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Summary 
 

WRAP has produced this easy-to-use handbook to help food and drink 
companies integrate water management into an environmental 
management system (EMS). 

This handbook covers key areas that an EMS should address in relation 
to water management, including: 

 environmental aspects and impacts; 

 register of environmental legislation; 

 objectives and targets;  

 training; and 

 procedures and work instructions. 

 
This guide will help environmental managers identify effective methods 
to embed good water management practices into their business, and 
ensure compliance with a certified EMS system. 

A correctly structured EMS will provide a mechanism to implement 
improvements in water management, and identify opportunities to 
improve water efficiency. 

 

EMS terminology 
Environmental aspect. This is defined as the “element of an 
organisation’s activities, products or services that can interact with the 
environment”.  This can mean almost anything an organisation does, 
from industrial processing to office administration.  An aspect is 
sometimes referred to as an environmental risk. 

Environmental impact. This is defined as any change to the 
environment wholly or partially resulting from an organisation’s 
activities, products, processes or services either directly or indirectly. 
An impact can be adverse or beneficial. An environmental aspect will 
have a corresponding environmental impact (or even several impacts). 

Do not confuse an environmental audit with an environmental review. 

 Initial environmental review ‘kick starts’ the EMS. 

 Internal environmental audits maintain its momentum. 

 The management review allows senior management to consider 
how well the EMS is working. 

 

ISO 14001 – Terms and definitions are detailed in Clause 3 of the 
Standard 

EMAS – A full list of definitions is provided in Article 2 of the Regulation 

 
  



 

 

Introduction 
Improving environmental performance is not just a matter of 
compliance. It’s also about organisations reducing their environmental 
impacts, which could include the following: 

 environmental impacts relating to gas consumption; 

 environmental impacts relating to electricity consumption; 

 environmental impacts relating to waste production; and  

 environmental impacts relating to water use.  

The perception that water costs are low, means that businesses can 
view water reduction programmes as low priority, which often results 
in little of no inclusion of water related ‘aspects’ in their EMS.  
However, high water use can have a major environmental impact, 
particularly in water stressed areas. 

It is important to recognise that the associated impact (and cost) of 
water use and wastewater disposal can be higher than one might 
initially think and can include chemical pre-treatment (e.g. water 
softener), energy used to heat, cool and pump water around the site, 
and the treatment of wastewater for reuse on site or prior to its 
disposal off site. 
To assess the true cost of water to your business, use WRAP’s cost 
calculator tool for added value water (See further information section). 

Increasingly, stakeholders and customers expect businesses to 
demonstrate commitment to managing and minimising their 
environmental impacts. A correctly structured EMS which includes a 
water reduction programme will help to achieve this.  

This guide aims to provide a practical and effective way to integrate 
water management into your EMS. 

What is an EMS? 
An EMS is a systematic approach to managing an organisation’s 
impacts on the environment. It provides a framework through which 
environmental performance can be monitored, controlled and 
improved.  Implementation of an EMS requires the following steps:  

 development of an environmental policy; outlining an 
organisation's environmental commitments; 

 appointment of a person responsible for EMS coordination; 

 identification of how the organisation interacts with the 
environment and the associated impact this has; 

 identification of legal and other requirements relevant to an 
organisation’s ‘environmental aspects’ (sometimes referred to as 
‘environmental risks’);  

 establishment of environmental objectives and targets, and the 
management programmes in place to achieve them; 

 development of procedures / work instructions to control and/or 
reduce an organisation’s environmental impacts; 

 monitoring and measure progress relating to the environmental 
objectives and targets; and  

 reviewing the system and environmental performance to 
demonstrate continual environmental improvement.  
 

Further information on how to develop and implement an EMS can be 
found in the WRAP publication ‘Your Guide to Environmental 
Management Systems’ (See further information section).  

http://www.environmentalpolicy.com.au/
http://www.environmentalmanagementsystem.com.au/environmental-compliance.html
http://www.environmentalauditors.com.au/environmental-performance.html


 

 

Environmental review of water

Getting started 

To start your EMS programme, you 
should conduct a baseline 
environmental review and 
ensure that this includes water. 

