EMS Checklist

	EMS Checklist
	
	
	
	
	
	
	
	
	
	
	
	

	Business Name
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Address
	 
	 
	 
	
	
	
	
	
	
	
	
	
	 

	Checklist completed by:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Date:
	 
	 

	Position or Qualification:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Disclaimer:
	The completion of this EMS checklist does not guarantee your business's compliance with all relevant laws. Further information regarding legal 

	
	
	requirements is available from referred sources, the current MTA members handbook or the MTA Industrial Department.  MTA and EPA accept no 

	
	
	responsibility for the accuracy of the information contained in this document. Professional advice may be required to gain an effective interpretation of 

	
	
	the laws applicable to your business or to define the terms of this checklist.

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Proof of compliance: 
	All of the requirements listed in this checklist must be marked in accordance with the legend. For every tick you use to show that a requirement has 

	
	
	been satisfied, you must be able to refer to objective and impartial evidence that supports your claim. Note the details of your objective evidence in the 

	
	
	proof of Compliance column. Your evidence may consist of either:  documents or records that can be produced on request;  physical evidence;

	
	
	a discussion that can be validated.  If a specific requirement does not apply to your business, mark it with a cross and explain why it does not apply.

	
	
	If you cannot demonstrate compliance to a requirement, you should clearly note what further action is necessary to resolve the issue.

	
	
	

	Impact Ranking:
	Each further action you identify needs to be ranked according to the Impact Ranking Legend. The ranking you give each action must reflect the 

	
	
	urgency to implement that action because of its likely environmental impact and the potential for damage, waste and/or public outrage.

	
	
	Use the Impact Ranking column to record the urgency of the further actions you will implement, where:
	
	

	
	
	A =  Immediate action is necessary because the impact ranking is critical:
	
	
	

	
	
	B = Short term action is necessary because the impact ranking is important, but not critical.  Short term actions should be completed within 12 months.

	
	
	C = Long term action is necessary because the impact ranking is low.  Schedule your long term actions for completion in future business plans.

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	EMS Action Plan:
	Use the EMS Action Plan to summarise the implementation of this checklist. Your EMS Action Plan should always include observable or 

	
	
	measurable objectives that can demonstrate the improvements you have made. 
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Audit:
	
	Use this checklist to conduct an environmental audit of your business at least annually.
	
	
	


	Key Performance Indicator History
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	To calculate the percentage of change against any one of the Key Performance Indicators shown here, use approximate figures if you cannot be precise. 

	If your business turns over a high volume of cars each month, you should seek to implement strict controls over each of the indicators shown here 

	because your material and resource consumption will be correspondingly high.
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	            1st Review Audit
	           2nd Review Audit

	
	
	
	
	
	
	          Pre Implementation
	   Date……………... 
	  Date…………….. 

	             Item (Average where necessary)
	 
	                 Quantity
	   % change since last audit
	 % change since last audit

	 Cars repaired per month
	
	
	 
	
	
	 
	
	
	 
	
	
	 

	 Paint used per month
	
	
	 
	
	
	litres
	
	
	 
	
	
	 

	 Solvent, including gun wash, used per month
	 
	
	
	litres
	
	
	 
	
	
	 

	 Gas consumption per month
	
	 
	
	
	g.l
	
	
	 
	
	
	 

	 Electricity energy consumption per month
	 
	
	
	Kwh
	
	
	 
	
	
	 

	 Diesel energy and/or other fuel consumed per month
	
	
	litres
	
	
	 
	
	
	 

	 Water consumed per month
	
	
	 
	
	
	kilolitres
	
	
	 
	
	
	 

	 Waste solvents collected per month
	
	 
	
	
	litres
	
	
	 
	
	
	 

	 Waste metal collected per month
	
	 
	
	
	kg's
	
	
	 
	
	
	 

	 Other waste materials collected per month
	 
	
	
	kg's
	
	
	 
	
	
	 

	 Specific measures:
	  paint per car
	
	 
	
	
	litres
	
	
	 
	
	
	 

	 
	
	  solvent per car
	
	 
	
	
	litres
	
	
	 
	
	
	 

	 
	
	  energy cost per car
	 
	             $
	 
	
	
	 
	
	
	 

	 
	
	  water consumption per car
	 
	
	
	litres
	
	
	 
	
	
	 

	 
	
	  cost of waste disposal per car
	             $
	 
	
	
	 
	
	
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	MANAGEMENT RESPONSIBILITIES
	Answer

	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	Is an Environment Management Policy on display and in the clear view of staff and customers?
	 
