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Recycling Plan Template
A recycling plan is a document that answers these questions: How many bins do you need? Where will they be located? Who will handle your recyclables? How often will bins be emptied? Where will recyclables be stored? Are there opportunities to involve students in the process? How will you monitor your progress? 
Your entire recycling team should work through these questions together. If decision-makers are not a part of your team, you’ll need to seek their approval on this plan before making purchases and kicking off the program. 

When making this plan, be sure to consider 

· Student service learning opportunities.  Your school may want to build in student service learning opportunities to the behind-the-scenes logistics. Students can help pick up recycling from classrooms or hallways and bring bags to recycling centers or to the dumpsters.  

· Storage space.  In some schools where there is a lack of suitable indoor storage space, an outdoor storage structure may be required. 

· Dumpster labels.  Because dumpsters are often the same shape/size/color, dock dumpsters need to be clearly labeled so that both hauler and custodians can see the label. That usually means needing labels on 2 sides of the dumpster.

· Bag liners.  A supply of heavy-duty plastic bag liners may be required for large containers for recyclables containing food or drink residues that are collected from cafeterias. If white office paper is being collected and wheeled carts are not suitable for collection vehicles, plastic bags will help ensure a dry and marketable product that is easy to transport. 

· Security and safety.  Your plan should contain guidelines for the security of a central storage area, safety procedures for handling and pick up of recyclables, and fire safety precautions in compliance with the Minnesota Fire Code and Building Code. The use of safety equipment, such as gloves and safety glasses, should be stressed at all times when metal and glass recyclables are being handled. 

· Pick-up and transportation.  If your trash hauler will be picking up recyclables, pick-up and transportation is up to them. However, some schools decide to collect, transport and market its own recyclables. These schools will need to consider which vehicle they will use, including staff or volunteers’ vans, pickup trucks or cars, or alternatively the school district’s vehicle. 

For more information and resources, visit the Recycle More Minnesota school recycling toolkit at: http://www.recyclemoreminnesota.org/schools
Recycling Plan for [SCHOOL NAME]

Hauling information:

Hauler: 












Contact person: 











Phone & email: 












What you plan to 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).

How you will track volumes:
Your team started by collecting information about the current waste types and volumes. What is your plan to continue to collect this information? Where will it be stored? 

Bins and their location:
Create a recycling map.  Using the notes from your building walk through and “Best practices for recycling bins and labels,” make a plan for your preferred bin numbers and locations. Indicate the number, type, and locations of all 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. Once you’ve completed your map, take a look at areas you have recycling and trash containers. Where are the high traffic areas that could use bins/additional bins? 

Internal collection process.  Documenting the collection process will help you stay on top of changes to your program (i.e. changes in the number of bins needed or in the collection frequency). This also helps you understand the needs of your maintenance staff and/or volunteers, keeping the lines of communication open – a key element to maintaining a successful recycling program.

	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

Develop school-specific protocol for recycling during and after events.

Kick-off, education, and communication about recycling program

The best way to get people to participate is to help them understand the importance and purpose of the program, how it works, and how they can get involved.  

Ideas for kick-off and education include:
· Present the new recycling system at a school assembly 

· Make a recycling guide for teachers 

· Have older students visit younger students and teach them about the benefits of recycling and how to sort. 

· Present information in school newsletters and in school announcements. 

· Add information about recycling to the school website

· Use existing, or create your own, lesson plans about waste and recycling in the classroom 

· Adopt-a-field program
· listserv communications to parents
· Have students create educational posters
· Present to the school board or PTA
What are you plans for kicking off the program? 

What are your plans for continued education about the program, such as changes and results? 

How will problems be reported?

