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Introduction
This guide helps ‘industrial or trade’ businesses develop an Environmental Management Plan (EMP) to manage their land and water pollution risks. An EMP is a legal requirement for some ‘industrial or trade’ businesses in Napier. An EMP is sometimes referred to as a ‘Pollution Prevention Plan’ because the main focus is preventing pollution, as opposed to managing all environmental issues. 
Developing an EMP can also help businesses address environmental issues like managing trade waste, air contaminant discharges, wastewater and energy consumption. 
Businesses that have an EMP have an advantage because they know the legal requirements and how to manage pollution risks according to best practice. EMPs can also help businesses increase efficiencies and reduce costs. Examples of efficiencies include moving risky activities into covered areas minimises pollution risks and can increase productivity. Examples of cost savings include managing hazardous substances properly reduces the likelihood of spills and therefore minimises the associated costs of spill clean-up and potential fines.
What’s in an EMP?
An EMP sets out how a business will operate to manage pollution risks. It details:

· Your site’s location, activities, materials, products

· Your site’s risk of causing land and water pollution and how you will manage these risks
· Any trade waste management
· The programmes and systems you have in place to make sure the EMP is effective in reducing your risks

The key focus of you EMP is how you manage the pollution risks from your site. You need to understand your site and your risks thoroughly to make the best environmental management decisions.
Tools and resources that can help you prepare your EMP
· A Guide to Developing an Environmental Management Plan for Industrial or Trade Activities in the Auckland Region, Auckland Regional Council, August 2007, Version 04 http://www.rttz.org/wp-content/uploads/2011/01/Guide-to-developing-an-Environmental-Management-Plan.pdf 
· Environmental Management Plan Guide Template, Auckland Regional Council http://www.rttz.org/wp-content/uploads/2011/01/Environmental-Management-Plan-Guide-Template.doc 
· Guide to developing a Pollution Prevention Plan for Industries in the Nelson Region, Nelson City Council, April 2008 http://www.nbus.co.nz/assets/Our-council/Downloads/pollution-prevention-guide.pdf 

· Pollution Prevention Plan for CompanyName, Nelson City Council http://nelson.govt.nz/assets/Our-council/Downloads/pollution-prevention-plan-template.rtf 
· Environmental Management Plan Checklist, Bay of Plenty Regional Council https://www.boprc.govt.nz/media/71528/environmental%20management%20plan%20checklist.doc
Document Control Statement
The distribution and revision of your EMP will be controlled to make sure it is kept up-to-date and that the most recent version is used by staff and contractors. 

Person responsible (job title) will:
· Manage the master copy and any other paper or electronic copies of the EMP
· Keep a summary of updates, versions and dates and distribution lists

· Ensure EMP updates are distributed to all relevant staff as controlled copies

· Ensure any uncontrolled copies are marked as uncontrolled copies 

· Ensure any out-of-date copies are discarded when updates are distributed.
Read first: 
What follows is a template to help you create an EMP for your business. Although there is a lot of information in an EMP, each business is different and each EMP is different. Here are some important points to note before you begin compiling your EMP:
· The amount of information you need to provide in this document will vary significantly depending on the size and complexity of your business
· For small and simple businesses, some of the sections may be irrelevant or require minimal information
· For larger and more complex businesses, you will likely require specialist input
· If in doubt, call Napier City Council for advice or send your partially completed EMP in for feedback, we will then give you information on what else you need to supply
· To determine whether your business has trade waste, please register using this link: https://napier.portal.infrastructuredata.nz.

Contents
The headings in this EMP template will generate an automatic table of contents for you.  Hover your mouse over the existing table, right-click and select ‘Update’ (‘Entire field’ or ‘Page numbers only’).  If the table of contents gets deleted, go to ‘Insert’, ‘Field ’and select ‘Index and Tables’, then ‘TOC’.
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List of Tables:

Insert list of tables (delete those not appropriate and include more as necessary)
Table 1.1:  Summary of authorisations, consents and permits

Table 2.1:  Structural and procedural controls - existing 

Table 3.2:  Training programme - summary of training needs

1. Company, site and environment
In this section, record information about your site and describe your site’s layout and drainage, its surroundings, and the consents and permits you currently hold. 

