June 1992, reaffirming the Declaration of  the United Nations Conference
on the Human Environment, adopted at Stockholm on 16 June 1972, and seeking to build upon
it, with the goal of  establishing a new and equitable global partnership through the creation of
new levels of  co-operation among States, key sectors of  societies and people, working towards
international agreements which respect the interests of  all and protect the integrity of  the global
environmental and developmental system, recognizing the integral and interdependent nature of
the Earth, our home proclaims that:

Principle 1

Human beings are at the centre of  concerns for sustainable development. They are entitled to a
healthy and productive life in harmony with nature.

Principle 2

States have, in accordance with the Charter of  the United Nations and the principles of
international law, the sovereign right to exploit their own resources pursuant to their own
environmental and developmental policies, and the responsibility to ensure that activities within
their jurisdiction or control do not cause damage to the environment of  other States or of  areas
beyond the limits of  national jurisdiction.

Principle 3

The right to development must be fulfilled so as to equitably meet developmental and
environmental needs of  present and future generations.

Principle 4

In order to achieve sustainable development, environmental protection shall constitute an
integral part of  the development process and cannot be considered in isolation from it.

Principle 5

All States and people shall co-operate in the essential task of  eradicating poverty as an
indispensable requirement for sustainable development, in order to decrease the disparities in
standards of  living and better meet the needs of  the majority of  the people of  the world.
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Principle 6

The special situation and needs of  developing countries, particularly the least developed and
those most environmentally vulnerable, shall be given special priority.  International actions in
the field of  environment and development should also address the interests and needs of  all
countries.

Principle 7

States shall co-operate in a spirit of  global partnership to conserve, protect and restore the
health and integrity of  the Earth's ecosystem.  In view of  the different contributions to global
environmental degradation, States have common but differentiated responsibilities.  The
developed countries acknowledge the responsibility that they bear in the international pursuit of
sustainable development in view of  the pressures their societies place on the global environment
and of  the technologies and financial resources they command.

Principle 8

To achieve sustainable development and a higher quality of  life for all people, States should
reduce and eliminate unsustainable patterns of  production and consumption and promote
appropriate demographic policies.

Principle 9

States should co-operate to strengthen endogenous capacity-building for sustainable
development by improving scientific understanding through exchanges of  scientific and
technological knowledge, and by enhancing the development, adaptation, diffusion and transfer
of  technologies, including new and innovative technologies.

Principle 10

Environmental issues are best handled with the participation of  all concerned citizens, at the
relevant level.  At the national level, each individual shall have appropriate access to information
concerning the environment that is held by public authorities, including information on
hazardous materials and activities in their communities, and the opportunity to participate in
decision-making processes.  States shall facilitate and encourage public awareness and
participation by making information widely available.  Effective access to judicial and
administrative proceedings, including redress and remedy, shall be provided.

Principle 11

States shall enact effective environmental legislation.  Environmental standards, management
objectives and priorities should reflect the environmental and developmental context to which
they apply.  Standards applied by some countries can be inappropriate and of  unwarranted
economic and social cost to other countries, in particular developing countries.
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Principle 12

States should co-operate to promote a supportive and open international economic system that
would lead to economic growth and sustainable development in all countries, to better address
the problems of  environmental degradation.  Trade policy measures for environmental purposes
should not constitute a means of  arbitrary or unjustifiable discrimination or a disguised
restriction on international trade.  Unilateral actions to deal with environmental challenges
outside the jurisdiction of  the importing country should be avoided.  Environmental measures
addressing transboundary or global environmental problems should, as far as possible, be based
on an international consensus.

Principle 13

States shall develop national law regarding liability and compensation for the victims of
pollution and other environmental damage.  States shall also co-operate in an expeditious and
more determined manner to develop further international law regarding liability and
compensation for adverse effects of  environmental damage caused by activities within their
jurisdiction or control to areas beyond their jurisdiction.

Principle 14

States should effectively co-operate to discourage or prevent the relocation and transfer to other
States of  any activities and substances that cause severe environmental degradation or are found
to be harmful to human health.

