RESOURCE CONSERVATION PLAN FORM

HETEROGENEOUS WASTE STREAM 

(To be completed by each individual facility location.)

Department:


     




Date Submitted:

     
Facility Name:


     
Address:


     








Recycling Program Contact:
     




Title:
     
Phone:
     





E-mail:

     
Plan Prepared by: (if different from Recycling Program Contact)
     
Title:
     
Phone:
     





E-mail:

     
FACILITY PROGRAMS SELECTION

SECTION A (Heterogeneous Waste Stream):

Using Table A from the Departmental Waste Assessment form for this facility, identify the waste source areas (e.g. lobby, kitchen, etc.) and materials you would like to target for your diversion program by filling out the chart in SECTION A-1 below.  Some model program ideas have been provided for you in Attachment A of this document to help you get started.  When considering programs, use the following evaluation criteria: diversion potential, required resources, control of targeted materials, and availability of service providers.

(EXAMPLE – HETEROGENEOUS WASTE STREAM)

	Waste Source Areas
	Programs Selected
	Materials Diverted

	Hospital Operating Room
	Collect sterile reusable items for donation to arts and school craft programs
	Plastic trays



	Coffee Shop
	Provide discount to employees who bring their own coffee cups
	Disposable cups



	Lobby/Waiting Area
	Provide recycling bins
	Newspaper



	Laboratory Area
	Recycle film
	Excess 35 mm film



	Offices
	Recycle confidential documents
	Mixed paper




FACILITY PROGRAMS SELECTION

SECTION A-1 (Heterogeneous Waste Stream):

	Waste Source Areas
	Programs Selected
	Materials Diverted
	Estimated Weight in tons

	     

	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Total weight of materials selected for diversion programs (in tons): 

ESTABLISH A DIVERSION GOAL FOR THIS LOCATION

SECTION B

The ideal diversion goal for each City department is at least 50%, since that is the diversion goal mandated by State law AB 939. Each location should attempt to divert at least that amount in order to make up for potential shortfalls in other areas and ensure that the department achieves the overall goal.  Diversion goals are measured by weight and the waste assessment guidelines provide information on weight by material type. 

	Description
	Tons BEFORE program implementation
	Tons AFTER program implementation

	A. Total waste disposed of annually by facility.
	     
	     

	B.  Total diversion tonnage by facility.
	     
	     

	C.  Total tons generated
	     
	     

	
	
	

	Facility diversion rate: 

B / C = % diverted
	     
	     


RECYCLING PLAN

SECTION C: Please answer the following questions:
1. How materials will be collected.

In order to ensure maximum diversion of your facility’s targeted materials, it is essential to develop strategies that make collection as easy as possible for all employees (both those generating the material and those responsible for collecting the materials within the building, including the vendors who will pick up the material from this location).

Describe how you will facilitate collection of the materials listed in your program summary.  Include information on:

A. Equipment to be Purchased (describe type, quantity, and cost):

Collection containers for employee use

Containers used by custodial staff to collect material from each location

Equipment used for processing material (i.e. balers to consolidate cardboard, mulching mowers for grass, can crushers for kitchen program, screening systems to recycle inert materials, etc.)

Containers used to consolidate material for collection by vendors

Other

B.  Storage Areas:

Identify areas where containers will be located within the building and the areas where materials will be collected in the building and consolidated for pickup by vendors.

2. How challenges will be addressed.

Describe the operational issues that will influence the ability of this location to implement a diversion program. Factors to consider may include, but are not limited to: markets for materials, cost, lack of control over building management issues (e.g. agency is tenant in multi-tenanted building managed by outside company), lack of space for required equipment, etc. Explain how you intend, if possible, to overcome these barriers.