This will provide a snapshot of 
your current environmental 
performance and provide the 
foundation on which to develop 
your EMS. 

 
 

Continuous improvement 

If your EMS has been in place for a number 
of years, your baseline environmental 
review may be out of date, and may 

not include water use in sufficient 
detail. 
 
As part of your commitment to 
continuous improvement ensure 
that the environmental review of 
water is updated regularly and in 

line with any significant changes to 
site operations. 

 
 

What to include in the review 

The review of water should include the development of a water mass 
balance to understand how water is distributed and used on site 
(Figure 1).  It should include all points of water use, wastewater 
generation as well as any losses. 

 Water use (town water, direct abstraction and rainwater capture) 

 Wastewater (trade effluent, discharge to rivers, sewerage and 
liquid waste tankered off site) 

 Losses (ingredient water, evaporation from cooling tower, steam 
losses, sludges) 

Present the mass balance in the form of a process flow diagram 
(Figure 2). 

 

 

 

 

 

 

 

 

 

  

THINK ABOUT IT! 
 

Do not confuse an environmental audit with an 
environmental review. 

 Initial environmental review ‘kick starts’ the EMS. 

 Internal environmental audits maintain its 
momentum (ensures that the requirements of the 
standard and legislation are met and the procedures 
are up to date and fit for purpose)  

The management review allows senior management 
to consider how well the EMS is working. 



 

 

Figure 1: Water mass balance - schematic 

 

 

Figure 2: Water mass balance – process flow diagram 

 

Further information on how to develop a mass balance can be found in 
the WRAP publication ‘Tracking Water Use to Cut Costs’ (See further 
information section). 



 

 

Environmental water review - checklist 

  

Water data 
 Don’t rely on water bills for accurate data.  The bills may be 

based on estimated meter readings and may only be issued 
once a month/quarter. 

 Include all sources of water, not just towns’ water (mains 
water) 

 Taking regular water meter readings and installing water sub 
meters will help you understand your site’s water use in greater 
detail. It can also highlight inefficient practises and leaks on 
site. 

Trade effluent 
 Trade effluent (process wastewater discharged to sewer), can 

include but is not limited to: 

- Wash water from cleaning operations: 

o product (spray bars, tanks dip, hoses); 

o floors and exterior of equipment (hoses); 

o interior of vessels and pipework (hoses, CIP); 

o containers (trays, crates, buckets, Dolav); and 

o vehicles. 

- Water discharged from a cooking process; 

- Boiler blowdown; 

- Cooling water (single use); 

- Cooling tower purge water; 

- Wastewater generated from the pre-treatment of water (e.g. 
softener regeneration, reverse osmosis reject water); and 

- Wastewater water from creating a vacuum or maintaining a 
seal on a pump. 

Employee water use (domestic) 
 Calculate domestic water by applying water use benchmarks: 

- 20 – 40 litres/person/day for sites without a canteen 

- 40 – 60 litres/person/day for sites with a canteen serving 
hot food 

Good Monitoring 
 Ensure that you have robust monitoring and measuring 

methodologies in place. Without this it is difficult to track 
progress.  

 

Methodologies should include: 
- consistent reporting – i.e. at the same time, every 

day, month etc.; and 
- recording data in a suitable format. 

 
Analyse data 
 Reporting absolute reduction in water use does not take into 

account any changes in production. Water intensity (the ratio of 
water use to product) provides an effective method of 
assessing performance and demonstrating an improvement in 
water efficiency. 

Continuous improvement 

 Review your baseline environment review and ensure that: 
- water is adequately covered; and 

- it is kept up to date with operational changes. 



 

 

Environmental aspects and impacts register

Definitions 

An Environmental Aspect is defined as the element of an 
organisation’s activities, products or services that can interact with the 
environment. 

An Environmental Impact is any change to the environment, 
whether adverse or beneficial, wholly or partially resulting from an 
organisation's activities, products or services. 

Environmental aspects and impacts are identified following a thorough 
baseline environmental review.  Once identified, they are recorded in 
the Environmental Aspects and Impacts Register; each aspect is 
assigned a unique reference number. 

