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Purpose
This procedure establishes the process for identification of education and training needs for staff and students to ensure they are:

· competent to perform their responsibilities in a manner that minimises Swinburne’s environmental impacts.

· aware of Swinburne’s environmental policy, management system, and programs, and

Background
Swinburne recognises that training is needed to ensure that staff and students have an adequate awareness of Swinburne’s environmental policy, management system and programs and are competent to perform their responsibilities in a manner that minimises Swinburne’s environmental impacts.

Implementation and Review
Development on Environmental Training Register 
To identify and provide adequate education and training, the Environmental Training Register must be developed and maintained (using template in Attachment 1). The Training Schedule will involve indentifying:

· the different roles undertaken by staff and associated education and training requirements relating to the EMS,

· the appropriate form of training such as mentoring, short course, E-Learning…,

· whether training will be provided by an internal or external provider,

· when training is required to be completed.

The Training Register will be developed and maintained by the EMS Coordinator.
Reviewing the Environmental Training Register
The Environmental Training Register is a dynamic document that should be regularly updated to reflect completion of training, identification of new and emerging needs and changes to personnel.

The Register will also be subject to an annual review to ensure it remains relevant and continues to drive improvement of Swinburne’s operations and activities. In particular, the review should focus on ensuring the Register reflects changes to Swinburne’s facilities, operational control, business activities, organisational priorities, community expectations or the introduction of new legislation.

Responsibilities

	Position
	Responsibility

	Executive Group
	Approve the Environmental Training Register 

	EMS Coordinator
	Maintain Training Register to identify and track corporate wide environmental awareness and training requirements
Liaise with Human Resources on the integration of environmental awareness and training into the boarder training system and procedure 
Maintain records for environmental awareness and training

Review evaluation of training in conjunction with relevant staff


Review of Procedure
This procedure will be reviewed annually by the EMS Coordinator to reflect current best practice and the Universities needs. 
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Attachment 1- Example Environmental Training Register
	
	Training Required
	Objectives of Training
	Type of Training (e.g. online, external, internal)
	Completion Date

	EMS Coordinator
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Staff with EMS Responsibilities
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Other Staff
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


