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Team Leader Commitment

Green Champions share that one of the best resources they have is support and involvement from their leader. Without this, the team typically does not take the initiative seriously or really consider it an integrated part of the team’s work.
· Leader has committed Green Champ the time to work on 2-Leaf Certification and over all 1-leaf and 2-leaf maintenance
· Leader attends Leader/Green Champ 2-leaf kick off meeting
· Time is reserved at regular team meetings or stand-ups
· Leader voices support for environmental impact reduction and 2 Leaf Certification at team meetings and helps lead initiative


Green Champion participates in at least 1 additional Champ event

Role and Responsibilities of Green Champion
· Attends at least one Green Champ Events in addition to initial training
· Updates progress on the “Chart your Two Leaf Progress” document
· Uses the online Green Champ Resource Center
· Supports Team in Green Leaf Certification
· Attends Green Champ Training
· Presents at the CIA walkthrough to state the progress of the GBI
· Challenges team to take steps to be more “green”
· May be involved in larger “Green” projects
· Ambassador for the initiative for their team
· Team Focused
· One to Two Year Term
· Volunteer Basis

Examples of other Green Champion events;
· Q1, mid-year, year-end Champion “pep rallies”
· Presenting at quarterly kWh or landfill waste report outs
· Others vary by year…




GBI identified during planning and posted by February

GBI Definition
GBI’s are annual Green Business Indicators.  They are a metric to measure the progress on a green initiative that your team has selected to work on for the year. Work with your team in the planning cycle to integrate project work with the team’s operating plans.   GBI Instructions 
Example of a Good GBIThis is measurable and reportable (we can obtain the information readily)

Metric: Weekend KWH at 100 Etna Rd.	
Goal: to reduce electricity by $10K in 2013 at 100 Etna Rd.
Posting
CIA board, SharePoint by February of each new calendar year: Enter GBI here
Updating
Update your GBI progress to goal at least twice a year on your CIA board and post to the Green SharePoint site.  There are times when it will take time to see progress toward your annual goal as you set foundations in place.  The midyear CIA walkthrough is a good check toward if you will meet your year-end goal.  Work with your team on needed efforts.
CIA walkthroughs
The Green Champ will be expected to present the GBI and progress against it at the CIA walkthrough for the team.  This can be brief and serves an informational purpose for the walkthrough team:  providing visibility to the GBI and the team’s work.

Green CIAs: 6/year

Green CIA Definition
Green CIA’s are actions or activities that have a green impact and their main purpose is to lessen Hypertherm’s negative impact on the environment.  They can be actions that are in support of GBI progress or green project progress as well as independent of these efforts.  It is important to note that they are not the same as the GBI, which is a metric, a measurement – Green CIA’s are actions. 
The Green Team now awards a Green CIA of the Month award to Green CIA’s with the greatest cost savings, environmental impact reduction, and opportunity to be implemented in other areas of the company.
A team needs to have implemented at least 6 Green CIAs in the rolling 12 months prior to their 2 leaf certification audit. Green CIAs considered for 2 Leaf certification should be unique to the Green CIAs that were included in the team’s 1 leaf certification audit.
Example of a good CIA
“Stop printing Oracle reports and view online instead”
Why is this good?:  It is simply implemented but will have a substantial effect on paper usage and is controlled by the Team.
Relationship to GBI?:  Perhaps the GBI for this team is to reduce paper by 25%.  This is one way to impact that metric.
[image: ]Note:  As with all CIA’s, it is best if you can implement the CIA yourself.  If you need another team’s assistance in implementation, please ask them directly.

Environmental Input-Process-Output quantified

This IPO can be the same one you did already, or a new one.  This is to be completed with quantified environmental impacts, and typically takes about 2 hours for a group to complete. Choose and outline the steps of any specific process or the team’s work as a whole. Think through any environmental inputs (natural resources, electricity, materials) and environmental outputs (landfill waste, recycling waste, fumes).  Measure or best estimate the environmental inputs and outputs that you identify. An index of quantified common impacts (i.e., printed paper, dish washing, lighting, common machine kWh) is available on the Green Portal.  With your IPO, work with your team for how to eliminate or reduce impacts generally and choose at least one input or output, set a reduction target for it, and work toward that goal through project work and/or CIAs. Track progress on a 4-panel that can be shared.