Identifying aspects and assessing 
impacts 

An Environmental Aspects and Impacts 
Register is an important part of any EMS, 
as it highlights all the activities that are 
associated with your business, and 
assesses the environmental impact 
each activity imparts. 

Water use is often not considered as an 
aspect and therefore is absent from the 
Environmental Aspects and Impacts 
Register. 

Even when water is included, sometimes the 
impact of each aspect is not assessed correctly.  

This can occur for a number of reasons: 

 the availability of water (current and future) is not considered an 
issue; 

 the supply of water to site and the conveyance of wastewater 
from site to sewerage treatment works has an environmental 
impact (integrity of pipework and the energy associated to pump 
the water and wastewater), and this is often poorly understood or 
considered; and 

 the capacity (current and future) of the sewage treatment works 
that treats the site’s wastewater is not considered an issue; 
 
 
 
 
 
 
 

 

 

 

When impact occurs off site it is known as an indirect impact.  For 
example, the environmental impact occurs at the water / sewerage 
treatment works.  However, it must be acknowledged that there is also 
a direct impact on site because you can control the amount of water 
use and wastewater generated that enters the system. 

Rather than having one environmental aspect that covers total site 
water use, you should consider breaking this down into significant 
water uses on site. 

THINK ABOUT IT! 
 

The supply of 1Ml water (1,000 m3) requires 0.34 tonnes 
CO2 equivalent (= 0.34kg CO2/m

3) 

Treating 1Ml sewage (1,000 m3) requires 0.70 tonnes 
CO2 equivalent (= 0.7kg CO2/m

3) 

Source: Water UK 



 

 

For example, environmental aspects could include water use 
associated with the following: 

 each processing line; 

 high pressure hose system (hygiene system); 

 each CIP set; 

 tray wash; 

 boiler feed (top up water); and 

 cooling towers. 

An example of an Environmental Aspects and Impacts Register is 
provided at the end of this section. 

Significance of each aspect 

Rating the significance of each environmental aspect and impact is an 
important process within any EMS, as it allows an organisation to 
prioritise efforts on those environmental aspects that produce the most 
detrimental environmental impacts. 

The significance of the impact for each aspect is determined using a 
scoring system. 

There are many scoring methodologies available and you should 
ensure that you use the most appropriate one for your business. 
However, do not over complicate your approach.  An example of a 
simple but effective method is provided below: 

The impact for each aspect is assessed as two elements (each 
assigned a score of 1 to 5): 

 Consequence rating 

A score of 1 indicates that there is no environmental impact, or 
that there is a positive impact upon the environment; and a score 
of 5 indicates that there is a significant environmental impact. 

 Control rating 

This involves an assessment of the controls in place to limit the 
impact on the environment. A score of 1 indicates that there are 
numerous controls in place to limit the impact on the environment, 
and a score of 5 indicates that there are no control measures in 
place. 

The significance of the impact is then determined by multiplying the 
two scores together. An Environmental Aspect with a score of 12 and 
over is classed as significant. 

The scoring matrix used for this methodology is shown in Figure 3. 

Figure 3: Using a scoring matrix to assess the significance of impacts 
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 Significant 
 

Not requiring immediate consideration but should be part of 
longer term plans 

 
 No immediate requirement for action 
 



 

 

 

 

 

 

 
 
 
 
 
 
 
 

Third party audits 

Third party auditors of your EMS will expect environmental aspects 
relating to water to be significant, especially if your site requires an 
environmental permit. 

Failing to class environmental aspects relating to water as significant, 
could be regarded as a failure (non-conformance) in your 
environmental aspects scoring methodology.  

When a non-conformance is raised, a corrective and preventative 
action will be issued, and, if you are a large water user, this could be 
classed as a major non-conformance. 

 

Environmental legislation and key 
stakeholders 

Increasingly, third party auditors of 
your EMS require all environmental 
aspects governed by legislation, to 
be regarded as significant, 
regardless of the outcome of your 
scoring methodology. 

For example, if you have a water 
aspect with a score of 10 (i.e. 
deemed ‘not significant’ using the 
matrix in Figure 3) but it is governed by 
legislation, it will automatically be elevated to 
‘significant’. 

Similarly the same principle should be adopted for requirements placed 
on you by your supply chain, who often ask the following questions:  

 Is legislation relating to water use complied with on site? 

