EMD D3. Environmental Site Inspection Checklist & Internal Audit form

Purpose: to prevent environmental impacts, accidents or emergencies. Complete at each site.

	Name
	< insert >
	
	Date
	< insert >
	
	Dealer branch
	< insert >



Process: (i) walk around site; (ii) consider questions & respond objectively; (iii) note areas requiring correction; (iv) fill out Non-Conformity Form (Corrective Actions & Observations)
Key to symbols:	  legal requirement	  recommended practice	  caution

	1. FORECOURT / OUTSIDE AREAS
	 X
	GUIDANCE

	a
	Is the area clean & tidy? What triggers a clean up?

	
	 Follow ‘Process Guide to 5S Implementation’ & put up 5S posters as reminders.

	b
	Are there any oil or fuel leaks, spills and stains?
	
	 Identify the cause of spills. Do not wash spilled liquid into stormwater. 

	c
	Could illumination or noise from our site disturb neighbours?
	
	 If so, investigate how to control these to avoid complaints e.g. change angle of lights; put loud equipment (compressor etc) in a sound-insulated room.

	d
	Have I walked around the perimeter & areas previously overlooked? Are there any containers or rubbish?
	
	 Rubbish & hazardous liquid containers are often hidden behind walls or buildings. They can attract pests or leak.

	
	Other please add:
	
	

	2. OUTSIDE WASTE STORAGE AREA
	 X
	GUIDANCE

	a
	Is the area clean & tidy? Is the waste sorted/segregated? What triggers a clean up?
	
	 Clear signage for each type of waste helps keep the area organised & help staff segregate waste properly.

	b
	Are there any spills & stains around the waste storage area? What caused them? Are they leaking onto unsealed or cracked ground?
	
	 Look on the ground around & under the storage. Put absorbent material down to collect spills. Drain plastic containers fully before placing in the waste skip. Identify the cause of spill & review how to address it.

	c
	Are there stormwater drains nearby which could be contaminated by leaks from the waste storage?
	
	 If near a drain, move them to another location.

	c
	Are outside waste containers covered? 
	
	 This prevents rubbish blowing around your site or neighbouring properties, or contaminating stormwater.

	d
	Is the waste container overflowing or near to overflowing?
	
	 Contact your waste collection company. Don’t wait until its overflowing.

	e
	Are any hazardous wastes stored outside?

	
	 Store hazardous wastes undercover to prevent rainwater access or leaks to soil or stormdrains.

	f
	Are any hazardous materials (e.g. fluorescent tubes) or recyclables entering the waste skip? Who is doing this?
	
	 Segregate recyclable materials & dispose of hazardous materials safely via an approved contractor.

	g
	Are any materials destroyed by burning on site?
	
	 Recycle wastes or dispose of safely through an approved waste contractor.

	
	Other please add:
	
	

	3. SITE DRAINAGE - STORMWATER
	 X
	GUIDANCE

	a
	Do we have a site drainage plan? For each drain, do we know whether it goes to stormwater or tradewaste (sewer)?
	
	Knowing this helps with b. and c. 
 Stencils help remind staff which drains flow to stormwater

	b
	Where does our stormwater go to? Is it a nearby river? Do any staff or subcontractors dispose of chemicals or liquid detergents (etc) into stormwater drains?
	
	 Toxic cleaners & chemicals can harm fish & wildlife downstream of your site.
 Look for oil lining storm drains or stains at the mouth of drains. Properly dispose of liquids: take off site or put in OWS (depending on the toxicity).

	c
	Do staff pour oils, brake or radiator fluids or fuels down sinks or drains?
	
	 This is an offence & you can be prosecuted. Review your work instructions, staff training & signage.

	d
	Are all our stormwater drains working effectively? Is grit visible or an accumulation of leaves?
	
	 Ask your wastewater contractor to suck drains out when they next come to clean your OWS. Check drains annually before winter to avoid possible site flooding.

	e
	Is there a risk of stormwater entering the OWS system?
	
	 Stormwater should run to separate outside drains so the OWS isn’t overloaded.

	f
	Is there a stormwater drain in the workshop or hazmat storage area?
	
	 The risk from a spill can be effectively managed by placing a plug or pipe, as an up-stand lip, into the drain.

	
	Other please add:
	
	

	4. OWS – TRADEWASTE
	 X
	GUIDANCE

	a
	Do we have an OWS? Does it meet Council requirements? 
	
	This is a Toyota requirement. Your OWS must be in good condition & meet local bylaws.

	b
	Do we need/have a Trade Waste Consent (TWC)? When does our TWC expire?
	
