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Dealer site: __________
[bookmark: _GoBack]1. OUR COMMITMENT
We are committed to minimising the risk of workplace accidents & emergencies. These can threaten individual safety, the health of the local environment and/or community. They are an unwelcome disruption to our normal business, and if the cause is operational negligence can result in prosecution, hefty fines, negative publicity & significant clean-up costs. 

 Actively managing site risks is an on-going enviro-mark project and TNZ requirement.


2. OUR PLAN
· Our target every year is zero incidents & complaints
· Last calendar year (20__ __) we had ________ incidents and _________ complaints at this site (insert number)

Advanced preparation
Taking time to identify possible causes & introducing proactive preventative measures (handling, storage, inspections, checks that controls are working etc) pays clear dividends, by limiting the likelihood of occurrence & scale of impact. There are 3 parts to our planning, identifying the:

	1. Source
	
	2. Pathway
(how pollution travels from source to receptor)
	
	3. Receptor
(what is potentially affected by the pollution)

	Stored fuel
	
	Site drainage
	
	River / groundwater

	Leaking pipe
	
	Soils
	
	Groundwater

	Gas boiler
	
	Air
	
	Indoor air

	Oil on workshop floor
	
	Flood water
	
	Stream neighbouring site


        There may be several pathways and receptors from a single source.
3. OUR ACTIONS
Please see the following Checklist (pages 4-6) for the actions we are implementing this year. 
· A separate checklist is completed for each site.

Our site 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



Controls
Advance planning considers ways to break these links e.g. frequently inspected fuel tanks (behavioural control) is one way to prevent a release from the source to avoid a major spill emergency. Introducing a bund around a waste oil tank (infrastructural control) contains the immediate risk of oil contaminating watercourses or land.
· We catalogue the potential operational emergencies on site, with multiple measures to help prevent or mitigate their impact. 
· Toyota has mandatory responses (indicated by this  symbol) and we have ticked the additional controls we have put in place.
· We consider how a natural disaster might make a situation worse and what advance measures can prevent or mitigate them.

New potential risks
· Where employees or contractors identify new potential accidents or emergency situations, they must contact < insert name > who will review the risks, incidents and controls, and update our list (pages 4-6).
4. OUR CHECKS
i) Implementation of actions
· We undertake regular site checks to ensure all actions happen as intended, controls are in place & effective.
· The immediate response, preventative and current controls are evaluated to see if they can be improved.
· We keep notes (e.g. H&S meeting minutes) on what is working well or not working well, to show the enviro-mark auditor.
· It is the responsibility of < insert name > to communicate any changes of procedures and controls.

Testing emergency procedures
· We undertake periodic tests of emergency procedures as part of our environmental competency and training (see EMD G5. Environmental Competence, Training and Awareness) to assess the effectiveness of immediate responses.
· Staff members have specific tasks & responsibilities in the event of emergencies.
· We record emergency tests and incidents using the Review table in this document.

ii) Document updates
· _____________ (name) updates the following for each site. This helps us track our progress & the effectiveness of our actions. 
· We regularly update our hazards register & controls with our findings
· We complete an ‘Environmental Site Inspection Checklist’ every ____________(month/quarter) to ensure good practice
5. OUR REVIEW PROCESS
· Quarterly – each quarter we review our risks & controls, and consider any interventions we may need to make. However any incident or emergency test will bring about an instant review. 
· 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. 

	See page 3 for guidance on how to complete this document




How to Complete this document - Instructions
Page 1-2:
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 at each of our sites including heading, targets, tick boxes, names & dates
· If you need help deciding your target, contact Tristan 09 571 4290 to discuss
Page 4-6 (Checklist):
Purpose: 
· These pages outline actions to help you achieve your target, and both reduce the likelihood of incidents and have you well prepared should something bad happen
· 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, this would be a cause for concern. It indicates you don’t have many preventative measures in place, which increases the likelihood of an incident.

The checklist is intended to get you thinking about what you have and have not got in place.