 Has a water mass balance been undertaken on site? 

 Have objectives and targets relating to water use been set? 

 Is water use monitored on site? 

Ensuring that these areas are addressed should reduce the likelihood 
of receiving non-conformances from your supply chain auditors. 
 
Classing water aspects as significant will demonstrate the importance 
of compliance with water legislation, and ensure supply chain 
requirements are being fully integrated into your business. 

  

THINK ABOUT IT! 
When scoring the environmental impact associated with 

water use consider: 

 water as a finite natural resource; 

 energy used to treat potable water at the water 
treatment works; 

 energy used to treat sewerage at the sewerage 
treatment works; and 

 chemical use at the water/sewerage treatment 
works. 



 

 

Environmental aspects and impacts register template (worked example) 

This template should be read in conjunction with the Environmental Aspects and Impacts Register section of this guide. 

 
Ref 
Number 

 

Aspect 
 

Impact 
 

Control 
Measures 

 
Applicable 
Legislation 

 
Consequence  

 
Control  

 
Score 

AspW1 

 
Water use 

associated 

with the 
tray wash 

 

The use of energy 
(and the release of 

CO2 contributing to 
global warming) to 

produce potable 

water from the 
water treatment 

works. Use of finite 
resource. 

No procedures are 

currently in place 
to control / reduce 

water use 

associated with 
the tray wash. 

 
(high impact) 

Yes 

 

(LegW1, 
LegW2) 

(aspect 

automatically 

assigned as 

‘significant’) 

 
5 

 
5 

 

 
25 

Water related Environmental Aspects  

AspW2 

 
Water use 
associated 

with hoses 

 

The use of energy 
(and the release of 

CO2 contributing to 
global warming) to 

produce potable 

water from the 
water treatment 

works. Use of finite 
resource. 

Pressure is set at 

3 bar (best 
practice). Trigger 

nozzles have been 

fitted and locked 
during 10am – 

4pm when hoses 
are not needed  

(low impact) 

Yes 

 

(LegW1, 
LegW2) 

(aspect 

automatically 

assigned as 

‘significant’) 

 
5 

 
1 

 

 
5 



 

 

Environmental aspects and impacts register - checklist 

  

 

Aspects 
 Identify all aspects relating to water 
 Assign each aspect with a unique reference number  
 Include ‘normal’ operating conditions and ‘other’, such as 

- start-ups, after a holiday shutdown period; 
- accident/emergency (e.g. fire or accidental damage);  and 
- planned activities (e.g. new product or production line, 

modified equipment or site development). 

Impacts 
 Identify all impacts including indirect impacts 
 
Impact assessment (significance of impact) 
 Identify suitable method to assess significance of impact (e.g. 

scoring matrix) 
 Cross reference with legislation requirements 
 Note: if legislation is applicable the impact of the aspect 

automatically becomes ‘significant’ 
 Incorporate stakeholder requirements into your impact 

assessment 
 When scoring the environmental impact associated with water 

use consider: 
- use of a finite natural resource; 
- energy use to treat potable water and sewerage at the 

water treatment works; and 
- chemical use at the water/sewerage treatment works. 

Environmental aspects and impacts register 
Ensure your aspects and impacts register includes: 
 Column for legislation consideration 
 Cross reference with Register of Legislation 
 Assign colours to each level of significance to assist with 

prioritising actions 

 Significant 

 Not requiring immediate consideration but should be part of 
longer term plans 

 No immediate requirement for action 

Continuous improvement 
Remember to review your environmental aspects and impacts 
register and update in line with: 
 operating changes (improved control measures or investment in 

more water efficient equipment reduces the impact); 
 changes in legislation; and 
 changes in stakeholders requirements.  
 

 

Addressing the above requirements should reduce the 
likelihood of non-conformances from third party audits 

Use the template in this guide to help you develop an 
environmental aspects and impacts register. 



 

 

Register of Environmental legislation
The development of a Register of Environmental Legislation is a 
requirement of any EMS. 

The purpose of the Register of 
Environmental Legislation is to identify 
current and forthcoming 
environmental legislation applicable to 
the organisation in question. 

