EMD G2b. KAIZEN ACTION PLAN - WASTE MANAGEMENT
Dealer site: __________

	Reviewer: 
	
	Review date:
	
	Review frequency: Quarterly


1. OUR COMMITMENT
We are committed to resource & cost efficiency at our workplace. 
· Poor waste management squanders resources, and can pollute the environment & communities
· From a business perspective, landfill waste is a large cost. Substantial savings can be made with simple changes.
 Actively managing waste is an on-going enviro-mark project and TNZ requirement.

2. OUR PLAN
· Our target this year is: ___% reduction in total landfill waste by 31/12/20__ __ (this year) versus last calendar year
Or:
· an efficiency improvement of ___% landfill reduction per _______(select from: $ revenue, or staff, or site m2, or sales)
	Base your target on our proposed actions for the year (minimum 1% reduction).
 If you need help deciding on your target, contact TNZ 09 571 4290 to discuss. 


3. OUR ACTIONS
· Please see the following Checklist (pages 3-5) for the actions we are implementing this year. 
· A separate checklist is completed for each site.
4. OUR CHECKS
i) Implementation of actions
· We ensure all actions happen as intended, by undertaking site checks to see they are in place & effective.
· We keep notes (on what is working well or not working well), to show the enviro-mark auditor (see page 6).
ii) Data monitoring
· _____________ (name) records our monthly landfill waste & recycling data (weight/volume) for each site. This helps us track our progress & the effectiveness of our actions. The data spreadsheet is kept here ________________(insert folder location)
· The full calendar year data (spreadsheet) is emailed to TNZ by 1 March of the following year. 
· This includes our target for the year ahead.
5. OUR REVIEW PROCESS
· Quarterly – each quarter we review the data against our targets & previous years’ data, and consider any interventions we may need to make to stay on track. 
· End of year - at the end of the year we review our performance and (i) existing areas where we can improve; and (ii) what other actions we can introduce.
· Our notes (on what is working well or not working well) are kept here ________________(insert location) to show the enviro-mark auditor. We estimate $ costs based on average commercial waste collection prices of $XX per tonne/kg 


	See page 2 for guidance on how to complete this document




How to Complete this document - Instructions
Page 1:
Purpose: 
· This gives you a clear 5 step process for your kaizen project
· This shows the auditor your efforts are well planned & thought through, with actions & review
Completion instructions:
· Complete all red areas for each of your sites including heading, targets, tick boxes, names & dates
· If you need help deciding your target, contact Tristan 09 571 4290 to discuss
Page 3-5 (Checklist):
Purpose: 
· These pages outline actions to help you achieve your target & save money
· The checklist allows you to clearly show the enviro-mark auditor the actions you are taking. This gives him confidence in what you are doing to reduce your impact
Completion instructions:
· Tick boxes of on-going measures
· Circle boxes for new activities for this year
· Only tick or circle those items you can prove you are doing
Nb. You are not expected to implement all items. However, if you don’t have many ticks or circles, that should tell you that you can do more & save more
This checklist includes many actions the network is already implementing. Please continue to share your ideas with me so we can add to this list & help everyone save money
Page 6 (Check & Review process):
Purpose: 
· Checks & reviews are vital to ensuring your efforts are working. This table helps you do this & informs your decision making
· This shows the Enviro-Mark auditor that you are regularly reviewing your performance & actions
Completion instructions:
· Review your performance each quarter (whether you are on track, what is working well or not well & what you can improve)
· At the end of the year, summarise your performance & what you can improve
General comments:
· Complete these documents for each site. Each document should take no more than ½ hour
· These documents must be available for the annual enviro-mark audit
· Send a copy of the completed document, plus your complete calendar year data for your sites to TNZ tristan.lavender@toyota.co.nz by 1 March each year
· Any questions, contact Tristan 09 571 4290
[bookmark: _GoBack]

	3. OUR ACTIONS - CHECKLIST



All dealers can save money with simple changes. Each of the following spends about 1/3 less on annual landfill waste collection costs from better waste segregation, reduction at source & recycling. This means smaller bins & less frequent collections:
	· Auckland City saves $10k p.a.
	· Hawkes Bay saves $6k p.a.
	· Cooke Howlison saves $3.5k p.a.



	Remember landfill collections cost a lot more than recycling collections. So an easy way to save money is to sort items into the correct bin. Often the best way to save $ is to avoid unnecessary items or purchases in the first place.



PLEASE NOTE – regional differences in waste services mean you must closely review/amend descriptions below.

Our checklist is completed as follows: 
	 indicates a mandatory Toyota requirement
 indicates on-going measure
	 indicates a new measure for this year
 indicates currently not implemented



Please note: some actions require a change in habit, others may need management approval to ensure they don’t compromise comfort, safety or productivity. 

