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Building Walk-through Template
Your recycling team’s first task is to get a handle on the current waste and recycling situation at your school. A good first step is to conduct a building walk-through. This can help identify types of materials to target for reduction and recycling and is done to help you anticipate your needs. You’ll record information about where waste is produced, where the bins are, and how many bins are in use. Use the data collection template on the following pages for your building walk-through.
For more information, visit our Schools toolkit at www.recyclemoreminnesota.org/schools.
Help us track the use of this campaign!

This toolkit was provided by the MPCA and RAM as a part of the Recycle More Minnesota education campaign. Please help us track the use of this campaign. Please send an e-mail to info@recyclemoreminnesota.org with a description of how and when the materials were used and, if published, the estimated circulation of the publication. If you have any questions about the campaign, please contact us at (651) 296-6300.

Building Walk-through Worksheet for [SCHOOL NAME] 
Hauling information:

Hauler: 












Contact person: 











Phone & email: 













What you currently collect:

	Type of material 
(trash, cardboard, comingled recycling, etc.)
	Container Capacity 
(specify yards or gallons)
	Frequency of collection 
(daily, twice per week, once per week, etc.)
	Day(s) of collection

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Note: If recycling is sorted and collected by individual material, please list each material, container capacity, frequency, and days of collection for each (not needed if recycling is single stream).

Bins and their locations:
Create a recycling map.  Indicate the number, type, and locations of all existing recycling and trash bins in the building and on the grounds including classrooms, hallways, cafeteria, kitchen (back of house), offices, copy rooms, library, gymnasium, pool, outdoor stadiums/sporting fields, auditoriums and any other rooms found in your school.   Indicate any high traffic areas.

Building Walk-through Worksheet for [SCHOOL NAME]

Internal collection process: document the current collection process for recyclables and trash.

	Location 
(classroom, hallway, etc.)
	Who empties bins?
(Maintenance staff, class volunteer, teacher, science classes, etc.)
	How often are bins emptied?
(as needed, daily, weekly, etc.)
	When are bins emptied?
(enter day or days of the week)
	Other details

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Event recycling:
Does your school have a protocol in place for recycling at school events? 
If so, document it here.

Other information:
Document any other information about your current recycling program.