To facilitate navigation, organise the 
Register of Environmental Legislation 
into categories. 

For example: 

 water use and discharge 

 air emissions  

 energy 

 waste management  

 hazardous substances 

 contaminated land 

 statutory nuisance 

 wildlife and countryside 

 planning 
 
Each piece of legislation should be given a unique reference number so 
that it can be easily identified and cross referenced. 
 

 Environmental Aspects and Impacts Register – next to each water 
aspect cross reference the relevant piece of legislation  

 Register of Environmental Legislation – next to each entry cross 
reference any relevant aspect using its unique reference number  

‘Other requirements’ 

The Register of Environmental Legislation should also highlight ‘other 
requirements’ to which an organisation subscribes to, or must comply 
with. These can be added at the bottom of the Register of 
Environmental Legislation, and examples include: 

 industry codes of practice; 

 sector agreements; 

 supply chain environmental framework requirements; 

 environmental permit requirements (including water discharge to 
surface and ground waters); and 

 trade effluent consent requirements. 
 
The ‘other requirements’ are often omitted from the Register of 
Environmental Legislation. 
 
 

 

 

 

 

 

 

THINK ABOUT IT! 
Each piece of water legislation may have a number of 
relevant water related environmental aspects relating to it, 
and each water related environmental aspect maybe 
governed by numerous pieces of water legislation.  



 

 

Objectives and targets for water
Following your baseline environmental review, the development of 
your Environmental Aspects and Impacts Register, and your Register 
of Environmental Legislation, your business should have a greater 
understanding of its environmental 
impacts. 

Using this information, your 
business should start to develop 
environmental objectives and 
targets. These are an important 
element of any EMS as they are 
designed to improve the 
environmental performance of 
your business whilst reducing its 
environmental impacts. 

As a minimum, your objectives and 
targets should aim to address any 
significant environmental aspects. 

As mentioned in the Environmental Aspects and Impact Register 
section of this guidance, water related aspects should be deemed as 
significant within your business.  Therefore, objectives and targets will 
need to be developed to reduce water use.  

Your water objectives should provide clear aims for water reduction, 
whilst your water targets should provide the goal to achieve the 
objective. 

 
 
  
 

SMART targets 

Use the SMART criteria to develop targets: 

 Specific – ensure each water target addresses only one issue. 

 Measurable – your water targets should be expressed 
quantitatively and normalised – e.g. 5% reduction in water per 
unit of product.  This will ensure that the key variable (production) 
is taken into account within the measure. Without this water use 
may seem to have increased, but when set against production, 
water use may have decreased per unit of production. 

 Actionable – ensure a plan is in 
place to help you meet your 
water targets. 

 Realistic – your water targets 
should be challenging but not 
too ambitious. Your targets 
can be revised should they be 
met before the agreed 
timescale. 

 Timely – your water targets must be 
given a deadline for completion, including a 
baseline comparison (e.g. a 5% reduction from 2014 levels by 
2016. 

  
THINK ABOUT IT! 
It is possible that one objective may have several targets 
staggered over a number of years. 



 

 

When setting objectives and targets relating to water, you should 
consider the following: 

 identify individuals, a department, or lines of production 
responsible for ensuring that the water objectives and targets are 
met; and 

 ensure that someone oversees any water efficiency programme, to 
monitoring performance against the water targets and raising 
concerns early if targets are unlikely to be met. 

 

Environmental performance indicators 

Key environmental performance indicators (KPIs) are essential to any 
successful campaign.  They are financial and non-financial measures 
that can be used to help a business define and evaluate how 
successful it is, typically in terms of making progress towards its long-
term organisational goals. 

The benefits of measuring KPIs include: 

 helping management to evaluate performance of a company or 
department; 

 a team can work together towards a common set of measurable 
goals; 

 it can be a very quick way of seeing the actual benefits and 
improvements from a strategic objective; and 

 decisions can be made quicker when there is accurate and visible 
evidence to justify them. 

Examples of water objectives and 
targets 

As well as setting overarching water objectives and targets (e.g. 
covering the whole site), consider setting water objectives and targets 
for specific high water users on site (Note: water sub metering is key 
when monitoring at this level). 

