S
Tech Need Est

auigill ulalinl Auwiwgo

Employee

Handbook for Sustainability

—2024-2025
o i W b B gatl Juts

Tech Need For Industrial Materials
ducluallolgalanall Olbolislé 5o

www.techneedsa.com







TABLE OF

CONTENTS
JbgiaadlJgao

duolyiu bl S
1. Introduction ’ doaondl |
- Purpose of the Handbook 07-05 JuUadl wooe -
- Our Commitment to Sustainability dw i U Uoljdl -
2. Sustainability Goals and Objectives auolxibwdl wulellg whell 1
- Environmental Goals — duudl LO'.).@.U[ -
- Social Responsibility Goals duclois Ul dgguuall woliel -
- Economic Goals aslndoll wliell -
3. Sustainability Policies and Practices duoladw Ul Sl jlowadlg ol buud ! 2
- Energy Conservation daolndl Lle blanJl -
- Waste Management 10-08 Sladl oyl] -
- Water Conservation olall (e hlon]l -
- Sustainable Procurement dwoladuuod | Wb puduod! -

- Green Office Practices clpazdl wddodl Ulwjlow -
4. Employee Responsibilities JLohaoll wldgduuo €
- Daily Practices 10-10 duoqul! il load! -

- Volunteering and Community Involvement dueodanll d5jliunllg cobol -

5. Training and Education odoilg wyjadl .o
- Sustainability Training Programs 11-11 dolxiw Ul Gle eyl 2ol -

- Continuous Learning Resources ojoduuodl adell yylgo -
6. Sustainability Initiatives duo i dl alyslwadln
- Ongoing Projects 13-11 dyyladl eyyldod! -

- Future Plans dduoiuadl ninaJl -

7. Monitoring and Reporting lallg duodlpadl Vv
- Performance Tracking 15-13 el QU -

- Reporting Procedures el Dlelo] -

8. Recognition and Rewards SloBollg wlpicdl* A
- Employee Recognition Programs 16-15 JalhaadU wlpc B‘OUJ- -

- Incentive Programs Jolg2Jl 2ol -
9. Feedback and Continuous Improvement Joduuod! Juuualg deslgl awdeill 9
- Feedback Mechanisms 24-16 deslyl el oWl -

- Suggestions for Improvement (udd wblyiol -
10. Appendices GoUoadl I
- Glossary of Terms 26-24 Jbdlbuonll oo -

- Additional Resources duoln] y)lgo -

h

Tech Need Est

Gridill wlalinl Guindo




Tech Need Est




Introduction
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Purpose of the Handbook

This handbook is designed to guide employees in adopting
and promoting sustainable practices within the company. It
outlines our sustainability goals, policies, and the role each
employee plays in achieving these goals.
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Our Commitment
to Sustainability

At Tech Need Est, we are committed to creating a sustainable
future. We strive to reduce our environmental impact,
support our community, and operate economically
responsibly.
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Sustainability Goals and Objectives

duolaiw Ul Guledlg Wlae Ul

Social Responsibility Goals
duclais UldUgguinll Wl

Economic Goals
dslais Ul olae Ul

Implement cost-saving measures through efficient
resource use

« Support local communities through
volunteer work and charitable donations.
Ensure a diverse and inclusive workplace.

Fosterinnovation in sustainable products and services Promote employee well-being and health

Ensure long-term financial stability

Sjlgol Jleall phAilwl JUs (o GBI og) Olelo] 346l - U5 0 Eglanll Sleninoll g
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e Environmental Goals dudlolro Ul
Reduce greenhouse gas emissions by 20% over the next fiveyears.  JU5 7 duswdy ol ljledl oUled! Julés
Increase the use of renewable energy sources to 50% by 2025. dosla)l oAl Glgiud

+ Achieve zero waste to landfill by 2030. T ple Jalou bl JIabldi 0o Guon
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Sustainability Policies and Practices

Energy Conservation

- Turn off lights, computers, and other electronic devices when not in use.

- Use energy-efficient lighting and appliances.
- Implement and support remote work to reduce commuting emissions.

e —

||/ Waste Management

- Reduce, reuse, and recycle materials whenever possible.
- Properly dispose of hazardous materials.
- Encourage paperless operations and digital communication.
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Water Conservation

- Fix leaks promptly and report any water waste.
-Use water-efficient fixtures and appliances.
- Promote water-saving practices in daily operations

Green Office Practices
JuoS Ul bl Sl loo

- Use sustainable office supplies (e.g., recycled paper, non-toxic
cleaning products).

- Encourage carpooling, cycling, and public transportation.

