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	1.0
	PURPOSE

	
	 
	1.1
	The purpose of this procedure is to establish practices related to the definition, documentation and communication of roles, responsibilities and authorities within the environmental management program to ensure effective execution for environmental performance associated with the Waste and Resource Recovery Division.


	

	
	2.0
	SCOPE

	
	 
	2.1.
	This procedure is responsive to Element 4.4.1, Resources, Roles, Responsibility and Authority, of the ISO 14001 2004 standard and covers the operation of W.A.R.R.  Waste and Resource Recovery Division directs, implements and coordinates services provided by the department which includes refuse collection program, two citizen convenience centers, litter collection program, administrative services, and landfill maintenance (Bon Air, Chester/Carver Heights, and Northern Area).   


	
	3.0
	RESPONSIBILITIES

Waste and Resource Recovery Division



	
	 
	3.1
	Assistant to the County Administrator

	

	
	
	3.1.1
	Responsible for support of the development, review, approval and continued implementation of the overall countywide EMS.

	

	
	
	3.1.2
	Participation in Management Reviews.

	

	
	
	3.1.3
	Helps coordinate resources needed for EMS development.

	

	
	 
	3.2
	Environmental Program Manger

	

	
	
	3.2.1
	The Environmental Program Manager is the primary, designated EMS management representative with the authority and responsibility to oversee the EMS for the county.

	

	
	
	3.2.2
	Responsible for reporting the status of the EMS to the county management team.

	

	
	
	3.2.3
	Responsible for coordinating internal auditing efforts.

	

	
	
	3.2.4
	Collaborates training efforts with HRM and other departments.

	

	
	
	3.2.5
	Responsible for countywide EMS document control guidelines.

	

	
	
	3.2.6
	Liaison with other county departments as necessary on EMS issues.

	

	
	
	3.2.7
	Monitors legal and other requirements for the county and distributes updates and requirements as needed.
	

	
	 
	3.3
	OEM Administrative Assistant

	

	
	
	3.3.1
	Responsible for recording and documenting Environmental Management Committee meetings (minutes, sign‑in sheets, etc.).

	

	
	
	3.3.2
	Responsible for recording and documenting Management Review meetings (minutes, sign‑in sheets, etc.).

	

	
	
	3.3.3
	Responsible for recording and documenting OEM EMS Team meetings (minutes, sign‑in sheets, etc.).

	

	
	
	3.3.4
	Assists Environmental Program Manager with records and document control.

	

	
	
	3.3.5
	Coordinates OEM scheduling activities
	

	
	
	3.3.6
	Monitors OEM capital and operating budgets
	

	
	
	Other County Departments



	
	 
	3.4
	County Administrator
	

	
	
	3.4.1
	Responsible for endorsing the Chesterfield County Environmental Policy.

	

	
	
	3.4.2
	Responsible for assuring all departments are committed to continual improvement in environmental performance.

	

	
	
	3.4.3
	Responsible for support of the development and continued implementation of the overall EMS.

	

	
	
	3.4.4
	Participation in a Management Review of the EMS.

	

	
	 
	3.5
	Deputy County Administrator

	

	
	
	3.5.1
	Sits in for the County Administrator in his absence.

	

	
	
	3.5.2
	Responsible for support of the development, review, approval and continued implementation of the overall EMS.

	

	
	
	3.5.3
	Responsible for assuring departments are committed to continual improvement in environmental performance.

	

	
	 
	3.6
	County Attorney

	

	
	
	3.6.1
	Responsible for legal review and advice on all laws, regulations and legal issues pertaining to the EMS.

	

	
	 
	3.7
	Director of Human Resources

	

	
	
	3.7.1
	Supports orientation training of new employees in the environmental policy and other associated EMS training as identified in the procedures.

	

	
	
	3.7.2
	Collaborates with the Office of Environmental Management and other county department manager on the development of training needs and programs.