Waste Management Act
· We do not sell or distribute single use plastic shopping bags, and we comply with regulations set out in www.mfe.govt.nz/consultation/plasticshoppingbags

Management support: 
· We have a waste management champion/team to implement our changes & cost savings [R1]
· Champion has full support of the CEO & managers, to show a high level commitment for this on-going activity [R1]
· CEO / Branch Manager takes an interest in $ cost & waste savings [R1]
· Waste management actions are agreed with our CEO (core dealer site) & site manager (branch) [R1]
· Cost savings are regularly discussed at management level [R1]

Understanding our waste:
· We have identified all the waste materials generated on our site, & where they arise
· Our waste management companies provide data on volume/weight & cost (e.g. Cooke Howlison Toyota)
· We know how much we spend on landfill waste vs. recycling (e.g. Cooke Howlison Toyota)
· We deal with our waste according to the waste hierarchy:Code:
R1
R2
R3
R4
L
Most Preferred
Least Preferred









· We have analysed the waste going into the landfill skip, so we can see what could be recycled
· We take photos of recyclables that are put in the landfill bin, so that we can show & educate staff (e.g. Coast Toyota)
· We regularly check our landfill bin to check no recyclables are present (Hawkes Bay Toyota)
· We use a monthly checksheet with question prompts to help our waste management (e.g. Northland Toyota)

Waste collections:
· We’ve reviewed our waste bills to see how often landfill waste is collected & if this can be reduced (e.g. Coast Toyota)
· Landfill bin only emptied when nearly full (as it may not be very full on scheduled pickups (e.g. Coast & Rangiora Toyota)
· We have reduced the number of suppliers so we have less waste materials/containers to deal with [R1]
· We talk to the Council to find economic solutions & initiatives for our recycling programme (e.g. Rangiora Toyota) [R3]
· We regularly re-check with recyclers to see if more plastics or other items can be recycled (e.g. Pacific Toyota) [R3]
· We have a compactor to reduce the waste volume/bulk

Dealing with neighbours:
· We lock the skip at night & weekends to stop random rubbish dumping in our skip (e.g. Coast Toyota)
· We sent a letter to the neighbouring company we share skip with, showing the benefits & cost savings from recycling more, to get them on board (e.g. Coast Toyota)
· We’ve met & discussed waste management savings with site landlord or neighbours

Waste separation: 
· Recycling bins are available in all areas [R3]
· We have separate bins for (i) general landfill waste; (ii) recyclables; (iii) paper & cardboard (iv) hazardous wastes [R1,2,3]
· Outside waste containers are covered (e.g. have lids) to prevent rainwater access
· Recycling bins in the workshop are positioned close to where wastes are generated to encourage their use [R1]
· Clear signage on all bins show what can & cannot be placed in which bin (e.g. Coast Toyota) [R1]
· Staff have been instructed to separate items into the correct bins (at the time at which they are discarded) [R1]
· We have asked our cleaners to support our efforts (e.g. by ensuring waste paper is not emptied into landfill bins) [R1]
· Waste materials from demolished buildings and upgrades must be disposed of responsibly (e.g. segregated and reused where possible). [R2]

Paper:
· Printing & photocopying reviewed for what is unnecessary & what can be reduced [R1]
· Invoices for new and used cars are looked up electronically (not printed) [R1]
· Printer set to default double-sided printing to reduce number of pages printed [R1] (e.g. Hawkes Bay Toyota) [R1]
· Paper recycling bin next to printer (e.g. South Canterbury Toyota) [R3]
· Workshop Tech’s stopped paper floor mats (instead each has been given 1 rubber mat) (e.g. Auckland City Toyota) [R1]
· Hand dryers in toilets to eliminate paper towel waste (e.g. Auckland City Toyota) [R1]
· Reduced morning papers in customer lounge by one (e.g. Auckland City Toyota) [R1]

Electronic waste (computers, printers, monitors, tv, fans, phone battery chargers etc):
· We drop off our electronic waste at the e-Waste recycling facility at ______________________________ [R3]
· Our energysaver light bulbs are recycled at Mitre 10 & Bunnings stores [R3]
· Fluorescent light tubes contain mercury & are collected & disposed of correctly

Kitchen & staff room:
· No disposable cups [R1]
· Bulk purchases of tea and coffee supplies [R1]
· Organic waste is collected for composting [R2]
· Food & drinks containers (glass & plastic bottles, tin cans) are recycled (e.g. Northland Toyota) [R3]
· Recyclables are not contaminated by general refuse e.g. coffee cup dregs or food
	
Supplier take-back: we have the following take-back agreements with our suppliers:
· Old mobile phones, chargers & batteries [R3] are returned to the phone company 
· Toner ink cartridges [R3] are collected for recycling by our printer service agent (e.g. Hawkes Bay Toyota) [R2]
· Toner recycling box placed by printers (e.g. Hawkes Bay Toyota) [R2]
· Staff informed that toners are recyclable items (e.g. Hawkes Bay Toyota) [R2]
· Old printers are collected by the manufacturer [R3 ]
· Old furniture donation to local charities [R2]