1.1 Company description and site location
A company description and details of the site location gives context for the EMP, especially for new staff or contractors who are unfamiliar with your site. Briefly describe your company and site, including:

· Company operations: What is the company’s trade activity(s)?
· Staff numbers: How many staff are employed at the site and which contractors do you use for the site’s operations?
· Company structure: What are the key responsibilities and reporting lines in your company?  (Where relevant, supply an organisational chart (you may need to update this info once you have finished your EMP to reflect new roles and responsibilities that may arise).

· Site address and legal description: What are the address and legal details for all the areas your company uses for operations? Does your company own or lease the land?
1.2 Scope of this EMP 

Insert the scope of your EMP to clarify what it covers. Describe the aspects of your site and/or company that you will cover in your EMP:
· Multiple processes on site: Your EMP should cover the whole site and all the processes carried out there.

· Multiple sites: If there are multiple sites in Napier operated by the same company, they can be covered by one EMP or you can develop separate EMPs, however all sites should be listed in section 1.1 (Company description) for each EMP.

· On-site and off-site activities: The EMP is only required to cover activities on-site, however you are required to ensure any off-site activities do not cause pollution. It is important to have management plans in place for each activity, and these can be included as attachments to the EMP.
· Contractors: Any activities undertaken by contractors should be included in the EMP (including issues like ensuring waste is disposed of correctly).

1.3 Site activities, facilities and stores

Insert an outline of your site’s activities, facilities and stores. This includes:
· What you do/make/process/handle on the site? Include methods used and all processing steps

· What raw materials and chemicals do you use? Include the processes they’re used in and where on-site the processes occur

· What do you store on-site? Include types of materials stored, volumes and locations

· What end-products and by-products do you have on-site? Include volumes and storage/usage location

· What wastes are produced on-site? Include volumes and storage/disposal locations

· What supporting activities take place on your site? Include any supporting activities such as vehicle and equipment maintenance and washing, 
Note: This information may need to be updated during Step 2, before you finalise your EMP. Each activity and area can be individually assessed for environmental risks in Task 2.1.
Attach any maps or plans as Appendices.

1.4 Site layout and drainage

Insert a summary of your site layout and drainage, and attach a copy of your Site Layout and Drainage plan(s) in ATTACHMENT A   
Your EMP needs to include an accurate and up-to-date plan of your site showing the layout of key areas and drainage. Drainage includes both private (site) and public (council) stormwater and sanitary sewer / trade-waste.

This information will help you develop other aspects of your EMP (especially identifying risk areas of your site and how contaminants can enter receiving environments). The ‘site layout and drainage plan’ will also become an essential part of your Spill Response Plan (which you create or update during Step 2).

A site layout and drainage plan needs to show:

· Buildings and all outdoor activity areas

· Storage areas - particularly for environmentally hazardous substances or materials

· Stormwater flow paths and areas of ponding

· Private and public drains and pipework, manholes, catchpits and soakholes

· Private and public sewer and tradewaste drains, manholes, pipework and cesspits.
Note: This information may need to be updated during Step 2, before you finalise your EMP. To create this plan, or confirm the accuracy of an existing plan, you may need to involve a specialist to investigate your drainage systems (for example using CCTV or dye tests). For large or complex sites, you may prefer to separate out the layout and drainage information and create two separate, but linked, plans (for example by including building outlines and site boundaries on your drainage plan).

Note: Stormwater pipes and wastewater pipes are different. Wastes include: boiler blowdown waters, sewage, sink waste, basin waste, compressor condensates, trade wastes, cooling water, wash waters, and other process waters. If you find any of these connected into down pipes or directly into stormwater pipes, then it’s vital you:
· Discuss it with the Napier City Council

· Remove the connection immediately from the downpipe or stormwater

· Connect the pipe legally to the sanitary sewer (may need trade waste consent)

· If the issue cannot be fixed immediately, list it in ‘additional controls required’ or ‘future actions’ in Task 2.2.
1.5 Site receiving environments

Insert information about your site’s receiving environments. Receiving environments are those areas of land or water that can or do receive run-off or discharges from your site. Your EMP needs to include information on your site’s ‘receiving environments’ of any contaminants (including contaminated stormwater) from your site.

