Guidance for Recycling in State Office Buildings
Executive Order 18 calls for state offices to dramatically increase recycling. Importantly, there is a new contract for waste removal (dumpsters) that includes single-stream recycling removal. It is necessary, beneficial, and hopefully simple to implement comprehensive recycling programs in state offices. Having single-stream collection will make it much more convenient for employees. DNREC has experience with this and has developed an overview to help state agency sustainability coordinators. Bill Miller and Shannon Splittorff (739-9403) can provide technical support to this process.
Evaluate your current waste management practices

· Research current practices to better understand your current waste/recycling system

· How many employees are in your building?
How many dumpsters are outside? What size are they and how often are they serviced?

· Who handles the trash collection inside the building?

· Do you have existing recycling programs? How are they handled?

Plan a program for your building(s)

· Formulate a small group to organize a plan forward. 
· Pick coworkers that are motivated. Sometimes you might know of interested folks or maybe you’ll need to solicit interest.

· Discuss options such as bin size and location, fair placement throughout the building

· Talk with the waste & recycling vendor (Waste Management, Inc.) to discuss options.

· Choose a path forward.

· Evaluate your options with your groups knowledge of the building & employees

· Create signage for recycling bins (discuss with waste & recycling vendor)
· Develop a preliminary map of bin locations (floor plan)

· Outline expected responsibilities for parties/individuals involved (i.e. the recycling team, janitorial staff, etc)*

· Start thinking about education of the building staff (and customers if relevant)

· Present the planned path forward to management, Janitorial Vendor, and building owner (if relevant)

· Don’t worry about providing the finest details, but overview your plan and be prepared to answer questions
· Address any policy issues (see next item)
· Revise any policies relevant to waste collection and removal that may need to change

· Do any policies hinder your path forward?

· Could any policies be revised or created to support or strengthen your plan?

Implement a program in your building(s)

· Prepare an educational program
· Educate staff on any changes to the existing trash/recycling system, why it is important, etc. (i.e. announcements or live presentations)

· Stay positive, we (DNREC) can help with technical and moral support

· Choose a start date 

· If you have Infinity Recycling Bins previously through state contract, you need to contact them to remove their bins and their service.

· Finalize bin location map (provide to all parties involved including staff)

· Meet with janitorial staff and waste/recycling vendor (Waste Management, Inc.) on how trash and recyclables will be removed

· What is the expectation for service?

· How will contamination be handled?

· Continue to answer questions and encourage better participation

· Send out announcements or success stories
· Solicit feedback and address issues with your team
· Monitor the bins

· Does the location work for employees?

· Are they the appropriate size?

· Are they being emptied sufficiently?

· Is the contamination minimal?

EXAMPLE RESPONSIBILITY OUTLINE

New Trash and Recyclables Collection in the R&R Building

DNREC Employee Responsibilities

· Deposit discarded material in the appropriate centralized recycling container and/or trash container. Individuals will be responsible for the waste they create.

· Individual-office trash cans will not be serviced.

· Employees may use individual-office trash cans for their discards, but the employee will be responsible for depositing the material in the appropriate centralized containers.

DNREC Green Group Responsibilities

· Educate the R&R employees.

· Replace current recycling stations with single-stream wheeled carts (approx. 15) and change their locations as needed. 

· Locate trash containers next to each recycling cart (Facilities Mgt will provide).

· Provide information to Facilities Management on suggested bags for containers.

· Help train the Janitorial Contractor.

· Educate the R&R employees.

· Observe recycling and disposal activity.

benefits include greater waste diversion, easier recycling, and a demonstrated savings while improving recycling

Facilities Management Responsibilities

· Provide small trash containers for centralized locations (approx. 15).
· Supply bags for the recycling and trash containers to the Janitorial Contractor.

benefits include savings on disposal, savings on can liners, cost-neutral change in janitorial service, savings if paper recycling contract can be removed, and a demonstration to model in other state office locations

Janitorial Contractor Responsibilities

· Stop servicing individual-office trash cans.