Principle 15

In order to protect the environment, the precautionary approach shall be widely applied by
States according to their capabilities.  Where there are threats of  serious or irreversible damage,
lack of  full scientific certainty shall not be used as a reason for postponing cost-effective
measures to prevent environmental degradation.

Principle 16

National authorities should endeavor to promote the internalization of  environmental costs and
the use of  economic instruments, taking into account the approach that the polluter should, in
principle, bear the cost of  pollution, with due regard to the public interest and without distorting
international trade and investment.

Principle 17

Environmental impact assessment, as a national instrument, shall be undertaken for proposed
activities that are likely to have a significant adverse impact on the environment and are subject
to a decision of a competent national authority.

Principle 18

States shall immediately notify other States of  any natural disasters or other emergencies that are
likely to produce sudden harmful effects on the environment of  those States.  Every effort shall
be made by the international community to help States so afflicted.
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Principle 19

States shall provide prior and timely notification and relevant information to potentially affected
States on activities that can have a significant adverse transboundary environmental effect and
shall consult with those States at an early stage and in good faith.

Principle 20

Women have a vital role in environmental management and development.  Their full
participation is therefore essential to achieve sustainable development.

Principle 21

The creativity, ideas and courage of  the youth of  the world should be mobilized to forge a
global partnership in order to achieve sustainable development and ensure a better future for all.

Principle 22

Indigenous people and their communities, and other local communities, have a vital role in
environmental management and development because of  their knowledge and traditional
practices.  States should recognize and duly support their identity, culture and interest and
enable their effective participation in the achievement of  sustainable development.

Principle 23

The environment and natural resources of  people under oppression, domination and occupation
shall be protected.

Principle 24

Warfare is inherently destructive of  sustainable development.  States shall therefore respect
international law providing protection for the environment in times of  armed conflict and co-
operate in its further development, as necessary.

Principle 25

Peace, development and environmental protection are interdependent and indivisible.

Principle 26

States shall resolve all their environmental disputes peacefully and by appropriate means in
accordance with the Charter of  the United Nations.

Principle 27

States and people shall co-operate in good faith and in a spirit of  partnership in the fulfillment
of  the principles embodied in this Declaration and in the further development of  international
law in the field of  sustainable development.
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B. International Chamber of Commerce (ICC) Business
Charter for Sustainable Development

1. Corporate Priority

To recognize environmental management as among the highest corporate priorities and as a key
determinant to sustainable development; to establish policies, programs and practices for
conducting operations in an environmentally sound manner.

2. Integrated Management

To integrate these policies, programs and practices fully into each business as an essential
element of  management in all its functions.

3. Process of Improvement

To continue to improve policies, programs and environmental performance, taking into account
technical developments, scientific understanding, consumer needs and community expectations,
with legal regulations as starting point; and to apply the same environmental criteria
internationally.

4. Employee Education

To educate, train and motivate employees to conduct their activities in an environmentally
responsible manner.

5. Prior Assessment

To assess environmental impacts before starting a new activity or project and before
decommissioning a facility or leaving a site.

6. Products or services

To develop and provide products or services that have no undue environmental impact and are
safe in their intended use, that are efficient in their consumption of  energy and natural
resources, and that can be recycled, reused, or disposed of safely.

7. Customer Advice

To advise, and where relevant educate, customers, distributors, and the public in the safe use,
transportation, storage and disposal of  products provided; and to apply similar considerations to
the provisions of  services.

8. Facilities and Operations

To develop, design and operate facilities and conduct activities taking into consideration the
efficient use of  energy and materials, the sustainable use of  renewable resources, the
minimization of  adverse environmental impact and waste generation, and the safe and
responsible disposal of  residual wastes.

9. Research

To conduct or support research on the environmental impacts of  raw materials, products,
processes, emissions, and wastes associated with the enterprise and on the means of  minimizing
such adverse impacts.
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10. Precautionary Approach

To modify the manufacture, marketing, or use of  products or services or the conduct of
activities, consistent with scientific and technical understanding, to prevent serious or irreversible
environmental degradation.