Determine the pathways for contaminants (including contaminated stormwater) to enter the immediate and ultimate receiving environments of your site. If there is potential for contaminants to enter these systems, then describe:

· Immediate receiving environments: Include site soils/land and surface water (stormwater drains, streams).

· Ultimate receiving environments: Include the streams or rivers that your stormwater flows into, and any environments which they in turn flow into (e.g. wetlands, estuaries and harbours) as well as any deeper underground waters. This will help show how your site is connected to the surrounding environment, how easily pollutants from your site can end up in the environment and how sensitive they are to potential pollution from your site.
1.6 Authorisations, consents and permits 

Insert an outline of the authorisations, consents and permits that your site has or requires in order to manage pollution risks. Complete Table 1 (below) if it helps you to summarise this information.
Table 1.1:  Summary of authorisations, consents and permits 

This table relates to ‘Authorisations, consents and permits’ (section 1.6) above - use the table if it helps you summarise your information.
	Type and number
	Agency 
	Status 
	Summary of key conditions and monitoring required 

	Trade Waste Controlled Consent 
– No. XYZ
	Napier City Council 
	Granted (expires 2012)
	Relates to discharge from factory and wastewater treatment bund –

Discharge Xm3/s (continual monitoring)
pH maximum 8 (daily monitoring, mid-flow) 

	
	
	
	

	
	
	
	

	
	
	
	


2. Pollution risks and controls
Table 2.1:  Structural and procedural controls - existing 
This table relates to the ‘Pollution risks’ and ‘Pollution controls’ sections (2.1 and 2.2) below.  Fill out this table using the information you gather in Step 2.  You may use this table or create a similar one of your own. Some examples are shown in section 2.3.
Area of site: 
Activity/facility/store: 
	Risks
	Existing pollution controls
	Additional controls required

	Pollution Risk
	Contaminant(s) of concern
	Structural
	Procedural
	Structural
	Procedural

	Information in section 2.1
	Information in section 2.1
	Information in section 2.2
	Information in section 2.2
	Information in section 2.2.2
	Information in section 2.2.2

	Information in section 2.1
	Information in section 2.1
	Information in section 2.2
	Information in section 2.2
	Information in section 2.2.2
	Information in section 2.2.2

	Information in section 2.1
	Information in section 2.1
	Information in section 2.2
	Information in section 2.2
	Information in section 2.2.2
	Information in section 2.2.2


2.1 Pollution risks 

Insert a summary of your site’s pollution risks. Your EMP needs to include a comprehensive list of risks that the operations on your site pose to land and water. Include risks from day-to-day activities and things you store on-site all the time. Also include traffic movement on and off-site, as well as unusual events like spills and emergencies. This should be treated like a risk assessment (you might already have one for Health and Safety), but focussed on environmental risks.
For each risk you need to identify the contaminant(s) of concern. This will help you to determine what type of controls you need to manage your risks and how to respond to spills of a particular substance.


Think about the pollution risks on your site:
For this task, you need to identify all risks and list them in the first column of Table 2.1 (above). To make sure you cover all risks, think about:

· Activities: All activities pose some level of risk. Consider the risks for each activity, from delivery and handling through to products and waste, as well as where the activity is carried out. For example, are the activities undertaken in a way, or with specific equipment, or in a specific location that minimises the release of 
contaminants?

· Facilities: Every facility will have some level of risk associated with it. Consider the risks from the various facilities on-site such as plant/equipment, re-fuelling or vehicle/equipment washing and maintenance areas. For example, are they set up, operated and maintained so as to avoid contamination of land and/or water/stormwater?

· Stores: The storage of any ‘environmentally hazardous substances’ poses pollution risks. What do you store on-site? How much of it? Are your storage areas designed and operated correctly? Could something go wrong with the tanks or bunds? Do underground tanks have leak detection (or ullage) systems?

· Site coverage: Sealed and unsealed areas pose different risks. In sealed areas contaminants (from spills or general activities) can enter the site’s stormwater system. Whereas on unsealed areas (or sealed areas with integrity problems) those contaminants could soak into the ground resulting in possible soil and/or groundwater contamination.