	 Contact your Council to find out if you need a TWC. You should diarise its expiry date, and apply for a renewal at least 2 months before it lapses.

	c
	Do we know our local water quality standards? Are we within the TWC thresholds? How do we know? (see below)
	
	 You need to know your wastewater bylaw requirements. Contact your Council for a copy.

	
	Discharge volume: How do I calculate the quantity of water used in the OWS?

	
	 Calculate the daily discharge by either:
· If you have a wastewater meter, take readings on several days & work out an average daily discharge; 
· If your water bill shows total water use across the whole site, you will need to subtract the average water use per staff (60 litres/day), & approx. quantity of other water not entering the OWS; or
· Estimate the quantity of water used per car & multiply by the average number of cars washed a day. 

	
	pH: How do I calculate the pH in the OWS?
	
	 Your OWS cleaning contractor may record this for you. Repeat samples will give a representative indicator. Use cleaners with a working concentration of pH6-10.

	
	Sediment & suspended solids: How do I compare the sediment levels with the bylaw threshold?
	
	 Ask the service company that cleans out your separator to record the amount of sediment present. Estimate the average sediment load after several visits.

	
	Chemicals: Do we have MSDSs for all chemicals used in the washbay or drain into the OWS?
	
	 It is usually a requirement to provide these when applying for your TWC. Your supplier is legally required to provide MSDSs on request.

	
	Oils & greases:
	
	

	d
	Does all wastewater go into the separator and then into the OWS system? i.e. all washbay water? 
	
	 Do not dispose of wastewater into the sewer without it first passing through a OWS. Do not dispose of it directly into stormwater drains, rivers or soil.

	e
	Do all workshop spills & water drain into the w/w separator or into a blind sump?
	
	

	f
	Has the separator being inspected this month? Are we monitoring this regularly & filing records?
	
	 Empty your OWS at regular intervals to ensure it operates effectively. This will minimise the threat of overflow, contamination & risk of prosecution. Inspection & cleaning frequency depends on your separator capacity & number of vehicles/parts cleaned. Ask your contractor how much sludge is present – if low, you may be able to reduce the number of visits & save money.

	g
	Is the sludge regularly removed from our separator? Do we record each time it is inspected & cleaned out? Does the filter need to be cleaned or replaced?
	
	

	h
	Is the cleaning contractor licenced? Do they treat the wastewater sludge at an authorised waste processing plant?
	
	 You should use a Council approved contractor. They should complete a manifest docket, which you should file.

	i
	Is the final tank of the OWS free from oil? Does it need cleaning out now?
	
	 If no, the separator may need cleaning or isn’t operating properly. Correct urgently to avoid prosecution.

	j
	What cleaning products do we use to wash cars?
	
	 Traditional solvent degreasers make oil soluble (milky in appearance) & allow oil to pass through the separator. Ask your supplier for ‘quick break’ detergents which separate oil & water quickly after use.

	k
	Is the soapy water escaping from the washbay & into stormdrains or a nearby watercourse?
	
	 Look for an oil sheen outside the wash down area. To rectify, either wash cars in the yard with water only, or wash with detergents in the washbay. A bolt-on judder bar can contain washbay water.

	l
	Do we need/have a Backflow Prevention Device (BFPD) for our washbay?
	
	 Your Council decides if a BFPD is needed. Tell them what activities happen on site, & ask them if you need one. Get a written response (email).  If installed the Council should undertake annual testing by an Independently Qualified Person.

	m
	Do we have or need an in-line hose BFPD?
	
	 On properties without a Council BFPD requirement, an in-hose BFPD can protect the office water supply, see http://www.level.org.nz/water/water-supply/system-layout-and-pipework/backflow-prevention/ for info.

	
	Other please add:
	
	

	5. WORK SHOP
	 X
	GUIDANCE

	a
	Is the area tidy? Is the floor clean & free of spills? What triggers a clean up?
	
	 Follow Toyota'‘Process Guide to 5S Implementation’ & put up 5S posters as reminders. Do not wash spilled liquid into stormwater.

	b
	Is the floor cracked? Is it level & sealed?
	
	 Floor must be resistant to damage & easy to clean, to prevent soil contamination.

	c
	Are drip trays used whenever a liquid is drained from a vehicle? Do staff clean up spills immediately?
	
	 Identify the cause of spills. Rectify with training, 5Ss & reminder posters.


	d
	Does oil spilled in the work area go into a sump or the OWS?
	
	 As above.

	e
	How do we know the blind sumps aren’t leaking?

	
	 Check the level last thing in the evening & first thing the following morning. Look for cracks just after emptying the sump, then add water & look for air bubbles.

	f
	Is there odour, dust or prolonged periods of excessive noise coming from the workshop?
	
