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Virginia Department of Environmental Quality 
EMS Responsibilities

1. Leadership Team/Management Representative(s) :

2. EMS Team Leader:

3. EMS Team Members:

4. EMS Team Document Control Officer:

5. EMS Team Recorder:
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Role Specifications

1. Leadership Team Representatives: 
a. Provides guidance and direction. 
b. Assigns adequate resources for EMS implementation. 
c. Participates in an annual management review. 
d. Approves self-inspections and EMS annual reports.

2. Team Leader: 
a. Coordinates and leads the team meetings. 
b. The point of contact (POC) for communications. 
c. Responsible for keeping the Team on track and guiding the team in EMS development and implementation. 
d. Provides technical knowledge and guidance. 
e. Coordinates overall EMS activities. 
f. Assigns EMS responsibilities and ensures mandatory annual requirements included in the EMS Handbook are accomplished 

when required. 
g. Provides EMS program status for management review.

3. EMS Team: 
a. Implements and Maintains the overall EMS program. 
b. Participates in regularly scheduled meetings. 
c. Provides awareness training for employees. 
d. Conducts compliance and program self- audits/inspections. 
e. Drafts annual reports. 
f. Communicates information about environmental objectives to relevant staff. 
g. Evaluates environmental impacts of their facility operations and sets priorities. 
h. Develops objectives and targets and completes the associated action plans to address their environmental impacts.

4. Team Document Control Officer: 
a. Maintains records and documents relating to the EMS. 
b. Ensures documents are current, legible, easily retrievable, and properly filed. 
c. Ensures all records and documents are controlled, reviewed and maintained in accordance with EMS procedures.

5. Team Recorder: Responsible for taking and maintaining meeting minutes.

6. Other: List any other specific designations of responsibility relevant to the EMS, what those responsibilities entail, and the name of 
the person currently responsible. (For example:  Facility Manager, Waste Manager, etc.) 