· Site drainage: Aspects of the site’s drainage can pose risks to land and water. For example, do any areas drain to stormwater that should actually drain to trade waste? Is there any chance of cross-connections between stormwater and trade waste/sewer systems? Could there be problems with pipe and/or shutoff-valve integrity?
NOTE: Wastewater and/or trade waste treatment, controls and activities should also be mentioned here, however there is a Trade Waste section. These can impact on stormwater, depending on the systems in place.
Insert details of these pollution risks into Table 2.1.
2.2 Pollution controls 
2.2.1 Structural and procedural controls – existing:
Insert a summary of all pollution risks and their controls on site in Table 2.1.
Risks are managed using ‘controls’. You will already have a number of controls in place, and this task involves identifying those existing controls. There are two types:

1. Structural controls: Physical structures that are designed to control the movement of materials/contaminants (including contaminated stormwater) around your site. Structural controls can be big or small and are usually permanently in place, for example dedicated storage facilities (for chemicals, raw materials, products and wastes), secondary containment devices such as bunds, and stormwater treatment devices such as sand filters,
2. Procedural controls: These are written or formal/informal descriptions of how and where you carry out key activities on your site. They include written standard operating procedures (SOPs) for routine activities as well as for spills and emergencies for example SOPs for handling, filling or emptying containers and inspection and maintenance of bunds and associated valves. Any contingency procedures listed as pollution controls should be added as attachments to the EMP.
Each risk is likely to require a combination of both structural and procedural controls. For example, to manage the risk of chemical spills you may have bunding as a structural control, and procedures for chemical delivery, handling etc and spill response as procedural controls.

2.2.1.1 Contingency Procedures

This section should have a description of any spill response procedures, spill containment kit locations, spill kit inventory and maintenance. Spill response procedures should not be limited to spills only, but should include what occurs in other related events such as fire.

Emergency contacts should also be included, what their responsibilities are, and a notification procedure for relevant authorities (Napier City Council, Hawke’s Bay Regional Council, Emergency Services etc.).
2.2.1.2 Structural and procedural controls - future actions:
Insert a summary of any actions you will undertake in the future to address your pollution risks, including improvements to existing controls (eg improving ineffective procedure) and new pollution controls (eg installing a bund or writing a new procedure).

2.2.1.3 Example table

	Risks
	Existing Pollution Controls
	Additional controls required

	Pollution Risk
	Contaminant(s)
	Structural
	Procedural
	Structural
	Procedural

	Spills during unloading of chemicals
	Hydrocarbons, dissolved metals, glycols – refer ‘Chemical Inventory’ Appendix X
	Bunding of chemical delivery area, ground sealed.
	Procedure: SOP X (Attachment X) including:

· deliveries only received within bunded area

· Contractors use best practice (pallets, wrapping, trolleyjacks)

Inspection: X (Attachment X)

Training: staff and contractors trained in procedures and inspections
	No further structural controls required
	Procedure/spill response required for staff and contractors to instruct in the event of a spill or leak

	Trace contaminants tracked from bunded chemical delivery area to yard
	Hydrocarbons, dissolved metals, glycols – refer ‘Chemical Inventory’ Attachment X
	Yard area sealed
	Inspection X (Appendix X) including:

· Yard area regularly swept and residues collected for disposal

· Integrity of concrete checked 6 monthly
	Stormwater treatment – oil interceptor and sand/peat filter for trace hydrocarbons and metals in yard stormwater
	Procedure required for operation and maintenance of stormwater treatment devices

	
	
	
	
	
	


NOTE: You will also attach details and copies of the controls (see ATTACHMENT D,   

 REF _Ref110601028 \n \h 
 \* MERGEFORMAT ATTACHMENT E and   

 REF _Ref110601112 \n \h 
 \* MERGEFORMAT ATTACHMENT  F ) so this section only needs to be a summary or overview.  Cross-reference within this section to the relevant attachments.
3. Pollution programmes and systems

3.1 Inspection and maintenance programme

Insert a summary of your ‘Inspection and Maintenance Programme’ and attach a copy of the Programme including any supporting forms in ATTACHMENT G    (including examples of completed checklists).  The programme can also be summarised in a table.

If there are stormwater treatment devices on site, these should be captured in the same section, or could be captured separately from other inspections and maintenance on-site.

This programme should formalise the way checks are carried out to ensure controls are preventing pollution effectively. The frequency of checks and maintenance should be sufficient to identify and solve problems before pollution is caused.