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 (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
· Any questions, contact Tristan 09 571 4290

	Note: periodic tests of emergency procedures is important AND can be used as part of your evidence of ‘environmental training’ for the enviro-mark audit, so it is worthwhile recording these
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Emergency Response & Preparedness to Environmental Impacts

Acronyms used in this document: 	BFPD = Backflow Prevention Device 	MSDS = Material Safety Data Sheets	NZFS = NZ Fire Service			OWS = Oil Water Separator	
PPE = Personal Protective Equipment	SOP = Standard Operating Procedure	VOC = Volatile Organic Compounds		WMC = Waste Management Company

1. Operational emergencies
	EMERGENCY SITUATION
	SOURCE 
(origin of pollution)
	 PATHWAY
(how pollution reaches receptor)
	 RECEPTOR
(environment or community affected)
	
IMMEDIATE RESPONSE
	OPTIONS FOR PREVENTATIVE MEASURES

	GENERAL REQUIREMENT
	n/a
	n/a
	n/a
	n/a
	· Staff trained in hazard awareness, reporting & prevention
· Training needs analysis conducted on equipment use
· Accidents & near misses recorded & reviewed

	RELEASE OF AIR CONDITIONING GASES
	Building air conditioning system
	 Air
	 Atmosphere
	Turn off a/c systemcontact a/c service agent immediatelyassess cause  of release
	· Schedule of regular a/c servicing
· A/c agent holds ‘no loss’ certificate confirming qualified to remove refrigerants without loss
· Refrigerant type confirmed by service agent
· Service agent contact details held

	
	Vehicle air con repair or removal
	 Air
	 Atmosphere
	Turn off a/c recovery machinecontact a/c machine service agentassess cause of leak & feedback into SOP instruction/training
	· A/c recovery only permitted by qualified technician
· Regular equipment checks & servicing

	HAZARD MATERIAL SPILLAGE
(oil, fuel, chemicals: detergents, solvents, lubricants)
	Minor hazmat spill/ stain on workshop floor
	 Nearest stormwater drain
	 Local river; community drinking water; recreational water body. Whole site & neighbours’ sites.
	Wipe up minor spills immediately into OWS or blind sumpdispose of wastes responsibly in accordance with MSDS or Council regulations (don’t wash into stormwater)identify cause of spill & feedback into SOP instructions/training. Place any contaminated absorbent materials into a safe storage container for collection by licensed WMC.
	· Clear work instructions & SOPs on keeping site clean & tidy
· Workshop signs on prevention & response to minor spills
· Drip trays used when draining vehicles
· Workshop floors sealed & checked for cracks
· Lids replaced on all drums, storage or waste containers
· Regular maintenance of cars & forklifts to minimise leaks
· Repair any damage to the floor or yard surface

	
	Minor hazmat spill/ stain on yard
	 Rainwater & stormwater drain
	 Local river; community drinking water; recreational water body
	As above
	As above, plus: 
Delivery agents required under contract to use funnels/spill trays when decanting
Pollution prevention stencils next to stormwater drains
Wash cars in a designated area away from likely spills

	
	Chemical leak in storage shed
	 Ground surface or nearest drain




 Toxic fumes carried by air
	 Local river; community drinking water; recreational water body