PURCHASING PRACTICES TO MAXIMIZE THE PURCHASE OF RECYCLED PRODUCTS

SECTION D:

The Resource Conservation Ordinance details the requirements for purchasing products with recycled content. This includes direct purchases for City use and may also include requirements for products used by vendors (e.g. printing services).  The requirements include information on specific recycled content percentages for materials, requirements for post-consumer recycled content, and use of a notation or logo indicating recycled content.  The requirements include direct purchases made by department employees with small quantity exemption policies (Proposition Q) as well as bulk purchases made through the Purchasing Department.  Employees preparing recycling plans should review the applicable sections of the RCO to be sure they understand the details of these requirements, product definitions, and any exclusions from requirements.  The products covered in the RCO include:


Building insulation products containing recovered materials


Paper products (including requirements for printing contracts)


Re-refined oil


Retread tires


A wide variety of products covered by the US EPA Comprehensive Procurement Guidelines (“CPG”)

The Ordinance also requires that, wherever possible, the City shall procure products not covered in the above list that contain the maximum amount of post-consumer material.

PLAN TO MAXIMIZE THE PURCHASE OF RECYCLED PRODUCTS

SECTION D-1:

Each facility’s Resource Conservation Plan should include information on their ability and intent to specify and use certain recycled content products. Please use the chart below to indicate the products with recycled content which will be utilized by your facility as part of its Resource Conservation Plan.  Building insulation products, recycled paper products, re-refined oil, and retread tires are on the US EPA’s list of approved recycled content products and are also discussed in special sections of the RCO.

	Item
	Indicate Yes or No

	Building insulation products
	     

	Recycled paper and paper products 
	     

	       Letterhead
	     

	       Other paper products
	     

	       Printing services contract requirements
	     

	Use of logo on printed materials
	     

	Use of recycled paper in printing contracts
	     

	Re-refined oil
	     

	Retread tires
	     

	
	

	US EPA CPG Products
	

	Vehicle products
	     

	     Engine coolants
	     

	     Re-refined lubricating oils
	     

	     Retread tires
	     

	Construction products
	     

	     Building insulation products
	     

	     Carpet
	     

	     Cement and concrete
	     

	     Consolidated and reprocessed latex paint
	     

	     Floor tiles
	     

	     Patio blocks
	     

	     Shower and room dividers
	     


PLAN TO MAXIMIZE THE PURCHASE OF RECYCLED PRODUCTS (cont.)

	US EPA CPG Products (cont.)
	Indicate Yes or No

	      Structural fiberboard
	     

	     Carpet cushion
	     

	     Flowable fill and railroad grade crossing surfaces
	     

	Transportation products
	     

	     Channelizers
	     

	     Delineators
	     

	     Flexible delineators
	     

	     Parking stops
	     

	     Traffic barricades
	     

	     Traffic cones
	     

	Park and recreational products
	     

	     Plastic fencing
	     

	     Playground surfaces
	     

	     Running tracks
	     

	     Park benches and picnic tables
	     

	     Playground equipment
	     

	Landscaping products
	     

	     Garden and soaker hoses
	     

	     Hydraulic mulch
	     

	     Lawn and garden edging
	     

	     Yard trimmings compost
	     

	     Food waste compost
	     

	     Plastic lumber landscaping timbers and posts 
	     

	Non-paper office products
	     

	     Binders
	     

	     Office recycling containers
	     

	     Office waste receptacles
	     

	     Plastic desktop accessories
	     

	     Plastic envelopes
	     


PLAN TO MAXIMIZE THE PURCHASE OF RECYCLED PRODUCTS (cont.)

	US EPA CPG Products (cont.)
	Indicate Yes or No

	     Plastic trashbags
	     

	     Printer ribbons
	     

	     Toner cartridges
	     

	     Solid plastic binders
	     

	     Plastic clipboards
	     

	     Plastic file folders
	     

	     Plastic clip portfolios
	     

	     Plastic presentation folders
	     

	Miscellaneous products
	     

	     Pallets
	     

	     Sorbents
	     

	     Industrial drums
	     

	     Awards and plaques
	     

	     Mats
	     

	     Signage
	     

	Other items selected by facility
	     

	
	     

	
	     


PURCHASE OF PRODUCTS WITH PVC PLASTIC CONTENT

SECTION D-2

The Ordinance also requires that, wherever possible, all departments should obtain non-polyvinyl chloride (PVC) plastic products  where appropriate alternative products are available.  Please note below all products containing PVC plastic which are currently purchased for use by your facility and whether alternative non-PVC plastic products are available.

