
guiding our province
to a greener future

GETTING STARTED
n	 Conduct a waste audit to determine how much 

waste the organization is currently making  
(see Waste Audit).

n	 Determine what types of materials can be recycled 
in your region and which items you will recycle in 
the office. 

n	 Determine the recycling services available for your 
office. Either:

	 n	 Contact the property manager to find out if 
there are any recycling programs available  
to your office; 

	 n	 Contact a recycling company directly to set up 
a program in your office; or 

	 n	 Create your own recycling program and 
arrange for staff to drop-off materials at a 
recycling centre.

Organizations across the province are kick-starting their efforts to go green by 
establishing office Green Teams and introducing office sustainability programs. Waste 
diversion programs, such as beverage container recycling and paper recycling, are 
easily implemented and monitored. As a result, these simple activities are often the 
initial step in establishing a sustainable office. To successfully implement an office 
recycling program, a group of dedicated individuals is required. A Greener Future Team 
(or office “Green Team”) is often responsible for such a program (see Greener Future 
Team). Duties and tasks should be assigned and a budget determined. Work with 
management to determine responsibilities. 

OFFICE RECYCLING PROGAMS

Recycling is not just good for the environment 
and for a company’s image, it also PAYS! At the 
Robin Hood Bay Regional Waste Management 
Facility, the tipping fees for garbage are $65.50 
per tonne, versus $20 a tonne for source 
separated recycling. In a workplace with 30 
employees, you could save over $1,300 a year – 
simply by starting a recycling program! 
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n	 Coordinate collection: 
	 n	 Determine a regular pick-up schedule.
	 n	 Determine who will pick up materials from the 

office: recycling service provider, custodial 
staff, or designated office staff. 

n	 Set up bins: 
	 n	 Determine a central location for the recycling 

bin(s). Note: recycling service providers often 
provide large recycling bins for common  
office use. 

	 n	 Determine if there will be additional individual 
paper recycling bins at staff work stations. 

 n	 Post educational signage showing what items 
go in each bin (and what items should  
stay out).

n	 Explore safe disposal options in your region for 
hazardous waste. Contact hazardous waste haulers 
to set up a program for your office.

n	 Explore options for electronic waste (e-waste) 
disposal and recycling in your area.

 
 
EDUCATING STAFF
n	 Communicate collection schedule to  

applicable individuals.
n	 Ensure that custodial staff are aware of their duties 

relating to new recycling programs.
n	 Send an introductory email to all staff  

providing a launch date for your recycling  
program, list of accepted materials, and any  
other necessary details.

n	 Provide information about recycling programs 
using an e-newsletter.

n	 Post proper signage in recycling and waste 
disposal areas. 

WORKING GREEN
The Scotia Centre in St. John’s is managed by 
East Port Properties Limited and houses over  
700 employees! Sustainability has become 
second nature in this building, where they now 
divert 72% of their total waste from the landfill.  
In addition to paper and beverage containers, 
tenants recycle batteries, ink cartridges, and 
construction materials and have diverted 4,823 
light bulbs from the landfill. However, their 
success could not have been achieved without 
tenant awareness and participation. Their tenants 
now go beyond standard recycling practices 
to play a role in giving back to the community 
through the donation of non-recyclable materials 
that are given to local schools, developing 
countries, and charities. In two days, the staff 
collected 1,200 pairs of shoes to send to Haiti!

Support recycling, support the earth: By purchasing one ton of  

recycled copy paper, your office can save about 68 trees. 

Clean Nova Scotia
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LAUNCH THE PROGRAM
n	 Have a fun kick-off event for all staff.
n	 Challenge everyone to reduce their waste.
n	 Launch a contest and provide giveaways, prizes, 

or other fun incentives. 
n	 Maintain the recycling program:
	 n	 Ask staff to provide feedback on the program.
	 n	 Make necessary program changes.
	 n	 Measure the program’s success annually 

by evaluating and comparing recycling and 
garbage volumes. 

	 n	 Send email updates to staff on the  
program’s success.

	 n	 Email recycling reminders and waste  
reduction tips. 

When establishing a recycling or waste reduction program, 
keep in mind that every organization is unique. Some 
organizations may catch on immediately while others 

may need continuous reminders and staff incentives. 
Demonstrate the organization’s commitment to sustainable 
practices by celebrating environmental events such as 
Waste Reduction Week and Earth Day, and ask staff to 
get involved. 

“Initiating our recycling programs not only 
helped reduce Scotia Centre’s effect on the 
landfill, but it also helped to instill a sense of pride 
among the staff and building occupants. Tenants 
enjoy getting involved in the community through 
the workplace and take part in recycling initiatives 
with enthusiasm!”Kim Saunders
Property Manager, East Port Properties Limited


