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RECYCLING WORKS: A Tool Kit for Reducing Waste in the Workplace

ABOUT THIS GUIDE

The lllinois Department of Commer ce and EconomRECYQPEOVORKENA Toyl b s
Kit for Reducing Waste in the Workplace is designed to provide businesses, schools,
universities, and other institutions with up-to-date information to evaluate and establish waste
reduction programs that are compatible with operations, cost-effective, and sustainable. Waste
reduction programs will vary due to the type, size, available resources, and constraints of each
business or institution; as a result, this guide focuses on key concepts and general program design
considerations. Additional recommendations, activities and resources are included to supplement
RECYCLING WORKS and provide more specific information to address the unique needs of each
business.

Recycling is one of several waste reduction options available; however, other options such as
source reduction and reuse are valuable considerations as well. RECYCLING WORKS presents an
overview of the value of waste reduction in the workplace and the steps to plan a waste reduction

program tailored to a busi ness 0s Depgndirgior thecsizenoé e d s ,
the business and the scope of the waste reduction program, these tasks may be executed by an
i ndividual or by a group of people on a task forc

Once a plan is in place, RECYCLING WORKS offers suggestions of how to educate and promote
the program to employees, staff or students. It is important that everyone is on board to ensure a
successful program. Finally, RECYCLING WORKS provides guidance for monitoring and
measuring the success of your waste reduction program.

While RECYCLING WORKS has been designed primarily to address waste reduction practices in
the workplace, we have incorporated related sustainable practices that can be implemented as well
to promote a cleaner, greener environment. Measures to reduce energy and water consumption in
the workplace are offered, as are tips for reducing energy consumption and greenhouse gas
emissions in our travel to and from work.

Supplemental material (including a glossary of terms; national and regional organizations and

indust r vy resources for busi nesses, school s and un
templates for a waste assessment/audit; sample letters and press releases; key State and County

contacts; and inspirational environmental quotes) are included as attachments to RECYCLING

WORKS to assist in expanding your projects and to provide additional support.

With the information presented in RECYCLING WORKS, businesses, schools, universities, and

other institutions will gain a better understanding of environmentally-friendly and cost-effective ways

to manage their waste streams. By knowing their options, plans can be developed to reduce, reuse

and recycle, as well as to purchase eco-friendly cleaning supplies and products made from
recycled-contentors ust ai nabl e materials, which have Iliess o
and are the driving force behind sustainable market development.

The lllinois Department of Commerce and Economic Opportunity (DCEQO) and lllinois Recycling
Association (IRA) are looking for groups to partner with to host local presentations about this toolkit.
To learn more about this opportunity, please referto DCE O6 s  w evinsllindiseecy€les.com) or
I R Av@ebsite (www.illinoisrecycles.orq).



http://www.illinoisrecycles.com/
http://www.illinoisrecycles.org/
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SECTION 1: IMPORTANCE OF WASTE REDUCTION IN THE WORKPLACE

What Is Waste Reduction?

Waste reduction is any practice which results in less waste being created. Waste reduction may
include source reduction, reuse, recycling, or composting. These terms are defined as follows (refer
also to Attachment A for definitions of these and other common waste reduction terms):

Source Reduction: Any change in the design, manufacture, purchase or use of materials or
products (including packaging) to reduce their amount or toxicity before they become
municipal solid waste.

Reuse: To extend the life of an item by using it more than once, repairing or modifying it, or
by creating new uses for it.

Recycling: The process by which materials are collected and reprocessed so that the raw
materials can be used for new products.

Composting: The natural conversion of organic materials by active microorganisms,
resultinginasoil-l i ke component called Acomposto.

Figure 1 displays the commonly-accepted waste management hierarchy, which places source

reduction at the top as the most preferred waste management option, followed by reuse and
recycling (including composting) before disposal.

Recycle/Compost

Disposal

Figure 1. Waste Management Hierarchy

Section 1: Importance of Waste Reduction in the Workplace
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RECYCLING WORKS: A Tool Kit for Reducing Waste in the Workplace

Waste Reduction Potential in the Workplace

Approximately 1/ 3 of the working adultds | ife i:¢
considerable amounts of energy and resources within the workplace. Environmental and financial

benefits may be realized by implementing an integrated solid waste management plan in the
workplace that includes waste reduction elements.

The workplace represents a significant opportunity to reduce waste statewide. Based on the results
of the Illinois Commodity/Waste Generation and Characterization Study completed for IRA and
DCEO in 2009, business-sector waste represents approximately 54% (10 million tons) of the total
municipal waste generated in lllinois*. The study further estimates that business-sector waste
represents approximately 46% (7 million tons) of the municipal waste landfilled from lllinois
annually®, suggesting a current diversion of approximately 30% of business sector waste from
disposal annually.

However, significant opportunity remains to increase waste diversion from the business sector,
thereby reducing the quantities of waste landfiled annually. The Illinois Commodity/Waste
Generation and Characterization Study estimates that approximately 16% of the waste disposed by
the business sector consists of cardboard, and an additional 12% of waste disposed by the
business sector consists of food scraps®. Capturing just these two waste streams, therefore, could
nearly double current waste diversion from the business sector. Additional recyclable paper, plastic,
glass and metals, as well as electronics and construction/demolition waste, may also be targeted
for recovery.

