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This document follows these 5 steps:


1. OUR COMMITMENT
Water is a precious and finite resource. Changing climate patterns (with greater frequency of droughts in recent year) and rising demand for water means costs will rise. Water is #4 of the six Environmental Challenges that Toyota has established as a management priority – see below – as well as an Enviro-mark and TNZ requirement:
[image: ]
2. OUR PLAN
· Our target this year is: ___% reduction in total water (litres) by 31/12/20__ __ (this year) versus last calendar year; or:
· an efficiency improvement of ___% water (litres) reduction per _______(select from: $ revenue, or staff, or site m2, or sales)
	Base your target on your proposed actions for the year (minimum 1% reduction).


3. OUR ACTIONS
· Please see the following Checklist (pages 3-6) for the actions we are implementing this year. 
· A separate checklist is completed for each site.
4. OUR CHECKS
· 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 7).
Data monitoring:
· _____________ (name) records our monthly water use 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 (page 7)
· Each quarter we review our data against targets & previous years’ data, & consider any interventions we may need to make.
· At the end of the year we review our performance of (i) existing areas we can improve; (ii) new actions we can introduce.
· [bookmark: _GoBack]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 water prices of $XX per litre.

How to Complete this document
Page 1:
Purpose: 
· Page 1 outlines a clear 5 step process for your kaizen project, showing the auditor your activity is well planned, with actions & regular reviews
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 3-6 (Checklist):
Purpose: 
· The checklist shows the auditor the specific actions you are taking. This gives him confidence in what you are doing to reduce your impact. These actions to help you achieve your target & save money
Completion instructions:
· Tick boxes of on-going measures
· Circle boxes for new activities for this year		(nb. Only tick or circle those items you can prove you are doing)
Nb. You are not expected to implement all items. However, only a few ticks/circles indicate you can do more & save more
Page 7 (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 important step shows the Enviro-Mark auditor that you are regularly reviewing your performance & actions
Completion instructions:
· Review your performance each quarter (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


	3. OUR ACTIONS - CHECKLIST


[image: ]
Why water efficiency and water quality is important

Water efficiency and quality is a Toyota environmental priority. Since water is a local community resource, overuse by one user can limit the water available for others. Furthermore, releasing contaminated water wastes water, as it is no longer usable and available to others. 

But there are also good business reasons to use water wisely. Inefficient use is literally pouring money down the drain, whilst pollution incidents are costly to clean up and undermine the business reputation in the eyes of employees and customers. 

	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. 



Management support: 
· The efficient use of water is included on our Dealer Environmental Policy
· We have a water management champion/team to implement our changes 
· The champion has full support of the CEO & managers, to show a high level commitment for this on-going activity
· CEO / Branch Manager takes an interest in water savings and water quality
· Water efficiency and quality actions are agreed with our CEO (core dealer site) & site manager (branch) 
· Cost savings are regularly discussed at management level

Wider support:
· We’ve met & discussed water savings with site landlord or neighbours who share our site
· Staff have been instructed to use water efficiently & avoid pollution
· We have asked our cleaners to support our water efficiency efforts

Understanding our water use:
· We have a water meter & compile monthly data (water meter readings) on our usage
· We have identified all the water users at our site, & approximate proportion of usage
· We know how much we spend on water use at each of our sites
· We talk to the Council to find water saving solutions & initiatives

General:
· We conduct regular walkabouts to check water use, implement water saving measures and prevent pollution
· We engage with staff to raise awareness of actions
· We use tap locks to keep unauthorised persons or neighbouring businesses from using our water without permission

Drought prone areas:
· We have conducted a water audit to see where we can improve our water usage efficiency 

Buying New Appliances:
· Every time we replace a new kitchen appliance, we purchase the most water efficient model
· We always use the water efficient settings on appliances (e.g. for dishwashers)
· We service equipment regularly to reduce its malfunction & the need to buy new equipment

Car wash – nb. if you have this, it is likely to be the main user of water at your site
· We use a water recycling system in the car wash to filter out the dirt and re-use the water (this has a higher upfront cost, but significant on-going savings)

Leaks – water leaks can be very expensive
· We regularly check our water data & site for tell-tale signs of a water leak (see box below)
· We fix any leaks as soon as possible to reduce water loss & cost
· We encourage our staff to report any leaks (especially important on large sites). 