 Local atmosphere & work area
	Contain spill with spill kitprotect all drains & waterways using In-Drain Spill Stopperevacuate if necessary; close off source of spill if safe to do so (close valve, plug leak, block pipe or set container upright)refer to MSDS; put on safety equipmentremove ignition sourcesneutralise hazmats if necessary contact external services - contact list: i) Council (Pollution Hotline) if spill likely to enter waterway, ii) service agent/WMC to contain spill, empty tanks & remove wastes, iii) neighbours likely to be affectedclean up areastop wash water or sweepings getting into stormwater drains or soilrecover as much of the product as you canpump or sweep into a safe containerdispose of wastes (incl. contaminated absorbents) responsibly in accordance with specialist service & MSDSif spillage occurs on unsealed ground, soil must be removed & disposed of responsiblyre-use uncontaminated materialassess cause of spill to prevent reoccurrence & feedback into SOP instructions/training
	· Designated hazmat storage location(s) with secondary containment: bund, sump pallet etc
· Spill kit & PPEs located close by risk areas for quick response
· Contents of spill kit checked regularly
· Regular tests (& review) of emergency procedures & responses
· Emergency contact list positioned close to at risk areas
· Staff trained in hazard awareness, reporting & prevention
· Regular checks of storage containers, valves & seals
· Lids replaced on all drums, storage or waste containers
· Signage reminding staff of correct hazmat storage
· Chemicals register with max threshold limits displayed in storage shed for easy reference
· Approved handler for high risk hazmats
· Up-to-date MSDS available
· Protect storage containers from damaging weather extremes e.g. direct sunlight, frost, rain, high winds, flooding, temperature etc
· Isolate storage areas from stormwater drains
· Stormwater drains to protect from leak are clearly identified on site drainage plan
· Repair or replace unsuitable, damaged (rusty, dented) or old containers
· Oil & fuel storage containers regularly inspected for damage/deformity (records held)
· Damaged containers immediately reported to management
· Drums never stored on top of one another (risk of drum splitting or falling over)
· Store room ramps & sumps & drainage shut-off valves present to contain leaks
Decanting (with a funnel) only permitted in designated areas by specified persons

	
	Fuel or oil tank leak (above ground)
	 Ground surface or nearest stormwater drain





 Toxic fumes carried by air
	 Local river; community drinking water; recreational water body. Soil on site & neighbours.



 Local atmosphere & work area
	As above
	As above, plus:
Location: 
· Sufficient tanker access & parking requirements
Tanks positioned to avoid collisions
· Avoid high risk locations (e.g. >50m natural springs, wells or boreholes; >10m of stream or river; >8m from stormwater; where spills could pollute the groundwater or soak into the ground)
Tank installation:
· Use a suitably qualified installer. Leave all markings & stickers on tanks/containers
Container: 
· Location Test Certificate requirements followed for quantities above normal regulated limit
Emergency fuel pump shut down
Mounted on impermeable surface
Appropriate container manufacturing & quality standards
Appropriate tank contents measurement & overfill prevention devices
Appropriate pipework, vent pipe, fill point & draw-off pipes
Tank measure gauges must be safe for use with the product stored
Sight gauges must be located in the secondary containment
· Check capacity of secondary containment (at least 110% of volume of the biggest tank or 25% of the total capacity – if more than 1 tank)
Bund must be impermeable to oil & water with no direct outlet
Bund must be empty (e.g. not used for storage)
· Keep records of tank for future reference & decommissioning, including pipe & tank location, orientation & dimensions
Delivery pipes
All fill pipes, draw pipes & sight gauges enclosed within the bund
Tank vent pipe directed downwards into bund
Auto close trigger nozzle
Flexible delivery pipes
Lockable valve where pipe leaves the tank
Put operating & maintenance procedures in place:
Assigned staff responsibility to reconcile fuel levels daily
Nearby drains have valves for emergency shut off
· Daily leak & corrosion checks of containers, valves, seals & lines
· Staff & delivery contractors trained in emergency spill procedures
· Supervised deliveries for safe filing & dispensing
· Spill plans, removal of rainwater, storage of pipe in bund
· Contaminated water in the bund disposed of properly by WMC
· Maintenance schedules & records of use (high use could indicate a leak)
· Use a registered competent technician to check your tanks, bund & pipework
· Any repairs or alterations done by a registered competent technician
· Record maintenance inspections, repair work & repair company
· Valve taps or levers marked to show whether they are open or closed
· Protected from unauthorised use

	
	Burst or punctured fuel tank or tanker
	 As above
	 As above
	As above
	As above, plus:
Tanks located away from likely sources of accidental or malicious damage
Traffic bollards or other barriers & signage to prevent trucks turning close to tanks
Collection/delivery trucks (e.g. parts delivery) access moved away from tanks
Un-/loading areas isolated from stormwater drains

	
	Underground fuel tank
	 Soil & groundwater
	 As above, plus groundwater
	As above
	As above, plus:
· Stationary Container Certificate issued for underground tanks
· SCC expiry date diarised for renewal
Automatic leak detection system
Double-skinned tanks