· Service centralized recycling and trash containers, transporting the material from inside to their respective containers outside.

benefits include less pickups due to centralized locations
EXAMPLE EDUCATIONAL DOCUMENT
New R&R Building Waste & Recycling System Overview
Centralized recycling stations will be replaced by large single-stream recycling containers. Single-stream means that recyclables can be commingled; no separation is required. Trash cans will be placed next to each recycling container. The new centralized trash and recycling containers will be serviced by the custodial staff every day (as will the existing containers in common areas such as restrooms and conference rooms). Your individual office trash can will not be removed, however it will not be serviced.

These new stations will encourage more recycling due to not having to separate recyclables, and helping us think twice before we dispose of recyclables. Most of us are currently recycling and used to such centralized locations.

What is recyclable:

● Plastic Bottles

 

● Glass Containers

● Aluminum Cans


● Tin/Steel Containers

● Plastic Grocery Bags


● Paperboard (i.e. cereal boxes)

● All Papers (junkmail, newspaper, phone books, office paper, flyers, catalogs, magazines, wrapping paper, clean paper napkins, clean paper bags)

● Corrugated Cardboard - Flatten boxes and set next to can

Please keep shredded paper bagged and place the bag next to the recycling bin.

There is also a demonstration compost bin in the courtyard for some organics.


[image: image6.wmf]Specific types of plastics are targeted by the organization where our recyclables currently get processed (DSWA). They want number 1 (PET or PETE) and number 2 (HDPE) as seen here. These are plastic resin codes. Other types (3-7) are recyclable but they are NOT acceptable in this program. You can look for these logos on the plastic container, or you can simply just recycle narrow-neck plastic bottles. Not all #1 and #2 types of plastic are narrow neck plastic bottles, but virtually all narrow neck plastic bottles are a #1 or #2.

What is not acceptable:
Anything with food residue or liquids
(pizza boxes free of cheese, sauce, & crust is OK)
● Used aluminum foil or trays

● Plastic food trays

● Styrofoam



● Plastic cups/lids

● Waxed paper



● Plastic shell packaging

Being “not acceptable” does not necessarily mean that it is not recyclable. It means that your recycling collector does not want it.
Hint: if you think it could be recyclable paper or paperboard but it looks like it may be coated in plastic, do the tear test. Try to tear it, if it is not easy, it stretches, or you can see a plastic layer as a result: put it in the trash.
Benefits:

Waste reduction
Cost savings

· Savings from reduction of trash can liners

· Savings from reduced disposal costs

· Savings if office paper recycling service is not needed

· Janitorial service also removes recyclables
Recycling saves landfill space, saves energy, reduces greenhouse gas emissions, creates jobs, and conserves resources. As always please reduce, reuse, then recycle.

EXAMPLE SIGNAGE (shrunk to fit on page)
[image: image2.jpg]Mixed Recycling

DO NOT INCLUDE LIQUIDS OR FOOD RESIDUE

ONLY:
e Plastic Bottles e Glass Containers
e Aluminum Cans e Tin/Steel Containers
e Plastic Grocery Bags e Paperboard (i.e. cereal boxes)

o All Papers (junkmail, newspaper, phone books, office paper, flyers,
catalogs, magazines, wrapping paper, clean paper bags)

@ Corrugated Cardboard - Flatten boxes and set next to can

Visit the Green Group Intranet Page for more information.
There is also a demonstration compost bin in the courtyard for some organics.
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Your waste fills Delaware’s landfills.
Reduce, Reuse, and Recycle what you can.




Managing Discards in a State Office Building

Environmental and Economic Benefits
The DNREC R&R Building can demonstrate over $4,000/year in savings.

PROBLEM 

“Waste” system makes it easier for employees to dispose of discards rather than recycle what they can. The system is both environmentally and economically wasteful.

· Individual offices and conference rooms provided with small trash cans

· Individual trash cans serviced daily (can liners removed daily) by contracted janitorial vendor

· Two large trash dumpsters outside building (1, 6-cubic yard and 1, 8-cubic yard)

· About 15 locations for paper recycling provided by contracted office paper recycling vendor 

· About 6 “centralized” recycling stations in the building, each with several bins for separated materials

· Stations serviced by volunteers on an as-needed basis

· Recycling center in parking lot with several recycling dumpsters for separated materials

SOLUTION

Make recycling easier and make disposal more difficult. Encourage employees to be more conscious of what they generate as discards. Support the environment without increasing costs.