	WATER LEAKS - Finding and repairing a water leak is crucial to water saving efforts.

Tell-tale signs of a leak - all the following signs should be investigated as potential leaks:
· Have you noticed a drop in water pressure?
· Is there a low spot in the forecourt or carpark? This may indicate a broken pipe, where water has softened the ground
· Are there any damp patches or stains on walls, floors or ceilings?
· Is your water bill higher than usual, with usage which cannot be readily explained?
· Are there any unexplainable wet areas on your property, or any visible running water? An abnormal abundance of vegetation in a particular spot?

How to check for water leaks – follow these 3 steps to confirm a leak on your site: 
1. Turn off all water fixtures in the building, and make sure that no water appliances are running
2. Look at the numbers on the meter. If they are moving, it means that water is still flowing somewhere (so there is a leak)
3. If the numbers are static, you may still have a slow leak. Record the numbers on the meter at the end of the working day everyone has left (and therefore no water is being used). Then re-checking the numbers first thing in the morning (before anyone starts work) to see if the numbers have changed.

Appliances
Remember to check water appliances such as water heaters, toilets & taps for leaks. (e.g. a toilet leaking water from the cistern to the pan could cost a couple of hundred dollars over a month)
· A toilet leak can often be detected by a hissing sound from the cistern
· Similarly, leaks in water heaters can be identified by listening for a hiss



Rainwater collection - If you have space on-site, you should investigate putting in a rainwater tank (a variety of slimline tanks exist and capture rainwater for car washing or irrigation)
· We have a rainwater butt for our garden/outdoor plants
· We have rainwater tanks for our car wash
	Rainwater use – follow these steps to make use of rainwater
1. Talk to a rainwater tank supplier
2. Work out where (i) drinking-quality water is required; (ii) rainwater could be used (e.g. car wash, cleaning, gardens, toilets)
3. Install a rainwater tank – the size of the tank(s) will depend on available space, your water uses & the available roof area
4. Ask the supplier about ‘first flush diversion systems’ so that contaminated roof runoff does not enter the rainwater tank



Forecourt:
· We don’t use hoses on site (a hosepipe can use as much as 18 litres of water a minute)
· We attach hose end sprayers (that automatically stop spraying when the trigger is released)
· We don’t leave hoses running or dripping
· We replace hose fittings to stop leaks
· We use waterless carwashing – as described here: ____________[please provide any examples]_______________________
_____________________________________________________________________________________________________
Washbay & workshop:
· Where possible, we use a broom for scrubbing, not a hosepipe
· Our cleaning staff to use hose water sparingly when washing floors, machinery or vehicles
· We allow customers to opt-out of a complimentary car wash following a service (we inform them that a car wash uses about 200 litres of water)
External planted areas:
· We plant drought tolerant (e.g. succulents) & NZ native plants that don’t require lots of water (vs. lawn grass which does)
· We have a rock gardens & use mulching which tolerate dry conditions
· We water landscaped areas in the evening when it is cooler
· We use drip irrigation* rather than a hose or sprinkle. Many have built-in valves & flow sensors to ensure efficient water use. 
(* drip irrigation helps water efficiency in windy locations & reduces slippery, unsafe surfaces)
· We have a water butt to collect rainwater for garden areas
· We plant up new areas over the autumn when conditions are cooler and rainfall more plentiful (vs. using lots of water to establish plants in the summer)

Indoor plants:
· We reuse clean water (without dirt, soap or detergents) on indoor plants

Kitchen & Bathroom Taps - a tap can use 1,000 litres of water an hour:
· We installed automatic sensor taps 
· We’ve installed tap aerators (which increase water pressure while reducing the amount of water to prevent splashing)
· We turn off taps when not in use
· We fix dripping taps – a dripping tap can use up to [20 gallons] of water per day

