Step 4: Designing a Waste Reduction Program
It is necessary to design a program for implementing each of the source reduction, reuse, or recycling
options you select. Waste reduction programs can range from very simple adjustments to purchasing
practices to highly complex recycling programs. Further, each organization and each facility will have
unique system requirements.

Source reduction systems typically include:
•
•
•

modifications of purchasing policy to reduce the amount of packaging materials entering
the facility;
changes in operations to eliminate waste (e.g. requiring all staff to use double-sided
photocopies); and
adjustments to production processes to increase material utilization efficiencies.

Reuse systems typically involve:
•
•
•

systems for the recovery and storage of items to be reused (e.g. pallets, packing containers);
re-loading or re-installation of reusable items (e.g. re-loading scrap paper into photocopy
machines for second-sided copying); and
operational changes to ensure reusable items are returned (e.g. return of spent laser printer
cartridges).

It is important to think through system implications of even the simplest source reduction or reuse
measure to anticipate operational issues and problems.

Recycling involves the collection, storage, and marketing of source separated materials. Source
separation is defined as the purposeful segregation of materials from municipal or commercial waste
into specific material types at the point of generation to facilitate recycling. Some examples include:
•
the separation of office paper from other office waste into recycling containers at desks,
photocopiers, and printers;
•
the collection and flattening of cardboard boxes at the point where they are emptied on the
production line; and
•
the provision of recycling bins in the cafeteria for newspapers, beverage cans, and glass bottles.
In addition to materials that must be source separated according to provincial, regional, or municipal
regulations (e.g. due to landfill bans), you will want to consider recycling materials that: 1) have been
identified as priorities during your waste audit; and 2) have markets. If you are unable to locate markets
for certain materials, you can investigate opportunities through the BC Materials Exchange at
1-800-667-4321.
Steps required to design recycling systems include:
•
selection of collection methods and equipment at point-of-waste generation (e.g. desk-top
holders, bags, bins, roll-out carts, etc.);
•
design of systems for moving recyclables within the facility from the points of generation to the
points of marshalling, storage, and loading;
•
negotiations with a recycling collection contractor(s) for pickup; and
•
negotiations with markets for materials you will be selling directly.
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Step 4: Designing a Waste Reduction Program (cont.)
Helpful Hints
Collection:
You may need containers for each individual generator (e.g. desktop containers for paper or rollout carts
to collect cardboard on a production line). In addition, you may need containers/methods to consolidate
materials (e.g. larger containers in central location that individuals or maintenance staff empty their
containers into or collection containers beside photocopiers for paper). The type, size, and number of
containers, or the specifications for a storage area, will depend on: the type of material being collected;
market specifications for the material; physical characteristics of the material; physical characteristics of
the generating station; quantities of materials at each generating station; length of time between pickups; and availability and location of storage.
•
•
•
•
•
•

Complement current procedures where possible. It should be as easy to recycle as it is to dispose.
If possible, design to allow flexibility (e.g. relatively autonomous departments may use different
collection systems.
Place clearly signed/labelled containers near points of generation to achieve maximum
recovery rates.
Make sure containers are compatible with any equipment that might be used with them
(e.g. loading into trucks).
Check to see if containers are available from your recycling contractor before buying them yourself.
In high-traffic areas (e.g. cafeteria), locate garbage containers alongside recycling containers to
prevent contamination.

Storage:
•
•
•
•

Determine storage space requirements and limitations (e.g. fire codes) early in the design of your
waste reduction program.
Ask you maintenance or building supervisor to help you identify adequate storage space.
You may not need a specially-designed room for storage; be creative if space is not readily apparent.
Choose storage areas close to generation and pick-up points.

Roles and Responsibilities:
•

•

Movement of materials will likely involve internal staff (e.g. maintenance staff) or external
contractors (e.g. cleaning contractor). Ensure these new responsibilities do not conflict with
contracts.
The cooperation of staff and contractors can make or break your recycling program. Consult with
them in planning, make their duties as convenient as possible, include recycling duties in job
descriptions, and ensure they share ownership in recycling initiatives.
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Step 4: Designing a Waste Reduction Program (cont.)
Negotiating Recycling Collection Services
After designing your recycling program, you will then select a company to collect your recyclables. This
could be your waste hauler, a private recycling operator, or the end market. You can find these services
in your yellow pages, or by contacting your municipal or regional recycling coordinator.
Here are questions to ask potential recycling contractors:
•
Will you collect all materials I wish to recycle?
•
Is there a fee for the collection of recyclables? How is this fee calculated (e.g. flat rate or
per visit)?
•
What do you do with the different materials collected?
•
What are your specifications for contaminants in recyclable materials?
•
Do you provide free collection containers? What type and how many?
•
Am I required to purchase additional containers? At what cost?
•
What are your collection and loading requirements?
•
Do you provide other services (e.g. shredding)?
•
What is the collection frequency (weekly, bi-weekly, as-needed)?
•
Will I receive any revenue for materials?
•
Will adding this service affect my current waste disposal fees?
•
Do you provide regular reports on quantities collect?
•
Do you provide free promotional materials (e.g. posters and brochures for internal promotion and
education)?
•
What are your standard contractual arrangements (e.g. length of contract, flexibility)?
•
Who do I contact in the event of a problem?

Marketing Recyclables
In most cases, your recycling contractor will sell your recyclable materials to an end market for you.
However, it is possible that you may sell materials directly to an end market, depending on material
type, volume, and pricing.
Key points to remember are that:
•
Market specifications, which are usually set by end markets, determine collection and processing
requirements (i.e. you must ensure that your recycling systems produce materials that meet
specifications).
•
End markets require quality, volume, and consistency.
•
Any significant fluctuations in material volumes (e.g. seasonal variations in facility operations) must
be considered in program planning.
•
In most cases, negotiations with end markets involve the same set of issues that arise when dealing
with recycling collection contractors.
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Step 4: Designing a Waste Reduction Program (cont.)
Special Considerations for Small-Quantity Generators
If you generate only small quantities of recyclable material but would still like to recycle:
•
You can likely arrange recycling collection service, but it may be costly. Therefore, you should
first check to see if your municipality will collect recyclables on its regular run or if it has a
special route you can take advantage of.
•
If not, try calling a few recycling collection contractors to determine their minimum volume
requirements. You may generate just enough to meet the minimum.
•
Alternatively, you may be able to join with other facilities in your area to arrange a common
collection system with an end market.
•
As a final option, you may decide to collect the material and have someone on staff take it home
for curbside collection or to a recycling depot.
If you are part of an industrial park, shopping mall, or office complex:
•
Merge your recycling efforts with those of other businesses or associations to establish a
cooperative program.
•
Jointly solicit the support and participation of your complex’s property managers. This will
enable you to share expertise; combine training sessions; collect larger volumes, thus attracting
better deals from service providers; and share cost and space for storage and recycling at a
convenient spot within the complex.
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