Taking a global approach, recent projections from the United Nations Population Fund indicate that

world population could reach 8.9 billion by 2050. With this sizable population growth, consumption

(and therefore waste generation) is expected to increase. It is imperative that current lifestyles be
evaluated and steps taken to protect and conserve
responsibly.

Just becausewecand oesndét meghouldthiowaeveryghengaway. A Thi nk bef ore yo
is a saying that makes sense - and CENTS! By reviewing the amount of solid waste your workplace
generates and the associated costs of waste management, then evaluating opportunities for waste

reduction and their associated costs, you may be motivated to implement a waste reduction

program. By implementing waste reduction practices and establishing green procedures for office
operations and procurement, businesses conserve resources, establish a healthier working
environment, and potentially reduce costs and environmental liabilities. In many cases, waste

reduction may not reduce costs, but by shifting waste management costs to more environmentally

and economically beneficial strategies you may be able to develop a program that is cost-neutral

and supports the environmental and sustainability goals of the organization.

Initiatives to reduce waste as well as to increase energy efficiency, reduce water consumption and
alter transportation patterns are essential components to transitioning to sustainability i the
principal of using a resource so that it is not depleted or permanently damaged and so that it is

CDM, lllinois Commaodity/Waste Generation and Characterization Study, May 2009. Table 3-4, page 3-11.
CDM, lllinois Commodity/Waste Generation and Characterization Study, May 2009. Table 2-24, page 2-
33.

CDM, lllinois Commodity/Waste Generation and Characterization Study, May 2009. Table 2-5, page 2-10.

Section 1: Importance of Waste Reduction in the Workplace
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available to future generations®. By practicing environmental and sustainable principles in the
workplace, employees will be empowered to be part of the solution not only at work, but also in their
communities. Sharing your successes with your employees, customers, students, patients, etc. can
also bene f i t your busi ness, since we are increasingl
around us.
Benefits of Instituting a Comprehensive Waste Reduction Plan
Recycling may be the first option many businesses consider when developing a waste reduction
plan. While recycling is a common waste reduction strategy, practicing source reduction provides
the greatest benefit. Through implementation of source reduction practices, waste and recyclables
are not created in the first place. This results in cost savings in 2 primary areas: 1) less material
may be procured, saving on purchasing and handling costs; and 2) less waste is generated which
requires storage, collection and recycling/disposal.
Instituting a comprehensive waste reduction plan for your workplace can result in a variety of
benefits that will be discussed in greater detail throughout this guide. Some of these benefits
include:

» Reduces costs

« Streamlines business operations and increases operating efficiencies

« Conserves energy, reduces air emissions and water pollutants, decreases GHG emissions

« Conserves natural resources

« Creates revenue potential from marketing of recovered materials

» Preserves landfill capacity

« Visibly demonstrates environmental stewardship

» Boosts staff morale

» Reduces environmental impacts and liability associated with disposal

« Createsand s upporjabs, pefhgps lecally,and helps sustain markets for recyclable
commodities increasingly being used by manufacturers

4 Brundtland Commission, 1987.

Section 1: Importance of Waste Reduction in the Workplace
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SECTION 2: WORKPLACE CHARACTERISTICS

While every business may have unique waste stream characteristics, specific constraints on its
ability to implement waste reduction practices, and varying motivations for reducing waste, there
are a number of similarities between businesses in the same sector or that are the same size. This
section discusses some of the typical characteristics of certain types of businesses to begin to
guide your thought process as you evaluate waste reduction options and develop your workplace
waste reduction plan.

Waste Reduction in Large Businesses

Large businesses typically generate a large amount of waste, by simple virtue of the scope of their
operations and staff. Waste materials are likely handled by janitorial staff or facilities management
staff, consolidated from numerous points throughout the business, and disposed in one or more
centralized areas. Staff may or may not know where their waste goes after it is deposited in their
deskside or work area garbage can, and as a result may not be aware of the amount of waste the
business generates.

Large businesses may occupy one or several buildings on a single campus or in an industrial park.
They may also be subject to regional or national contracting requirements if they have multiple
locations. These conditions all increase the initial research and evaluation to be completed before
developing and implementing a waste reduction plan. In addition, education and promotion of waste
reduction in a large business requires significant effort to be effective.

Large businesses may benefit from their larger waste stream, because waste reduction can be a
highly cost-effective practice. Recycling service providers may be able to offer a number of service
options to meet the businessobds needs, or a |
materials to work directly with a processing facility or broker to sell the materials.

Waste Reduction in Small Businesses

Small businesses, though they will generally generate much less waste than a large business, are
still going to generate similar types of waste as their large-business counterparts. Employees in
small businesses may be responsible for taking their waste to a common collection area or
dumpster, or waste may be managed by janitorial staff. Even though the waste stream is likely
smaller than the large business, and employees may be more involved in managing their waste,
they are likely to still lack an understanding of how much waste their business generates.

