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Contact:
Syndee Yap Sio Hoon

Eco-Office Policies

! I --z o ECO Oﬂice Portal [TTTeend  Eco-Office Programme Document (Rev 01)

CETTeend  Eco-Office Recommended Practices
Posters

Project Brief Keppel Land - Go Green Poster 1
Project Eco-Office is a joint initiative between Singapore Environment Council (SEC) and City Developments Limited
(CDL}) and was launched on 5th June 2002 to mark World Environment Day. The first phase of this on-going programme
invalved the distribution of ECO-Office Kits, which contained materials to help companies raise awareness and cultivate
environment-friendly habits within the workplace. To date over 800 kits have been distributed to offices nationwide.

The second phase of Project: Eco-Office was launched during Clean and Green Week Movember 2003 and aimed to
further the interest and effectiveness of the programme by developing a website to allow ease and low cost dissemination
of awareness materials. Keppel Land - Go Green Poster 2
One of the key programmes associated with the second phase of Project: Eco-Office is the On-Line Eco-Office Rating
System which enables offices to perform a self-audit based on simple metrics, such as corporate environmental policy
and commitment, purchasing practise, waste minimisation measures, level of recycling, amongst other variables. Offices
will be able to gauge their performance over time and the Eco-Office Rating System also forms the basis on which offices
that rate well enough can apply for a Green Office Label.

Project Objectives

UsE Keppel Land - Go Green Poster 3
s To bring the environmental message to offices in Singapore by incorporating environmental practices into the daily lives = 1L
of office workers.

s To inspire and educate management and non-management staff to do their part to preserve the environment.
s To ensure that the environmental alternatives are easy. convenient and cost-effective for office staff to implement. ( p ;

e To promote the principles and practices of office environmental responsibility, through sharing of knowledge and
EXpETience.

. . . - . . . S
e To provide an effective benchmarking tool to facilitate development of a continual improvement cycle for office "greening’. = L
s To identify areas of environmental initiative in greatest need of improvement.

SHAREPOINT CONFERENCE
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=
rise Risk Management
is an organized, holistic and systematic approach towards the management of risks.
o 7700 S [ ——
e M) s cLLTURE SURVEY - RESLLT
4° Real Estate
&"- Financial Accident/Incident Reporting
4 - Human Resources
&% Investmeant In the event of a workplace accident or incident, internal communication is vital to
. : the effective management of press and investor relations. KLL's accident/Incident
il Reg!.claloty and Political ref»ortlng procedure describes the reporting of any accident or significant incident to keep
& - Capital Allocation relevant parties informed and to prepare for necessary actions.
&7 Business Continuily
&+ Changing Consumer Demands The relevant reporting forms can be accessed here:
& Project Management

[+ ] Acddent Reporting Template
B  Incdent Reporting Template
- Acddent Inadent Reporting Procedure - Revision No 2

Business Continuity Management

A holistic management process that identifies potential
impacts which threatens an organization and provides a
framework for building resilience and the capabllity for an
effective response that safeguards the interests of its key
stakeholders, reputation, brand and value creating activities.

Adapted from 55 540:2008 Singapore Standard for Business Continuity Management,
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Keppel Satety
Coavention 200%
e

“‘. WORK SAf(lV‘

Welcome to. Occupatlonal
Health & -Safety Website

Safety Starts With Me, Together We Care!

To be an organization with a safety culture that
inspires and motivates employees to care for self
and others to achieve a zero harm work place

— 55
strategic > <O S— B 7o

3 TRAINING ~ Equip managers & employees with safety & health knowledge A
4. REWARDS & RECOGNITION - Honor employees & contractors for sofety excellence With Me

Together We Core

|Strategic v Reduction In Occupational Injury Rates
: v Renowned for Best-In-Class Safety & Health Practices
Outcomes Safety & Health is an Integral part of Business
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« Environment Vision, Policy, Objectives
« Environment Management Committee
« Green Building Rating System

« ISO 14000

« Eco-Office Portal

« Sustainability Reporting

« Events & Activities

« Green Tip of the Week

« Environmental News

o Useful Links

« KLL Green Resource Library
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EXECUTION

A Stage 1 Planning: Starting small but with an
identified pilot enders

A Established a roadmap

APrioritized systems and
developed

Aldentified SPS portal features and map its possible |
with current operational processes