11. Contractors and Suppliers

To promote the adoption of  these principles by contractors acting on behalf  of  the enterprise,
encouraging and, where appropriate, requiring improvements in their practices to make them
consistent with those of  the enterprise; and to encourage the wider adoption of  these principles
by suppliers.

12. Emergency Preparedness

To develop and maintain, where significant hazards exist, emergency preparedness plans in
conjunction with the emergency services, relevant authorities and the local community,
recognizing potential transboundary impacts.

13. Transfer of Technology

To contribute to the transfer of  environmentally sound technology and management methods
throughout the industrial and public sectors.

14. Contributing to the Common Effect

To contribute to the development of  public policy and to business, governmental and
intergovernmental programs and educational initiatives that will enhance environmental
awareness and protection.

15. Openness to Concerns

To foster openness and dialogue with employees and the public, anticipating and responding to
their concerns about potential hazards and impacts of  operations, products, wastes or services,
including those of  transboundary or global significance.

16. Compliance and Reporting

To measure environmental performance; to conduct regular environmental audits and
assessments of  compliance with company requirements, legal requirements and these principles;
and periodically to provide appropriate information to the Board of  Directors, shareholders,
employees, the authorities and the public.
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Annex 2
              Examples of overseas environmental policy

The Environment Agency for England and Wales
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Thames Water Public Limited Company, United Kingdom
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Annex 3
            Steps to identify the environmental aspects

and the associated impacts

The environmental impacts of  the bureau/department refer to the changes which take place in the
environment as a result of  the activities and programmes of  the bureau/department.  For example, an
activity of  handling of  hazardous materials, which has potential for accidental spillage, may have an
environmental impact on contamination of  soil or water.

The identification of  significant environmental impacts can be dealt with in the following three steps:

1. Among the activities and programmes, select those which are large enough for meaningful
examination and small enough to be sufficiently understood.

2. Identify as many environmental aspects as possible associated with the selected activities or
programmes. (Note: an environmental aspect refers to an element of  the bureau/department�s
activities and programmes which can have a beneficial or adverse impact on the environment.)

3. Identify as many actual and potential environmental impacts as possible associated with each
identified aspect.

Examples from the three steps above are shown as follows.

Aspect

Exhaust
emissions

Impact

Reduction of
air emissions

Activity

Handling of
hazardous
materialsAspect

Potential for
accidental
spillage

Impact

Contamination
of  soil or water

Programme

Vehicle
Maintenance
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3

Annex 4
Checklist of key environmental impacts for bureaux/departments

Potential Offices / Operational Policies/ Controlling
Environmental Facilities activities programmes Officer's other
Impacts managed development responsibilities

Energy consumption

Materials/resources use

Water consumption

Air emissions

Water discharges

Noise impact

Waste management

Hazardous waste
management

Contamination of land

Accidental releases

Compliance with laws
and regulations

Others

To complete this checklist, please:
✓ if  there is environmental impact
✗ if  there is no environmental impact
? if  you are uncertain and further investigation is required.
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Annex 5
Examples of environmental targets and milestones

Environmental Aspects / Environmental Indicators Long Term Short and Medium Term
Target / Milestone Target / Milestone

30% Year 1: 10%
Year 2: 20%
Year 3: 30%

15% Year 1: 5%
Year 2: 10%
Year 3: 15%

Kept within Year 1: within 1,500 reams
1,000 reams/year Year 2: within 1,200 reams
from 2002 Year 3: within 1,000 reams

Within Year 1: within 1,000 tonnes
500 tonnes/year Year 2: within 900 tonnes

Year 3: within 800 tonnes

All by 2005 Year 1: 40% removed
Year 2: 50% removed
Year 3: 60% removed

50% Year 1: 20%
Year 2: 40%
Year 3: 50%

90% of data Year 1: 70%
meeting AQO Year 2: 85%

Year 3: 90%

Completed by 2002 (N/A)