	 If so, investigate how these can be controlled to avoid complaints by neighbours or prosecution by the Council.

	g
	Is there adequate ventilation from vehicle exhausts?

	
	 Exhaust gases should be ducted outside for enclosed workshops.

	h
	Is there a fire extinguisher nearby? Is there a spill kit nearby?
	
	 Check the expiry date. Regularly check the contents of the spill kit.

	i
	Do we recover vehicle refrigerants (HFCs) (i) on site or (ii) outsourced to a workshop? For (i) is the gas quantity recorded? For (i) and (ii) do we have a copy of the technician’s Approved Fillers Test Certificate (AFTC)?
	
	These gases damage the atmosphere. It is a Toyota requirement to recover them using a qualified technician with an AFTC. For (i) keep a record for Council or TNZ review; for (ii) obtain a copy of their certificate as proof & ensure it hasn’t expired.

	j
	Where does the condensate from our air compressor drain to? Is it leaking?
	
	 The condensate is oily so it must go into trade waste or be collected by a waste contractor. As a short-term fix, collect it by placing the draining tube into a container & regularly emptying it into the OWS. Get the compressor fixed.

	k
	Do we regularly check storage containers, valves, seals & lines for leaks & corrosion?
	
	 Frequent checks can address potentially serious problems.

	l
	Do we have a paint workshop? Is the odour strong enough to irritate neighbours?
	
	 To avert a nuisance to neighbours. Stand downwind on the property boundary to see if there’s an odour. 

	
	Other please add:
	
	

	6. HAZARDOUS SUBSTANCE STORAGE
	 X
	GUIDANCE

	a
	Are all hazardous substances stored correctly (safely) for collection in designated areas? Does the storage shed have clear signage & ventilation?
	
	 Chemicals should be correctly stored with signage & labelling. The shed bund should be adequate to contain all chemicals inside. For a summary of key hazmat controls, see: http://www.worksafe.govt.nz/worksafe/information-guidance/all-guidance-items/hsno/hsno-guidance-pages/key-hsno-controls 

	b
	What else can we do to minimise spills? Are substances waiting for collection a potential?
	
	  Lay an impervious layer (e.g. rubber) on the storage shed floor; put drums in bunds to capture spills; place judder bars across doorways.

	c
	Do we have a hazardous substance register? Do we know and comply with the maximum threshold limits for each chemical? Is this checked regularly?
	
	 Keep & regularly check hazardous substance register. Include the threshold limit for each class of chemical & ensure limits are well known. If limits are exceeded, train approved handlers or obtain a location certificate.

	d
	Do we have a HSNO Location Test Certificate (LTC) for quantities above regulated limits? (e.g. +100kgs LPG; +50L  petrol; +5,000L oil; +500L white spirits or kerosene).
	
	 You need a LTC if you hold very flammable substances which exceed the statutory limit. A Test Certifier will need to visit your site to issue it.

	e
	Are staff aware of hazmat handling instructions & are they trained? Do they know where to access MSDSs, protective equipment & clothing? Do we have any substances that require an Approved Handler?
	
	  Inform staff of MSDS location & PPEs. An Approved Handler is certified to handle certain highly hazardous substances & can be obtained from Test Certifiers.
 A simplified version of the MSDS could be placed above chemical containers as quick reference for staff.

	f
	Are our MSDSs up-to-date?
	
	 MSDSs must be less than 5 years old. Suppliers are legally bound to provide.

	g
	Are hybrid vehicle batteries (HVBs) stored and packaged correctly?
	
	 Don’t store HVBs in wet locations (can cause short-circuit and ignition). When packaging HVBs, ensure (a) connecting parts & damaged wiring is insulated; (b) packaging does not interfere with power cables; (c) pull out the service plug clip; (d) don’t cut the high voltage orange cables; (e) avoid potential impacts that could damage the HVB; (f) don’t take HVB apart. All HVBs returned to TNZ for recycling.

	h
	Are oil & fuels kept separate from other liquid & solid wastes?
	
	 Avoid storing fuel near likely ignition sources. 
 Don’t store batteries or acids near fuels & oils.

	i
	How much petrol is stored on site? Are oil and fuel tanks bunded to capture any leaks?
	
	 Large tanks must be bunded to minimise the risk of a serious leak/spill. (Up to 50 litres of petrol can be held without a LTC). Chapter 2&3 for fuel guidelines: http://www.epa.govt.nz/Publications/COP32.pdf 

	j
	Is there any oil or fuel within the bund?
	
	 If so this may indicate a leak. Check the difference in the level last thing at night & first thing in morning, using the tank gauge or dipstick.

	k
	Is there any water or other liquid within the bund?
	