Examples of quantified inputs and outputs:
Lbs of trash, # of defects (non-compliance), gallons of water, reams of paper,  buckets of scrap, count of cups, visual estimate of % contamination.  Measurements are best, but best estimates are acceptable.
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Example of a 4 panel generated from an IPO exercise:
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IPO Examples
IPO and 4 Panel

Team Passes “Sustaining” audits of 1 Leaf Criteria
· Every team that is one-leaf certified will be randomly audited at least annually
· Auditors will be peer green champs from other teams and CSR team representatives
· Findings will be shared with the Green Champ and leader
· Non-compliances will be corrected by the teams within 2 weeks following the audit



Waste Stream Inspections 1x/month
· Green Champ or any team member will visually inspect each waste stream (zero sort, landfill, compost (if applicable), non-rigid plastics), at least monthly AND ON EACH SHIFTTips and Best Practices for Waste Stream Compliance:
· Place all types of waste containers together in the same area
· Reduce the numbers of landfill waste containers to the lowest number possible
· Clearly label containers so people know what goes where
· Create customized signs pertaining to the actual waste in your area
· Remind your team where new or strange items should go.
· Refer to the green guru or post a new question about unknown waste types
· Empty aerosol cans are recyclable in zero sort!

· Put on latex gloves and dig through to see all items
· Remove non-compliant items
· Report findings to team 
· Track estimated % compliant to compare progress month to month
A blank template to use for your visual trash inspection  is available here
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Landfill Waste Audit conducted 1x/yr 
Conducting the Audit: (Annually)
· Pick the date you want to do your audit and schedule on this calendar link  (there are two calendars on this page, please take caution to use the one titled Landfill Audit Cart Reservation Calendar). 
· 71 HTR: Prior to your scheduled audit, enter a Facilities request to place a 24 – 72 hour hold on your waste pickup (24 hours for production audits and 72 hours for office audits).  On the date of the audit, pick up the cart located in the Facilities storage closet.  (MAP) Return the cart to its home location after the audit is complete.
· 21 GHR: Prior to your scheduled audit, enter a Facilities request to place a 24 – 72 hour hold on your waste pickup (24 hours for production audits and 72 hours for office audits).  On the date of the audit, pick up the cart located in the compressor room.  (MAP)  Return the cart to its home location after the audit is complete.
· All other facilities: Prior to your scheduled audit, enter a Facilities request to place a 24 – 72 hour hold on your waste pickup (24 hours for production audits and 72 hours for office audits) and request an audit cart drop off to your location.  Return the cart to the location you picked it up from after the audit is complete.
· Label bags as to where in your team area they came from.
· Open each bag individually and dump out onto plastic sheeting.
· Using gloves and blue coveralls (optional), sort trash from that bag as to where it should have gone.
· Take a picture of the piles.
· Weigh each category on scale and record in spreadsheet.
· Send a copy of this spreadsheet with waste streams and weights, to Frank Austin.  Include description of what makes up the landfill (should be landfill) category. 
· Use this template LINK to track waste streams by category.
· Rebag the trash and dispose.  Recycle items where applicable.  
· Note unusual items or circumstances; note questions.  
· Report back and discuss with your team
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25% annual waste reduction targeted:
Tips and Best Practices for Landfill Waste Reduction:
· Lack of recycling compliance is often the number one biggest contributor to landfill.  Your audit will tell you how much landfill reduction you can get by having perfect compliance.
· Ensure food scraps, tissues, napkins, and paper towels are being composted.  
· Ensure metals and scrap parts are recycled.
· Ensure NON-RIGID (hard) plastics are being recycled.  
· Reduce coffee cup disposal.
· Reduce disposal of gloves.
· Reduce disposal of safety glasses.  
· Eliminate Keurig landfill waste

Planning Landfill Waste Reduction:
· Looking at your results from the audit, determine how your team can reduce 
its landfill waste by 25%.
· Outline details on how this will be achieved and post this goal publicly on your 
CIA/ Green Bulletin Board.


Create and post waste profile 6 panel
Here is an example of a waste profile 6 panel:
[image: ]
· A blank 6 panel is available for you to use with your team’s data on SharePoint: Link here



Report waste reduction projects to Zero Waste Working Group
· Contact John Rooney with project details to be entered onto the zero waste working group tracking spreadsheet
· You can see the working group tracking sheet example below:

[image: ]
· Link to Planning Tool
· Link to Instructions 

Self-Audit of power down procedures 1/mo and variances reported
As part of your 1-leaf certification, your team created power down and lights off procedures. Conduct a self-audit of those procedures at least once a month and report observations in Energy 5-panel.
· Create a plan for your team/area for power down, compressed air shut-off and lights off procedures.  
· Be sure to include ALL electronics and machines that are not in use while your team is not there.  
· Decide how this responsibility will be distributed throughout the team (rotations, designated person…)
· Facilities has monthly energy reports available by building for your reference, a link is available in the blank template
Track the Pass/Fail results of your energy self-audit and report on Energy Profile 5 panel available here
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Pareto of all team electricity use
A team should strive to have as few ancillary power devices as possible (i.e., individual space heaters, individual coffee brewers (Keurigs), refrigerators). Use these calculators or Facility’s provided standards to estimate your team’s typical power usage.
Common power-using equipment:
· Laptops 
· Desktops 
· Monitors 
· Printers 
· Task lights 
· Cell phone chargers 
· Thin client – 13W per hour
·  Energy Meters can be reserved using this Calendar.  There are two calenders present on this page, please take caution to us the on titled WattsUp Meter Reservation Calendar.
· To measure machine tools and other large equipment, please submit a Facilities request  
·  (Generally, Hypertherm’s power is $0.12/kWh) Link to Pareto Template 
Electricity pareto example: 
	Equipment
	Quantity
	Mode
	hours/day in this mode
	Watts Used
	Daily KWH

	Laptop
	3
	idle/sleep
	0
	16
	0

	
	
	Load
	24
	47.2
	3.3984

	
	
	off
	0
	0
	0

	TOTAL LAPTOPS
	 
	 
	 
	 
	3.3984

	Monitor
	4
	idle/sleep
	16
	2
	0.128

	
	
	load
	8
	45
	1.44

	
	
	off
	0
	0
	0

	TOTAL MONITORS
	 
	 
	 
	 
	1.568


[image: ]             

Create and post electricity 5 panel

Here is an example of an energy profile 5 panel:
[image: ]
· A blank 5 panel is available for you to use with your team’s data on SharePoint: Link here



Report energy reduction projects to working group
· Contact Robin Tindall with project details to be entered onto the electrical efficiency working group tracking spreadsheet
· You can see the working group tracking sheet example below:
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Quantify baseline of inter-facility travel with 20% reduction…
Some teams have Associates who travel between buildings for regular or occasional meetings. This is “inter-facility business travel.” However, not all teams travel between buildings (i.e., all their work is within the same building) or do not have other buildings to travel to (i.e., teams outside of Upper Valley).
If your team has inter-facility travel… calculate an estimate of your monthly travel miles or number of trips and then set a minimum of 20% reduction. Is there a way that you can participate in certain events remotely?  
To gain Certification you need to calculate the miles or trips that your team takes in an average month to estimate your baseline. Think of your team, including your leader. How often do you travel between facilities for meetings, events, and other reasons?
· For each person, capture regular meetings attended
· For each person, capture an estimate of the count of one-off meetings
Set a minimum of 20% reduction to your monthly inter-facility miles.
· Carpool to meetings
· Call in remotely

Examples of baseline and reduction tracking:
Interfacility Travel Templates, Interfacility Travel CIA’s 
	Month: 

	                           Trips avoided - Each trip avoided is calculated as a round trip  




	
	Start
	Destination
	

	
	71HTR
	9GHR
	15 GHR
	21 GHR
	100 ER
	88 ER
	82 GHR
	325 MSR
	16/20 AP
	5 Tech Dr.
	2 Tech Dr.
	
	

	Mon.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	

	Tue.
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	

	Wed
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	

	Thu
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	

	Fri
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	


Provide and utilize remote meeting practices

When you and members of your team schedule meetings, provide and utilize remote participation options when you send your meeting invitation in Outlook.
Tools for remote participation:
Conference calling:  This is available on all of our phones for everyone to use.  To access directions, use the Administration Team Site. Or provide the extension of the meeting room you are in if only one person is calling in.
GoTo Meeting:  There are many people in the company who hold GoTo Meeting licenses. In some teams sharing one account is a feasible way to have access to this capability in an economic way. Ask your leader if anyone on your team uses this regularly and inquire about more widespread use.  
Microsoft Lync:  This is a tool that provides secured Instant Messaging, Video Conferencing, Virtual Meeting and PC to PC calling capability.  If you are interested in installation, please contact IS. More training will be available later in 2014.
Video Conferencing: We have equipment and capability to video conference with our other offices around the world and some of our remote associates. Schedule the use of these tools with IS. 

Useful tip: a Jabra speaker that connects to a computer through a USB cord provides the best, undelayed voice connection. Some teams own a shared Jabra. There is an initiative to put a Jabra in each meeting room, although not in effect as of 6/2014.
Greener Cuts Talks




EPA “at home” website used by >= 50% of the team
We often are asked questions by associates of how they can learn more about being green at home.  This site from the EPA has some great information. There are links to click on to learn more in specific areas. If they want, Associates can calculate their home carbon footprint.  
To achieve this target, 50% or more of your team has explored the epa.gov/climate change site below.  
https://19january2017snapshot.epa.gov/climatechange/what-you-can-do-about-climate-change_.html.
[bookmark: _GoBack]What are some things that your team learned from completing the EPA site?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Note:  if you have another website or tool that you and your team like better, use it and let us know!