Small businesses may not always generate large volumes of recyclables required to implement a
cost-effective collection program, and recycling service providers may not be willing to pick-up small
guantities of recyclables. There are various ways to overcome such challenges, including working
with neighboring businesses to consolidate recyclables and contract jointly for service, identifying
options for using area recycling drop-off sites, and implementing source reduction efforts to avoid
creating the wastes in the first place.

Section 2: Workplace Characteristics
Page 2-1
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Waste Stream Characteristics of Various Workplaces

The waste stream characteristics described below are generalized and may not represent the
characteristics in your particular workplace. However, in general, these characteristics will help you
to understand how your waste and waste reduction opportunities differ from other business sectors.

Colleges and Universities

Colleges and universities primarily generate wastes in the classroom,
faculty offices, cafeterias, and student housing. In addition to basic
recycling programs for paper, bottles and cans, food scrap composting mu.u.l]
programs have been implemented to manage cafeteria wastes. Some of 'Iilili'ili'imili
these programs have replaced #6 polystyrene trays and plastic utensils
with alternatives that are biodegradable and compostable. Yard waste
composting programs also are important to campuses that have large
grounds.

Manufacturers

S~

Manufacturing businesses generate wastes specific to their production
processes, as well as wastes from offices and cafeterias. Source reduction
is practiced by many manufacturers to minimize the amount of waste
generated from the manufacturing process. By reducing waste,
manufacturers minimize the use of raw materials, reduce their operating
costs, and sell their products at competitive prices. Besides materials
typical to their particular manufacturing process, manufacturers may recycle
cardboard, wood pallets, office paper and beverage cans/bottles.

Office Buildings

By far, the most prevalent waste generated by office buildings
and complexes is paper. In addition, offices will typically
generate a smaller percentage of food scraps. Many offices,
including municipal offices, schools and commercial buildings,
recycle mixed office paper, cardboard and beverage
cans/bottles.

Restaurants and Bars

Food scraps represent a significant proportion of the waste generated
by restaurants. This waste stream, due to its potential to cause odors
and attract rodents and pests, must be removed for disposal much
more often than wastes at other types of businesses. Collecting used
cooking grease and oil for rendering is commonplace at many
restaurants, and special containers are used to store the grease until
it is collected. Pre-consumer and post-consumer food scraps are
increasingly being considered for composting rather than landfill
disposal. In addition to food scraps, restaurants and bars may recycle
aluminum, glass, paper and cardboard.

Section 2: Workplace Characteristics
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Retail Businesses

Cardboard comprises a significant amount of the waste generated by retailers.
Many retailers flatten cardboard boxes before throwing them away to save space
in their dumpsters and reduce collection costs. This is the first step towards
preparing the cardboard for recycling as well; with the addition of a small
cardboard baler a retailer can set aside the cardboard for recycling. Retailers
selling items such as appliances and electronics are increasingly providing haul-
away and recycling services to their customers to remove old items when the new
items are delivered. By collecting these items from customers, it provides a
valuable service to customers and allows the retailer to broker the items to
recyclers at a low, if any, cost.

Hotels

Wastes in hotels are generated by hotel staff as well as by hotel guests. Hotel staff generate wastes
associated with the operation of the hotel, consisting of both administrative/office functions and food
service functions. Paper, cardboard, and beverage cans/bottles as well as food scraps are all
potential waste reduction targets. Hotel guests present a unique challenge for waste reduction, as
they are transient and may not readily seek recycling options. Many hotels have identified options
for reducing waste and conserving energy and water consumption associated with guest services.
Basic recycling may be encouraged in guest rooms or cleaning
staff may remove cans/bottles, newspapers and other recyclables
from waste cans for recycling. Encouraging guests to reuse their
towels if staying more than one night and changing bed linens on a
less than daily basis can reduce water and energy consumption.
Also, providing toiletries only on request or offering shampoos and
soaps in bulk can reduce wastes. Water-reducing bathroom
fixtures, energy-efficient light bulbs, and pre-programmed
thermostat controls can all have an impact on energy and water
usage as well.

Health Care

Nearly 75% of the waste generated by hospitals is of the non-hazardous variety,
consisting of paper, plastics and food scraps. Paper is the largest component of
the waste stream. These materials can be handled much as they are in other
businesses (refer below for discussion of special handling considerations for
materials containing confidential information). All medical/biohazard wastes
must be disposed of according to state regulations.

Managing Confidential Information

Many businesses (e.g., financial institutions, insurance agencies, lawyers and those involved in the
healthcare field) as well as governmental entities must give special consideration to waste reduction
and recycling due to the presence of confidential information in paper and electronic forms. The
shredding of confidential documents is a familiar practice and shredded paper may still be recycled.
Many document destruction companies provide this service. Additionally, some common office
equipment, such as computers and copiers/workstations, may contain hard drives that store
sensitive data. Many electronic scrap processors provide hard drive destruction services and
certification.

Section 2: Workplace Characteristics
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SECTION 3: STEPS TO SUCCESS

Many businesses are currently practicing some form of waste reduction, whether or not a formal
program has been developed and implemented. Figure 2 identifies 6 key steps to make your efforts
to develop, implement, or expand a waste reduction program a success. It is also important to
provide ongoing feedback and information to your employees, as well as upper-level management,
throughout the program development and implementation process.