50% Year 1: 10%
Year 2: 20%
Year 3: 30%

All (200 nos.) Year 1: 10 buildings
buildings by 2008 Year 2: 30 buildings

Year 3: 50 buildings

90% Year 1: 50%
Year 2: 75%
Year 3: 90%

Completed by 2001 Year 1: (N/A)
Year 2: (N/A)
Year 3: completed

By 2003 (N/A)

(N/A) Year 1: (N/A)
Year 2: completed
Year 3: (N/A)

All by 2005 Year 1: 2 teams
Year 2: 3 teams
Year 3: 4 teams

10 audits/year Year 1: 2 audits
Year 2: 6 audits
Year 3: 10 audits

100% (N/A)

Energy and Resource Use
Reduction in water consumption as compared to 1998 level

Reduction in electricity consumption as compared to 1998 level

Paper consumption

Usage of  timber in construction sites

Pollution Prevention: Emissions
Removal of  asbestos containing material from the buildings/
facilities

Reduction in Biochemical Oxygen Demand level of  the effluent
from the laboratories as compared to 1998 level

Total Suspended Particulates measurements for construction sites
meeting the Air Quality Objectives (AQO)
                                                                                                                                                                                                                                               v
Installation of  control system to minimise emission of  Volatile
Organic Compounds to ambient air from facilities

Pollution Prevention: Waste
Reduction in solid waste generation as compared to 1998 level

Implementation of  waste recovery scheme for buildings under
management

Beneficial use of biosolids

Development of  waste minimisation guidelines for construction
projects

Environmental Management
Development of  an Environmental Management System in
accordance with the ISO 14001

Completion of  an internal Environmental Management System
Manual for guiding the environmental management work

Establishment of  Green Action Team at each division to follow up
on green measures

Environmental Audits for different offices of  the bureau or
department

Operations or Programmes
Population benefited or protected by environmental measures
implemented
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50% of total Year 1: 30%
paper purchased Year 2: 50%

Year 3: 50%

All tenders Year 1: 50%
from 2002 Year 2: 70%

Year 3: 90%

100% by 2004 Year 1: 70%
Year 2: 80%
Year 3: 90%

100% Year 1: 50%
Year 2: 90%
Year 3: 100%

Cumulative 200 staff Year 1: cumulative 40 staff
trained by 2004 Year 2: cumulative 80 staff

Year 3: cumulative 120 staff

Established by 2001 Year 1: (N/A)
Year 2: (N/A)
Year 3: Established

(N/A) Year 1: (N/A)
Year 2: completed
Year 3: (N/A)

Cumulative Year 1: HK$1 million
HK$5 million Year 2: HK$1 million
by 2003 Year 3: HK$1 million

100% (N/A)

100% (N/A)

100% (N/A)

By 2000 Year 1: (N/A)
Year 2: Implemented
Year 3: (N/A)

10 numbers/year Year 1: 10 numbers
Year 2: 10 numbers
Year 3: 10 numbers

(N/A) Year 1: completed
Year 2: (N/A)
Year 3: (N/A)

HK$10 million/year Year 1: HK$8 million
Year 2: HK$10 million
Year 3: HK$10 million

Cumulative Year 1: HK$1 billion
HK$10 billion Year 2: HK$3 billion
by 2004 Year 3: HK$2 billion

300 numbers/year Year 1: 200 numbers
Year 2: 300 numbers
Year 3: 300 numbers

Cumulative Year 1: HK$100 million
HK$500 million Year 2: HK$100 million
by 2004 Year 3: HK$100 million

Purchasing and Contracting
Procurement of recycled paper

Documentation and implementation of  environmental
procurement criteria for tenders

Proportion of  low-pollution-emission vehicles in the fleet used by
the bureau or department

New equipment purchased which are models of  recognised high
standards of  energy efficiency

Education and Training
Environmental awareness or similar training for employees

Establishment of  Green Citizenship program for motivating
employees to adopt green practices in the workplace

