EMD G1. KAIZEN PROJECT MANAGEMENT REVIEW SUMMARY
 
	Reviewer: 
	
	Review date:
	
	Review frequency: Quarterly




	INTRODUCTION:
	HOW TO USE THIS DOCUMENT:
	DEFINITIONS:
	COLOUR KEY:

	[image: ]Effective kaizen projects are dependent on: 

· setting clear objectives and targets 
· implementing actions
· reviewing their success (& addressing any weaknesses).

These flow on from your Environmental Policy: Envt PolicyObjectivesTargetsActionsReview
	1. Confirm/amend OBJECTIVES & TARGETS. Decide responsibilities (WHO) & how often (WHEN) checks will take place.
2. Review quarterly for each site: what is working well or not well in order for you to meet your objectives/targets (e.g. site inspections reports, actions implemented, data performance measures). 
3. Note down status and colour code review items according to urgency/completion.
4. Use this A3 as a management tool: to present a quick summary of project status at internal meetings.
5. Put this on noticeboards so staff can see clearly how they fit into the overall plan. 
6. File documents for future reference & review by enviro-mark auditor.
	Environment Policy Commitments
	Your stated public commitment displayed on the Policy in your dealership (enviro-mark Silver requirement)
	

	URGENT

	
	
	Objective
	The issue you need to address or outcome you want to achieve (your overall goal) to meet your Environmental Policy Commitment. 
	

	INCOMPLETE

	
	
	Target
	This is the specific performance activity and measure to fulfil each objective. Targets should have a timeframe for being achieved.
	

	COMPLETED / ON TRACK


Kaizen projects can provide a number of benefits e.g. improved efficiencies, money saving on utilities, reduced operational risk, compliance issues and complaints, and strengthened reputation as a responsible company amongst stakeholders.

																										DEALER SITE: 
	ENVIRONMENTAL POLICY COMMITMENTS
	OBJECTIVE
(overall improvement goal)
	TARGET
(detailed performance requirement based on the objective, and quantified wherever possible)
	ACTION PLANS
	WHO
Lead or 
co-ordinator
	WHEN
	
	REVIEW OF ACTIVITY

	
	
	
	
	
	
	
	Q1
Have you set credible targets and actions?
	Q2
Are you on track to achieve your target?
	Q3
Are you on track to achieve your target?
	Q4
Did you meet your EoY target & objective? What was achieved?

	We sell vehicles designed using ‘life cycle analysis’ which minimises their environmental impacts during production, use on the road & eventual disposal.

	Hazardous wastes collection/recycling point for: 
· oils, fuels, oil filters, coolant, solvents
· air bags & batteries
· car panels & parts
· tyres
	Hazardous waste collection & separation by type
	EMD G2e
EMD D3.
	Service team
	Monthly checks
	
	

	
	
	

	· 
	
	Record company & contact details for each waste
	
	Site Envt champ
	Review quarterly
	
	

	
	
	

	· 
	
	Confirm use of licensed/registered waste management companies* (TMC requirement)
	
	Service manager
	Review quarterly
	
	
	
	
	

	· 
	Recycle all used HV batteries via TNZ
	Return all used HV batteries to TNZ 
	n/a
	Service manager
	Review quarterly
	
	
	
	
	

	We are participants in Enviro-Mark®NZ and are independently audited to ensure high standards of envt performance & a safe work place.
	Maintain annual enviromark re-certification
	Complete audits with no Corrective Action Requests (CARs)
	n/a
	Envt champ
	Q4
	
	
	
	
	

	We conduct our business in compliance with all relevant local, regional & national regulations & industry codes.
	Regular review & update of relevant local, regional & national regulations/industry codes
	Review & update Register at least once a year
	EMD B9.
	Site Envt champ
	August
	
	

	
	
	

	
	
	Necessary certifications, permits etc in place
	
	Site Envt champ
	Review quarterly
	
	

	
	
	

	
	Record environmental non-compliance & complaints (from Interested Parties)
	Zero compliance incidents or complaints (customer, community, regulatory, industry)
	EMD G6.
	Site Envt champ
	Review Quarterly from 2017
	
	

	
	
	

	
	
	Regular checks to see if noise, odour, dust, site lighting irritate neighbours
	
	Site manager
	Review quarterly
	
	
	
	
	

	We have identified our operational impacts & apply continuous improvement to reduce them, including:

· the efficient use of energy, resources & water;
· preventing pollution & reducing waste;
· the safe removal, storage, handling, recycling & disposal of hazardous materials; 
· procedures to avoid & correct accidents or spillages.
	Efficient use of building energy (electricity, gas) & fuel (petrol, diesel)
	Collect electricity, gas, fuel & oil data (for CO2 monitoring). 
2017: PLEASE ADD GAS, FUELS & OIL DATA
	EMD G2a.