Step 1. Form a Green Team
-

Step 2. Do Your Research
-
Step 3. Evaluate Options

-
Step 4. Develop a Plan
v

paJeys pue 1ybnos si yoeqpas)
pue uoddns diysiapes| sapinoid
uswabeuely | oeqpasd apinoid

Figure 2. Steps to a Successful Waste Reduction Program

The guidance offered in the following sections is intended to structure your approach to waste

reduction in your workplace and provide numerous valuable resources to assist you in each step of

the process. However, t her e insto poiot tofidndveastedreductiont e r €
options are not one-size-fits-all. It is necessary for individual businesses to review the specific

needs and characteristics of their operation and design a program that best fits their unique

situation.

Step 1. Form a Green Team

The initiative of just one person can start the ball rolling on a waste reduction program. This one
person may be able to develop and implement a comprehensive solid waste management plan
within a small business with little to no additional support; in most businesses, though, it may be
necessary to engage several people on atask f or ce or i ¢ordevelop atsweceessil
program.

A successful waste reduction program will impact several different areas of the business, including
purchasing, facilities management, janitorial services, and other staff throughout the business.
Therefore, the green team should include input and support from representatives of as many of

Section 3: Steps to Success
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these affected departments as possible. Employees that volunteer or are appointed to the green
team need to agree to be responsible for many of the tasks involved in planning, designing,
implementing and maintaining the program. ldeal green team members will possess knowledge on
various environmental subjects and be passionate about leading the charge within the organization.

A team lead or waste reduction coordinator should be appointed to serve as the primary point of
contact and guide the teambs efforts. This perso
reduction options and company policies/procedures and be passionate about leading the charge to

reduce waste in the workplace. This person should also observe members of the team to ensure

team members remain motivated and feel supported in their efforts, identify new members as
members are lost due to changing availability or members leaving the workplace, and watch for

signs of burnout.

The size of your team will relate generally to the size of your business. Regardless of the size of the
team, team members will have the following responsibilities:

« Work with management to set preliminary and long-term goals of the waste reduction
program

» Gather and analyze information relevant to the design and implementation of the program

 Promote the program to employees and educate them about how they can participate in the
effort

» Monitor and evaluate the progress of the program

» Prepare reports to management about the status of the program

The green team should meet regularly throughout the evaluation and planning phases of the waste
reduction program. During the first meetings of the green team, team members should develop a
mission statement defining program goals in both the short term and long term. The preliminary
goals set by the team will provide a framework for evaluating specific waste reduction options and
should be flexible, as they might need to be adjusted as the evaluation phase proceeds.

Management support is crucial to the success of any program within the workplace, and waste
reduction is no exception. The green team, or select members of the team, should achieve
management buy-in regarding the evaluation of waste reduction options and consideration of
developing a waste reduction plan very early in the goal-setting and option analysis process.
Management support provides the following benefits:

« Authorization of expenses to evaluate options, develop the plan, purchase containers and
promote the plan

» Motivation to other employees to participate in waste reduction activities
e Access to key decision maker(s) during the evaluation and planning phases

On April 22 (Earth Day), 2009, Governor Quinn signed Executive Order 11 (2009), Executive Order
to Reduce the Environmental Impact of lllinois State Government Operations. This directive

Section 3: Steps to Success
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identifies policies and actions to be taken in the areas of waste prevention, energy efficiency and
conservation, water quality and conservation, sustainable transportation, and education and
outreach. While the Order addresses State government activities directly, it provides an example of
the type of leadership that can motivate change not only in the specific activities of people or
organizations but in the overall approach to operations. It is interesting to note that the order does
more than simply suggest that employees practice waste reduction; it clearly integrates these
activities as something employees have a duty to perform. The full text of the Executive Order can
be viewed at www.illinois.gov/gov/execorders/docs/execorder2009-11.pdf.

Step 2. Do Your Research

Once you have a motivated and committed team to develop and implement your waste reduction
program, you will need to do some research to inform your decision-making. Waste reduction
comes in many forms, and the same end can be accomplished in a number of different ways. By
diligently evaluating your waste stream, considering the service offerings of local recyclers and
waste haulers, understanding the markets available for recovered materials, evaluating the
economics of any potential waste reduction program, and seeking the input of key contacts, your
program has an increased chance of being successful and cost-effective.

Waste Audit / Waste Assessment

In order to develop an effective and targeted waste reduction program, the current waste stream
needs to be evaluated. This evaluation is termed a waste audit or waste assessment. The waste
assessment provides the team with an understanding of the types and amounts of waste the
business generates and the methods by which waste is currently managed. The waste assessment
also provides a baseline against which to review waste reduction options and measure program
performance.

In some cases, it may be desirable to phase in the waste reduction program in order to control
costs, achieve employee buy-in, and reduce the impact on overall operations. The results of the
waste assessment can assist the team in identifying the high volume and easily accessible/readily
divertable materials that can be the initial target of the waste reduction program, and it can also
identify smaller volume items that may be added to the program once it is established. Furthermore,
the waste assessment should not be conducted only during the initial planning phases of program
development; it should be conducted periodically following program implementation to identify
changes in the waste stream and evaluate program performance.