Examples of overarching water objectives and targets: 

 Reduce total site water use by 20% by 2020 based on a 2007 
baseline; 

 Reduce water intensity (water use per unit of finished product) 
by 20% by 2020 based on a 2007 baseline; or  

 Reduce water on site to 1.2 m3/tonne of product by 2020.  

 

Examples of water objectives and targets relating to high 
water users on site: 

 Reduce tray wash water use by 5% 
by 2015, based on a 2007 baseline; 

 Reduce tray wash water use to 
0.1 litres per tray by 2015, based on 
a 2007 baseline; or 

 Reduce tray wash water use to 5 
litres per tonne of finished product 
by 2015, based on a 2007 baseline. 

  



 

 

Training 

Increase the likelihood of achieving your objectives and targets by 
developing short and interactive training sessions focussing on water 
efficiency within your business. 

Tailor the training sessions to suit the audience. Consider developing the 
following training sessions: 

 general water awareness – this 
training session should be 
delivered to shop floor staff and 
include guidance on water 
efficiency best practice, along 
with water facts and figures 
about your business. You 
should include the cost of water 
in the training; 

 water efficiency for senior 
management – this training 
session should provide a general 
overview of the costs associated with 
using water and disposing of wastewater. 

You should include information on how water efficient practices can 
have a positive impact on the business e.g. reducing costs, 
demonstrating commitment to your supply chain, stakeholders and 
regulators. Provide a business case for continued improvement and 
feedback on past achievements and performance against targets; 
and 

 contractor awareness - making contractors aware of 
environmental issues at the site can help to reduce the likelihood of 
a contractor being responsible for pollution for which your 
organisation is held liable. 

 

 

Figure 4: Examples of environmental training 

Type of training Audience Purpose 

Raising awareness 
about the 
importance of 
environmental 
management 

Senior managers To gain commitment 
and alignment to your 
environmental policy 

Raising general 
environmental 
awareness 

All employees To gain commitment to 
the environmental 
policy, objectives and 
targets of the your 
company and instil a 
sense of individual 
responsibility 

Training in EMS 
requirements 

Persons with 
responsibilities for 
the EMS 

To instruct on how to 
meet requirements, 
develop procedures and 
work instructions 

Skills enhancement Employees with 
environmental 
responsibilities 

To improve performance 
in areas of your 
company e.g. 
operations, research and 
development and 
engineering 

Compliance 
training 

Employees whose 
actions can affect 
compliance 

To achieve compliance 
with regulatory training 
requirements and 
improve compliance 

  



 

 

Behavioural change 

To achieve the water reduction objectives and targets, you need more 
than training and awareness – these need to lead to action. 

To facilitate behaviour changes within your business you need to: 

 understand and challenge behavioural inertia; and 

 identify the ingredients for success: 

- drivers for change: senior management commitment is 
essential; 

- clear and shared vision: staff at all levels should be on 
board; 

- capacity for change: providing the resources, time and 
budget to deliver your desired outcome, and 

- prioritise action: using the ’plan-do-check-review’ approach 
and ensuring that you keep communication routes open. 

Further information about implementing behavioural change can be 
found in the WRAP publication ‘How to manage change and improve 
water efficiency’ (See further information section). This guide is 
designed to help managers to think about how they manage change 
within the workplace.  By identifying the best methods to adopt for a 
company, it will empower employees to take responsibility and drive 
water efficiencies within the business. 

 

 

 

 

 

 

 

 

 

Objectives and targets – 
checklist 

 

When setting objective and target consider including: 

 Principles and commitment from the environmental policy 

 Findings from the environmental review 

 Significant environmental aspects 

 The SMART targets: 

 Short- and long-term goals 

 Overarching targets (group level water reduction target) 
and specific targets (site level such as a water reduction 
target for an individual process or piece of equipment) 

 Relevant legal requirements 

 Effects of achieving objectives on other activities and 
targets 

 Stakeholder requirements 

 Possible effects on the public image of your company 

 Technological options and feasibility (adopting best 
available techniques where economically viable, cost 
effective and judged appropriate) 



 

 

Procedures and work instructions
Creating procedures will help formalise the strategy for achieving your 
water reduction objectives and targets. 