	Office Admin
	Compile data monthly
	
	
	
	
	

	
	· 
	Set % reduction targets and KPIs
	
	Envt champ
	January
	
	
	
	
	

	
	· 
	Implement action plans (see checklist pages 3-5)
	
	Envt champ
	Review quarterly
	
	
	
	
	

	
	· 
	Regularly review – at least quarterly (see checklist page 6)
	
	Envt champ 
	Review quarterly
	
	
	
	
	

	
	· 
	Submit data for full calendar year to TNZ in Q1 of the following year
	
	
	
	
	
	
	
	

	
	Efficient use of water
	Collect water usage data
	EMD G2d.

	Office Admin
	From 2017
	
	
	
	
	

	
	· 
	Set % reduction targets and KPIs
	
	Site Envt champ
	From Jan 2018
	
	
	
	
	

	
	· 
	Implement action plans (see checklist pages 3-5)
	
	Envt champ
	Review quarterly
	
	
	
	
	

	
	
	Regularly review – at least quarterly (see checklist page 6)
	
	Envt champ
	
	
	
	
	
	

	
	
	Submit data for full calendar year to TNZ in Q1 of the following year
	
	
	
	
	
	
	
	

	
	Reduce waste & improve recycling
	Collect waste & recycling data
	EMD G2b

	Office Admin
	Monthly
	
	
	
	
	

	
	
	Set % waste reduction targets and KPIs
	
	Envt champ
	January
	
	
	
	
	

	
	
	Implement action plans (see checklist pages 3-5)
	
	Envt champ 
	Review quarterly
	
	
	
	
	

	
	
	Regularly review – at least quarterly (see checklist page 6)
	
	Envt champ 
	Review quarterly
	
	
	
	
	

	
	
	Submit data for full calendar year to TNZ in Q1 of the following year
	
	
	
	
	
	
	
	

	
	Preventing pollution; clean & tidy sit

	Regular site inspections
	EMD D3.
	Site Envt champ
	Monthly
	
	
	
	
	

	
	
	OWS water quality and compliance with local water regulations
	EMD B3.
	Service manager
	Review quarterly
	
	
	
	
	

	
	
	Record tradewaste water levels (to prevent oil or sediment build up)
	
	Service manager
	Monthly
	
	
	
	
	

	
	
	Confirm Approved Fillers Test Certificate (AFTC) for vehicle air con HFC 134a gas recovery compliance (either on-site or by 3rd party) 
	Dlrs own docs

	Service manager
	August
	
	
	
	
	

	
	
	Person assigned to record vehicle air conditioning recovery (if on-site) 
	
	Service manager
	Weekly
	
	
	
	
	

	
	Safe removal, storage, handling, recycling & disposal of hazardous materials
	Equipment & materials training & Standard Operating Procedures
	Dlrs own SOPs
	Service manager
	Review quarterly
	
	
	
	
	

	
	Procedures to avoid & correct accidents, discharges or spillages
	Implement Emergency Preparedness plans (see checklist pages 3-5)
	EMD G2f.
	Site manager
	Review quarterly
	
	
	
	
	

	
	
	Regularly review (see checklist page 5)
	
	Site manager
	Review quarterly
	
	
	
	
	

	We aim to raise the environmental understanding and actions of our employees with appropriate information, training and support.
	Raise staff environmental & EMS awareness
	Run site training on correct SOPs, the need to report near misses & unsafe actions 
	Dlrs own docs
	Service manager
	Monthly
	
	
	
	
	

	
	Good understanding of Toyota & EMS requirements
	Attend annual Enviro-Mark training
	n/a
	Envt champ
	Annually
	
	
	
	
	

	
	Provide environmental kaizen project information to staff
	Provision of envt info (targets, data, actions, ideas) to staff
	Dlrs own docs
	Envt champ
	Quarterly
	
	
	
	
	

	
	
	Promote & facilitate eco-driving to staff
	TBC
	
	Quarterly
	
	
	
	
	

	
	Promote staff involvement in dealer kaizen projects & external partnership activities
	Promote eco-driving, tree planting or envt partnerships
	Dlrs own docs
	Envt champ
	Quarterly
	
	
	
	
	

	OTHER mandatory TMC requirements:
	Promote envt activities/achievements to relevant external Interested Parties
	Promote eco-driving, tree planting or envt partnerships
	Dlrs own docs
	Envt champ
	Quarterly
	