The team can perform the waste assessment themselves, or they may seek outside assistance.
This decision may depend on the size and nature of the business, the complexity of the waste
stream, the resources (money, time, labor, equipment) available to conduct the assessment or
implement the waste reduction program, and the goals of the program. Outside assistance may be
available from waste or recycling haulers, community or County recycling coordinators, or an
outside consultant. Contacting your local waste and recycling coordinator is a good place to start if
seeking outside assistance with your waste assessment; several counties statewide offer waste
assessment consultation services to local businesses at low or no cost. A list of lllinois county solid
waste officials is maintained by DCEO and can be viewed from their website at
www.illinoisrecycles.com.

Attachment B contains sample waste assessment worksheets. The waste assessment can be as
detailed or as general as you desire. An office or small business with a predictable and relatively

Section 3: Steps to Success
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low-volume waste stream may only need to conduct a brief visual observation of waste collection
areas/methods and contents of waste containers to qualitatively characterize the waste stream.
Larger businesses or those with higher volume waste streams may benefit instead from a more
complex waste sorting effort to quantitatively characterize the components of the waste stream.
Steps to take when applying these two methods are briefly discussed below; as an additional
resource, US EPAOG6s Waste Wise Member Service
worksheets that may also be helpful in completing your waste assessment (refer to
wastewise.tms.icfi.com/plan/approach.htm).

Visual Observation: The green team will perform a walk-through of the business, observing the
types of waste that are disposed in garbage cans and dumpsters. The team will also observe the
operations that create the waste. The goal of the visual observation is to quickly identify:

« The types and relative amounts of various wastes created, and the processes that create
those wastes

« The layout of waste operations (i.e., location of waste containers relative to waste
generators, consolidation requirements to move waste from garbage cans to centralized
dumpsters, etc.)

« Any current waste reduction efforts in place

« Current waste and recycling container sizes

« Availability of space and equipment to handle waste and recyclables

It may be necessary to conduct the visual observation more than once, or conduct a follow-up
observation on another day, to gain a comprehensive understanding of your busines s 6 s
stream if there are daily or weekly fluctuations or seasonal variations in characteristics.

The visual observation method is beneficial and sufficient for many businesses because it provides
the opportunity to readily identify major components of the waste stream and large targets for waste
reduction and recycling opportunities. However, it does not provide detail on waste quantities or
specific quantities of materials that may be diverted for recycling, which can create some
challenges when developing and implementing your waste reduction plan because you will have to
rely on estimates when sizing containers and determining your needs for storage and collection
frequency.

Physical Waste Sort: A waste sort involves the collection and sorting of a sample of the waste
stream to identify the weight and volume of specific components of the waste stream. The waste
sort results in data that will enable a quantification of each component of the waste stream (based
on the sample selected), allowing the waste reduction programé s oper at i oto be more
specifically defined.

A brief visual observation should be performed before conducting the waste sort to determine

s wel

wast e

d goas

sampling procedures. The green team wi |l need t ovase will pravidei ne i
a representative sample of the companyds waste st

to be collected. Additionally, the team will need to determine the categories to sort waste into; these
categories may include the following:
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« Paper, which may be further broken down to office paper, newspaper, cardboard, and other
paper

« Plastics, which may be further broken down by resin type; refer to Section 3
* Glass

» Metals, which may be further broken down to aluminum cans, bi-metal food cans, and other
metals

« Organics, which may be further broken down to food scrap, yard trimmings, wood, and other
organics

« Other wastes, which may be further identified based on characteristics of your specific
business if non-traditional recyclable or recoverable materials comprise a significant portion
of your waste stream
Equipment to be used for the waste sort will include a tarp to spread waste on, containers (such as
waste baskets, 5-gallon buckets and garbage cans) for each category of waste to be identified, a
scale to weigh each waste type (subtracting out the weight of the container), and gloves to protect
waste sortersé6 hands from injury. The size of the
the waste stream your business generates; the larger the sample, the more likely that it will be
representative of the waste stream.
Hauler Services
In the development of any waste reduction plan, it is important that the entity charged with the final
handling and marketing of recyclable materials is includedf r om t he onset ofFort he
most businesses, this entity will be your recycling hauler (some businesses may have significant
enough volumes of specific, segregated materials to contract directly with a broker or end market).
You will want to ask your hauler, or several area haulers, the following questions:
« Which materials will you accept for recycling?
« What material quality and quantity requirements apply?

« Where (inside, outside) and how (in toters, dumpsters, compactors) will materials be stored
before collection?

»  Who will provide the collection container(s)?
« Can you provide a baler, and what benefits/costs are associated with baling materials?

« When will materials be collected?

« Who will process and market the recyclables?
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« What will you charge for collecting, processing and marketing the recyclables?

« Will you share any revenue with us from the sale of our recyclables?

