EMD G6. ENVIRONMENTAL COMMUNICATIONS REGISTER 

· We undertake internal dealer and external stakeholder communications to ensure clear environmental information is delivered to the appropriate audience (e.g. what message, to who, when and how).

a) Internal environmental communication

	Reviewer: 
	
	Review date:
	
	Review frequency: Monthly



Our target: 	All employees and contractors can demonstrate awareness of our Environmental Policy (EMD B6.), the enviro-mark EMS and their EMS responsibilities.

We communicate environmental information on:
	· EMS contacts, responsibilities and authorities;
· specific compliance and stakeholder requirements;
· kaizen plan objectives, targets, actions and interim performance updates*;
· expectations that staff support these programmes (e.g. work processes, available training etc);
· internal and external audit findings and corrective actions; and
· environmental risks, incidents and emergencies arising.
	All employees are encouraged to participate and respond to communications – for example by seeking clarification, putting forward suggestions and ideas, notifying appropriate managers or colleagues of risks, external queries and complaints.

· The Environment Champion retains examples of these communications and responses for the external Enviro-Mark audit.



· We regularly share targets, performance and summary actions of our kaizen projects with employees. (* This is a Toyota requirement)

This information is usually delivered by top management (see EMD D1.), the Environment Champion or department managers via:
	· staff meetings
· staff noticeboard
· organisation charts
	· workshop toolbox meetings
· department/management meetings
· emails
	· signage
· intranet
· internal newsletters


Environment Policy 

·  The Policy is communicated to (i) employees; and (ii) other stakeholders – see table below.
·  The Policy is signed and dated by top management at least every 2 years, or when a significant wording change has been made.
·  The Policy is in a standard format set by TNZ and contains specific commitments required by both TNZ and Enviro-Mark (such as legal compliance, pollution prevention and continual improvement).

Policy communication
	Internal
	External

	· New employees - the Policy is provided to all new employees in their induction pack
· Existing employees - the Policy is displayed on the staff noticeboards and intranet

Where relevant, it may also be referred to during in-house training or staff meetings to underline our commitment to our local environment and community.
	· Customers / Visitors - the Policy is displayed at our Reception
· Contractors / Supplies - the Policy is included in our contracts and Contractor induction process (see EMD G4. Contractor Environmental Induction)
· Other Stakeholders (see EMD B7. Interested Parties - the Policy is provided where requested. (All requests are recorded)




b) External communications 

There are two types of external communications: (i) those to the general public; and (ii) those to specific Interested Parties. All responses to external environmental communications are recorded in Environmental Communications Register (below), with immediate follow-up actions and countermeasures to prevent incident reoccurrence.

· Where we include the Toitū enviromark logo, we follow their terms and conditions – see EMD B5. EMS Logo Display and Descriptions.

· Information communicated is accurate, trustworthy and consistent with the EMS. Where appropriate we seek assistance from TNZ.

Responsibilities for responding to queries and complaints

· We have informed staff that they should notify the Environment Champion of external queries or complaints received, so he / she can respond in liaison with the relevant Manager, or with TNZ if appropriate.
· [bookmark: _GoBack]Significant issues are included in management discussions to ensure they are resolved. We also include these in our EMS and business planning reviews, internal audit checks (see EMD D2. Internal Audit) and Management Review meetings (see EMD D5. Management Review).

IMPORTANT: it is a mandatory Toyota requirement to notify TNZ of any regulatory non-compliance or serious stakeholder complaints (e.g. a major air or water pollution incident). 
· Serious issues involving community groups, regulators or likely to attract media attention and affect Toyota’s brand image must be reported to TNZ within 7 days. 
· General complaints which are not a violation of regulations should be discussed at a management level before responding to the complainant with countermeasures, and notifying TNZ within 20 days.

· We record these issues on our EMD B7. Interested Parties and EMD B8. Environmental Impacts & Risks/Opportunities records.

Register
· We record positive and negative communications received relating to the EMS or our environmental performance in our Register (with date, name and contact details).
· This Register is reviewed monthly to ensure responses have happened and issues are closed. This includes:
 regulatory non-compliance
 feedback with customers, community or other groups
 specific neighbour complaints (e.g. about lighting at night, noise, odour or dust)

· We respond promptly to the communications received and record our responses.
· For important issues, management approval is required before the response is sent.
· We review this register at least monthly to ensure there are no outstanding issues to be addressed.



c) External communications register

	Reviewer: 
	
	Review date:
	
	Review frequency: Monthly



	Our target: 	zero non-compliance and complaints

· 


	Dealer Staff
	Date Received
	Contact information
	Detail
	Communication type

	Report to TNZ
Y/N
	Next Action
	Follow up
	Resp.

	KLG
	1-Feb
	Joe Bloggs, 55 Roberts Line, PN - Phone: 06-333 3333
	Joe called to advise that noise from our air conditioning unit can be heard in his house across the street.
	
	N
	Immediate Action: Servicing contractor checked A/C unit & fixed a fault. KLG asked Mr Bloggs to monitor over the next couple of days. As of 01/06/17, no further noise problem.
	1-Sep
	KLG

	
	
	
	
	
	
	Countermeasure to prevent reoccurrence:
· Check with Mr Bloggs in 3 months to ensure no other issues.
· Check A/C servicing schedule & age of current unit
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