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The operations of The Copy Collective and The Image Collective have the potential to 

cause damage to the environment. As a matter of policy, The Copy Collective and The 

Image Collective will take appropriate measures to ensure the minimisation and/or 

elimination of environmental hazards in their respective work practices. 
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ENVIRONMENTAL MANAGEMENT PLAN 

1. INTRODUCTION 
The operations of The Copy Collective (TCC) and The Image Collective (TIC) have the potential 
to cause damage to the environment. As a matter of policy, The Copy Collective and The 
Image Collective will take appropriate measures to ensure the minimisation and/or 
elimination of environmental hazards in work practices. 

2. POLICY 
All TCC and TIC facilities or other TCC or TIC-controlled areas will work to ensure that their 
activities do not cause harm to the environment. To meet this requirement TCC and TIC will 
implement the following policies to minimise adverse environmental impacts: 

Transport 

Meeting locations 
TIC and TCC staff, management and contributors are to use public transport, where ever 
possible. To this end TCC and TIC offices, meetings and events are located/held next to 
railway stations – in the first instance - or other public transport facilities where railway 
stations are not available. 

Public transport 
To encourage the use of public transport, public transport fares are claimable expenses for 
staff, management and contributors. To discourage private vehicle transport, motor vehicle 
expenses are not claimable expenses. 

Car share schemes 
One exception to this policy is vehicle transport provided through car share schemes. TCC is a 
member of GoGet. 

DDA Disability Action Plan - exception 
The second exception to this policy is in accord with The Copy Collective’s DDA Act Disability 
Action Plan. As outlined in the Disability Action Plan, workers who have a mobility disability 
that prevents them from using public transport or the GoGet car-share scheme shall be able 
to claim expense of private vehicle transport when on The Copy Collective or The Image 
Collective business. 

Where workers with disabilities are able to use the public transport system, they will be 
expected to do so to maintain the integrity of the Environmental Management Plan. 

Air travel 
When using air travel for work purposes, TCC and TIC staff, management and contributors are 
to purchase carbon offset credits with airline tickets. 

Purchasing 

Office supplies 
All stationery purchases are to be from sustainable office supply ranges. Printing of 
documents is discouraged and all job briefs, submissions and policies are to be maintained 
electronically. 
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Electronic supply 
Preferred electronic suppliers are Google (a carbon-neutral company) and salesforce.com, 
which through Earthforce partners with Clean Air-Cool Planet, NativeEnergy and 
Conservation International and Microsoft. Google, Salesforce and Microsoft are carbon neutral 
for their data centres and online services and undertake external initiatives to support others 
to develop programs supporting the environment. 

Printing 
Where print paper is required, only recycled, non-bleached paper is to be purchased and 
duplex printing is preferred. 

Equipment 
Equipment purchases are to be made in line with the objects of this plan. Toshiba is a 
preferred supplier due to its environmental commitment outlined in the following link 
http://www.eid.toshiba.com.au/n_environment.asp . 

Carbon offset of online activities and practices. 
As electronic activities including cloud-based applications, website maintenance and online 
activities have some adverse impact on the environment, TCC and TIC will purchase “green 
credits” to offset such activities. 

Managers, staff and contributors are required to adopt these procedures and policies to avoid 
environmental harm. 

Further, TCC and TIC will report on this policy each year in the annual report and via the 
website. 

TCC and TIC will 

 Develop training modules on environmental best practice. 
 Annually carry out appropriate environmental audits. 

Offices 
TCC and TIC’s offices are in The G-Hub in Chippendale, NSW, a 4-level office that houses co-
operative and creative agencies and is a building that uses sustainable practices for its 
maintenance and has a managed environmental footprint that is significantly lower than 
comparable office space. 

A drawback of the G-Hub offices, in regard to the DDA Action Plan, is the lack of a lift – which 
delivers environmental benefits. However, it is noted that TCC and TIC contributors work 
mainly from their own premises, that G-Hub will be installing a ground-floor meeting room. 
This situation will be monitored to ensure compliance with the Environmental Management 
Plan and the DDA Disability Action Plan. 

3. SCOPE 
The Environmental Management Plan applies to all managers, employees and contractors 
who attend TCC or TIC offices or events as a service provider or visitor. 

4. AIM 
The Environmental Management Plan has the following categories. 

http://www.eid.toshiba.com.au/n_environment.asp
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 Risk Assessment 
 Environmental Education 
 Waste Management 
 Energy/Resource Management 

5. RESPONSIBILITIES 

Staff, Management and Contributors 

Staff commitment and effective leadership from management in environmental protection 
matters is crucial to the success of environmental management programs. To this end all 
managers, employees and sub-contractors will read and electronically-sign a copy of this 
policy document to demonstrate their commitment to the plan. 