A Conducted detailed requirements study where requi
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EXECUTION

A Stage 2 Development: Rapid prototyping witt
emphasis on a pleasing Ul

A ldentified ihouse team comprising ofuseds (eventuall
becomingdmingor each sub site), IT Project Lead, w
designer, web developer

A Developed prototypes with extensive emphasis on L
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KILLER APPS

re'Values:

————

Corporate Info
& Core Values

Business Units
& Projects

v Al Site Content

> %ﬁ‘m Safety KPI 2010 - Office Safety

Corpacate Wl

Busness Systens A MOS

Customer Relationship Management Systems

Mhlul

AOH
FEACH 5 an coling portal that alows users to update ther datadase of contacts,and
to fle "contact reports®

Finance Systems

A Bu Srfomance Managemant softwarg that enibles Keppel Land and Keppel
Corp to translate strateges nto plars, morstor execubon, and pronde naght to
wprowve both $nanodd and cperativnd performance

Your source for Enterp Rk Maragemant materal. Gudelnes, tranng, reports and
abvdes are avalabke here 35 3 resource to support your efforts to anbopate new

resks, and nanape ensbing reks

Investment Systems

ystem

A system that tracks the deals information for AP department

Legong S
o that tracks rwestor information for AP department

wrcial Prope 3 Asset M3 t System
COMPASS or Commeroal Property and Asset Managenent System prondes an
Ntegrated an GMated Processes for Markatng, property Ranagemant and akset

Marketing Systems

s f

Sales & Marketng Systen

A Ly wab-Dased system that fachitates Marketing Dapt to manage the entire saks
process from reservation to legal completon. Alows Fnance Dept to generate

v #5 0d morstor payments from Buyers. Provdes the most up- to-date saks
status of each projgect for Management

Project Systems

OQressnve paymants ralated to 3 particular project.

Defe NIPNL & Handover Systen

A system that facitates management of defects and handing over of urits to buyers

Pro
A system th
B50ed 0N an 3d-hoc request bass

i
PRONPT
PRONPT alows for mtogratng and automating of pro 23k montorng and

reporting. It ams to facktate better communcation of work schedubes thus mgroving
efficency, kadng to cost savings

AR
Non Confdormancs Reportng System
The Non formance Reportng System (NCRS) 13 3 web based system that alows §
thi recordng of non Conformancs records and which sesks to standardize NCR ssos

reporting across al Intermatonal P

ts which can be

SHAREPOINT CONFERENCE




EXECUTION

A Stage 3 Training & Communication: Conduct
staff

A Conducted pilot runs and implemented progressivel;

A Multiple training sessions for all departments and vé
employee road shows was planned

A Created branding and emphasized on the benefits ¢
employee centric portal by sharing previous portal s
rollout stories

A Communicated through internal newsletters and anr
publications
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BRANDING

KOﬂﬂOCt Knowled ge Portal for Kepp—e( Grouwp
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Keppel Land Limited

K2Portal facilitates
knowledge exchange

VA ren the por

Human Resources and Community Relations

Pre——
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The B2E portal is rich in features such as the et 200 CRPINGS 10 ot propocal and g apee
Separtments and o

et Leave Management System, Facilities -
Telephone Directory, otc. The online Loave arkicanam gt reea e - s
nent System will allow staff 1o view thelr past

Business-to-Employee ool eI el

s foature eliminates paper processes and the

(B2E) Portal - extracted =~~~

s can aho access company-related 2
. o Cversns o

from Annual Report [ il B . e

37 W be Garheced wt cee ute

Jersonal particulans, and book company

3 such as meeting rooms and IT equipment
——

Including notebooks and projecton.,

Plars 1o roll out employee sell-service functions are in
the pipeline, and will be implomented In phases. This
will reduce the traditional MR related administrative

paperwork

Reglonal Manpower Distribution
A company-wide training program on the B21 portal

has been conducted for all 350 stalf, Spearheaded by

the IT and HR departments, 25 two-hourly Wraining
sesom, compriting demonitration, with additional
hands.on training for department secretarieos were 23 oot cgeee aresbe .'M:... .

Torten e weam e
ew goopect ¢
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