· Individual office trash cans are no longer serviced by janitorial vendor (those trash cans remain in individual offices, liners are not provided)

· 12 centralized, 68-gallon recycling carts at reasonably convenient locations to all employees

· Recyclables are collected comingled (single-stream); no separation is required

· 12 trash containers (34 gallon) located adjacent to the recycling containers

· Centralized discard locations serviced by janitorial vendor, as well as common areas (i.e. conference rooms and bathrooms)

· Single-stream recycling dumpsters outside building

· Education of employees on the “how” and “why”

· Decrease to 1 trash dumpster outside building 

Costs (estimated)






Purchase of centralized recycling containers
       

    
$1,320.00 (a one-time cost)

Purchase of centralized trash containers



   $216.00 (a one-time cost)

Purchase of liners for centralized containers ($0.05/per liner)
     
     $24.00/month     

Recycling dumpster service (*currently $0)



     $85.00/month*   Per Person







            $1,536 initial + $1,308.00/year        $4.36/yr

Benefits (estimated)

End providing liners to individual office cans ($0.03/per liner)
      
  -$120.00/month

End servicing individual office cans (**potential is greater than $0)
      -$0.00/month** 

Reduction in trash dumpster service




  -$135.00/month

Removal of office paper recycling service



  -$220.00/month

GHG reduction, resource conservation, energy savings

    
     undetermined    Per Person








            -$5,700.00/year     -$19.00/yr

Total Net Savings = $2,856 initial year, $4,392 each year after ($14.64/person)

Benefits of Recycling
Provides jobs - Per a recent analysis by the Institute for Local Self-Reliance, if 50% of Delaware waste was diverted to reuse and recycling, over 1,500 jobs would be created1.  On average, pay is better than for jobs involved in collecting, transporting and landfilling waste2. For every 100 jobs created by recycling, only 13 jobs are lost in the solid waste collection and disposal and in virgin materials extraction3. Delaware recycling, reuse, and remanufacturing businesses provide over $56 Million in jobs each year4.
Saves Energy – Using recycled materials in manufacturing can save a huge amount of energy because steps like extraction, refining, processing, and transportation are not necessary.  Recycling and manufacturing with recycled content saves over 17 million BTUs of energy per ton of material processed 5. 

Extends life of municipal landfills - Our landfills are filling up quick. Both transporting waste out of state and building new landfills are enormous expenses that taxpayers would ultimately bear.  
Reduces emissions of greenhouse gases – By reducing the amount of energy used by industry, recycling also reduces greenhouse gas emissions and helps stem the dangers of global climate change. Landfills also generate greenhouse gases, so a reduction in landfilling can reduce emissions.

Reduces consumption of non-renewable sources of energy and raw materials - Natural gas and oil, ores that yield metals, and other materials will gradually but unavoidably rise in cost as supplies decrease. Recycling reduces the pressure to consume our natural resources. 
Reduces environmental damage from waste – Recycling returns manufactured materials to their useful state, but if discarded they have potential to pollute and create environmental and human harm.  Used oil for example, can leach into groundwater or pollute waterways, but can easily be recycled
1 – Institute for Local Self-Reliance.  A report to the Secretary of DNREC “A Scenario for Resource Management in the State of Delaware”.  May 2007.

2 –  R.W. Beck, Inc.  “U.S. Recycling Economic Information Study”.  Prepared for the National Recycling Coalition.  July 2001.  p. ES-8.

3 – US Environmental Protection Agency.  “Puzzled About Recycling’s Value? Look Beyond the Bin”.  January 1998.  p. 3.  
4 – DSM Environmental. “Recycling Economic Study Update”. Final Report to Northeast Recycling Council, Inc. February 2009. p. 34.
5 – Richard A. Denison - Environmental Defense Fund.  “Environmental Life-Cycle Comparisons of Recycling, Landfilling, and Incineration: A Review of Recent Studies”.  1996.  p. 193.  
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