Development of  a package  of  green practice guidelines for staff

Sponsorship on environmental protection campaigns

Compliance
Comply with Air Pollution Control Ordinance

Comply with Water Pollution Control Ordinance

Meet the noise criteria in Environmental Guidelines for Planning
in Hong Kong

Communications
Reporting the environmental performance on website

Environmental related talks and exhibitions participated/organized

Publish a consultation paper on environmental protection

Environmental Expenditure
Expenditure on construction of  traffic noise barriers for residential
buildings

Spending on sewerage infrastructure development works

Trees planted

Spending on environmental improvement programmes

Environmental Aspects / Environmental Indicators Long Term Short and Medium Term
Target / Milestone Target / Milestone
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Annex 6
Examples of Analysis of Environmental Performance

A team was established to ensure that packaging practices
are state-of-the-art in terms of  design, materials and waste
minimization.

Original natural material in packaging was reduced by 55%
by switching from cardboard with 30% recycled material
to 70% recycled material for our packaging and reducing
the number of  cardboard dividers in the package.  This
project has reduced packing waste by approximately 6
tonnes annually and reduced packaging costs by $XX.

The department processed over YY tonnes of  recyclable
material containing base and precious metals.  We are also
working closely with our contractors to recycle used
durable products that currently go to landfill sites.

We fell short of  our goal due to unforeseen power outages
and shutdowns, and new equipment  start-ups.  We expect
new energy efficiently projects, however, such as the co-
generation facility at Site M, to put us back on target.

Energy management programs resulted in emissions
reductions of  YY tonnes of  carbon dioxide.

A new office lighting system reduced energy consumption
by YY and saved the bureau/department $XX.

Tonnes of  substance A released in air emissions - this year
and last year.

Tonnes of  substance B discharged in effluents -  this year
and last year.

New water treatment plant, costing $XX, was put into
operation during the year, removing an additional YY
tonnes of  substance C prior to discharging the water back
into the environment.

Redesigned transport packaging for re-use reducing waste
by XX tonnes.
Equipment is being installed to increase the content of old
corrugated containers to 100%.

The bureau/department established a  waste elimination
team during the year.  A survey was developed and sent to
all operating units to gather information about the
technology, used and materials and energy efficiency. The
team will analyze results and make recommendations
in the coming year.

Reduce the percentage of  original
natural material required in
packaging by 50%.

Establish a facility that recovers
non-renewable resources from
existing products.

Reduce electricity consumption by
10% and gas consumption by 6%.

Refurbish the office lighting,
heating and cooling systems to
reduce energy consumption.

Reduce air emissions (of  substance
X) by 10% from prior year.

Reduce water discharges (of
substance Y) by 6% from prior
year.

Build a new water treatment plant
to treat water before it is
discharged in the environment at
Laboratory A.

50% of  the construction materials
will be packaged in reusable
containers or in recyclable
materials.

Establish a waste elimination team
to investigate best available
technologies.

  Policy Objective / Target Reported Information

We will manage and protect our
renewable resources to ensure
sustained yield and multiple use.

We will minimize the intrusion on the
environment to recover non-
renewable resources and restore sites
to their original condition.

We will minimize energy consumption
in operations.

We will minimize discharges and
emissions of contaminants to air,
water and land arising from our
laboratory operations.

We will promote reuse, recycling and
by-product recovery and disposal of
remaining wastes will be done in an
environmentally safe manner.

We will search for technology to
reduce and eliminate waste from our
operations.

Energy and Resource Use

Pollution Prevention
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Our research and development efforts have largely
focused on environmental issues directly related to
product design.  During the year, the bureau/department
worked on two main projects, at a cost of  $XX.

Laboratory A was used to test a new method for
removing contaminants from plastic waste.  The
recompounded material is used at Facility B   The net
savings are projected at $XX per year.

Audits are performed at all major facilities and operations
at least once every three years.  Five audits were
completed in the past year in accordance with our plans.

Audit results were reviewed with location management
and action plans developed to address all deficiencies.
Progress against plans is reviewed on a regular basis.

The bureau/department has budgeted a total of  $XX
annually for 6 years, which can only beused to pay for
environmental assessments.