	
	
	
	

	
	
	Promote PHEV charge stations & parking to customers 
	n/a
	
	
	
	
	
	
	

	
	Local impacts (see section 2 of EMD 2.3) projects
	TBC – dealer to set targets for ‘local impact’ projects
	EMD G2e.
	Envt champ
	TBC
	
	
	
	
	

	
	Contractors
	All contractors receive environmental induction and sign form
	EMD G4.
	Relevant manager
	Review quarterly
	
	
	
	
	

	* There is currently no national government requirement for waste management company licensing, registration and tracking of hazardous wastes. This responsibility has been devolved locally through solid waste bylaws (administered by city or districts councils, not regional councils). To date, only Auckland and Kapiti councils require licensed operators. Waikato and BoP councils are deciding whether to adopt similar proposals.

 For more information, see ‘HV Battery Return Policy - Tech Note 44 August 2014’   For more information, see Dealer AFTC bulletin 21/2/2013  For more information, see General Dealer Standards
	
	Review questions to ask:
· What’s the issue? What is wrong or not working? Why isn’t the current state good enough?
· What steps do we take to achieve our target? (the Projects). Should we be checking progress more regularly?
Nb. AN UNCOMPLETED QUARTERLY REVIEW ISN’T ACCEPTABLE.




EXAMPLE of a COMPLETED TEMPLATE for reference:
	ENVIRONMENTAL POLICY COMMITMENTS
	OBJECTIVE
(overall improvement goal)
	TARGET
(detailed performance requirement based on the objective, and quantified wherever possible)
	ACTION PLANS
	WHO
Lead or 
co-ordinator
	WHEN
	
	REVIEW OF ACTIVITY

	
	
	
	
	
	
	
	Q1
Have you set credible targets and actions?
	Q2
Are you on track to achieve your target?
	Q3
Are you on track to achieve your target?
	Q4
Did you meet your EoY target & objective? What was achieved?

	We sell vehicles designed using ‘life cycle analysis’ which minimises their environmental impacts during production, use on the road & eventual disposal.

	Hazardous wastes collection/recycling point for: 
· oils, fuels, oil filters, coolant, solvents
· air bags & batteries
· car panels & parts
· tyres
	Hazardous waste collection & separation by type
	EMD G2e
EMD D3.
	Service team
	Monthly checks
	
	Collection/separation for all wastes working well in Q1
	Kaizen idea noted on April Site Inspection checklist
	New staff member was inducted on air bag disposal
	Target achieved

	· 
	
	Record company & contact details for each waste
	
	Site Envt champ
	Review quarterly
	
	Investigate new tyre recycler
	Met with tyre recycler. Confirmed good recycling process
	On track
	Target achieved

	· 
	
	Confirm use of licensed/registered waste management companies* (TMC requirement)
	
	Service manager
	Review quarterly
	
	n/a for dealers outside AKL and HML
	As Q1
	As Q1
	As Q1

	· 
	Recycle all used HV batteries via TNZ
	Return all used HV batteries to TNZ 
	n/a
	Service manager
	Review quarterly
	
	No HVBs removed
	4 HVBs sent to TNZ
	2 HVBs removed
	Target achieved

	We are participants in Enviro-Mark®NZ and are independently audited to ensure high standards of envt performance & a safe work place.
	Maintain annual enviromark re-certification 
	Complete audits with no Corrective Action Requests (CARs)
	n/a
	Envt champ
	Q4
	
	Good progress in preparation for audit
	[bookmark: _GoBack]Good progress in preparation for audit
	Enviro-mark audit: 1 CAR (resolved within 6 weeks) 
	Certifications maintained but 1 CAR

	We conduct our business in compliance with all relevant local, regional & national regulations & industry codes.
	Regular review & update of relevant local, regional & national regulations/industry codes
	Review & update Register at least once a year
	EMD B9.
	Site Envt champ
	August
	
	n/a (review of Register in Q2)
	Contacted city/district council duty planner re new bylaws
	n/a (review of Register in Q2)
	Register reviewed & updated

	
	
	Necessary certifications, permits etc in place
	
	Site Envt champ
	Review quarterly
	
	Full compliance with Register
	As Q1
	As Q1
	Target achieved

	
	Record environmental non-compliance & complaints (from Interested Parties)
	Zero compliance incidents or complaints (customer, community, regulatory, industry)
	EMD G6.
	Site Envt champ
	Review Quarterly from 2017
	
	New contact person to handle envt complaints
	As Q1
	Neighbour complaint about workshop noise at 7pm
	1 minor incident  in February

	
	