	 Liquid in the bund reduces its capacity & a large leak will overflow it. Protect the bund from the rain. Remove any oil before draining bund water.

	l
	Are there any spills from filling the tanks?
	
	 Clean up spills & leaks. If repeated spills, make it a condition of your contract with delivery agents that they take care, use funnels & spill trays when decanting.

	m
	Has the bund drainage tap/valve been left open?
	
	 An open tap makes the bund ineffective, so keep it closed.

	n
	Are there underground storage tanks? What evidence is there of regular checks for leaks? 
	
	 Check for leaks by comparing the difference in level last thing at night & first thing in the morning using the tank gauge or dipstick. Keep a record. This guidance can aid the on-going management of large tanks: www.epa.govt.nz/publications/cop13.pdf and underground tanks:www.epa.govt.nz/Publications/hsnocop-45-1draft.pdf 

	o
	Do we have a stationary container certificate for our underground storage tanks? When do they expire?
	
	 Diarise its expiry date, and apply for a renewal at least 2 months before it lapses.

	p
	Have we inspected the ‘sight glass’ on large storage tanks?
	
	 The sight glass is the weakest point of the tank, so check it during inspection.

	q
	Are gas cylinders at risk of falling over during earth tremors?
	
	 Secure cylinders to the wall with a bracket or chain to prevent damage or injury from a sudden release of gas.

	r
	Is there a fire extinguisher nearby? Is there a spill kit nearby?
	
	 Check the expiry date. Check the contents of the spill kit.

	
	Other please add:
	
	

	7. HAZARDOUS WASTES
	 X
	GUIDANCE

	a
	Toyota requires attention to these hazardous wastes:
i. Are old batteries stored undercover and on spill tray to capture any leaks?
ii. Are oil filters drained into a storage container for collection?
iii. Is waste oil re-used or stored for collection?
iv. Are tyres stored on site? Are they collected & removed for recycling?
v. Is coolant stored for collection by a waste contractor or discharged into the sewage system?
vi. Do we reuse our solvents or store for collection?
vii. What happens to airbags?
	
	 Provide clear instructions for these materials.
i. trays prevent acid/lead draining to stormdrains or soil.
ii. ideally drain whilst filter & oil is still hot to get more out. Store filters in a drum.
iii. waste contractors can take lubricating oil, transmission fluid, gear oil, motor oil, hydraulic oil, differential oil & power-steering fluid.
iv. do not dump tyres. Ensure they are collected.
v. If you can’t recycle then put into tradewaste. Do not put into stormwater drains.
vi. many waste companies can recycle solvents.
vii. undeployed airbags must be removed & detonated by a qualified technician before disposal.

	b
	Can we quickly address any battery acid spills?
	
	 Lime can neutralise spills on the ground. The close proximity of a tap to where batteries are handled will provide sufficient water to treat acid burns on staff. 

	c
	Do we drain as much liquid (oil, solvents, coolant etc) as we can from plastic containers?
	
	 What you put in your skip goes to landfill so ensure containers are properly drained & don’t contain any remains of hazardous liquids.  LLC bottles should be rinsed out twice with water (rinsed water can then be placed into OWS.

	d
	Are used oily rags collected by our waste oil collector?
	
	 Many contractors also pick up oily rags, which keeps oil out of landfill.

	e
	Are used oily rags stored in a metal container with a fitted lid?
	
	 Oily rags can spontaneously combust. A metal container & lid starves a potential fire of oxygen.

	f
	Are the waste liquid tanks over 80% full?
	
	 If yes, ask the waste collection agent to come & collect.

	g
	Is each hazardous waste (above) collected by a reputable contractor? Can they provide permits & written assurance of their recycling/ disposal activities?
	
	 Collectors of liquid wastes should be accredited under the Liquid & Hazardous Waste Code of Practice (a best practice standard for the industry).

	h
	Is there a fire extinguisher nearby? Is there a spill kit nearby?
	
	 Check the expiry date. Check the contents of the spill kit - see Bronze template 14.

	
	Other please add:
	
	

	8. WHOLE SITE
	 X
	GUIDANCE

	a
	Do we know what refrigerants are in our building air conditioning system(s)? Do we have evidence of regular maintenance by a certified a/c service contractor?
	
	 Ask your a/c service contractor to confirm (by email) the refrigerant type. Keep a copy. Keep records of the quantity of additions.

	b
	Do we have a large boiler? Are the emissions below the Regional Air Plan (RAP) threshold?
	
	 If yes, review the emission limits for boilers under your Council’s RAP. Ask the service contractor to confirm the boiler emission discharge.

	c
	Are the ‘Environmental Policy’ commitments being observed across the whole site (all departments)?
	
	 If not, communicate requirements to staff & managers, & simple ways to support it.

	
	Other please add:
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