	

	
	 
	3.8
	Director of Purchasing

	

	
	
	3.8.1
	Responsible for documenting procedures/SOPs pertaining to purchasing materials and/or services with environmental impacts.

	

	
	
	3.8.2
	Responsible for ensuring contractor/vendor support of EMS policies through contractual obligations.

	

	
	 
	3.9
	Department Directors

	

	
	
	3.9.1
	Responsible for assuring employees are committed to continual improvement in environmental performance.

	

	
	
	3.9.2
	Responsible for support of the development, review, approval and continued implementation of the overall EMS.

	

	
	
	3.9.3
	Collaborates with the Environmental Program Manager.

	

	
	
	3.9.4
	Represents department in emergency response program.

	

	
	
	3.9.5
	Coordinates department's response during emergencies.

	

	
	
	3.9.6
	Identifies EMS activities with budgetary impacts and provides appropriate support of required fiscal resources.

	

	
	 
	3.10
	Plant Managers and Superintendents

	

	
	
	3.10.1
	Responsible for documenting, implementing and maintaining the EMS procedures and Standard Operational Procedures (SOPs) pertaining to operations (handling, shipping and receiving, and hazardous waste handling).

	

	
	
	3.10.2
	Responsible for assuring delivery, transport, handling and storage of all materials on‑site is done accordingly to regulatory and legal requirements.

	

	
	
	3.10.3
	Responsible for training and communicating EMS procedures and SOP's to employees.

	

	
	
	3.10.4
	Responsible for ensuring all employees are provided with all necessary resources and training to meet the requirements of the EMS and SOPs.

	

	
	
	3.10.5
	Responsible for documenting procedures/SOPs pertaining to purchasing materials and/or services with environmental impacts.

	

	
	 
	3.11
	Environmental Management Committee

	

	
	
	3.11.1
	Supports EMS development and implementation

	

	
	
	3.11.2
	Reviews and provides feedback on environmental procedures and initiatives



	

	
	 
	3.12
	W.A.R.R. EMS Team

	

	
	
	3.12.1
	Responsible for the identification of Environmental Aspects, Significant Aspects, Objectives and Targets.

	

	
	
	3.12.2
	Responsible for facilitating the initial drafts of procedures and other elements of the EMS.

	

	
	
	3.12.3
	Responsible for annual review and update of the EMS.

	

	
	 
	3.13
	W.A.R.R. Gatekeeper

	

	
	
	3.13.1
	Responsible for archiving and maintaining managed documents in the utility data management system.

	

	
	
	3.13.2
	Collaborates with the plant manager on requirements for retention of archived documents.

	

	
	
	3.13.3
	Collaborates with the Department Manager to ensure current and updated hardware and software are available to facilitate document and report preparation.

	

	
	
	3.13.4
	Responsible for remaining current on general public document retention schedules.

	

	
	 
	3.14
	W.A.R.R. Employees

	

	
	
	3.14.1
	Responsible for continual performance of their tasks in accordance with the EMS regulations, the Environmental Policy, EMS procedures and Operational Controls.

	

	
	
	3.14.2
	Responsible for communicating their concerns and ideas to the Department Manager regarding environmental impacts and the performance of job tasks as they relate to the EMS.
	

	
	4.0
	DEFINITIONS

	
	 
	4.1
	Refer to 3.0 EMS Related Definitions


	

	
	5.0
	PROCESS

	
	 
	5.1
	Specific responsibilities associated with each objective and target will be identified and documented in the relevant W.A.R.R. environmental management program. The W.A.R.R. EMS Team will conduct the identification and documentation of these responsibilities.


	
	 
	5.2
	All employees should know who is responsible for what function, and the key EMS responsibilities should be communicated to the appropriate personnel.


	
	 
	5.3
	Organizational charts are developed and maintained for the W.A.R.R. structure involved in the EMS; and should be updated annually, or as appropriate.





	
	6.0
	RELATED DOCUMENTS

	
	 
	6.1
	W.A.R.R. Organization Chart
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