	Regular checks to see if noise, odour, dust, site lighting irritate neighbours
	
	Site manager
	Review quarterly
	
	Quarterly check with neighbours
	Quarterly check with neighbours
	Quarterly check: neighbour complaint resolved
	Regular checks achieved

	We have identified our operational impacts & apply continuous improvement to reduce them, including:

· the efficient use of energy, resources & water;
· preventing pollution & reducing waste;
· the safe removal, storage, handling, recycling & disposal of hazardous materials; 
· procedures to avoid & correct accidents or spillages.
	Efficient use of building energy (electricity, gas) & fuel (petrol, diesel)
	Collect electricity, gas, fuel & oil data (for CO2 monitoring). 
2017: PLEASE ADD GAS, FUELS & OIL DATA
	EMD G2a.

	Office Admin
	Compile data monthly
	
	Monthly data inputted for electricity; started collecting monthly fuel, oil & gas
	Waiting on info from new provider, up-to-date to May
	New data collection system took longer to set up (due to staff turnover)
	New data system up and running. Aim to kaizen process in Q1 next year

	
	· 
	Set % reduction targets and KPIs
	
	Envt champ
	January
	
	5% electricity kWh reduction target set & agreed actions for implementing this year
	Tracking at 3% by end of June. Kaizen meeting identified new ideas for Q2 & Q3
	Back on track to 5% with new actions in place
	Target achieved 6% kWh versus last year

	
	· 
	Implement action plans (see checklist pages 3-5)
	
	Envt champ
	Review quarterly
	
	Listed realistic actions to implement for 5% target
	Began implementing new actions to get back on track
	Checked new actions are fully implemented
	Target achieved

	
	· 
	Regularly review – at least quarterly (see checklist page 6)
	
	Envt champ
	Review quarterly
	
	Quarterly review completed
	Missed quarterly review in June – reschedule to July
	Quarterly review completed
	Target achieved

	
	· 
	Submit data for full calendar year to TNZ in Q1 of the following year
	
	
	
	
	2016 data submitted. TNZ confirmed all ok
	As Q1
	As Q1
	Target achieved

	
	Efficient use of water
	Collect water usage data
	EMD G2d.

	Office Admin
	From 2017
	
	n/a until Jan 2017
	As Q1 
	As Q1
	Set up database to start data collection in Jan 2017

	
	· 
	Set % reduction targets and KPIs
	
	Site Envt champ
	From Jan 2018
	
	n/a until Jan 2018
	As Q1 
	As Q1
	As Q1

	
	· 
	Implement action plans (see checklist pages 3-5)
	
	Envt champ
	Review quarterly
	
	n/a until Jan 2018
	As Q1 
	As Q1
	As Q1

	
	
	Regularly review – at least quarterly (see checklist page 6)
	
	Envt champ
	
	
	n/a until Jan 2018
	As Q1 
	As Q1
	As Q1

	
	
	Submit data for full calendar year to TNZ in Q1 of the following year
	
	
	
	
	n/a until Jan 2018
	As Q1 
	As Q1
	As Q1

	
	Reduce waste & improve recycling
	Collect waste & recycling data
	EMD G2b

	Office Admin
	Monthly
	
	Some data missing – met to resolve gaps
	Data gaps completed. Skip photos taken monthly
	Full data collected for Q3
	Full data for part of year only

	
	
	Set % waste reduction targets and KPIs
	
	Envt champ
	January
	
	5% waste (tonnage) reduction target set & agreed actions for implementing this year
	On target. Waste tonnage down; recycled waste up.
	Missed Q3 target. Review implementation actions.
	Reduction missed (but 4% achieved with $1,000 saving!)

	
	
	Implement action plans (see checklist pages 3-5)
	
	Envt champ 
	Review quarterly
	
	Listed realistic actions to implement for 5% target
	On track.
	Began implementing new actions to get back on track
	Weak implementation Q1&2, but good effort Q3&4

	
	
	Regularly review – at least quarterly (see checklist page 6)
	
	Envt champ 
	Review quarterly
	
	Quarterly review completed
	As Q1
	As Q1
	Target achieved

	
	
	Submit data for full calendar year to TNZ in Q1 of the following year
	
	
	
	
	Ready to submit data in Q2
	2016 data submitted. TNZ said data incomplete
	Contacted recycling company for data for missing months
	Q2 submission target missed

	
	Preventing pollution; clean & tidy sit

	Regular site inspections
	EMD D3.
	Site Envt champ
	Monthly
	
	Inspection Checklists completed monthly
	Missed May (annual leave) & replacement person forgot
	Improved handover process
	Overall good – just 1 missed month