3.2 Training programme
Insert a summary of your ‘Training Programme’ and attach a copy of the Programme including any supporting forms in ATTACHMENT I   .  Also complete Table 3.3 below if it helps with summarising your programme.

Any contractors you use and any lessees on your site must also know about their responsibilities to avoid pollution so that any problems do not become your liability. You can train them yourself, or ask them to provide evidence that they have given their staff the right training on the parts of your EMP that will relate to their work.

An effective training programme will:

· Include an induction and refresher training for all staff (and contractors as appropriate)
· Cover general environmental issues and the purpose of pollution prevention goals
· Outline site-specific details relevant to achieving pollution prevention goals (see Step 1 tasks) 
· Provide details on specific pollution controls relevant to individual job areas/responsibilities

· Include overview and ‘hands-on’ spill response training (all staff should be trained so they can all help if a spill occurs).

NOTE: This is a good time to point out to staff exactly where the stormwater from your site goes, and how sensitive most of those receiving environments are to pollution
You will need to keep good records of who is trained, when and in what aspects – this paper

trail is vital in demonstrating you are implementing your EMP (see ‘Record Keeping, Task

3.4). Training staff and contractors on your EMP can be integrated into an overall

environmental, and health and safety training programme.
3.3 Complaints Procedure

It is useful to include a section on complaints, how they may be received, how they are followed up and dealt with, how you engage with the complainant and how this information is recorded. By tracking complaints, emerging issues may be identified which can then be addressed.
Examples of complaint forms can be added as attachments.
3.4 Record keeping

Insert a summary of the records you will keep in order to ensure (and demonstrate) your EMP works effectively.

Keeping records from your ‘Inspection and Maintenance Programme’, your ‘Stormwater Management and Monitoring programme’ and your ‘Training Programme’ will be useful to demonstrate that you have been following your EMP should a compliance issue arise or if there is a pollution incident (such as a spill on-site). The type of records from these programmes will include:
· Completed forms, checklists and maintenance logs

·  Identified problems and corrective actions undertaken

·  Monitoring data and results (e.g. for stormwater treatment device monitoring).
Some other types of records will also be valuable for assisting with the implementation of

your EMP and/or your ‘EMP Review’ (see Task 3.6). These include:

·  Incident forms (especially pollution incidents and response)

·  Internal and external communications regarding the EMP (for example communications to waste disposal contractors where you specify that your waste must be disposed of appropriately)

· Results of internal or external assessments and compliance visits.
3.5 Roles, responsibilities and contact details
Insert a summary of the roles and responsibilities you give to staff members to ensure your EMP is implemented effectively, as well as contact details for site contacts.

Reporting lines help make sure the right people find out about pollution issues and that things such as corrective actions, improvements, reviews and training get done. One way of ensuring reporting lines are followed is to require the responsible person to sign off actions or programmes (for example sign-off may be required at the end of each week to show that all inspections and maintenance programmes have been carried out and any necessary corrective actions have been taken).
Roles and responsibilities (and associated reporting lines) can be recorded in various ways.

You could do this by creating:

· Role diagrams showing company structure, the roles of your staff as they relate to the EMP and environmental issues, and reporting lines

· Responsibility summaries detailing what EMP tasks have been assigned to which roles/ individuals.
3.6 EMP review

Insert details of how you will ensure your EMP is kept up-to-date and continually improved. 

An annual review is required as a minimum, in some circumstances a more frequent review or update may be needed. This may arise due to an incident such as a spill highlighting a major gap in your pollution controls, or an inspection may highlight an on-going problem that requires a significant change to stop it re-occurring. Similarly, monitoring data may show that a treatment device hasn’t been installed properly and it may need to be altered.
The annual review of the EMP should include:

· Any significant changes to the site’s activities, facilities, or pollution controls

· Key changes to the company (e.g. restructuring, contractors)

· Changes in industry best practice standards or recommended pollution controls

· Changes in legal requirements or industry recommendations

· Results of inspection and maintenance programmes, and logs of incidents, corrective actions, internal or external assessments
· Any public complaints

· Specific results of your stormwater management and monitoring programme compared with consent requirements (if relevant).
If large parts of your EMP change, the full EMP will need to be re-submitted to NCC (along with a summary of the changes). If only minor changes are made, a summary of those changes should suffice. In addition to advising NCC you will also need to advise or re-train staff and contractors.