	
	Overfilling
	 Nearest stormwater drain
	 Local river; community drinking water; recreational water body. Soil on site & neighbours.
	As above
	· Check level in tanks before delivery & work out the space capacity
Tanks & containers labelled with contents & capacity
· Tanks roofed & isolated from stormwater drains
Catch pits, bunds or sumps with isolating valves present to contain leaks
Dealer staff supervise deliveries
· Delivery driver has been trained to deal with emergencies at that location
Display notice of safe delivery & emergency procedures at the delivery point
Drip trays of sufficient size used to catch delivery spills
Install overfill prevention devices (e.g. delivery pipes with automatic cut-offs, electronic or mechanical alarm or visual warning – especially where the tank has a remote filling point or vent pipe which can’t be seen during filling)

	
	Overfull  bund caused by rainwater filling
	 Ground surface or nearest stormwater drain
	 Local river; community drinking water; recreational water body
	Drain rainwater, if uncontaminated, from bund. If water is contaminated (e.g. from spills & drips when filling tank) contain any spills with spill kitprotect all drains & waterways using In-Drain Spill Stopperdrain off water into safe containercontact Council if spill likely to enter waterwaycontact service agent/WMC to empty bund & remove wastesclean up areastop wash water or sweepings getting into stormwater drains or soildispose of wastes & contaminated water responsibly in accordance with specialist service & MSDSassess cause & feedback into SOP instructions/training
	Roof cover tank & bund to prevent rain filling bund
Rainwater drained (if uncontaminated) & valve closed again
· Instruct delivery agent not to leave bund valve open
· Regular checks of tanks, valves & seals on weekly site inspections
Delivery agents required (under contract) to take care by using funnels & spill trays when decanting

	
	Damaged or exposed pipe
	 Ground surface or leak into soil or watercourse via nearest drain
	 Soil or waterbody
	Contain leak (plug pipe or close valve)protect all drains & waterways using In-Drain Spill Stoppercontact Council if spill likely to enter waterwaycontact service agent/WMC to empty bund & remove wastesclean up areastop wash water or sweepings getting into stormwater drains or soildispose of wastes responsibly in accordance with specialist service & MSDSassess cause & feedback into SOP instructions/training contact Council to discuss repairassess cause & feedback into SOP instructions/training
	All pipes marked clearly on site plans
· Identify pipes close to the surface or at risk of corrosion 
· Periodic checks of pipes for leaks
Protect pipes at risk from damage (e.g. heavy vehicles), by ensuring they can withstand the loading or corrosion they will be subject to
Signage indicate maximum vehicle weight limits on site
Where possible, new pipelines should be above the ground & accessible
New underground pipes should be corrosion resistant, placed in a protective sleeve or duct with open grating for inspection purposes

	HAZARDOUS WASTES
	 Improper storage around site
	 Leak to air, soil rainwater & stormwater drain
	 Air, soil or waterbody
	Store safely or remove from site by WMCassess cause & feedback into SOP instructions/training
	· Designated storage area for each materia
· Labelled containers & tanks
· Clear work instructions & SOPs for storage & disposal of batteries, oil filters, waste oil, tyres, coolant, solvents, air bags, paints, oily rags etc
· Regular checks on weekly site inspections
· Regular removal from site by licensed WMCs

	OIL WATER SEPARATOR (OWS) OVERFLOW
	OWS
	 Tradewaste pipes; spill to stormwter drain
	 Tradewaste system; groundwater; soil on site
	Contain any spills on sitecontact service agent/WMC to empty tanks & remove wastesclean up areastop wash water or sweepings getting into stormwater drains or soildispose of wastes responsibly in accordance with specialist service & MSDSassess cause of spill & feedback into SOP instructions/training
	· Review OWS service schedule & staff record of OWS checks
· Clear work instructions & SOPs on OWS inspections
· Regular site & OWS inspection
· Washbay designed with channels, gullies, gradient & kerbs to direct washwater to OWS (& away from storm drains, watercourses & unmade ground)
· Clean-break detergents used to minimise oil solubility
· Signage indicating designated area & practices for washbay