Because lllinois is a large state and not all areas of the state have equal or convenient access to
large recycling processing facilities, the services available to businesses in different regions of the
state will vary. In general, the following opportunities may be available:

e In larger urban areas such as northeastern lllinois /the greater Chicago area and the metro-
east / St. Louis area, a wide range of recycling options are available. Dozens of waste and
recycling haulers provide a comprehensive array of collection and processing services.
Several recycling processing facilities operate in these regions, and the majority of the
facilities are equipped to process commingled single-stream recyclables (i.e., all recyclable
paper and containers together). This enables businesses to recycle all accepted materials in
one container, potentially reducing the storage capacity required and simplifying the
recycling process in the workplace. : ‘

e In smaller urban areas in northwestern and central lllinois,
such as Rockford, Quad Cities, Peoria, Springfield,
Champaign/Urbana, Bloomington/Normal, many recycling
options are also available. Several waste and recycling
haulers operate in these smaller urban areas, but the
services provided are not as comprehensive as in larger WH A D ot R e B Rk
urban areas. Recycling processing facilities operating in these regions do not generally
process single-stream materials, though the majority do process commingled paper and
commingled containers. Alternatively, some haulers in these regions may transfer
recyclables a greater distance to processing facilities located outside the region in order to
offer their customers greater flexibility in their options.

» Rural areas of the state, particularly in southern lllinois, have much more limited recycling
options available. Due to a lack of nearby processors or end markets, transportation costs
are much greater than in more urban areas of the state. As a result, haulers typically provide
more limited services for both residential and business recycling. Minimum quantities of
materials may be required for haulers to provide collection, and materials may be required to
be separated by type to minimize the need for additional processing.

DCEO has engaged IRA to develop a database of recycling opportunities in lllinois. The database is

expected to be completed by August 2010 and will be made available on the IRA website at
www.illinoisrecycles.org. A |ink to t he dat abase wi || be ma
(www.illinoisrecycles.com) as well when it is completed.

Availability of Markets

Once you have a better idea of the materials you may collect and have estimated how much of
each material you expect to collect, you need to evaluate the markets for those materials.
Separating materials for recycling only makes sense if there is an outlet for the materials; if a
market is not reasonably available for a certain material, this will impact the materials you target in
your waste reduction plan.
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The price you pay to have someone pick up your recyclable material depends on the market for that
material. In the design of a recycling plan, it is critical to know what you will do with what you collect.
The waste haulers or recycling firms in your area can provide information on commodities accepted,
current prices and logistic information regarding collection, transportation and processing.

In some cases, finding a market may be as simple as contacting your hauler or as complex as
scheduling distant end markets to supply and deliver trailer beds. Here are a few simple tips to
follow when evaluating your material 6s marketability:

« Know if there are quantity requirements, and if there is a minimum quantity required.
« Markets should be close enough to keep transportation costs reasonable.

« Uncontaminated / clean recyclable materials are more marketable. If materials are or may
be contaminated, this needs to be discussed with the processor or recycling hauler because
it will impact your costs.

Though there is a cost for a hauler to collect and transport your recyclable materials to a processor,
there may also be a payment made by the processor for the material. This payment offsets a
portion of the collection and transportation costs, and eliminates the need to pay a disposal fee.
Recycling haulers may be willing to share the revenue they receive for your materials, or they may
reduce your hauling costs based on their projections of the revenue they may receive.

Economic Analysis

While there are many environmental reasons to pursue a waste reduction program, businesses
must also consider the economic impact of a program. Recycling is a service, and like other
services it is not free (though it may result in a reduction in costs or a revenue-share potential). As
program options are developed, an economic analysis should be conducted to evaluate the cost of
implementing waste reduction activities, taking into account projected disposal savings, compared
to the current cost of waste management services.

The costs of the program may include the capital cost of containers and processing equipment
(such as a cardboard baler, if required). Most of these capital costs are typically incurred during
program startup and may be amortized over several years to reduce the impact on the business.
The waste reduction program will also have ongoing operating costs, including internal labor (for
program implementation, on-site material collection, education/promotion, and monitoring), outside
contractors for hauling to processors/markets, container repair and replacement, and development
of education information. While DCEO cannot fund recycling service fees, they do offer a grant
program to provide assistance in purchasing capital equipment. The lllinois Recycling Grants
Program (IRGP) is a competitive program through which applicants submit responses to a Request
for Applications. To l earn mor e about t hi
www.illinoisrecycles.com.

Because waste reduction practices will result in less waste being set out for landfill disposal, your
business may realize a reduction in disposal costs. Waste haulers typically charge businesses
based on several factors, the following of which may be adjusted after implementation of a waste
reduction program: 1) the size of the waste container or dumpster, and 2) the frequency of
collection (once per week, twice per week, etc.). The waste assessment is an important tool to
evaluate the adequacy of your container size and collection frequency after implementation of the
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waste reduction program. Contact your waste hauler or refer to Figure 3 below to determine the
size of your waste dumpster.

