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Worksheets
2 – Team, policy, motivation



2 – Worksheets

Example Worksheets

Worksheet 2-1: Planning an information event

Company: Cheers Beers Ltd
Period: 2002

	Information event 

	Time:  3 p.m. 

Location: canteen 

Form of invitation: by e-mail to all workers and a poster on the notice board.
	Idea competition and possible prizes:

Prize for one awarded idea/year: voucher for the brewery restaurant € 50

Prize for two awarded ideas/year: city bike for € 500

Prize for three awarded ideas/year: mountain bike for € 700

	Opening by the management

Contents:  What is CP? Which benefits do we expect?
An innovative project for preventive environmental protection:

Analysing all input material used for production;

Checking efficiency: which percentage of the input material is turned into product, which percentage becomes waste;

Assessing environmental and occupational risks .
BECAUSE: anything that ends up as waste or emission has once been bought as expensive raw material .
GOAL: optimized use of materials and energy – eco-efficiency – by simultaneously improving the workplaces. 

Presentation of a CP information video (appr. 15 minutes)
	Advantages of working in the project: 
Financial: by an idea competition; in addition to the awarded proposals, other good ideas receive financial rewards. Exceptionally high savings are partly passed on to employees as bonus or premium.
Personal: commitment and good proposals are considered when it comes to promotions. Better motivation for the workforce. Additional qualification. 

Others: “If you have any questions regarding environmental topics, please contact ...... – my environmental consultation hours are: Wednesday 9.00 – 10.00 a.m.”

	Our environmental team: Who wants to join?
Invitation to join: “I do not want to fight for the environment on my own. That is why I need colleagues to join the environmental team. I’d be glad if you contacted me at the end of this event.”
	Closing address by the management


Worksheet  2-2: Members of the environmental team

Company: Cheers Beers Ltd
Period: 2002
	Who could/should be a member of the environmental team? 

	Departments/key areas: 
Motivated employees/heads of department:

	Brewery and fermenting cellar
Malthouse 
Delivery
Workshop 
Energy
Purchasing
Cleaning
Quality control 
Environmental/waste manager 
Sales/marketing
	Guinness

Fresner
Sage 
Atkins

Heater
Buy
Proper
Blair

Bean

Cool

	Environmental team – implementation

	Department/area
	Name
	Function
	Time allocated to project

	Malthouse
	John Fresner
	Area manager 
	½ day/month

	Brewery and fermenting cellar
	Fred Guinness
	Master brewer, quality control, CP project leader
	2 days/month

	Environmental/waste manager
	Tom Bean
	Site manager
	2 days/month

	Purchasing/administration
	Christine Buy
	Purchasing, controlling
	1 day/month

	Energy
	Michael Heater
	Maintenance
	2 days/month


Worksheet 2-3: First meeting of the environmental team

Company: Cheers Beers Ltd
Period: 2002
	Planning the first meeting of the environmental team – contents
	

	Preparation: careful selection of the team members 
Location: meeting room 
Time: 9.00 a.m.
Invitation to: team members 
	Name for the environmental team
Consensus:

Green Beer Team

	Welcome by the management
	

	Reasons for the meeting 
	Emotional evaluation of the environmentally relevant areas:

	The CP project needs the co-operation of different departments for different tasks (data collection, estimation of saving potentials, implementation of measures, etc.).
	Use Worksheet 2-4. First let each team member evaluate individually, then discuss the issue in the team. 

	A team can act in a totally different way than a single person would. 
	

	I believe optimization is possible in the following areas: water and energy consumption, waste separation. Where can you identify saving potential? 
	

	Name for the environmental team
Brainstorming:
	Analysis of the company’s strengths and weak points

	Green beer team

Us again

Clean Team

Eco-malts
Waste Watchers

	In order to define first priority issues for the environmental programme, check each area by going through Worksheets 2-5a und 2-5b. Try to agree upon key areas for savings and measures. 

Agreement: next meeting, to-do list


Worksheet 2-4: The company’s environmental situation at project start 

Company: Cheers Beers Ltd
Period: 2002
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	Use of raw materials 
	
	X
	
	

	Use of energy
	
	
	X
	

	Wastewater
	
	
	
	X

	Waste avoidance 
	
	X
	
	

	Waste separation
	
	X
	
	

	Exhaust air
	
	X
	
	

	Smell
	
	
	X
	

	Noise
	
	
	X
	

	Permits/authorizations 
	
	
	X
	

	Neighbours
	
	X
	
	

	Motivation of the management
	X
	
	
	

	Motivation of the employees
	
	X
	
	

	Conditions at the workplace
	
	X
	
	

	Transport/traffic
	
	
	X
	

	........
	
