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Template guidelines

Waste Wise is a practical, step by step program inspiring Victorians to minimise waste and maximise the efficient use of valuable resources.

Step 2 of the Waste Wise program involves developing a waste reduction action plan, for which a template is attached. Your action plan specifies the actions that will be necessary to achieve objectives, allocates responsibilities and establishes targets to be met along the way. 

This action plan template has three sections:

Section 1 
General information and the results of your waste assessment and key result areas
Section 2 
Your action plan detailing what you will undertake as part of your commitment to minimise waste and maximise the efficient use of resources
Section 3
For use if you have previously been certified Waste Wise and are seeking to have your certification renewed. If this is your first Waste Wise action plan then you do not need to fill in section 3
Conducting a waste assessment 

A preliminary assessment of waste streams and costs within your organisation sets the baseline and helps to identify the opportunities and priorities that will form the basis of your action plan. 

Guidelines for conducting a waste assessment can be obtained from your Waste Wise facilitator or downloaded from the Sustainability Victoria website at www.sustainability.vic.gov.au
Your Waste Wise facilitator will provide advice and guidance in determining the most appropriate level of waste assessment.  Professional services are available to conduct a comprehensive waste audit, should this prove to be the preferable option.

How to develop an action plan

The attached template will help to guide you through the development of your action plan. Important points to check as your action plan takes shape: 

· Priority waste types identified from the waste assessment are addressed

· Actions are specified in all key areas - i.e. reducing, reusing, recycling, environmental purchasing and litter reduction - based on your waste assessment  

· Activities to communicate, educate and influence others are included, as well as monitoring and reporting protocols 

· Targets are specified where appropriate

· Allocate the timeline and responsibility for completing various actions, including names or departments 

Sample action plans, including typical examples of appropriate actions, can be obtained from your Waste Wise facilitator or downloaded from the Sustainability Victoria website at www.sustainability.vic.gov.au 
Renewing certification

If you are already Waste Wise certified and are seeking to renew your 2 year certification, the last page of the template outlines details concerning renewal of existing certification.
PLEASE DELETE THIS FIRST PAGE FROM YOUR ACTION PLAN

Waste reduction action plan

Details about your organisation
	Organisation name: 

	Contact name: 

	Title: 

	Telephone: 

	Email: 

	Address: 

	Location or entities covered by the action plan: 
(If operating from more than one site, please specify locations that will be part of the Waste Wise certification)

	Number of full time or equivalent staff: 

	We wish to apply for Waste Wise certification  
	· New
	· Renewal 


	Refer to the last page   for details on renewing certification

	We allow our action plan to be made available to others
	· Yes
	· No


Section 1:  Current assessment of waste 

Waste data and key result areas

	Calendar or financial year assessment was undertaken: 


	Annual waste to landfill: 

(by weight or volume - e.g.  2 tonnes, or 3 cubic metres)  
	

	List materials currently recycled:
	Annual quantity recycled:

	e.g.  Office paper 
	e.g. 4 tonnes recycled annually

	
	

	
	

	
	

	
	


	Paper usage:

(reams A4 paper purchased per year)
	


	List other key result areas 
	Measure at time of waste assessment

	e.g. Cost savings
	e.g. Reduced cost from less waste to landfill

	e.g. Plastic bag usage 
	e.g. Average 5 bags / customer

	e.g. Contamination of commingle recycle streams
	e.g. 10% contamination

	
	


	Please provide details of the following 

Do you have an Environment Policy or Environmental Management System (EMS): 

	Do you have an environmental purchasing policy or are you a member of ECO-Buy: 

	Do you have an internal environmental or waste management committee: 


Highlights of waste reduction achievements to date 

List key activities that your organisation has already undertaken to minimise waste.  

· e.g. established internal staff green team, introduced paper recycling in 2006, removed all polystyrene cups from tea rooms in 2006
· e.g. waste reduction and cost savings achieved from environmental activities

Section 2: Action plan details, targets and responsibilities 
Examples are provided in each area to help get you started.  Add to these or replace them with actions more relevant to your organisation, adding new areas or lines as required.

	Area of activity and target
	Actions

Identify the type of activity
	Person responsible 
	Status/ timing

	Office paper 

e.g. eliminate office paper in rubbish
	Recycle
	Remove individual rubbish bins near desks
	Administration Manager
	Dec 06

	
	
	
	
	

	
	
	
	
	

	Commingle recycling 

e.g. reduce contamination from 20% to 10%
	Recycle
	Put new signage on recycling bins
	Green Team
	Mar 07

	
	
	
	
	

	
	
	
	
	

	Rubbish
e.g. reduce cardboard transport packaging in rubbish by 60%
	Reuse
	Work with suppliers to use reusable transport packaging for office equipment
	Purchasing Officer
	Mar 07

	
	
	
	
	

	
	
	
	
	

	Litter 
	Install ‘butt bin’ in outdoor lunch area
	Facilities Manager
	Dec 06

	e.g. reduce cigarette butt litter in outdoor lunch area by 90%
	
	
	

	
	
	
	

	
	
	
	

	Purchasing
	Purchasing

Develop Environmental Purchasing Policy
	Purchasing Department
	Feb 07

	
	
	
	

	Staff education 

Four articles in staff newsletter per year


	Develop a communications strategy
	Marketing Department
	Jan 07

	
	
	
	

	
	
	
	

	Monitoring and reporting
	Include Waste Wise report in monthly management meetings
	Green Team coordinator
	Jan 07 and ongoing

	
	
	
	

	
	
	
	

	Supplier or customer actions
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Section 3 - Renewing certification

Only complete this section if you are already Waste Wise certified and are seeking to renew your certification.

Renewal of certification takes place every second year. It is based on achievement of the last action plan and the targets and priorities set in your action plan for the coming year.  

What is required?

· Reassessment of waste streams and costs within your organisation to identify the opportunities and priorities to be included.
· Report on results – what was achieved from your last action plan, did you reach your targets?
· Integration of previous results into new action plan for the following 2 years  - focus on continual improvement and greater levels of achievement.
Any actions identified in your last action plan that were either not completed or not commenced should be transferred to your new action plan if they remain relevant. Similarly actions that are ongoing should also be identified in your action plan.

Forward this completed application to your 

Waste Wise facilitator or

      wastewise@sustainability.vic.gov.au 
      Sustainability Victoria, Level 28, 50 Lonsdale St, Melbourne  3000 

If providing a hard copy of this form, please ensure the document is double sided.