	 
	A

	Have you appointed an Environmental Management Representative?
	 
	 
	A

	Is a copy of the current MTA Members' Handbook available?
	 
	 
	 

	Do you inform, train and supervise staff to ensure that they are aware of their environmental responsibilities?
	 
	 
	A

	Do you encourage staff to report existing or potential environmental risks or hazards?
	 
	 
	A

	Do you use Problem Reports and Improvement Reports, or
	 
	 
	A

	something similar, to record and respond to environmental issues?
	 
	 
	 

	Do you use a notice board to communicate important environmental issues to staff?
	 
	 
	 

	Do you record events and incidents that affect the environment?
	 
	 
	 

	Has management completed a formal Management Review of the  Environmental System?
	 
	 
	 

	EMERGENCY PROCEDURES
	Answer

	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	Are emergency contact numbers on display by the main telephone
	 
	 
	A

	(including contact numbers for relevant environmental authorities)?
	 
	 
	 

	Do you have an Emergency Plan on display?
	 
	 
	A

	Is clean up material available for cleaning up specific chemical spills?
	 
	 
	 

	Are appropriate fire extinguishers available?
	 
	 
	A

	Are staff trained to use fire extinguishers?
	 
	 
	 

	Have you completed any emergency response training drills?
	 
	 
	A

	If so, what areas did this training cover?
	 
	 
	 

	LEGEND:
	 
	                 IMPACT RANKING/TIMING OF FURTHER ACTION:
	 

	               Requirement satisfied                                          Not applicable   
	 
	A=Critical: Implement within 1-3 months  B=Medium: Implement within 12 months
	 

	            Further action necessary                                       Requirement now complete                 
	 
	                      C=Low: Implement within 12-18 months
	 


	STAFF TRAINING
	Answer

	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	Do new members of staff receive induction training? If so, are there records supporting this?
	 
	 
	 

	Do you use Position Descriptions to specify each member of staff's responsibilities?
	 
	
	A

	Do you use Position Descriptions to determine and record training needs?
	 
	 
	 

	Do staff receive basic training to improve their environmental awareness?
	 
	 
	 

	Do you keep records of all the training staff complete?
	 
	 
	 

	WARNING SIGNS
	Answer

	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	Do you display signs to warn staff, and others, of hazards and/or of the need to use environmental management controls?
	 
	 
	A

	Do your warning signs include:
	 
	 
	 

	  Hazardous or dangerous chemicals?
	 
	 
	A

	  Storm Water?
	 
	 
	A

	  Sewer?
	 
	 
	A

	  Other warning signs relevant to environmental management?
	 
	 
	 

	  Procedures for handling hazardous or dangerous materials?
	 
	 
	 

	  The need to use personal protective equipment?
	 
	 
	A

	SUPPLIERS & SUB-CONTRACTORS
	Answer

	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	Do you give preference to suppliers of environmentally sound products and services?
	 
	 
	 

	LEGEND:
	 
	                 IMPACT RANKING/TIMING OF FURTHER ACTION:
	 

	               Requirement satisfied                                          Not applicable   
	 
	A=Critical: Implement within 1-3 months  B=Medium: Implement within 12 months
	 

	            Further action necessary                                       Requirement now complete                 
	 
	                      C=Low: Implement within 12-18 months
	 


	HOUSEKEEPING
	Answer

	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	Are the following areas kept well presented and maintained: 
	 
	 
	 

	  Front entry?
	 
	 
	 

	  Front carpark?
	 
	
	 

	  Reception and waiting areas?
	 
	 
	 

	  Office & Administration areas?
	 