Procedures and work instructions should be easy-to-read, concise 
practical, and address the following: 

 Why - link this to the relevant objective and target; 

 Who; 

 When; 

 Where; and 

 How – provide a clear description.  Consider using flow diagrams 
or checklists and illustrate with photos, where possible. 

Each document should be assigned a unique reference number and 
version number. 

Procedures 

A number of procedures specifically relating to water use and effluent 
generation on site should be developed: 

 water monitoring; 

 effluent monitoring; 

 start-up procedure; 

 wash down procedure; and 

 emergency preparedness (in the event of a fire or spill). 

 

 

 

Example 

A water monitoring procedure should be developed to include the 
following information: 

 Why 

To measure and monitor water use – assess 
performance against our water reduction 
target (and reduce our environmental 
impact) 

 Who Utilities Manager 

 When Every Monday (10 am) 

 Where 
Provide the location of each meter (towns 
supply, direct abstraction, any sub-meters) 

 How Provide the detail – example shown below 

 

 

The white digits in the ‘blue box’ 
display cubic metres (m3) and those 
digits shown in red display 1/10th 
(100 litres) and 1/100th (10 litres) of 
a cubic metre. 

The reading on the example meter is 
2004.87 m3. 

The figures shown in the dials 
provide a more detailed reading than 
1/100th of a cubic metre. 

 

 THINK ABOUT IT! 
Water is usually measured in cubic metres (m3 or ‘cu.m’). 
Remember, 1 m3 ≡ 1,000 litres or 220 gallons 



 

 

 

Work instructions 

Work instructions should be developed for those areas or pieces of 
equipment that are: 

 a high water user on site; 

 areas of added value water (treated water: softened, heated (hot 
and steam), chilled (cooling water, ice generation); or 

 in areas where water use can be variable and poorly controlled (i.e. 
manually operated machinery) 

These should represent the aspects identified in the Environmental 
Aspects and Impact Register. 

Examples could include: 

 cleaning e.g. chemical cleaning stations (hoses); 

 cleaning in place (CIP); 

 washing of containers (trays, crates etc.); 

 steam boilers (including blow down); 

 evaporative condensers (including purging); and 

 running the effluent treatment plant. 

 

 

 

 

 

 

Example 

An example of a work instruction for the use of the tray wash is shown 
below: 

 Why 

To measure and monitor water use through 
the tray wash – assess performance against 
our water reduction target (and reduce our 
environmental impact) 

 Who Operator 

 When Normal production hours 

 Where 
Detail location of tray wash (important if 
there is more than one machine) 

 How 

Provide the detail – example shown below 

Provide a photo with the key components 
labelled 

 

On start up 

 Take a meter reading for the water supply to the tray wash 
(provide guidance on how to read the meter) 

 Enter the reading into the ‘tray wash’ log sheet (provide location 
details) 

 Check that the tank drain valve (A) is closed 

 Open water inlet valve (B) until the water reaches the top level 
mark in the tank 

 Ensure inlet valve (B) is then closed 

 Switch on the water supply to the spray bar (C – select setting 1) 

 Switch on the tray wash 

 Report any leaks 

 

THINK ABOUT IT! 
Some of these operations may be carried out by 
contractors through service agreements.  Make sure that 
they are aware of your EMS requirements and ensure that 
their work instruction is updated in line with site changes. 



 

 

When in operation 

Use the ‘tray wash’ log sheet to report: 

 Any leaks 

 Faulty spray nozzles (if visible) 

 Whether trays need to be repeatedly washed 

 

On shut down 

 Switch off the tray wash 

 Switch off the water supply to the spray bar (C) 

 Ensure inlet valve (B) is closed 

 Empty the water tank by opening valve (A) 

 Take a meter reading for the water supply to the tray wash 
(provide guidance on how to read the meter) 

 Enter the reading into the ‘tray wash’ log sheet (provide location 
details) 

 

 

 

 

 

 

 

 

Procedures and work 
instructions – checklist 

 

The procedures and work instruction should represent the 
aspects identified in the Environmental Aspects and Impacts 
Register. 