Table 3.2:  Training programme - summary of training needs

This table relates to ‘Training programme’ (section 3.2) above. Fill it in using the training programme you developed during Task 2.2 of the EMP Guide.  You can use this table or create a similar one of your own.  Add cross-references to the location of any supporting information that will be used for the training.

	Training topic:
	Summary of training purpose and content
	Recipients (specify job titles of relevant staff and/or contractors)
	Frequency or target date

	Induction to EMP 
	Overview of EMP including site information, pollution risks and controls, and programmes and systems.
	All staff / contractors
	At beginning of employment / contract

	Refresher for EMP
	Refresher overview of EMP including recent changes and updates
	All staff / contractors
	One year after employment or contract commences, or more frequently if required

	Detail of activity or area specific pollution risks and controls

	Insert specific activity or area
	Insert details
	Insert staff / contractors who require this specific training
	Insert details

	Insert specific activity or area
	Insert details
	Insert staff / contractors who require this specific training
	Insert details

	Insert specific activity or area
	Insert details
	Insert staff / contractors who require this specific training
	Insert details

	Insert specific activity or area
	Insert details
	Insert staff / contractors who require this specific training
	Insert details

	Emergency spill response plan 
	Identification of on-site ‘environmentally hazardous substances’ and required spill response (as per SRP in ATTACHMENT  F   of EMP)
	Insert staff / contractors who require this specific training
	Insert details

	Inspection and maintenance programme

	Insert specific aspect of programme
	Insert details
	Insert staff / contractors who require this specific training
	Insert details

	Insert specific aspect of programme
	Insert details
	Insert staff / contractors who require this specific training
	Insert details

	Insert specific aspect of programme
	Insert details
	Insert staff / contractors who require this specific training
	Insert details

	
	
	
	

	Stormwater treatment device(s) and ‘Stormwater management and maintenance programme’ 

	Insert specific aspect of programme
	Insert details
	Insert staff / contractors who require this specific training
	Insert details

	
	
	
	

	Specialised training (e.g. handling hazardous substances or hazardous wastes)

	Insert details
	Insert details
	Insert staff / contractors who require this specific training
	Insert details

	Insert details
	Insert details
	Insert staff / contractors who require this specific training
	Insert details

	Training programme 
	Insert details
	Insert title of staff member(s) who will be responsible implementing the EMP training programme
	Insert details


4. Trade Waste

This section only applies to sites that produce and/or dispose of trade waste.

If your business produces liquid waste that is in excess of household equivalent from day-to-day operations, or if the liquid waste contains trigger amounts of chemical or physical contaminants, you may be required to register as a trade waste customer.
If you are unsure, please register using the form on our website, or get in touch with the Environmental Solutions Team at environmental.solutions@napier.govt.nz.
The Integrated Trade Waste and Wastewater Bylaw (2022) and the Administration Manual for the NCC Integrated Trade Waste and Wastewater Bylaw (2022) can be found on the NCC website.
4.1 Trade Waste Streams and Types

Describe each stream of trade waste generated on site, whether they are combined and how they are discharged.

For each discharge, indicate whether it is continuous or batch (for example held in a tank and dropped in batches).
4.2 Characteristics of the trade waste discharge
Describe the characteristics (typical and maximum) of the final discharge, including;

· What characteristics are being reduced, removed or modified?

· All main characteristics present (relative to the Administration Manual for the NCC Integrated Trade Waste and Wastewater Bylaw), in the final discharge.

· Measurements for each characteristic. If these are different for different steps in the process, list these separately.

· Flow rate.

· Daily discharge volume (m3)?

· Daily load (average concentration x daily volume) for Suspended Solids, OAG COD and cBOD5.

Testing may be required to characterise waste.

4.3 Pre-Treatment

Describe the pre-treatment that is carried out on the effluent prior to discharge to make it acceptable for discharge and to ensure compliance with limits.  For more information please see Section B.9 of the Administration Manual for the NCC Integrated Trade Waste and Wastewater Bylaw (2022).
Describe the pre-treatment system(s) used to carry out the pre-treatment (and add photos where appropriate), including;

· Type of pre-treatment e.g.:

· Screens

· Flow balancing

· pH control

· Oil and grease removal

· Sedimentation (grit removal)

· Chemical treatment

· Biological treatment

· Other (please specify)

· The equipment/system(s) used.