	
	
	OWS water quality and compliance with local water regulations
	EMD B3.
	Service manager
	Review quarterly
	
	Tradewaste consent (TWC) expires in Oct
	As Q1
	Council contacted in Aug
	New TWC received before expiry

	
	
	Record tradewaste water levels (to prevent oil or sediment build up)
	
	Service manager
	Monthly
	
	Form not completed properly Feb - March
	Wrote new process (for records and contacting waste management company)
	Monthly record and trap emptying
	Improved process is clearer and being followed by apprentice

	
	
	Confirm Approved Fillers Test Certificate (AFTC) for vehicle air con HFC 134a gas recovery compliance (either on-site or by 3rd party) 
	Dlrs own docs

	Service manager
	August
	
	Service busy – shifted check to April
	AFTC confirmed in July in time for emark audit next month
	AFTC shown to auditor
	Target achieved: AFTC confirmed

	
	
	Person assigned to record vehicle air conditioning recovery (if on-site) 
	
	Service manager
	Weekly
	
	Record sheet completed
	Record sheet completed
	Record sheet completed
	Technician completes record every time

	
	Safe removal, storage, handling, recycling & disposal of hazardous materials
	Equipment & materials training & Standard Operating Procedures
	Dlrs own SOPs
	Service manager
	Review quarterly
	
	3 SOPs reviewed this quarter
	4 SOPs reviewed this quarter
	Busy August, so review scheduled for Oct
	Completed Q3 review in Oct

	
	Procedures to avoid & correct accidents, discharges or spillages
	Implement Emergency Preparedness plans (see checklist pages 3-5)
	EMD G2f.
	Site manager
	Review quarterly
	
	3 new Checklist actions identified for this year
	2 new actions implemented
	1 new action implemented
	Target achieved resulting in less near miss incidents

	
	
	Regularly review (see checklist page 5)
	
	Site manager
	Review quarterly
	
	Quarterly review completed
	Quarterly review completed
	Quarterly review completed
	Target achieved

	We aim to raise the environmental understanding and actions of our employees with appropriate information, training and support.
	Raise staff environmental & EMS awareness
	Run site training on correct SOPs & reporting near misses & unsafe actions 
	Dlrs own docs
	Service manager
	Monthly
	
	Spill training scheduled for Q2
	Spill training in May
	See Q2
	All service staff trained

	
	Good understanding of Toyota & EMS requirements
	Attend annual Enviro-Mark training
	n/a
	Envt champ
	Annually
	
	E-mark training in Q2
	Envt champ attended training
	See Q2
	Target achieved

	
	Provide environmental kaizen project information to staff
	Provision of envt info (targets, data, actions, ideas) to staff
	Dlrs own docs
	Envt champ
	Quarterly
	
	Graphs on notice board for staff
	Staff meeting reminder
	Staff meeting reminder
	Internal newsletter project summaries

	
	
	Promote & facilitate eco-driving to staff
	TBC
	
	at least 1 x year
	
	Missed Q1 discussion due to roof renovation work
	Suggestion box purchased, waiting on carpenter to install
	Dinner voucher for best envt idea: Service apprentice won by finding polystyrene recycler
	Limited staff involvement Q1&2, but quarterly participation Q3&4

	
	Promote staff involvement in dealer kaizen projects & external partnership activities
	Promote eco-driving, tree planting or envt partnerships
	Dlrs own docs
	Envt champ
	at least 1 x year
	
	Busy start to year
	Eco-drive tips shared with staff
	Tree planting with staff in May
	Promotion of local Kiwi Guardian site 

	OTHER mandatory TMC requirements:
	Promote envt activities/achievements to relevant external Interested Parties
	Promote eco-driving, tree planting or envt partnerships
	Dlrs own docs
	Envt champ
	at least 1 x year
	
	Enviro-mark promotion on facebook page
	Tree planting activity on local reserve
	Promotion of our Conservation Week activity
	Target achieved

	
	
	Promote PHEV charge stations & parking to customers 
	n/a
	
	
	
	Specs confirmed with TNZ
	Charge station signage
	Charge station installation & website promotion
	Press release on charge station & parking

	
	Local projects
	TBC – dealer to set targets for ‘local impact’ projects
	EMD G2e.
	Envt champ
	TBC
	
	TBC
	TBC
	TBC
	TBC

	
	Contractors
	All contractors receive environmental induction and sign form
	EMD G4.
	Relevant manager
	Review quarterly
	
	4 of 10 contractors signed
	4 of 10 contractors signed
	6 of 10 contractors signed
	10/10 signed
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