	Current Product
	New Product (alternative non-PVC)

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


PRODUCT SUBSTITUTION

SECTION E

There are many benefits to incorporating plans for product substitution into your resource conservation plan.

Describe product substitution strategies which will reduce waste generation (i.e. reusable containers instead of disposable products).

1. Recyclability

      In some cases, a non-recyclable product in your waste stream could become recyclable if it was made of a different    

      material or if some portion of the product that contaminates the recycling process was eliminated.  For example, switch from a  

      non-recyclable plastic container (made from #3-7 plastic) to recyclable aluminum or glass container.

	Recyclability
	

	Switch from:
	Replace with:

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


2. Reusable versus disposable products  

For example: using reusable china mugs instead of disposable styrofoam cups or compostable dishware (e.g. paper or starch based  that will decompose in the composting process) instead of non-compostable dishware (such as styrofoam).

	Reusable versus Disposable 
	

	Switch from:
	Replace with:

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


3. Products which aid in waste reduction efforts 

       For example: switching to a copy machine that can automatically make double-sided copies will not only reduce your waste        

       stream, but also reduce the cost of paper purchases.

	Aids to Waste Reduction
	

	Switch from:
	Replace with:

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


The switch to non-PVC products (see Section D-2) is another example of product substitution.  In this case, the switch will decrease pollution from PVC and may increase diversion rates if the new product is made from a recyclable material.

MONITORING AND EVALUATION STRATEGIES

SECTION F

All diversion programs need on-going monitoring and evaluation procedures to ensure program success at each facility.  Prepare a monitoring and evaluation plan for your facility.  Use the following suggestions as a guide. Indicate yes or no, as appropriate next to each procedure and attach information where requested.

	Description of Monitoring/Evaluation Procedure
	Indicate YES or NO

	Prepare survey data forms
	

	Prepare survey forms that can be filled out for use by personnel responsible for monitoring program effectiveness.  The survey forms should have space for noting problems/issues with employee participation, need for additional recycling containers and/or signage, placement of containers and signage, collection procedures, and contamination of recyclable materials.
	     

	Placement and use of recycling containers




	

	Prepare a list of locations where each type of recycling container (paper, containers, scrap metal, etc.) will be located.  (Attach to your Resource Conservation Plan).
	     

	Survey recycling containers periodically (at least 2x/month) to note degree of fullness and potential contamination (improper materials).
	     

	Add containers or move containers to new locations where appropriate.
	     

	Whenever possible, try to place recycling containers next to refuse containers in public areas.
	     

	Placement of signage







	

	Check that all containers have appropriate signage.
	     

	Survey bulletin boards and other areas to ensure that there are sufficient signs posted notifying employees of diversion program opportunities.
	     

	Evaluate type of signage and recommend changes in design where appropriate.
	     

	Survey employees for suggestions
	

	Periodically survey employees via e-mail or printed questionnaire to ask for suggestions for improving the program or for information about problems. 
	     

	Include discussion of diversion programs at employee and managerial staff meetings.
	     

	Establish a recycling committee or workgroup within the Department or at specific locations to discuss program issues and recommend improvements.
	     


MONITORING AND EVALUATION STRATEGIES (cont.)

	Description of Monitoring/Evaluation Procedure (cont.)
	Indicate YES or NO

	Track Program Budget
	

	Monitor both expenses and savings attributed to the diversion program.  Compare to projections.
	     

	Monitor Tonnages
	

	Keep track of recycling tonnages on a monthly basis and prepare monthly reports on results.  Compare to projections and not fluctuations in tonnages as a way to spot potential problems.
	     

	At least once a year survey disposal tonnages and use of disposal containers (toters, compactors, roll-offs, etc) to determine if service levels (and costs) can be reduced.
	     

	Track recycled-content purchases
	

	On a quarterly basis, compare actual purchases to the list of items listed in the RCP.
	     

	Distribute memo to all staff, with a copy of the list of items and reminding them that purchase of recycled-content products is required even for Proposition Q purchases.
	     

	Track PVC purchases
	

	On a quarterly basis, compare actual purchases to the list of items listed in the RCP.
	     

	Distribute memo to all staff, with a copy of the list of items and reminding them that purchase of non-PVC products is encouraged even for Proposition Q purchases.
	     