· Name/type of system.

· The capacity of each equipment/system(s).
· The maintenance schedules for each equipment/system.
· The training the pre-treatment system(s) operators get in the operation of the system(s) and the Standard Operating Procedures used for managing the pre-treatment system(s).

· Chemicals and by-products

· Chemical inputs in the pre-treatment process.

· The residuals (sludge, solids etc.) generated from the pre-treatment and how are the residuals disposed of and by whom (self or contractor (who?) to landfill, composting, re-use etc.).

· System failure

· How pre-treatment system(s) failures are managed to prevent non-compliant discharge.

· In case of a pre-treatment system(s) failure, how can/is the discharge stopped from entering the Council wastewater network (valves, procedures etc.).
· The procedure for notifying Council if any untreated or insufficiently treated effluent has been discharged.

4.4 Domestic Effluent

Will domestic effluent be discharged through the same connection as the Trade Waste?

At what point on site are these combined?

4.5 Cleaner Production and System Upgrades
Briefly describe any ‘Cleaner Production’ initiatives that are being undertaken or may be undertaken in the future (reduce energy inputs, recycle water, efficiency increase, more environmentally friendly chemicals in the processes etc.). If any upgrades are planned to the Trade Waste System, detail them here.

If the current Trade Waste consent for the site has been breached in the last 12 months, a detailed plan is required to outline how compliance will be achieved. Please provide as much detail as possible including timeframes and deadlines.
Please see Section B.10 of the Administration Manual for the Integrated Trade Waste and Wastewater Bylaw (2022).
4.6 Flow Control

Describe how discharge flows may be controlled in an emergency situation (such as severe flooding, emergency maintenance). This should detail the capacity to hold trade waste on site (volumes and hours), and how flows to the NCC Public Wastewater System would be ceased in an emergency.
4.7 Flow Measuring
Some sites (major dischargers, Conditional Trade Waste Consent holders) may be charged trade waste charges on a volumetric basis. For minor dischargers and most Controlled Trade Waste Consent holders, an annual flat fee may apply. This will be stipulated in your Trade Waste Consent.
For sites with flow meter on trade waste:

Describe how the final discharge is metered and recorded, the calibration/verification method, frequency and procedures, including:
· The type of flow meter(s)
· The make of the flow meter(s)
· Description of the flow meter set-up
· Calibration frequency
· Date of most recent calibration
· Telemetry
· Frequency of data and schedule for providing to NCC.

For sites without a flow meter on trade waste:

Describe how the final discharge is controlled/restricted to ensure it does not exceed approved limit, including:
· The method of control (calibrated orifice plate, valve restriction, pump control etc.)
· How the flow rate has been verified and by whom
· How the flow restriction/control is secured to prevent unauthorised change
· Any plans to install a flow meter or improve this control/restriction.

Currently, volumetric trade waste charges are based on a cost per m3 to discharge to sewer or trade waste networks. A default value of 90% of water-take is applied to calculate trade waste discharge volume, which allows for 10% as domestic water use (like toilets and sinks), unless proof can be provided that a different percentage of water take is discharged as trade waste.
4.8 Monitoring

Describe the sampling point used to sample trade waste on site.
This should include all trade waste flows and no domestic flows, and be downstream of all pre-treatment systems (as close to the point of discharge as possible).
4.8.1 Self-monitoring and reporting

The Trade Waste Consent may require self-monitoring (scheduled or on-request). Describe how self-monitoring and reporting will be done, including:
· Sampling location
· Frequency of sampling
· Method of sampling (grab sample or time/flow proportional composite over X hours)
· The laboratory used for the sample analysis
· Procedure for reporting the sampling results to Napier City Council within 7 days of receiving sample results
· Response to any results that are non-compliant
· Person responsible/training initiated.
4.8.2 Monitoring by Council

Describe how Napier City Council officers can safely access the Sampling Point for monitoring and sampling including the position for the auto sampler to be secure for at least 24 hours at the Sampling Point.
4.9 Contact person for trade waste
Provide contact details including name, position, business address (for letters), phone number, email.