Format and content 

Procedures and work instruction should: 

 Be easy-to-read, concise, and practical 

Consider using flow diagrams or checklist 

 Address the following: why, who, when, where and how 

They should cover: 

 Normal operating conditions: and 
 Other conditions such as: 

- planned preventative maintenance (PPM); 
- start up and shut down; and 
- emergency preparedness (in the event of a fire, spill, 

or accidental damage). 

Control of documents 

 Approve documents prior to issue (unique reference 
number) 

 Review and update as necessary 

 Ensure that changes and current revision status of 
documents are identified 

 Ensure that relevant versions are available at points of 
use (and remain legible) and distribution is managed 

THINK ABOUT IT! 
You may need to provide work instructions in more 
than one language. 



 

 

Summary: integrating water efficiencies within your EMS 

Develop a site water mass balance and include all water 

use and wastewater generation.  

Further information can be found in the ‘Getting 

Started’ section of this guide. 

Baseline 
Environmental 
Review 

Following the baseline environmental review, develop an 

Environmental Aspects and Impacts Register, and 

populate with all water aspects applicable to your site.  

Ensure that your water aspects are significant.  

Further information can be found in the 

‘Environmental Aspects and Impacts Register’ 

section of this guide. 

Environmental 
Aspects and 
Impacts 
Register 

Develop a Register of Environmental Legislation and 

include all applicable water legislation. It should also 

include ‘other requirements’ to which your organisation 

subscribes to, or must comply with.  

Ensure that each piece of water legislation is cross 

referenced to relevant water aspects on the 

Environmental Aspects and Impacts Register. 

Further information can be found in the ‘Register 

of Environmental Legislation’ section of this 

guide. 

Register of 
Environmental 
Legislation 

Water aspects should be considered as significant impacts 

within your business. With this in mind set objectives and 

targets to reduce water use. Remember to ensure that your 

objectives and targets are SMART. 

Consider setting overarching (site wide) water objectives 

and targets - these can include specific targets or objectives 

for high water users on site.  

Consider developing short and interactive water awareness 

training sessions for employee and contractors, and try to 

address any behaviour issues that may act as a barrier to 

achieving the required goal.  

Further information can be found in the ‘Objectives 

and Targets for Water’ section of this guide. 

Environmental 
Objectives 
and Targets 

Apply operational control to meet your environmental policy 

commitments, achieve your objectives and targets, manage 

your significant environmental aspects and comply with legal 

requirements. 

Procedures and work instructions should be easy-to-read, 

concise and practical.  They should cover ‘normal’ and’ other’ 

operating conditions. 

Further information can be found in the ‘Procedures 

and Work Instructions’ section of this guide. 

Procedures 
and Work 
Instructions 



 

 

Further information
WRAP offers independent, practical and proven guidance through: 

 information resources, from case studies to best practice guides; 
and 

 an informative website (www.wrap.org.uk). 

WRAP’s Business Resource Efficiency hub includes some tools and 
updated guidance including water use 
(www.wrap.org.uk/content/business-resource-efficiency-hub) 

 

Water efficiency publications 

 Water Minimisation in the Food and Drink Industry  

 Saving Money Through Resource Efficiency: Reducing Water Use. 

 Reducing Your Water Consumption. 

 Tracking Water Use to Cut Costs. 

 

Next steps 

 Your Guide to Environmental Management Systems 

 Environmental Strategic Review Guide 

(www.wrap.org.uk/content/resource-efficiency-publications) 

Online resource efficiency tools 

Here you will find useful tools to help you embed resource efficiency in 
your business. 

(www.wrap.org.uk/content/online-resourceefficiency-tools) 

 

 Water Decision Tree Tool 

Get rapid access to the water efficiency tools and information that best 
meet your requirements. 

(wdt.wrap.org.uk/) 

 

 Cost calculator – added value water 

Use the cost calculator tool to estimate the true cost of water to your 
business 

(www.wrap.org.uk/content/added-value-water-cost-calculator) 

 

http://www.wrap.org.uk/content/environmental-strategic-review-guide
http://www.wrap.org.uk/content/resource-efficiency-publications
http://www.wrap.org.uk/content/online-resourceefficiency-tools


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

www.wrap.org.uk/fhc 