6. RISK MANAGEMENT 
Risk is defined in the Australian New Zealand Standard as “The chance of something 
happening that will have an impact upon objectives. It is measured in terms of consequences 
and likelihood”. In an effort to control or reduce risk the Managing Editor will oversee the risk 
assessment processes for the Environmental Management Plan. 

Risk Management Process 

Processes are contained in this plan that will assist with the identification of environmental 
risk. Elimination and or reduction will follow the assessment phase. 

Guidelines for risk assessment are contained in the appendices. The Managing Editor is to be 
notified immediately of any potential threat to the environment caused by TCC or TIC 
practices. 

7. EDUCATION 
The education of all TCC, TIC management, staff and contributors is seen as important in 
dealing with environmental issues. Staff members and contributors are to be informed of the 
requirements of the Environmental Management Plan at induction and this is to be reinforced 
at subsequent training sessions. 

Training is to include: 

 TCC and TIC Environmental Policy and Procedures 
 Legislated responsibilities in relation to Environmental Management 
 Identification and measurement of environmental noncompliance 
 Waste management, in particular for photographers in relation to batteries 
 A record of staff attendance for all staff attending training 

8. CONTRACT MANAGEMENT 
Where appropriate, contracts issued by TCC and TIC will include a clause obligating 
contributors to conform to this Environmental Policy. Mangers are to ensure that prospective 
contributors are advised of and understand the Environmental Management Plan 
requirements. 
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All contractors providing services to TCC and TIC are to ensure that such services are provided 
without causing harm to the environment. Photographers, in particular, will be supported in 
environmentally-sustainable waste management processes. 

Contractors and contributors shall accept responsibility and liability for environmental 
damage, which may occur during any activity taken by the contractor or contributor whilst in 
the service of TCC or TIC, which is not in accordance with the contract or other authorised 
documentation. 

Waste Removal 

The contractor or contributor will remove all waste generated by them in accordance with the 
contract. Unless other arrangements have been made the contractor or contributor will not 
use TCC or TIC bins or other receptacles for the disposal of waste, particularly for batteries. It 
is the contractor’s or contributor’s responsibility to remove and dispose of waste in 
compliance with relevant legislation and/or local by-laws. The Managing Editor will arrange 
for the siting of disposal containers on site, particularly for digital camera batteries, where 
appropriate. 
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9. QUALITY IMPROVEMENT 
This document is based on continuing quality improvement using the proviso of “Plan, 
implement, check and review”. All staff members, management and contributors are invited 
to contribute to the improvement of this plan. A “Waste Management Improvement” form is 
provided as an appendix. 

10. ENVIRONMENTAL CONCERNS 
Matters relating to environmental harm are to be reported in the first instance by email to the 
Managing Editor. An appropriate response will be carried out on all reports and a reply 
forwarded to the person lodging the report. The TCC and TIC standard “Incident Report” form 
is to be filled in and forwarded for action. 

11. AUDITING & MONITORING 
Auditing and monitoring activities will include the following. 

 Management systems audit 
 Compliance audit 
 Waste audits 
 Environmental hazard audits 
 Environmental impact audits 

Audits 

Audits are to be conducted by TCC and TIC staff members working in the general area where 
waste is generated. These audits: 

 Focus on waste minimisation 
 Measure effectiveness of environmental safeguards and preventative measures 
 Identify noncompliance 

Audit Summaries 

Audit reports will be coordinated by the Managing Editor and these reports will be forwarded 
to the TCC and TIC environmental advisory committee. 

Environmental advisory committee 

The committee will be comprised of the CEO, the Managing Editor and up to three interested 
staff members and/or contributors. Meetings will be held electronically at least twice a year. 
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Appendix: Waste Management Improvement Form 
The Copy Collective and The Image Collective have a commitment to the environment and 
encourage suggestions for improvement from key suppliers, management, staff members 
and/or contributors as to ways that environmental impact can be reduced. TCC and TIC focus 
on Waste avoidance; Waste reuse; Waste recycling; Energy recovery; Waste disposal. 

Opportunities are provided for these in relation to the operations of TCC and TIC. The 
Environmental Advisory Committee meets twice a year to consider the Environmental 
Management Plan. The committee welcomes suggestions for improvement in waste 
management and environmental sustainability. Please complete this form if you have 
suggestions for improvement in these key areas. 

Waste avoidance  

---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------- 

---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------- 

Waste reuse  

---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------- 

---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------- 

Waste recycling  

---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------- 

---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------- 

Energy recovery  

---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------- 

---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------- 



 

TCC & TIC ENVIRONMENTAL MANAGEMENT PLAN MS v4 2012 – DDA Disability Action Plan update. 

 

Waste disposal 

---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------
---------------------------------------------------------------------- 

TCC & TIC Waste Management Improvement Form MS v4 2012. 
 