Dish washing/washing machine:
· We use a bowl of water for washing-up small items
· We don’t pre-rinse dishes before putting them in the dishwasher
· We only run our dishwasher/washing machine on a full load – this can save thousands of litres a month
· We put our dishwasher/washing machine on short cycles to save water 
· We put reminders up for staff not to wash dishes by hand under a running tap. We fill the sink with rinse water

Staff Kitchen:
· We keep a jug of cold drinking water in the fridge instead of running the tap until the water is cold (a drinking water jug can also reduce plastic waterbottle waste)

Bathrooms:
· We’ve installed water-saving showerheads
· Install dual flush toilets – these can reduce the amount of water flushed down the toilet by 1/3
· We put signs up in bathrooms encouraging staff & customers not to use the toilet as a waste disposal – every flush can use up to 20 litres of water
· We set urinals so they only flush with usage
· We have waterless urinals

Awareness Raising:
· We make staff aware of our water use & the cost of wasting water
· We have clear signage above all indoor & outdoor taps
· Water reduction & efficiency tips/reminders are regularly placed on staff noticeboard & newsletter
· Water efficiency performance (e.g. monitor graph vs. reduction target) on staff noticeboard
· We measure water use per vehicle serviced
· We ask staff for creative ideas on ways to reduce water in their work area
· We put helpful reminders in staff wage slips, for staff to support our efforts
· All branches share actions to ensure maximum adoption & cost savings across all sites
· We have a staff incentive reward if End of Year target is achieved
· We provide information to staff about the many ways they can conserve water at home
· We put water conservation stickers and reminders in bathrooms, kitchens, cafeterias and other places where employees or customers can see them

IMPORTANT - HOW WE KNOW OUR EFFORTS ARE WORKING:

· We achieved our target last year
· We have saved $____ on our annual water costs
· Our regular walk around checks find less items for correction e.g identifying wasteful water practices, leaks etc
· 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 water efficiency actions, monitoring & review activities

WATER QUALITY

Tradewaste
· Hazardous wastes & liquids are not discharged to sewer or poured on the ground
· We have a tradewaste consent for our sites 
· We review the local council discharge rules once a year (e.g. discharge volumes, ph, temperature, chemical & sediment levels) & have evidence of our on-going compliance
· We inspect our oil water separator regularly to ensure the surface is free of oil & operating correctly (& record it)
· We periodically clean all OWS chambers (& record it)

Stormwater (stormwater leads to natural waterways & there are fines for pollution):
· We prevent pollution entering stormwater drains 
· We ensure no chemicals are stored near stormwater drains
· We ensure no wastewater or soapy water can enter stormwater drains – detergents remove oxygen from waterways which can kill fish & other aquatic life
· We have stencilled fish symbols next to stormwater drains to remind staff & contractors that they must not discharge any pollutants into stormwater
· We have a site drainage plan showing the location of stormwater drains and pipes

Emergencies
· We have spillkits available to protect drains in the advent of a spill
· We know where our drains and shut off valves are located
· The Council is notified immediately if a large spill occurs
· Large spills are collected & removed by an appropriate Waste Management Company (not washed into drains)
· If consent/permit conditions are breached, we provide evidence of remedial action
· We consider the effects of fire water, which can become contaminated and cause stormwater pollution, to be an environmental hazard. We have a procedure for protecting stormwater drains (when safe to do so) from fire water run-off.

Backflow:
· We have installed an inline hose backflow preventer to reduce the risk of backflow contamination to the office water supply 
· Our backflow preventer is annually tested by an Independently Qualified Person

Contractors:
· As part of their on-site responsibilities, we have informed contractors on the need to take care when filling/emptying oil or other chemicals
· Contractors have been told that the disposal of any liquids into stormwater drains will result in a contract termination

We’ve added these actions that we’ve implemented, but which aren’t on the checklist:
· 
· 
· 
· 
Please share your ideas with TNZ so we can add to this list & help everyone reduce their environmental impact
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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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