The xxx job responsibilities were revised to include a
review of  the environmental impact of  new programmes
or operations and to explore possibilities for reducing any
harmful effects.

Suppliers information package sent to 150 major
suppliers.

More than 2000 employees participated in environmental
awareness and training sessions.  This brings the total
training coverage in the last three years to 80% of  the
workforce, up from 63% last year.

A general environmental awareness program was
developed and presented to all personnel at all plant
locations.

An advanced training program was developed and
presented to all managers with plant level responsibility
for complying with environmental policy and legislative
requirements.

Workshops were held with drivers to discuss emergency
response programs and legislative requirements in the
event a spill occurs when product is in transport.

Commit $XX to research and
development activities to design
products that can be reused, recycled
or safely disposed of.

Conduct 5 site audits each year.

All property and land developed will
be subject to an environmental
assessment where appropriate.

Establish management processes to
introduce environmental analyses
and maintain awareness of  evolving
best practices in new programmes or
operation.

Develop a package containing
information about the bureau or
department�s  environmental and
purchasing policies and send it to all
major suppliers.

Increase employee and management
participation in training and
workshops by 5%.

Develop introductory and advanced
training courses.

Scientific and technological innovation
will be supported to enhance
environmental and economic well-
being.

We will conduct operation audits on a
regular basis and initiate action plans,
where required, to ensure compliance
with the bureau/department
environmental policy and government
regulations.

We will determine the potential
environmental liabilities of  a property
or land being developed.

We will identify activities and
developments that are harmful or
potentially harmful to people and the
environment with alternatives that
minimize social and ecological costs
over their life-time.

We will expect high environmental
standards from our suppliers.

We will develop understanding among
all employees of  their responsibilities
and assign the necessary authority.

  Policy Objective / Target Reported Information

Environmental Management

Operations or Programmes

Purchasing and Contracting

Education and Training
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  Policy Objective / Target Reported Information

Communications

We will conduct all construction
activities in a manner which places a
premium on effective planning, careful
monitoring and timely mitigation.

We will comply with environmental
laws and regulations at all times and in
the event of  difficulties these will be
reported to the regulatory authorities
without delay.

We will report regularly to our
directors on our environmental status.

We will communicate openly about
our environmental policy, practices
and performance.

We will keep the facilities open to our
community and involve them in plant
operations.

Conduct regular inspections at all
sites.

Develop a detailed plan for dealing
with environmental accidents and
emergencies at Site A and Site B.

Achieve 100% compliance with
environmental laws and regulations.

Present a quarterly report to the
directors on environmental status
and significant findings from the
environmental audit program.

Prepare an environmental report for
public distribution annually.

Nominate an environmental contact
person at all operational sites.

Establish a community advisory
panel for the facilities.

Regular inspections were conducted at all sites.

Emergency response plans and a crisis management team
has been established at Site A and Site B.  Emergency
response drills took place to ensure staff  were familiar
with the new procedures.

Five water discharge locations were 100% in compliance
in 19XX.

Four other had compliance levels averaging between 95-
100%. All these operations have corrective action plans
in place.

Six spills of  untreated water occurred due to pump
failures.  More pumps have been added to  increase the
water handling capacity of  the water treatment system.

Quarterly reports were presented to the  directors by the
Green Manager.  Significant items requiring the directors�
attention included the impact of proposed regulation X
on activity Y and programme C.

This is our third year in which we have reported on
environmental performance in a separate publication.
This report is used to inform our staff, suppliers,  and the
community in which we operate about our commitment
to the environment and how we are fulfilling that
commitment.

Further information on each site can be obtained by
contacting the people listed at the end of  this report.

A community advisory panel was established and is
composed of  school board and police representatives, as
well as other interested individuals in the community.

Compliance
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Annex 7
Summary Table

Offices / facilities managed Operational activities Policies / programmes Controlling Officer�s
development other responsibilities

Environmental impacts 1.

2.

3.

Targets / Milestones 1.

2.

3.

4.

Key environmental 1.

performance results 2.

3.

4.

5.

6.

Action plans to address 1.

some key 2.

performance areas

P
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