	 
	 

	  Workshop?
	 
	 
	 

	  Storage areas?
	 
	 
	 

	  Paint shop?
	 
	 
	 

	  Paint storage and mixing area?
	 
	 
	 

	  Waste bin storage area?
	 
	 
	 

	 Rear entry and/or storage area?
	 
	 
	 

	 Rear car park?
	 
	 
	 

	 Chemical and solvent storage areas?
	 
	 
	 

	If you wash down floors, does waste wash water enter the sewer via a silt trap and triple interceptor trap, or similar device?
	 
	 
	A

	VEHICLE & PARTS WASH AREA
	Answer

	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	Are wash areas bunded, with water directed to the sewer via a regulation silt trap, triple interceptor trap or other similar device capable of separating oil and petrol from water for
	 
	 
	 

	 Vehicle wash?
	 
	 
	A

	 Parts wash?
	 
	 
	A

	 Other wash areas?
	 
	 
	 

	Do you have a designated preparation and/or wash area that prevents waste going direct to storm water?
	 
	 
	 

	LEGEND:
	 
	                 IMPACT RANKING/TIMING OF FURTHER ACTION:
	 

	               Requirement satisfied                                          Not applicable   
	 
	A=Critical: Implement within 1-3 months  B=Medium: Implement within 12 months
	 

	            Further action necessary                                       Requirement now complete                 
	 
	                      C=Low: Implement within 12-18 months
	 


	SPRAY PAINTING
	Answer


	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	Does your spray booth comply with AS 4114?
	 
	 
	 

	Do you have records showing that you maintain your spray booth according to manufacturer’s instructions?
	 
	 
	A

	Is the paint storage/mixing area adequately ventilated?
	 
	 
	 

	Have you introduced any technology (eg.computer based recipe systems) to reduce the amount of paint mixed?
	 
	 
	 

	Have you introduced a HVLP high solids, or another improved paint system, to reduce emissions and waste?
	 
	 
	 

	Have you implemented a dry sanding system to reduce emissions and waste?
	 
	 
	 

	Is sanding carried out inside to prevent dust from spreading?
	 
	 
	 

	Is dust floor waste swept up or vacuumed up rather than washed down?
	 
	 
	 

	Do you have an enclosed gun wash system with a reticulated solvent sink?
	 
	 
	 

	Do you have a solvent recovery system?
	 
	 
	 

	CHEMICAL STORAGE
	Answer


	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	Are hazardous or dangerous chemicals stored:
	 
	 
	 

	In bunded areas? 
	 
	 
	 

	    In clearly identified containers within a roofed area?
	 
	 
	 

	   To avoid contact with heat, flames and sparks?
	 
	 
	 

	   With clear labels or signs showing?
	 
	 
	A

	   Separate from incompatible products or chemicals?
	 
	 
	A

	In good condition, well sealed and without leakage? 
	 
	 
	A

	With handling instructions clearly indicated? 
	 
	 
	 

	To prevent spillage? 
	 
	
	 

	LEGEND:
	 
	                 IMPACT RANKING/TIMING OF FURTHER ACTION:
	 

	               Requirement satisfied                                          Not applicable   
	 
	A=Critical: Implement within 1-3 months  B=Medium: Implement within 12 months
	 

	            Further action necessary                                       Requirement now complete                 
	 
	                      C=Low: Implement within 12-18 months
	 


	CHEMICAL STORAGE (cont.)
	Answer 
	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	To prevent contamination of other materials? 
	 
	 
	 

	To permit the immediate clean up of spills? 
	 
	 
	 

	Is an MSDS register of all chemicals on site regularly updated and available to all personnel?
	 
	 
	 

	WASTE CHEMICAL STORAGE
	Answer 
	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	Are hazardous chemical wastes stored:
	 
	 
	 

	In clearly identified and roofed areas? 
	 
	 
	 

	    In bunded areas?
	 
	 
	 

	    In good condition, well sealed and without leakage?
	 
	 
	A

	   Separate from incompatible products or chemicals?
	 
	 
	A

	Do you remove empty drums and containers from the site?
	 
