ENVIRONMENTAL MANAGEMENT SYSTEMS AND

ENVIRONMENTAL QUALITY ASSESSMENT

MEDIA FIELD TEAM CHARTER

Background

Environmental Management System (EMS) and Environmental Quality Assessment  (EQA) program implementation is rapidly progressing within the Department of the Navy.  Several implementing guidance documents have been issued.  OPNAVINST 5090.1B Ch. 20 is the Navy policy that outlines procedures and responsibilities for the assessment and oversight of Navy shore installations’ environmental quality.  CNO has developed and issued an EQA guide that provides techniques, procedures, helpful hints, and step-by-step methods for performing various facets of the EQA program.  MCO P5090.2 Ch. 4 is the Marine Corps’ policy that prescribes procedures and responsibilities for the Marine Corps’ Environmental Compliance Evaluation Program.  Executive Order 13148 requires EMS implementation at all appropriate facilities by 31 December 2005.  The Department of Defense and the Chief of Naval Operations have issued EMS policy documents prescribing implementation requirements.  The DOD has also issued implementation metrics for use in gauging EMS implementation at a facility.  CNO has developed an EMS guide that provides guidance for implementing and operating an EMS at Navy shore installations.  Engineering Field Divisions, Engineering Field Activities, and the Naval Facilities Engineering Service Center currently have a pool of technical experts who are providing support to CNO, major claimants, and activities to assist them with implementation efforts.  This charter defines a forum and a structure in which the program managers from all of the groups within the NAVFAC family may work together to continuously adapt and improve our service to the Navy and Marine Corps.

Vision

To position NAVFAC as the technical service provider of choice for the Navy And Marine Corps for EMS and EQA program design, implementation, operation, and maintenance products and services.  

Purpose

To provide a forum in which NAVFAC EMS/EQA program managers work together to continuously adapt and improve our products and services to the Navy and Marine Corps.

Team Responsibilities
· Ensure there are MT member links to each Major Claimant, Regional Commander, REC media manager, and activity EMS/EQA program managers

· Provide coordinated corporate support for Navy-wide issues and Marine Corps program issues

· Publish minutes of conference calls/meetings

· Create task-specific action teams with task leaders (i.e. EMS or EQA guide updates) as needed

· Develop templates, definitions/terminology, relevant tools, helpful hints, etc. to aid in understanding and completing the EMS implementation process.

· Propose EMS/EQA Program actions and functions to support the corporate approach to our technical products and services

- training actions using in-house personnel

- training course reviews

- development of guidance, procedures, and techniques for EMS/EQA program execution

· Develop and implement policy and procedures for EMS and EQA program initiatives within Corporate NAVFAC (especially at ROICC offices and construction sites).

· Provide guidance on products and services for EQA actions and EMS implementation at PWC and BRAC bases

· Promote the EMS section of the P2 library, provide support to ensure the library is active, current, and contains essential EMS/EQA documentation, guidance, links to other sites, etc.

· Hold semi-annual face-to-face meetings

· Conduct quarterly conference calls

· Forecast budget and programming issues

- Regulatory/legislative

- CNO/Navy policy

- DoD policy

· Manage rotate Team Leader position among EFD/As and ESC

· Maintain communication with CMT link

· Coordinate NAVFAC’s technical support efforts related to EMS and EQA program design, planning, and implementation.

· Provide support to NAVFACHQ to influence CNO, Major claimants, Regional Commanders, and Activity EMS/EQA program managers on program issues

· Media Team responsibilities are further discussed in Attachment (1)  

Membership

EMS/EQA program managers from:     EFA NE    EFA CHES    LANTDIV  SOUTHDIV    EFA NW   SWDIV   PACDIV     ESC     NAVFACHQ

Membership affords a single voice for each NAVFAC component.  Teams may add temporary members for specific tasks from within NAVFAC and other Navy/Marine Corps and/or DoD agencies.

CMT Link Responsibilities
· LANTDIV CM has been assigned by the CMT (Compliance Managers Team) as the CMT member to be the link between the CMT and the EMS/EQA Media Team.

· CMT link will forward appropriate, non-technical, management issues to the CMT for decisions along with Media Team’s recommendations (e.g. resources, policy issues, funding issues, new business items/areas, new clients, etc.)

· CMT Link responsibilities are further discussed in Attachment (1). 

Administrative Guidelines

· Attachment (2) outlines the Team decision making model and ground rules.   

EMS/EQA Team Charter  -  Attachment (1)

TEAM ROLES AND RESPONSIBILITIES

Team Leader:

· Serve a year’s term.

· Publish the agenda.

· Ensure those responsible for items on the agenda are prepared.

· Determine meeting location/conference call time.

· Ensure every meeting has a host.

· Ensure all items come before the team.

· Enforce predetermined ground rules.

· Ensure every team member is heard.

· Facilitate meetings and conference calls.

· Enlist a recorder for each meeting/conference call.

Recorder:

· Take minutes (actions and decisions, not discussions).

· Submit draft minutes to team members.

· Make corrections requested by team members.

· Submit final minutes.

Participants:

· Participate actively in meetings and conference calls.

· Be prepared for each meeting/conference call (understand issues, complete homework).

· Listen.

· Actively share ideas.

· Abide by ground rules.

· Honor deadlines and commitments.

CMT Link:

· Attend annual meeting and conference calls.

· Ensure team meets regularly.

· Listen.

· Brief CMT on team progress.

· Bring appropriate recommendations/issues to CMT for decision and provide feedback to MT.

EMS/EQA Team Charter – ATTACHMENT (2)

TEAM DECISION MAKING MODEL

· Identify, define, and prioritize the issues.

· Clarify the objectives.

· Deal with the issue, withhold judgment.

· Identify what you know, don’t know, and need to know.

· Fill in information gaps.

· Develop and evaluate options and alternatives.

· Select the preferred options and alternatives by consensus.

· Ensure the selected option meets the Purpose and Vision Statement.

	CODE OF CONDUCT
	Processes

	
	

	1.  Allow speakers to complete their thought.
	1.    Draft agenda for next meeting is made at current meeting and a final agenda will be issued within 7 calendar days prior to the next conference call or meeting.

	2.  Be forthright (no hidden agendas).
	2.    Distribute draft of minutes and agenda within 14 calendar days of the conclusion of the meeting.  A master copy of the minutes will be maintained in the Public Folder and rotated with the recorder.

	3.  Be on time
	3.    Comments or acknowledgement of receipt due back to recorder 7 days after receipt of draft.

	4.  Avoid distractions; i.e. conducting non-team business
	4     Final minutes and agenda distributed 7 days before next meeting.

	5.  Be open and honest
	5.    Designate a recorder at the beginning of the meeting to record action items and decisions (avoid recording discussions).

	6.  Be professional
	6.    Proxy:  Absent members have the discretion of designating a proxy to represent their views at the meeting.  The Team will not deliberately make a decision contrary to an absent member’s known views or interests.

	7.  Bring Teammates up to speed.
	7.    Guests:  The Team must invite all guests.  Prior to the meeting the sponsor is responsible to brief the guest on the Team meeting processes, ground rules, and requesting any Team objections.

	8.   Leave egos and “business coats” at the door
	

	9.   Stay and participate for the entire meeting.
	

	10. Be courteous to the speaker; no side conversations.
	