Reusable beverage containers are used by 75% of the team for bulk options
We do not provide paper or Styrofoam cups in any of our Upper Valley buildings as they are all landfill waste. Styrofoam cups and paper cups brought to work from outside vendors also become landfill waste. Work with your team so that at least 75% are using reusable containers for their water and other drinks while at work. 
Work with your team to bring in NO Styrofoam or paper cups from outside vendors, but rather use a reusable container for these beverages.
You will notice any compliance issues during your landfill waste audit and ongoing monthly visual inspections. Disposable coffee cup reduction is a great topic for a waste reduction initiative! 

[image: http://www.belairestores.com/hypertherm/store/pc/catalog/HYPVSTT414Zoom.gif][image: Ceramic Tumbler with Silicon Lid][image: cid:image001.jpg@01CCC08A.B651DD60] [image: ]                              [image: ]

Commuting: >= 5% team commutes are non-SOV per month
This creates a goal that the collective commuting practices of your team will include at least 5% non-Single Occupant Vehicle commuting. This could be a small group doing a lot of non-SOV commuting, or a large group doing occasional non-SOV commuting.  Use the team calculator available on SharePoint Team Commute Calculator to list your team and their current commuting practices to see if you exceed the 10% non-SOV target and what practices you need to change to reach the target.
[image: ]

Low Impact Commuting benefits:


Raise awareness with your team about the easy-to-use commuting log (sample pictured below) posted on SharePoint for commuters, drivers and passengers to use.
Commuting Log
Commuting Resources 

[image: C:\Users\jfl\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\QZAR5D7K\commuting tool snip.PNG]
	



Carpooling benefit:
$ to the driver AND passengers of a carpool. 
1 passenger: D-$2, P-$1
2 passengers: D-$6, P-$2
3 passengers: D-$10, P-$3
4+ passengers: D- $14, P- $4
uppervalleyrideshare.com


Bus:
The Current (drop off at HT)
Free tokens available for The Current




Green Car Benefit: 
$300 toward a purchase or lease of new or used vehicle with a Greener Cars (greenercars.org) rating of 48 or better


Other Commuting benefits:
$5/day for bike/walk commuters
Vanpool pilot from Claremont area, vans for all 3 shifts, $30/pay period
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Food Waste Improvement Project

Project Objective

| Accomplished Since Last Review

Problem Statement: Within CSR hosted

trainings and events, there is almost always
wasted food.

Objective: Reduce amount of wasted food.

Start: April 24, 2014 Complete: December 2014

* Decided to apply discount factor of 5% to all
catering orders (eg: For 20 attendees, order 19
servings)

* Decided to investigate attending café for
meals instead of catering, when applicable.

* Usable food should be placed in the
designated “free food” area immediately

Project Metrics

| Issues/ Needs/ Action Items

. At the end of each event, a CSR team
member will estimate the number of servings of
food that are leftover.

. This will be logged and tracked over 2014.

* Label “Free Food Area” at 21and 71

* Communicate Free Food Policy

* make standard work for catering

* make standard work for CSR Team

* Create tracking sheet for # of servings metric
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Team name

Associate work days SOV days non-SOV dayscomments

abc 21 21

abc 21 21

abc 21 10 11 carpools with Bob

abc 18 7 11 carpools with Jane

abc 18 17 1 Current bus

abc 21 21

abc 21 21

abc 21 4 17 Claremont vanpool

abc 20 20

abc 21 20 1 Current bus

abc 21 21

abc 21 21

abc 21 21

abc 20 20

Totals: 286 245 41

non SOV as % of total: 14%

the goal is this number is >=5%

estimate your team's commuting practices for a given month to estimate what % of your total 

commuting trips are done in SOV or non-SOV methods
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Commuting Log

Welcome to the new Hypertherm Commuting Log! Use the button below to add a new
view additional details about your commuting log o to edit submissions, click here.

To learn how to use the new log, click here for instructions.

Add a Commute

Associate Commute Date Commute Type

= Commute Type : carpool passenger (3)
® Chiocchio, Stacey 1/2/2014 carpool passenger
® Chiocchio, Stacey 1772014 carpool passenger
® Chiocchio, Stacey 1/6/2014 carpool passenger

commute to your log. To

Reimbursement Amount

$1.00
$1.00
$1.00
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With the baseline in place it points to where we need to create change to have real and positive impacts.  Note that the rows of this dashboard correspond to the size of our impacts.
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