	SOAPY WATER OR SPILT DETERGENTS
	Washbay or cleaning cars on forecourt
	 Rainwater & stormwater drain
	 Local river; community drinking water; recreational water body
	Contain soapy waterprotect all drains& waterways using In-Drain Spill Stoppermop up soapy waterassess cause of spill & feedback into SOP instructions/training
	· Clear work instructions & SOPs: wash cars on the yard only with water
· Washbay water contained (e.g. with lip or judder bar on washbay perimeter
· Valet staff instructed to minimise chemical & detergent use e.g. use water & towels & micro-fibre materials to remove dirt/polish car

	LEAKS FROM BLIND SUMP
	Blind sump
	 Surrounding soil or groundwater
	 Soil; groundwater
	Contact WMC to empty sumpclean & repair
	· Regular checks of sump: level of liquid wastes last thing in PM & first thing in AM
· Sump examined for cracks when emptied (add water & look for air bubbles) 
· Procedure to contact WMC when sump is 60% full

	LOSS OF WATER PRESSURE
	Misc
	 Water pipes
	 Drinking water; water used in business operations
	Stop activities requiring watercontact Council or plumberassess cause of spill & feedback into SOP instructions/training
	· Council asked if Backflow Prevention Device is required
· Backflow Prevention Device installed

	WATER SUPPLY FAILURE
	Misc
	 Water pipes
	 Drinking water; water used in business operations
	Stop activities requiring watercontact Council or plumberassess cause of spill & feedback into SOP instructions/training
	· Consideration given to installing water tank for back up use

	POWER OUTAGE
	Misc
	 Power lines
	 Power used in business operations
	Stop activities requiring lighting or powercontact Council or electricianunplug all major appliances, which can be damaged by a power surge when power is restored
	· Consideration given to installing generator for back up use

	GAS EMISSIONS
	Boiler
	 Air
	 Atmosphere
	Stop activities requiring gascontact boiler service agentassess cause of spill & feedback into SOP instructions/training
	· Regular boiler servicing (with Service agent contact details held)
· Emissions comply with Regional Council Regional Air Plan

	GAS LEAK
	Misc
	 Air
	 Atmosphere
	Stop activities requiring gasclose valve if safe to do socontact Council & neighboursremove ignition sourcesevacuate building if necessaryassess cause of spill & feedback into SOP instructions/training
	· Regular inspection of gas containers, valves & pipes
· Regular servicing of equipment using gas

	CONTAMINATED EQUIPMENT OR CLOTHING from tackling incident
	Contamination from incident
	 Normal waste disposal process unless identified as hazardous
	 Landfill unless identified as hazardous
	Store in a safe containerask  advice on disposal from specialist service or licensed WMC
	· Identify in advance likely contamination types
· Identify disposal options

	ODOUR
	Paint shop
	 Air
	 Atmosphere/
neighbours
	Stop painting activitycontact neighbours & apologise
	· Identify how to minimise odour
· Review paint type for lower VOC levels
· If odour cannot be prevented, talk to neighbours about how best to minimise impact

	DUST
	Workshop

Deliveries
	 Air
	 Atmosphere/
neighbours
	Stop activity creating dustcontact neighbours & apologisewhere possible use machinery with dust guards
	· Purchase machinery with dust guards & extractors; ensure staff use them
· Identify how to mitigate dust from activity
· If dust cannot be prevented, talk to neighbours about how best to minimise impact
· Review if dust is created from deliveries & how to reduce/prevent it

	PROLONGED NOISE
	Workshop
	 Air
	 Atmosphere/
neighbours
	Stop activity creating noisecontact neighbours & apologisewhere possible use machinery with noise control measures e.g. silencers, mufflers, acoustic covers etc
	· Noise levels assessed to determine level of workshop ear protection (ear protectors provided)
· Purchase machinery with noise control measures e.g. silencers, mufflers, acoustic covers etc
· If noise cannot be prevented, talk to neighbours about how best to minimise impact