	 
	 

	PRESCRIBED WASTE STORAGE
	Answer 
	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	Are the following prescribed wastes disposed of according to legal requirements?
	 
	 
	 

	    Oil and hydraulic fluids?
	 
	 
	A

	    Chemicals?
	 
	 
	A

	    CFCs/gases?
	 
	 
	A

	 Coolants/Brake fluid?
	 
	 
	A

	 Paint?
	 
	 
	A

	 Solvents?
	 
	
	A

	 Rags saturated with oil?
	 
	 
	 

	LEGEND:
	 
	                 IMPACT RANKING/TIMING OF FURTHER ACTION:
	 

	               Requirement satisfied                                          Not applicable   
	 
	A=Critical: Implement within 1-3 months  B=Medium: Implement within 12 months
	 

	            Further action necessary                                       Requirement now complete                 
	 
	                      C=Low: Implement within 12-18 months
	 


	PRESCRIBED WASTE DISPOSAL (cont.)
	Answer


	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	 Sludges from interceptor?
	 
	 
	A

	Can you prove that you, or your prescribed waste removal contractors, have the permits/licenses they require?
	 
	 
	 

	GENERAL WASTE DISPOSAL
	Answer


	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	Are the following wastes properly segregated and disposed of, or recycled?
	 
	 
	 

	 Plastics?
	 
	 
	 

	 Batteries?
	 
	 
	 

	 Car Tyres?
	 
	 
	 

	 General workshop rubbish?
	 
	 
	 

	 Cardboard paper and plastics?
	 
	 
	 

	 Steel?
	 
	 
	 

	 Aluminium?
	 
	 
	 

	PERMITS A& APPROVALS
	Answer


	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	Are records of valid permits/licences and approvals available for:
	 
	 
	 

	    CFC air-conditioning service operators?
	 
	 
	A

	    Prescribed waste removed from site?
	 
	 
	A

	    Trade waste agreements?
	 
	 
	A

	LEGEND:
	 
	                 IMPACT RANKING/TIMING OF FURTHER ACTION:
	 

	               Requirement satisfied                                          Not applicable   
	 
	A=Critical: Implement within 1-3 months  B=Medium: Implement within 12 months
	 

	            Further action necessary                                       Requirement now complete                 
	 
	                      C=Low: Implement within 12-18 months
	 


	NOISE
	Answer


	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	Do you evaluate noise levels according to the guidelines in the 1998 MTA Motor Trade Journal?
	 
	 
	 

	Is there a need for noise level testing?
	 
	
	 

	Are there signs posted at the entrance or in the work area showing that hearing protective devices should be worn?
	 
	 
	 

	Is noisy, continuously operated, equipment properly silenced?
	 
	 
	 

	Is the issue of hearing protection devices recorded in Position Descriptions or similar?
	 
	 
	 

	Does noise adversely affect your neighbours?
	 
	 
	 

	Are staff given regular hearing tests?
	 
	 
	 

	RESOURCE CONSERVATION
	Answer


	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	Have you taken any actions to:
	 
	 
	 

	 Reduce water usage?
	 
	 
	 

	 Reduce the use of materials?
	 
	 
	 

	 Reduce the usage of electricity, gas and fuel?
	 
	 
	 

	 Reduce waste?
	 
	 
	 

	 Recycle wastes?
	 
	 
	 

	LAND USE
	Answer


	PROOF OF COMPLIANCE OR DETAIL OF FURTHER ACTION REQUIRED
	IMPACT RATING

	Does your land use meet with Environmental or local authority Regulations?
	 
	 
	 

	Are land and buildings well maintained and compatible with local standards and regulations?
	 
	 
	 

	LEGEND:
	 
	                 IMPACT RANKING/TIMING OF FURTHER ACTION:
	 

	               Requirement satisfied                                          Not applicable   
	 
	A=Critical: Implement within 1-3 months  B=Medium: Implement within 12 months
	 

	            Further action necessary                                       Requirement now complete                 
	 
	                      C=Low: Implement within 12-18 months
	 


1

