Guidelines for Developing 

Administration Sustainability Action Plans


Background

This document is intended to assist agency personnel develop their sustainability action plans as required by Administrative Policy 14.19, Sustainability in DSHS Workplaces.

Each administration is required to develop an action plan that identifies specific goals that link to objectives contained in the DSHS Sustainability Plan.  Each administration is also required to submit an annual report documenting progress towards meeting the goals contained in their action plan by August 1, of each year to the DSHS Sustainability Team.  

Instructions/Guidelines

You may decide to assign responsibility of completing action plans at the administration, division, or individual location level within your administration.  Here are some ideas for approaching the development of your action plans: 

· Form a team or committee from decision-making areas

· Review Executive Orders 02-03, 04-01, and 04-06

· Review DSHS Sustainability Plan and Annual Progress Report

· Review your administration’s results in the 2004 DSHS Sustainability Practices Survey

· Determine which objectives in the DSHS Sustainability Plan apply to your administration/division/location.  The attached Sustainability Action Plan Template identifies which administration each objective applies to.

· Identify other objectives that your administration/division/location may already be working on.

· For each objective:

· Determine the goal for that objective;

· Determine what will be measured to determine progress towards the goal;

· Identify Action steps and strategies to meet the goal;

· Be prepared to track successes (what worked) and challenges (what didn’t work). 

Milestones for 2005

January
Form team, begin awareness

April 

Determine objectives, what to measure, action steps, strategies

July 

Baseline data

August

Report

Example

The following is an example of how a completed action plan for Objective Four – Reduce Paper Consumption might look. 

A. Goal?

Administration X will reduce paper consumption by 10%. 

B. What will be measured?

Paper reduction will be measured by comparing current fiscal year paper usage to the previous year paper usage.  Data will be compared using purchasing documents showing the amount of paper purchased for each fiscal year.

C. Action steps and strategies necessary to meet the goal?

1. Discuss with administration IT staff to ensure double-sided printers are consider in future IT purchases.

2. Develop an education program to train staff on how to print double sided, stress the use of double sided coping at all times, and using electronic storage of e-mails rather than printing.

3. Form a workgroup to look at developing electronic applications that eliminate the need to create paper documents.
D. What were the successes?

Will be reported in the annual report.

E. What were the challenges?

Will be reported in the annual report.

See the attached template listing each of the 15 objectives contained in the DSHS Sustainability Plan.

Resources

Executive Order 02-03, 04-01, and 04-06
DSHS Sustainability Plan and Annual Progress Report
Administrative Policy 14.19, Sustainability in DSHS Workplaces
Current Sustainability Practices Survey


Sustainable DSHS website
Office of Financial Management’s Sustainable Washington website

DSHS Sustainability Team
DSHS Sustainability Team Co-chairs:

Nancy Deakins, MSA, Lands & Buildings Division, (360) 902-8161, deakink@dshs.wa.gov Judy Johnson, MSA, Lands & Buildings Division, (360) 902-7593, johnsonJM3@dshs.wa.gov 

Jim Schnellman, MSA, Administrative Services Division, (360) 664-6101, schejm@dshs.wa.gov 
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