	NUISANCE NOISE
	Yard deliveries
	 Air
	 Atmosphere/
neighbours
	Stop activity if creating excessive noisecontact neighbours & apologise delivery agent requested to find ways to minimise excessive noise
	· Delivery times scheduled after 9am
· Delivery agent requested to find ways to minimise excessive noise

	VEHICLE EXHAUST EXTRACTOR FAILURE
	Workshop
	 Air
	 Atmosphere/
neighbours
	Turn off car engines in workshop & stop activities requiring exhaust extractorcontact repair agent
	· Regular checks for leaks in ducting

	SKIP WASTE
	Waste skip leaking
	 Rainwater & stormwater drain
	 Local river; community drinking water; recreational water body
	Contain spill with spill kitprotect all drains & waterways using In-Drain Spill Stopperfind source of leak (e.g. chemical container)refer to MSDSput on safety equipment, if necessaryneutralise hazmatspump or sweep into a safe containerclean up areastop wash water or sweepings getting into stormwater drains or soildispose of wastes responsibly in accordance with specialist service & MSDSre-use uncontaminated materialassess cause of spill & feedback into SOP instructions/training
	As above, plus:
· Regular site inspection
· Store waste in designated containers, which are fit for purpose & covered
· Compactors & containers are isolated from stormwater drains (they can produce highly polluting run-off)



2. Abnormal events & natural disasters
	EMERGENCY SITUATION
	SOURCE 
(origin of pollution)
	 PATHWAY
(how pollution reaches receptor)
	 RECEPTOR
(environment or community affected)
	
IMMEDIATE RESPONSE
	OPTIONS FOR PREVENTATIVE MEASURES

	GENERAL REQUIREMENT
	
	
	
	
	· Familiarity with natural disaster responses (before, during & after the event) listed here http://www.getthru.govt.nz/disasters 
· Ensure insurance cover is adequate & up-to-date
· Important documents & contacts easily accessible, if you have to evacuate
· Emergency kit of essential items (torch & batteries, blankets, food & water, radio, 1st aid kit)
· Inform staff of the route to a safe location; first aid training

	VANDALISM & ARSON & THEFT
	Misc
	Misc
	Misc
	If safe to do so, contain spill, leak, fire & take appropriate containment & clean up activity as described abovecontact Police & report incidentcontact insurance company & report incident
	· All valves, taps, hatches, lids & delivery hoses fitted with a lock & locked when not in use
· Sign reminding users to keep valves, nozzles & trigger guns locked when not in use
· Valve taps or levers marked to show whether they are open or closed
· Fuel pumps & tanks protected from unauthorised use
· Storage sheds locked
· Where possible, store materials inside secure buildings
· On-site security: lighting, alarms, cameras, inspections etc
· Incident ‘out-of-hours’ response procedures & staff training on these
· Check & report containers & valves (etc) for signs of unauthorised use or interference
· Repair any site defects or faults immediately
· Review risks to site from vandalism, arson or theft
· Regular removal of wastes, rubbish & litter from site (fire risk)

	FIRE
	Smoke carrying chemicals from hazmat storage shed
	 Air
	 Atmosphere




 Neighbours
	Raise the alarmevacuate the areacall emergency servicesactivate any shutdown systemswarn neighboursinform fire service on arrival the location of fuel tanks, chemicals & asbestos, if on siteif safe, prevent fire spreading to these areas – using protective equipment
	· Emergency evacuation site plan confirmed by NZFS
· Regular tests of emergency procedures
· Training of fire wardens
· Emergency contact lists readily available
· Provision & testing of fire fighting equipment
· Signage around storage tanks prohibiting smoking or other ignition sources on site
· Building safety systems maintained according to Compliance Schedule
· ‘In service’ electrical equipment & cable checks
· Oily & solvent soaked rags placed in metal bin with air tight lid
· Security systems to prevent break-ins & vandalism
· Tyres & other combustible wastes regularly removed from site
· Separation of hazmats & fuels from ignition sources
· Batteries & acids stored away from fuels & oils
· MSDSs checked to ensure incompatible materials are not stored together
· Do not burn any waste or materials on site
· Important documents & contacts easily accessible, if you have to evacuate