- Implement green building standards in office renovations and
construction.
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Sustainable Procurement
&DI . IICJL.j . oo II

- Source materials and products from sustainable and ethical
suppliers.

- Prefer products with minimal packaging and those made
from recycled materials.

- Support local suppliers to reduce transportation emissions.
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Employee Responsibilities
b hgollllgguuno

Daily Practices duogul Sy ool
-Follow the company’s sustainability policies and procedures. A5pb duo Bl dolaiw Ul Olelpolg Sluwluw Uil -

-Be mindful of resource use (e.g, water, energy, materials). .(5lg-oJlg d8UnJlg clall Jio) ylg-all pladiwy ail -
-Participate in company-wide sustainability initiatives. &5l sgiuo Gle dolbiwdl Uhslo 6 dsjlduod! -
Volunteering and Community a5liuadlg egbl Jooll
Involvement dueoiool

- Engage in volunteer opportunities organized by the company. a5l laeladi Ul dueg bl yoyoll 6 dsylwall -
-Contribute to local sustainability projects and events. Alaodl dobiwdl Gldlesg gyluio o doslusall-
-Share knowledge and practices with the community gaizoll go Glwjloollg dopeoll d5liivo-
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Training and Education
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Training and Education

dolaiw Ul Lle gl polp

Sustainability Training Programs
- Mandatory sustainability training for all new employees.
- Regular workshops and seminars on sustainability topics.

L]l guehgoll gros] dolbiwdl Jle ol U eyl
Aol leguogo Jgo dadhiio lgaig Joe jujg-

Continuous Learning Resources . ol Ul

Access to online courses and resources on sustain  dolxiwl Lle cugiill Lle yjlgadlg gl QI Jguog)l
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Implementation Plan for Sustainability Handbook
dolaiw Ul > aubii dn?
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Introduction doao0Jl

Implementing the Sustainability Handbook involves aseries  JI doslall &lgn2dl oo dlouuduu widdndy dolsdiiw Ul Juds duoil
of steps aimed at embedding sustainable practices into the 0o a_xogJ 450l d6LeT -6 doladuodl Gluujloodl gy
company culture. This action plan outlines the key activities,  _iojl Jga2Jlg .dgguuwall wlpnillg dyuuyl dodiil dnsll
responsible parties, and timeline for each step. 6905 J4J
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S . Action Plan with Timeline
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Phase 1: Preparation (Month 1-2)
(r-1 o) Jusadl :1dds rodl

)

Form a Sustainability Committee dwlxiw Uldind Jusuid
@ HR Department Week
dy gl 5glgodl s £gw il

a team with representatives from different departments to oversee the implementation
Sgbillagoe ol Gl pluB I Aliso o cuuli Sy G e

Develop Detailed Sustainability Goals &tiua.0ildolaiw Ul Wlaoi yginj
Sustainability Committee ‘ Week4-2
@ dolaius Uldin @ 42gguull

Define specific, measurable goals based on the handbook’s objectives.
JWalwlei e £l qulsl duldg 63320 Wlasl 3y

S
é

/

@

Allocate Resources and Budget dwiljioJlgajlgoll younsi

Sustainability Committee ‘ Week 4-3
aJlaJl ouud € g Il

Secure necessary funding and resources for sustainability initiatives
duolaiw ! lpslal) dojill sylgadlg Jsgodl (ol

N\
-

Create an Internal Communication Plan a5l Juadildlns cliu]

Communications Team Week 4

SULaIUI Gupb €gquwil

Develop a strategy for communicating the handbook and its importance to all employees.
Juebgoligrantdirosig Juul Juogl dn il yglng
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Phase 2: Initial Implementation (Month 3-4)

(& youidl) JgUl Aol :rdloall

s

Launch the Sustainability Handbook dolaiw Ul Jus gubl|
Sustainability Committee 5 Week
dolxilwdldin) 0 g il

Distribute the handbook to all employees through digital and physical copies
deguinog duod) duui JUS go guabgall eros (e Jul gujgi

-
\%

Conduct Training Sessions duwjsj Gludsadce
HR Department 8-5 Week
@ dy i sylgall ouud Ao ggu Bl

Organize mandatory training for all employees to understand the sustainability practices
duolriluw Ul Slwgloodl 006) ue hgoll e ol ] eyl oulA

\%

)

[ Set Up Feedback Mechanismsdos|glduieil islacl

@ HR Department 6 Week
dypudiosylgall oo Tgguw Ul

@ Implement anonymous suggestion boxes and regular surveys for employee feedback
Juabhgall alas .LLogo.’:J dohiio SUiwlgdugalldgano GbILSI Gsluo ua il