	
	


EDUCATIONAL STRATEGIES TO PUBLICIZE DIVERSION PROGRAMS

SECTION G

To help you in your planning efforts, we have listed a number of strategies that can be used to publicize your diversion program, educate your employees and vendors, and share information about the progress of its activities under the Resource Conservation Plan with all of its employees.  Education is key to a successful program. Please include both educational efforts during program kick-off, and on-going education to remind employees about the program and alert them to problems (e.g. improper materials being put into recycling containers) as well as successes (e.g. periodic notices about diversion tonnages). 

This list is not meant to be all-inclusive.  Please add educational strategies that will best fit into your department’s day-to-day operations.  Invite employees to submit suggestions about how to improve program performance.

	EDUCATIONAL STRATEGIES
	INDICATE YES OR NO

	Signage
	

	Place signage on recycling and trash containers
	     

	Prepare lists/stickers showing acceptable/unacceptable materials
	     

	Post signs on bulletin boards:
	     

	     Information on recycling program
	     

	     Suggestions for reducing waste at the source (e.g. double sided copying)
	     

	Press Releases and Articles
	

	Issue press releases about program activities
	     

	Write articles on program for department and citywide newsletters and submit to media
	     

	Publish a departmental recycling newsletter on a quarterly basis
	     

	Contests and Incentives
	

	Hold a contest for employees to submit recycling slogans or poster designs
	     

	Publish a calendar featuring the best recycling slogans and poster designs from the contest
	     

	Recognize employee recycling coordinators and volunteers at a staff meeting or through an interoffice memo
	     

	Miscellaneous
	

	Organize tours of recycling facilities and hold workshops for facility recycling coordinators
	     

	Arrange for inserts with employee check distribution
	     

	EDUCATIONAL STRATEGIES (cont.)
	INDICATE YES OR NO

	Set up a process for employees to make suggestions or note problems with the program
	     

	In addition to department and facility Recycling Coordinators, assign “recycling captains” on each floor to assist with monitoring the program and distributing notices about the proper utilization of containers, etc.
	     

	
	


DIVERSION PROGRAM EXPENSES AND SAVINGS

SECTION H

Use the following charts to help you identify additional resource needs for your planned recycling program.  Add items where appropriate, particularly equipment needs that are specific to your location’s needs.

Diversion Program Expenses

	Item (provide justification on an additional page)
	Cost (annually)
	Start up or Ongoing Expense

	Additional personnel
	     
	     

	Equipment costs: 
	     
	     

	     Containers
	     
	     

	     Balers
	     
	     

	     Other processing equipment
	     
	     

	Collection costs by vendor (where applicable)
	     
	     

	Tip fees at recycling facilities (where applicable)
	     
	     

	Educational materials:
	     
	     

	    Preparation and design
	     
	     

	    Printing
	     
	     

	Other (specify):
	     
	     

	
	     
	     

	TOTAL:
	     
	     

	
	     
	     


Diversion Program Revenue

Note revenue to be obtained (whether to your agency or to the General Fund) from sale of materials

	Diversion Program Revenue
	Revenue (annually)

	EXAMPLE: Paper
	$1000.00

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	TOTAL:
	     


Savings from Source Reduction Description

	Description
	Savings (annually)

	EXAMPLE: Double-sided copying
	

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	TOTAL:
	     



Pre-Program Disposal Costs

	Description
	Cost

	A. Total current cost of disposal of refuse annually for your location (from DWA).
	     

	B.  Reductions in refuse service that will be achieved as a result of planned diversion programs (e.g. reduction from 3x/week to 2x/week service or elimination of one roll-off container). Be sure to include impact of source-reduction programs.
	     

	C. Anticipated net disposal costs (A-B).
	     

	
	


Summary Cost/Benefit Analysis

	Description
	Amount

	A. Total current cost of disposal of refuse annually for your location (from     

      DWA).
	     

	B. Anticipated disposal savings (from reduced service)
	     

	C. Ongoing diversion program expenses
	     

	D. Revenue from recyclables
	     

	E. Savings from source reduction (i.e. paper saved from double-sided copying)
	     

	
	

	NET DISPOSAL COST = A – B + C – D – E
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