	
	
	


Worksheet 2-5a: Analysis of strengths/weak points – first draft of the environmental programme

Company: Cheers Beers Ltd
Period: 2002
	
	Strengths
	Weak points
	Potential for optimization 
	Indicator for evaluation

	Use of raw materials 
	Use of mostly natural raw materials, relatively high efficiency 
	Water consumption
	Reducing by

15 – 30%
	m³/hl beer

	Use of energy
	Use of natural gas as energy carrier 
	Technology in brewery and chillers

Bad peak management 
	Reducing energy consumption by

15 – 20%
	Natural gas in m³/hl of beer

kWh/hl of beer

	Wastewater
	
	Discharge of wastewater into sewage; no pre-treatment; high organic load, detergents containing halogen 
	Reducing wastewater by 30%/hl of beer,
reducing BOD by 
30%
	Fewer authority proceedings 

m³ wastewater/hl of beer

BOD/m³ of wastewater

	Waste avoidance
	Waste from production is passed on to farmers as animal fodder. 
	Use of disinfectants, starch paste, grease, lubricants, caustic solutions and acid, labels, tops, diatomaceous earth 
	10 – 20%

of consumption
	Specific consumption per hl of beer

	Waste separation 
	Efficient separation and utilization of production-related waste
	Waste separation in the administrative departments
Compliance with legal requirements on waste reporting

	Reducing waste by

20 – 30%

higher percentage of recycled products
	kg of waste/employee

Number of bins/department

	Exhaust air
	Use of natural raw materials

Conversion to natural gas
	Use of fossil fuels
	Currently low
	Percentage of utilization of renewable energy sources

	Smell
	Beer smells good
	Few measures to reduce odorous emissions, use of detergents with halogen-based solvents
	Reduding by 10%
	Fewer complaints from the neighbours

	Noise
	Sound absorber for re-cooling plant
	Bottling

Arrival and departure of lorries
	Reducing by 

10 – 20%
	Number of workers with headaches

Number of complaints

Decibels/measure


Worksheet 2-5b: Analysis of strengths/weak points – first draft of the environmental programme

Company: Cheers Beers Ltd
Period: 2002
	
	Strengths
	Weak points
	Potential for optimization 
	Indicator for evaluation

	Permits/authorizations
	Compliance with limit values in legislation
Good relation with the authorities


	Implementation of the minimum requirements stipulated in legislation 

No consideration of environmental aspects during the planning phase of new plants
	30%
	Reduction in number of legal problems 

Duration of legal proceedings initiated by the authorities (in days)

	Neighbours
	Neighbours may call the company if they have a complaint (the management will listen to them)

Positive atmosphere during negotiations
	No reports to the public

No open day for the neighbours
	20%
	Presentation of the environmental report 

Number of joint events (company/neighbours)

Fewer complaints

	Motivation of the management
	Enthusiasm for new ideas

Style of leadership

Active pro-environmental PR
	Implementation

Short-term strategies, too much focus on financial profits
	5%
	Management attends information meetings 

Management gives positive examples 

	Motivation of the employees
	Good atmosphere at work

Some joint events per year

Payment in kind (beer) for all employees
	Training and information events

Ideas of the co-workers are not taken seriously enough
	20%
	Number of good proposals from the idea competition
Number of training courses

Publications about the project in the media

	Conditions at the workplace
	Relatively high degree of automation

Natural raw materials

Good atmosphere at work
	Bottling noise

Handling of cleaning agents


	10 – 20%
	Noise emissions in decibels (bottling)

Number of training courses on the proper use of cleaning agents

	Transport/traffic
	Partial use of „silent“ lorries
	Exact route-planning 

Partly very old trucks 

No goods are transported by train
	10 – 20%
	Annual mileage/year and car 

Litres of diesel/hl of beer


Worksheet 2-6: Contents of an environmental policy – thematic focuses 

Company: Cheers Beers Ltd
Period: 2002
	· Common strategic orientation of the company
· Saving of resources