Workshop wastes - hazardous & specialist waste:	Duty of care:
· We take all reasonable steps to keep waste safe while it is on our site & under our control
· We store hazardous wastes in designated containers, which are fit for purpose
· We have a copy of waste management companies licenses (where appropriate) as evidence they are authorised to handle, transport, recycle and/or treatment/dispose of the materials they collect from us
· The waste company has provided us with information on what it does with each of the hazardous materials they collect
· Hazardous wastes & liquids are not sent to landfill, discharged to sewer or stormwater, or poured on the ground

Liquid & gas - the following are collected from our site: 
	· Used oil 
· Brake & hydraulic fluids
· Antifreeze/glycol
· Chemical solvents & other cleaning fluids
	· Gas bottles 
· Paint & chemicals
· Sludge from the interceptor or sump
· Parts cleaning solvent waste



· We have a clean burn waste oil furnace (e.g. Ashburton Toyota) [R4]
· We use water based parts washing (e.g. Auckland City Toyota) or an ultrasonic cleaner [R1] to minimise solvent use 
· Washbay car wash liquid changed to Pacer Grape Wash (after checking with water company). Previously using 1 x 200L drum per month; now using 1 drum in 4.5 months – saving $200 per drum (e.g. Auckland City Toyota)
· Changed tyre paint to Siliqua (mostly water based with silicon) with less health or environmental hazard (e.g. Auckland City)
Parts & solid waste - the following are collected from our site:
	· Vehicle batteries
· Hybrid batteries
· Power tool & phone batteries
· Oil filters are drained of oil & collected
· Tyres
· Catalytic converters contain valuable metals
· Plastic containers with oil/lubricant residues
	· Damaged car panels
· Ferrous metal (machinery, whiteware, steel drums & cans, galvanised steel)
· Non-ferrous metal (copper, brass, bronze, lead, stainless steel, aluminium)
· Oily rags
· Contaminated absorbent materials (used to clean up spills)



· Brake lathe filings recycled (a tray under the lathe collects filings, which are swept into a bucket for our metal recycler (e.g. Auckland City Toyota) [R3]
· Oily rags are washed & re-used [R2]
· Oily rags are dry cleaned & reused (e.g. Balclutha Toyota) [R2]
Packaging: we recycle:
	· Paper & cardboard
· Polystyrene
· Plastic wrap
	· Shrink & bubble wrap
· Pallets
· Plastic bags



· We reuse cardboard box files instead of buying new ones (e.g. Auckland City Toyota) [R2]
· We purchase products with less packaging (to reduce or disposal costs) [R1]
· These suppliers have reduced or eliminate unnecessary packaging (where it doesn’t compromise protection/quality) [R1]:
………………………………………………………………………………	………………………………………………………………………………
………………………………………………………………………………	………………………………………………………………………………
· These suppliers take back packaging associated with their product/service (where appropriate) [R2]:
………………………………………………………………………………	………………………………………………………………………………
………………………………………………………………………………	………………………………………………………………………………

Buying:
· We service equipment regularly to reduce its malfunction & the need to buy new equipment
· We buy Environmental Choice products which are often designed for recycling at the end of their life

Awareness raising:
· Recycling & reuse tips & reminders are regularly placed on staff noticeboard & newsletter (Hawkes Bay Toyota) [R1]
· Waste management performance (e.g. monitor graph vs. reduction target) on staff noticeboard (e.g. Coast Toyota)
· Office & workshop staff are trained on what can be recycled (e.g. Pacific & Hawkes Bay Toyota) [R3]
· Staff contact waste management company when containers are 90% full
· We ask staff for ideas on ways to reduce waste in their work area (e.g. Pacific & Coast Toyota) [R1]
· We put helpful reminders in staff wage slips, for staff to support our efforts (e.g. Coast Toyota)
· Reminder posters put up throughout dealership (e.g. Miles Toyota)
· All branches share actions to ensure maximum adoption & cost savings [R1]
· Staff incentive reward if End of Year target is achieved

We’ve added these actions that we’ve implemented, but which aren’t on the checklist:
· …
· …

IMPORTANT - HOW WE KNOW OUR EFFORTS ARE WORKING:
· We achieved our target last year
· We have saved $____ on landfill collections 
· We have reduced the number of landfill collections and/or bin size
· We re-use & recycle more
· Our regular walk around checks find less items for correction e.g the landfill bin has no recyclables present
· We monitor & review our achievements
· All our staff actively support our efforts
· We find new areas to improve
· The enviro-mark auditor was impressed with our waste management actions, monitoring & review activities
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	4. OUR CHECKS 
– our notes for the audit
	5. OUR REVIEW PROCESS 
– our performance & kaizen review


This check is completed separately for each of our sites.								Dealer Site:				

	
	Are we on track to meet our Target?
	What is working well:
	What is not working well:
	Kaizen:
	Quarterly Review completed ():

	Q1
	
· Yes
· No






	






	
	
	


	Q2
	
· Yes
· No






	






	
	
	


	Q3
	
· Yes
· No






	






	
	
	


	Q4 and CY total
	Did we achieve our target?
· Yes
· No

____% change () achieved versus last year

We have spent $______ (more/less) than last year

	









	
	Kaizen for next year:
	EoY Review completed:





Commitment


Plan


Actions


Checks


Review
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