Describe the procedure that is in place to ensure NCCl always has up-to-date details for a contact person to deal with any issues related to trade waste and approval in case of personnel changes. This person should be the holder of the Trade Waste Consent or directly report to the consent holder.
ATTACHMENTS 

Insert attachments to support your EMP. Use the following list as prompts for what to insert (as outlined in the EMP Guide), and then update the heading names to reflect your attachments.

Note: This is only a guide. More, or fewer, attachments can be added as required.
ATTACHMENT  A    SITE LAYOUT AND DRAINAGE PLAN(S)
Attach your Site Layout and Drainage plan(s) (see Task 1.4).

NOTE: If you have Site Layout and Drainage plan(s) in another location or document, you can insert a legible A4 or A3 copy here and cross-reference to the original for further detail.
ATTACHMENT  B    RECEIVING ENVIRONMENTS INFORMATION 

Attach information about your site’s receiving environments (maps, photos, plans) (see Task 1.5).

ATTACHMENT  C    AUTHORISATIONS, CONSENTS AND PERMITS 

Attach summaries of your site’s authorisation, consents and permits (see Task 1.6).

ATTACHMENT  D    POLLUTION CONTROLS - STRUCTURAL 
Attach information regarding your sites structural controls e.g. as-built plans (see Task 2.2).  You can also include (or cross-reference) any supporting information such as manufacturers specifications.
ATTACHMENT  E    POLLUTION CONTROLS - PROCEDURAL 
Attach copies of your procedural controls e.g. ‘standard operating procedures’ (see Task 2.2). 
Your Emergency Spill Response Plan is a key procedural control and should be attached separately.
Note: If you have procedures in other documents (e.g. Operating Manuals) cross-reference to them and insert a copy of key procedures.  Also include Chemical Inventory Lists.
ATTACHMENT  F    EMERGENCY SPILL RESPONSE PLAN(S)

Attach a copy of your Emergency Spill Response Plan(s) (see Task 2.2)

ATTACHMENT  G    INSPECTION AND MAINTENANCE PROGRAMME 
Attach copies of the forms for your Inspection and Maintenance Programme (see Task 3.1)
ATTACHMENT  H    STORMWATER MANAGEMENT AND MONITORING PLAN 
Attach a copy of your Stormwater Management and Monitoring Programme if separate (see Task 3.1).

ATTACHMENT  I    TRAINING PROGRAMME 
Attach copies of your Training Programme content and forms (see Task 3.2).

ATTACHMENT  J    COMPLAINTS PROCEDURE
Attach example of complaint form (see Task 3.3).

ATTACHMENT  K    EMP REVIEW 

Attach details of the process you will follow to review your EMP (see Task 3.6).
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This EMP Guide can be used as an instructional template to produce a site specific Environmental Management Plan.


Prompts to insert site specific information are coloured blue and explanatory notes are shaded grey (the latter can be deleted once the relevant information is inserted into the template).  








Some common contaminants include:


Suspended sediments: These reduce light transmission through water, clog fish gills, affect filter-feeding shellfish, smother benthic organisms, change benthic habitats and fill up estuaries.


Oxygen demanding substances (e.g. soil organic matter): These reduce the oxygen content of water. A large proportion of fish kills in streams and rivers are caused by spills and oxygen demanding substances such as sewage.


Pathogens: These are disease-causing bacteria and viruses. This can directly affect human health through contact recreation and shellfish collection.


Metals (both solid and dissolved): These are most commonly zinc, lead, copper and chromium. Metals are persistent; they don’t decompose and they accumulate in sediments, plants and filter-feeding animals such as shellfish. Elevated levels of metals cause public health issues and organisms avoid the affected habitat area (reducing numbers and diversity.) At higher levels, intergenerational deformities and tumours may occur, as has been recorded overseas.


Hydrocarbons and oils: Generally these are associated with vehicle use. They may be in the form of a free slick, oil droplets, and oil emulsion, and in solution or absorbed to sediment.


Toxic organic compounds: These are organo-chlorine pesticides or polyaromatic hydrocarbons (PAHs), formed during the incomplete burning of coal, oil and gas.


Nutrients: In stormwater, these are usually nitrogen and phosphorus compounds that stimulate plant and algal growth and removes oxygen from waters.


Litter


Other physical and chemical effects such as changes to temperature, pH, dissolved oxygen, alkalinity, hardness and conductivity (salt).
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