-
\%

)@

Initiate Quick Wins d.eJpw ljslo cou

@ Facilities Management 8-6 Week
@olpallo)ls] M gguw i
Start with easy-to-implement actions like setting up recycling bins, switching to energy-efficient

lighting, and promoting water conservation practices
d8UnW 65690 6cldI I Jusuilg ugail dslel @usluo wusyi Jio o il ddeuw Olelpsl el
oleadl LLe Blasdl Gluwyloo grauig.
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Phase 3: Full Implementation (Month 5-8)
(A-030.0Jl) JolJl 3uaill :Pals poll

-

Launch the Sustainability Handbook dolaiw Ul Jus bl
Sustainability Committee 5 Week
dolalwdldin] ogguw il

Distribute the handbook to all employees through digital and physical copies
deguhogdund) puu JUS go Jrabgall eras Gle Ul gijgi

J

\%

J

Conduct Training Sessions duwjsj Gludsabe
HR Department 8-5 Week
@ dy il 3ylgoJl puud Moggrwill

Organize mandatory training for all employees to understand the sustainability practices
duolhluw Ul Slwgloodl po6) Juabgadl e ol cuysi oulA il

\%

)@

( Set Up Feedback Mechanismsges|gldaioil Gislacl

@ HR Department 6 Week
aypaudlyylgall auud TEWJ‘JI

@ Implement anonymous suggestion boxes and regular surveys for employee feedback
Juabhgall alss .LLog_o:;J dohiio SUliuwlgdgalldgano GbILISI Gssluo 3ua il

\%

Initiate Quick Wins deJjuw Gljslo ey

Facilities Management 8-6 Week
Golpadl §)lol M ggrw il

Start with easy-to-implement actions like setting up recycling bins, switching to energy-efficient
lighting, and promoting water conservation practices

48Unl 83690 6cLD] JI Jyaulg yugaidl 8lel Gustio wus i Jio Suaiil ddeuw Slelob cadl

oleal LLe Blasdl Gluwyloo graddg.
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Phase 4: Continuous Improvement (Ongoing)

f ) obuuod | Guuuuea | :edds poJl

s

Launch the Sustainability Handbook dolaiw Ul Jus bl
Sustainability Committee 5 Week
dwolxilw Uldin) ogguw il

Distribute the handbook to all employees through digital and physical copies
deguhogdund) duuw JUS go Jraibgall eras Gle JuJl gyjgi

-

\%

Conduct Training Sessions duwjaj Gludsadce

HR Department

. i @ 8-5 Week
@ dypudlyylgoll oo Mo gguw Il

Organize mandatory training for all employees to understand the sustainability practices
duo i Ul Sl lood] pod) (ua bgodl @) ol eyl oulA il

J

\%

/ Set Up Feedback Mechanismsd.osiyldyieil olislacl

@ HR Department 6 Week
aypudlyylgodl ouud TEWBI

@ Implement anonymous suggestion boxes and regular surveys for employee feedback
Juabhgoll alss .LLDg_ngJ dohiio Slliuwlgdgalldgano Gb 6] Gssluo 3ua il

g

\%

@

Initiate Quick Wins deJjpuw Glpylo ey
Facilities Management 8-6 Week
Golpodl 8l M gl il

lighting, and promoting water conservation practices

\_

Start with easy-to-implement actions like setting up recycling bins, switching to energy-efficient

&8 Unl 61690 8eA] U1 Juaxillg uugaill 8slel Gatuo sy Jio aubiildloww Slelsl cadl
oleodl (e Blasdl Gluwyloo giauddg.
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Sustainability Key Performance indicators

dLo | W duuus Jl e b Ul Olaugo

Energy Consumption 5 UnJl o]

-EAPI t l.\/lo_:ttsl)l/ EnergyConT(L\ch:]ptlon . syouil &sUnll ilaiuwl KPI-
_T ¢ n::Roda energy use )pir mEan/ e (deluw bblgg ud) ddUadl plaxdiwl (ool :gpio -
- Target : Reduce energy consumption by 10% over 03801 oLl U5 71 fanly dbUnJI iladenl GA8S : Baall -
the next year

IO : ulidl 185 -
- Measurement Frequency : Monthly i wliallhas

Waste M o
aste Management SLlaul o)l

- KPI': Waste Reduction

- Metric : Total waste generated (Ibs or kg) per month
- Target : Reduce waste by 15% over the next year

- Measurement Frequency : Monthly

aylail go 3ol gl el ubgo-
el (025 of o) 425wl Sl o] xspio-
Judall plell Jus 7o duuiy GULBUI Julé) oaell -
o s ol hsi-

