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Getting the most out of the first meeting with your team will help set the momentum for the following months. You should get to know each other and the team's structure and agree on some initial tasks or monthly targets. 
This is not an exhaustive list, and you may want to edit this document to suit your own team before the meeting.
1. Introductions
· Get to know each other! Introduce yourselves and your roles at the University. 
· Share why you are participating in Green Impact and what you would like to get out of your participation this year.
· Let the team know your areas of interest or relevant expertise. This may help to shape what tasks you undertake and can make use of existing knowledge or identify skills you want to develop or improve on. 

2. Team structure
· Staff should outline the structure or function of the department. Having a good understanding of what the staff team does daily will help identify the relevant areas to focus on in the toolkit.
· Does your team work in multiple units or across multiple buildings? It may be worth deciding on whether Project Assistants are assigned to certain areas within the team.

3. Current sustainability performance
· What initiatives or practices are staff generally aware of, what good sustainability behaviours are already embedded?
· Go through the toolkit and determine what toolkit actions your team can already tick off.
· Are you aiming for a certain award level or certification (eg. Your team received a Silver Award last year and now you are working towards Bronze)? You can check what toolkit point values correspond to each award level on the toolkit’s ‘About’ page.

Key tips:
· Download the actions as an Excel spreadsheet and colour code your team’s current progress (eg. Green = DONE but you may need to collect and upload evidence to the toolkit, ORANGE = you aim to do this year and Red = the action is not relevant to your team or not within the scope of this year’s targets).
· Use the ‘star’ function to create a To-do list on your toolkit’s dashboard of the actions you want to complete this year or need to collect evidence for.

· Assign actions to certain team members, they will then see the actions they are responsible for on their dashboard.
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· Have a walking meeting in your team’s space to do an audit of your current sustainability performance (eg. you can do a Waste Audit using this template)

4. Levels of staff engagement
· Who are the current sustainability champions? Which areas of the team/department are engaged and proactive in the scheme? Who adheres to the procedures but is less engaged? Who is disengaged?
· What are the opportunities to increase active engagement? Would sustainability “lunch & learns”, competitions, regular communications or drop-ins get others involved?
Key tips:
· Host an introductory meeting or morning tea to introduce Green Impact to your department.
· This could be centered around a key date or event (eg. World Environment Day or Australia’s Biggest Morning Tea) to complete toolkit action UOM087. 

5. Initial tasks
· Complete the ‘Getting started’ actions at the meeting: UOM001, UOM002 and UOM003.
· Ensure that all Project Assistants are registered to your team on the toolkit.
· What initial tasks can be completed, by whom and by when?
· Could you conduct a baseline audit of the department to identify areas for improvement?
· Could you do a review of the toolkit actions to find quick wins?
· Can you be responsible for posters and other communications?
6. Roles and Responsibilities
· Who will be the main point of contact for Project Assistants?
· How do you want to distribute the work in your team?
· What tasks will Project Assistants be best placed to assist with?
Typical tasks of Project Assistants:
· Collecting evidence and uploading it to the toolkit. Is the team happy for certain members to take responsibility for toolkit management?
· Identifying actions that the team can complete through regular toolkit reviews.
· Alerting the team of any upcoming competitions (eg. the Green Impact Cup in July) and events where the team can complete toolkit actions.

7. Team expectations
· Read through the Team expectations and Project Assistant expectations documents.
· Determine how regularly you would like to meet (weekly to fortnightly is suggested) and whether this will be a mix of in-person and online engagements.
· Are there any ‘no-go’ time periods between now and the toolkit close in October for staff and students (eg. When coursework is due)?
· What are your preferred communication methods?
Key tips:
· Create a group chat. A Teams chat is suggested, and you can ask the Green Impact Officer (sustainable-campus@unimelb.edu.au) to create a private channel for your team as part of the Green Impact Teams channel.
· Project Assistants may like to exchange mobile numbers.

8. Next meeting/correspondence
· Plan your next meeting and action items. Do this at the end of each meeting!
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transformational change comes when we empower our community to
be a part of the change.

Through Green Impact, all staff, students and campus retailers are
provided with the framework and support to be more sustainable
while working or studying... to be change makers!

Getting started is as easy as exploring the toolkit and picking an action
that your team can complete.

EXPLORE THE TOOLKIT LEARN MORE
Starred Actions Y Assigned Actions ©

% UOMoO1 NO STATUS You currently have no assigned actions
to display.

Y UOMO003 NO STATUS
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Sustainability at Melbourne is governed by the University's By Bt
FORHEGONS

Sustainability Plan 2030. The Plan is a roadmap containing

targets and priorities that reflect the University's

commitment to shaping a sustainable planet and our

aspiration to become an exemplar of a sustainable

community. The Plan is aligned with the University's ten-

year institutional strategy, Advancing Melbourne.

All members of the team have read the Sustainability Plan
2030, available here. All Green Impact actions are aligned
with the Plan, so as a Green Impact participant, you are
contributing to the sustainability goals of the University.
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