· Compliance with legislation
· Communication and information to the public
· Responsibility and training of employees
· Commitment to continuous improvement
· State of the art
· Specific company-related environmental effects 
· Commitment of the management
	· Cheers Beers Ltd assumes its environmental responsibility for the current and future generations. 
· The goal of Cheers Beers Ltd is to continually strive for a careful and effective handling of all resources, especially the natural resources such as water. 
· Our responsibility towards the environment is based on the compliance with all legal requirements. 
· Our communication with clients, employees, authorities and the public is based on open and truthful information.
· It is our special concern to increase the responsibility of our employees for the high quality of our products and to motivate them to identify and implement environmentally sound activities. 
· It is our aim to continually improve all processes to achieve high levels of environmental protection. Within the limitations of economic feasibility, we adopt the best available technology in order to continually improve our quality and environmental standards. 
· Our procurement aims at avoiding, minimizing or disposing our waste in an environmentally friendly way. 

Having laid down these principles of an environmental policy, Cheers Beers Ltd, its management, the executive board as well as all the employees have committed themselves to continually improve the environmental performance of the company. 


Empty worksheets
Worksheet 2-1: Planning an information event

Company:
Period:

	Information event 

	Time: 

Location: 

Form of invitation:

	Idea competition and possible prizes: 

	Opening by the management

Contents:  
	Advantages of working in the project:

	
	

	
	

	
	

	Our environmental team: Who wants to join? 
	Closing address by the management


Worksheet 2-2: Members of the environmental team 

Company:
Period:

	Who could/should be a member of the environmental team?

	Departments/key areas: 
Motivated employees/heads of department:

	

	

	

	

	

	

	Environmental team – implementation

	Department/area
	Name
	Function
	Time allocated to the project 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Worksheet 2-3: First meeting of the environmental team 

Company:
Period:

	Planning the first meeting of the environmental team –contents
	

	Preparation:
Location:
Time:
Invitation to:
	Name for the environmental team:

Consensus:


	Welcome by the management:
	

	Reasons for the meeting: 
	Emotional evaluation of the environmentally relevant areas:  

	
	

	
	

	
	

	Name for the environmental team
Brainstorming:
	Analysis of the company’s strengths and weak points

	
	

	
	

	
	

	
	Agreements:


Worksheet 2-4: The company’s environmental situation at project start 

Company:
Period: 

	[image: image6.wmf][image: image7.wmf][image: image8.wmf][image: image9.png]



	
	
	
	

	Use of raw materials 
	
	
	
	

	Use of energy
	
	
	
	

	Wastewater
	
	
	
	

	Waste avoidance
	
	
	
	

	Waste separation 
	
	
	
	

	Exhaust air
	
	
	
	

	Smell
	
	
	
	

	Noise
	
	
	
	

	Permits/authorizations 
	
	
	
	

	Neighbours
	
	
	
	

	Motivation of the management
	
	
	
	

	Motivation of the employees
	
	
	
	

	Conditions at the workplace
	
	
	
	

	Transport/traffic
	
	
	
	

	........
	
	
	
	


Worksheet 2-5a:  Analysis of strengths/weak points – first draft of the environmental programme
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	Weak points
	Potential for optimization 
	Indicator for evaluation

	Use of raw materials 
	
	
	
	

	Use of energy
	
	
	
	

	Wastewater
	
	
	
	

	Waste avoidance 
	
	
	
	

	Waste separation  
	
	
	
	

	Exhaust air
	
	
	
	

	Smell
	
	
	
	

	Noise
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	Permits/
authorizations
	
	
	
	

	Neighbours
	
	
	
	

	Motivation of the management
	
	
	
	

	Motivation of the employees
	
	
	
	

	Conditions at the workplace
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Worksheet 2-6: Contents of an environmental policy – thematic focuses 
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	· Common strategic orientation of the company
· Saving of resources


· Compliance with legislation
· Communication and information to the public
· Responsibility and training of employees
· Commitment to continuous improvement
· State of the art
· Specific company-related environmental effects 
· Commitment of the management
	


Worksheet 2-7: Idea pool
Company: 

	Idea pool

	Idea from workshops 
	Area
	Problem in company
	Reason for taking action

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Specific idea
	Cause
	Objective/improvement
	Specific measure
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