	
	Site flooding from Fire Service hose water
	 Stormwater drains
	 Whole site & neighbours
	No action whilst Fire Service is tackling fire
	· Stormwater drains regularly cleaned so excess water can escape as quickly as possible; 

	
	Fire Service hose water contaminated by on site chemicals / materials
	 Stormwater drains
	 Local river; community drinking water; recreational water body
	Contain water if safe to do so (contains serious pollutants) using spill kit, boom or absorbent materials, but do not obstruct Fire Servicefollow Fire Service or Council or WMC advice for responsible dispose of contaminated material & fire-fighting water
	· Keep site clean to limit chemicals & waste carried by hose water
· Identify drains & watercourses to protect & action to be taken by whom. Know when it is unsafe to enact plan

	STORM OR TORNADO
	Hazmat spills
	 Ruptured pipes & stormwater drains
	 Site; neighbours; watercourses; groundwater
	Listen for warningsevacuate if appropriate, otherwise stay indoorstake shelter in rooms without windows on lowest floor: stay away from doors & windows
	· Property & roof regularly checked as secure
· Secure any objects, which may be carried away or cause damage in high winds

	FLOOD
	Chemicals in storage shed
	 Floodwater & stormwater drains
	 Local river; community drinking water; recreational water body

 Neighbours
	Following a serious storm or heavy rain warning, prepare property for high winds, rain & floodingbe prepared to get to higher groundturn off electricity & gas suppliesshut off fuel tankscheck drains are clear of blockagesavoid drinking water until it is confirmed as safeif your property is damaged, take notes & photos after the event to aid your insurance claim
	· Identify if building is in a flood risk zone
· Stormwater drains cleaned after autumn leaf fall & before winter rains, so excess water can escape quickly
· Place hazmats on shelves above likely flood level
· If your property doesn’t have a Backflow Prevention Device fit bungs or sandbags if a flood is likely, & weigh them down to avoid backflow from drains & toilets
· Tanks located above flood levels (containers may float causing breaks with pipes & spills)

	TSUTNAMI
	Hazmat spills
	 Ruptured pipes & stormwater drains
	 Site; neighbours; watercourses; groundwater
	Listen for warningsgo to high ground – at least 1km inland or 35m above sea levelavoid drinking water until it is confirmed as safeif your property is damaged, take notes & photos after the event to aid your insurance claim
	· Identify if building is in a tsutnami risk zone; if so, what warning systems are in place
· Find out where the nearest highest ground is & how to get there


	VOLCANIC ERUPTION
	As above
	 As above
	 As above
	Listen for warningsevacuate if appropriate, otherwise stay indoorswear protective clothing if you go outside (cover your head, breathe through a mask, carry a torch)close all doors & windowskeep gutters & roof clear of ash to prevent roof collapseavoid drinking water until confirmed as safeif property is damaged, take notes & photos afterwards to aid insurance claims
	· As above


	EARTHQUAKE
	As above
	 As above
	 As above
	Take cover. After the event, if the building is damagedturn off water, electricity & gas at the mainsif safe, put out firesif safe, contain spills from ruptured pipes or damage tanks (they may contaminate drinking water) avoid drinking water until it is confirmed as safeif your property is damaged, take notes & photos after the event to aid your insurance claim
	· As above, plus see ‘FIRE’ as earthquakes may cause fires.






	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:				

	
	Any incidents this Quarter?
	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:






Can staff answer the following questions?

	· Where do you find MSDSs in a hurry?
· Who do you notify that a spill has occurred?
· How do you identify what the spilled material is?
	· How do you find out if it needs special handling?
· What do you do if anyone is hurt?
· How do you contain the source?
	· Where are the spill kits and protective equipment?
· Where is the spill most likely to go?
· How to you prevent the spill escaping off-site?
	· Where is a copy of the spill procedure?
· How do you clean-up the spill & dispose of the spill & clean-up materials, while avoiding further pollution?
· What happens after spill has been dealt with?



Commitment


Plan


Actions


Checks


Review