Example: Your business currently has a 2 cubic yard dumpster that is emptied twice
per week, and the dumpster is nearly full each time it is emptied; you are generating
approximately 4 cubic yards of waste weekly. With implementation of a waste
reduction program, you have estimated that source reduction measures will prevent
generation of 15% of the waste stream. As a result, your business will now generate
approximately 3.4 cubic yards of waste weekly:

(4 cubic yards) T (15% x 4 cubic yards) = 3.4 cubic yards

Your waste reduction program also is estimated to result in the recycling of 45% of
the remaining waste stream. The remaining amount of waste to be disposed by the
business then is approximately 1.9 cubic yards:

(3.4 cubic yards) 1 (45% x 3.4 cubic yards) = 1.87 cubic yards

Based on this change in disposal volume, your business may be able to reduce the
size of your dumpster to 1 cubic yard (retaining twice per week collection), or you
may be able to reduce the frequency of collection to once per week (retaining a 2
cubic yard dumpster).

1 CUBIC YARD 1.5 CUBIC YARD 6 CUBIC YARD

Figure 3. Typical Dumpster Dimensions
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TABLE 1. ECONOMIC ANALYSIS

1. Annual Savings and Revenues

Waste Disposal Savings $
Revenues from Recyclables $
Source Reduction Savings $
Other Savings $
Total H$ 1)
2. Annual Operating Costs
Labor $
Energy $
Space (Lease, Permit) $
Collection/Transportation $
Program Administration $
Education/Promotion $
Container Replacement $
Other $
Total )% 2
3. Capital Costs
Containers $
Equipment $
Subtotal $
Annualized Cost )% 3)
Net Savings (Cost) of Program (Sum (1), (2) and (3)) $

Key Contacts

A number of resources are available to assist the team in performing the necessary research and
evaluation of waste reduction options. The green team may wish to reach out to any and all of the
following key contacts early in the plan development process and throughout plan development and
implementation (refer also to Attachment C for a list of contacts). In addition to the following list,
talking with other local businesses and businesses similar to your own can provide insight regarding
waste reduction options.

« County waste and recycling coordinators. The lllinois Department of Commerce and
Economic Opportunity (DCEO) maintains a list of county coordinators on their website at
www.illinoisrecycles.com. County coordinators can provide information on services available
to assist the business in developing and implementing their waste reduction program, types
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of materials that may be recycled in the local market, points of contact with local haulers and
service providers, and other local resources.

« Waste and recycling haulers. Your current waste hauler may also provide recycling services
and can identify container options, materials that may be accepted, and costs of service.
You may also wish to contact other waste haulers or recycling haulers to determine if other
companies may offer different services.

« Professional organizations. Local waste and recycling organizations in lllinois, such as
lllinois Recycling Association (IRA; www.illinoisrecycles.org), lllinois Counties Solid Waste
Management Association (ILCSWMA; www.ilcswma.org), and the Solid Waste Association
of North America Land of Lincoln Chapter (SWANA; www.swanaillinois.org) can direct
businesses to resources to assist them with waste reduction opportunities. Local affiliates of
Keep America Beautiful (www.kab.org/site/PageServer?pagename=Affiliate State lllinois)
can provide additional state and local resources. National organizations can also provide a
national perspective on waste reduction and help you to determine what businesses in other
parts of the country may be doing to reduce their waste.

« State agencies. DCEO provides a variety of business support programs and assistance,
including in the area of waste and recycling. To learn more about these grant programs
please visit www.illinoisrecycles.com. The lllinois Environmental Protection Agency (IEPA)
Bureau of Land (www.epa.state.il.us/land) regulates waste handling facilities and can
provide guidance regarding management of special waste materials that may not be
landfilled.

« Federal agencies. The US EPA provides a number of waste reduction resources on its
website (www.epa.gov) and may be able to provide assistance through its regional office
(linois is located in US EPA Region 5, with its office located in Chicago) to identify and
evaluate waste reduction options.

Step 3. Evaluate Options

Once you have determined several of the initial parameters for your waste reduction program, you
will have to make some decisions regarding the specific waste reduction practices to implement. By
starting with source reduction and reuse options, then adding recycling and composting options to
reduce remaining waste, you can develop an effective waste reduction strategy.

Source Reduction and Reuse

The first options to consider for waste reduction are the no-cost or low-cost, easy things to do to
decrease the volume of waste generated at work. Source reduction and reuse are the most
preferred options in the waste management hierarchy. As previously defined, source reduction
refers to not creating waste (or toxic waste) in the first place. Reuse refers to using materials again
for the same or another purpose to capture the value and usefulness of materials which have
outgrown their original use or original user.
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The following source reduction options can be implemented easily for little cost:

Establish a double-sided copying policy or set printers on double-sided setting as default

Print draft documents and internal copies on draft, black and white setting, and only print in
color when necessary

Run one sample copy to proofread documents before printing multiple copies

Establish a iftBe wiiccee , b ouxshas dnly beenpuaed enronetsidea using
other side for faxes or drafts

Eliminate a cover page when sending a fax
Make note pads from old letterhead or use for in-house memos

Distribute company memos and newsletters electronically, or post a hard copy in a common
area of the office

Subscribe to online newspapers and newsletters

Use Power Point or dry erase boards for meeting agendas

Reduce spacing and font size to keep documents to one page

Reuse envelopes or use two-way (send and return) envelopes

Keep mailing lists updated

Cancel junk mail; write to the Direct Marketing Association Mail Preference Service, PO Box