Recycling Rate H9aUléslel Jaoo

- KPI: Recycling Efficiency 19l 85l 6clas :KPI-

- Metric : Percentage of waste recycled wpgaisleodl Shlall duuw :yulaodl-
- Target : Increase recycling rate to 50% over the next year Juoodl olell Jus 7o Jl ppgalll ésle| Jaoo 65 osadl -
- Measurement Frequency : Monthly S - gl lyad -

Water Consumption olaJl ¢ Ueiuwl

- KPI': Water Usage olwodl ol il e Ul juiugo-
- Metric : Total water consumption (gallons or liters) per month Lpad (U gf ggJb) oluodl Juaiwl Aol gpdo -
- Target : Reduce water usage by 10% over the next year ool plell Jub 7.1 duwuy olwadl plodiuwl Juldi - woaall -
- Measurement Frequency : Monthly SO = gl a5 -
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Paper Usage Gl plas Ll

- KPI': Paper Reduction

- Metric : Total paper used (reams or sheets) per month o N ) a9l d*LQJKPI
- Target : Reduce paper usage by 20% over the next year L’J‘m” (o 9' PJJ?.P-‘W' K9J9.J|“QL°-'?1 U“L“m“ -
- Measurement Frequency : Monthly Juaoll plell JUS 7 duuh gl pladtwl Julaix bamll-

GJOu s gl 1ys5 -

. a-DI .. I . lJ .. oo I
Sustainable Procurement ol O e

PSS el uuipl e pigo -

- KPI: Green Purchasing ol dul ddusundl Oladioll dugiod! dwd! :guloll -

- Metric : Percentage of eco-friendly or sustainable products gl 0i LUl dolxiunall
purchased Juoodl olell Jub 7. J] 65Uj - Lorall -

- Target : Increase to 30% over the next year S ) - guldl s -

- Measurement Frequency : Quarterly

Employee Participation
(Lo hgollds Lo

duiudl 2oldl 6 a5y Liaall KPI -
ol Ul Slplo 6 sy liall Judbgall duus :gulb ol -
duiudl 2ol 6 785 Lo (G162 : oaadl-

sustainability initiatives Lgiow : bl 83 -
- Target : Achieve 80% participation in environmental

programs
- Measurement Frequency : Annually

- KPI: Engagement in Environmental Programs
- Metric : Percentage of employees participating in

m Tech Need Est
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Energy Consumption

- Action : Conduct an energy audit and identify areas to

Energy Consumption

s JUo

reduce energy use (e.g., switching to LED lighting,
turning off equipment when not in use)

- Timeline : Audit within the next ¥ months, implement

changes over the following 1 months

- Responsible : Facilities Manager

Waste Management

- Action : Implement a waste reduction program (e.g.,
reduce single-use plastics, compost organic waste)

- Timeline : Program rollout in  months

- Responsible : Office Manager

Recycling Rate

- Action : Set up recycling bins and educate
employees on proper recycling practices

- Timeline : Within the next month

- Responsible : Sustainability Coordinator

Water Consumption

- Action : Install water-saving fixtures and promote
water conservation habits
- Timeline : Changes within € months

- Responsible : Facilities Manager

m
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Paper Usage Q! plhaiwl

-Action : Promote digital documents and
double-sided printing

- Timeline : Immediately, with ongoing promotion

- Responsible : IT and Administrative Staff

Juasgll Lle delundlg dwnd Pl claiiuod| jjei sl -
ool 2ugiill 20690 Lol JganJi-
Gyl guabgallg Glogle ol uoglgiss : Jgguuodl-

Sustainable Procurement ol Ut

- Action : Review and update procurement policies
to prioritize sustainable products

) elddl Slwlbuw Cyanig deslyo el l-
dolaiuuod! csladindlcslglgl

ol P JuS G| deolpo :iofl JgaaJl -
joduuiodraillg

- Responsible : Procurement Manager Syl o - Jgduuod]-

-Timeline: Policy review within 3 months,
implementation ongoing

Employee Participation 6 g oIS Lo
dolbiwdl Gldledg Joe g puhii: Joell -
Judall yeuidl g Guldubodll Sl Dl ol Jganl-
ol g ! lgall §ux6 - Jgduuall -

- Action : Organize sustainability workshops and events
- Timeline : Quarterly events starting next month
- Responsible : HR and Sustainability Team
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Conclusion

Implementing the Sustainability Handbook is a
dynamic and continuous process. By following this
action plan and timeline, [Your Company] can
effectively integrate sustainable practices into daily

U0 poduog dusoliys dydac dobdw Ul s 3uel jie)
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