9008, Farmingdale, NY 11735-9008, and ask that your business be removed from their
mailing lists or visit precycle.tonic.com/ to pay a fee to have it done for you

Purchase recycled-content office supplies (see Attachment D for a list of suppliers, or check
with your supplier for recycled-content options)

Have a central location for office supplies to avoid surplus inventory
Ask suppliers not to use excessive packaging materials, and purchase in bulk when possible

Establish a system for returning cardboard boxes and foam peanuts to suppliers for reuse,
reuse for shipping your business packages, or give to a UPS/FedEx store

Provide reusable mugs for staff and use at meetings
Stock kitchen with reusable cups, plates and flatware

Provide a water cooler or install a filter on the faucet to cut down on individual bottled water
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Encourage staff to bring a waste-free lunch, utilizing reusable food containers, napkins and
bags

Repair items when possible

Find ways to use odd pieces for art projects i make crafts from trash
Donate magazines and gently-used equipment to clinics, charities, etc.
Rent equipment that is only needed occasionally

Use rechargeable batteries where practical

Have printer and copier cartridges refurbished through manufacturer

Material exchanges are a good resource if you have a large amount of any material to get rid of or
have a unique material that may have reuse potential. Several exchanges are noted below:

The US EPAb6s Materi al s &ebsitka prdvides & kst &f dntegnaticnal,
national and state references for buying and selling reusable and recyclable commaodities:
www.epa.gov/epawaste/conserve/tools/exchange.htm.

The National Assaociation for Exchange of Industrial Resources (NAEIR) is a nonprofit gifts-
in-kind organization that facilitates the exchange of excess inventory between companies
from across the United States and schools, churches and nonprofit organizations:

WWWw.naeir.org.

ThrowPlace is a website where global registered users may list goods they wish to give
away to others. Charities, businesses or individuals registered with ThrowPlace are able to
search the site and make requests for items of interest. Items must be given away and
cannot be sold: www.throwplace.com.

The Wheaton-based School & Community Assistance for Recycling and Composting
Education (SCARCE) has a Book Rescue and Tools for Schools program, where gently
used books of all kinds for all levels are systematically shelved in their warehouse for
educators to take and reuse, and surplus office/school supplies collected from area
businesses and municipalities are given to educators in need of those items, which can
include furniture: www.bookrescue.org or (630) 545-9710.

ReDo is a national non-profit organization that promotes reuse as an environmentally sound,
socially beneficial and economical means for managing surplus and discarded materials:

www.redo.org.

Freecyle (www.freecycle.org) and Cr a i g O6(www.craigslist.org) are Internet-based sites
to donate, receive for free, barter or purchase items inexpensively. Both organizations
require registration.

Product stewardship is increasingly prevalent throughout many business sectors. Product
stewardship is the principle that manufacturers and retailers of products have the responsibility for
designing, producing and packaging their products in a manner that minimizes environmental
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impacts. Source reduction activities related to the design, manufacturing, distribution and selling of
products are a key element of product stewardship. For more information on product stewardship,
refer to the Global Product Stewardship Council (www.productstewardshipcouncil.net) or the
Product Policy Institute (www.productpolicy.orq).

Source Reduction and Reuse Case Studies

Office Max Corporate, in Naperville Illinois, reduced waste with two employee campaigns. There

are approximately 1,000 employees at the Naperville location. In 2007, the You 6 ve Been
campaign placed a ceramic coffee mugoneache mp | o ydeeeséks wi t h a n outHavet h
Been Mugged! 0 No | onger was the company goi n¢
cups for employees or visitors. Disposable cups were replaced with reusable, washable mugs. In
2008, the Work With Us campaign provided employees with a reusable steel water bottle to fill at

will from a filtered water machine, which cut down on purchasing individual-bottled water.

Eastern lllinois University, a member of the US EPA WasteWise program, operates a reuse
operation with the local community for furniture and office supplies. Additionally, in 2005 the
University provided a local township road department with 615 tons of boiler ash to spread on
show- and ice-covered roadways, improving traction on the roads.

Recycling

Recycling refers to separating, collecting, processing, marketing and ultimately
remanufacturing a material that would have been discarded as refuse. Any
recycling option will require that materials be segregated from wastes and
stored until removed or collected by a hauler. Also, haulers and markets may
have material quantity and/or quality requirements to be met before accepting
the material for recycling. Clean, uncontaminated materials are preferred (and
in some instances necessary) for reprocessing into new products. These
considerations may impact the types of materials you choose to recycle.

Most everyone is aware of many of the commonly recycled materials that may be generated within
a business. A brief description of each of these materials is provided below.

Glass: Hard, brittle, generally transparent or translucent materials K \
typically formed from the rapid cooling of liquefied minerals. Most
commercial glass is made from a molten mixture of soda ash, sand
and lime. Colors of glass include clear, green, brown/amber, and
blue. When glass is recycled, colors are sorted separately and the
glass is cleaned and crushed to produce cullet. Cullet is then used
to manufacture new glass products, abrasives, fiberglass, or in
paving applications such as fAglflasphalto

N J

Section 3: Steps to Success
Page 3-13



http://www.productstewardshipcouncil.net/
http://www.productpolicy.org/

