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DEAR VALUED BUSINESS:

Landfill space is precious in many communities throughout Canada-ours is no exception. In

order to extend the life of our landfill we need to ensure we are diverting as much

material as possible. This can be done by making sure your business has an effective

waste management program that includes recycling and composting. By implementing a
program you are al so ensur i @egatogrdabdfilllsiie. av o

As a business you have the opportunity to participate in one of the most advanced waste
management programs in the province and the Ottawa Valley Waste Recovery Centre
wants to help you get started. Review the information in this guidebook. You can then
arrange a meeting with one of the Waste Recovery Centre Communications Staff who will
make recommendations specific to your needs.

We thank you for your participation and
more information on the Ottawa Valley Waste Recovery Centre visit www.ovwrc.com.

Sincerely,

A Corrp Ll

Sue Campbell
General Manager
Ottawa Valley Waste Recovery Centre



http://www.ovwrc.com/
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There are three major components to a successful recycling program:
Step 1: Organization
Step 2: Education

Step 3: Implementation

Before we get starte d é . . Wh at Can You Recycl e?

Think of how you sort your recyclables at home. The same thing applies at work. If you live in a community
serviced by the Ottawa Valley Waste Recovery Centre then you already know how material needs to be
sorted. Paper can be mixed together but must be kept separate from container recyclables. As well, all
container recyclables can be mixed but must be kept separate from paper recyclables. A detailed list can
be found on page 10. Commercial recycling is acceptable in clear plastic bags.

1) Choose Your Collection Service

Oncey OU’ v e d eyouicdh eedycle woh rided to determine how it is going to get collected.
There are many different types of collection services available for your waste diversion program.
You can choose to self-haul the material to the Waste Recovery Centre or arrange a contract with a
local hauler. Check the local phone book for an up to date list of waste management haulers or refer
to our list on page 11. Collected material can be brought to the Ottawa Valley Waste Recovery
Centre for processing.

Types of Collection Services

Compartmentalized Bins: Large containers that are
divided. Some are split down the middle; one side would
be for paper recycling, one for container recycling.
Others can be split three ways and would handle paper,
containers and regular waste.

Cart Based: Material is sorted into large carts and
collected by a truck that has a cart tipper or automatic
arm. Mostly used to handle recyclables and food waste.
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Types of Collection Services Continued

Front End Bins: Smaller bins that usually handle one type of
material. You could have three different bins; one for garbage,
one for paper recyclables and one for container recyclables.

Large Roll-Off Bins: There are a range of sizes available
and are usually designated for one material type.

MO L O K@ndetground collection units that can be used to
manage all waste streams. They are particularly beneficial for
organic material as their design helps reduce odours.

2) Setting up Collection and Pick-Up Areas

The collection area is where employees and/or customers can place their recyclables. The system you
choose must be as easy and convenient as possible to encourage employee and/or customer use.

Almost any container can be used for collection if it has the proper signage. However, there are
many containers on the market that are designated just for recycling. Contact your local office
supply or cleaning supply company and ask what waste receptacles they have available. There are
many styles and price ranges to choose from, ranging from a simple cardboard box to heavy duty
steel containers.

Types of Collection Containers
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Types of Collection Containers Continued

The pick-up area is where the recyclables go while they are waiting to be picked up by the collection
contractor. Depending on what collection service you chose, you may be transporting your material to
carts or a bin outside your business. Always ensure the area you have designated for pick-up is
accessible for the collection truck.

If material is stored in a bin outside, make sure you keep it locked to prevent scavenging and
contamination. Ultimately, it will be your responsibility to keep your recyclables clean.

Container Tips

Choosing the proper container may be a big decision-especially if you are purchasing new ones. So always

keep in mind the first thing you decided...what

opportunity to sort all materials (regular garbage, paper, containers, and organics) would be ideal in an
employee lunchroom. In an office area, each desk should have a blue box for paper but maybe a central
bin for container recycling. Remember-the most effective recycling programs have a recycling bin next to
every garbage bin.

Collection Tips

There are a few things about each material typey 0 u 0 | | want to consider
your new recycling program. See page 9 for more detailed information on recycling in your industry.

Paper Recycling: (Boxboard, Newspapers, Catalogues, Junk Mail, Envelopes, etc.): this material can be
all mixed together but must be kept separate from container recycling. The best areas to collect paper are
where there is high paper generation like around a desk or photocopier.

as
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Cardboard: How you will handle your cardboard depends on the quantity you
generate. If you are generating large amounts you may want to consider having a
bin designated just for cardboard. The Ottawa Valley Waste Recovery Centre does
provide a revenue share on separated loads of cardboard delivered to us. The b st
minimum amount to receive revenue share is one tonne per month. If you generate S “I!"""HW]}‘I
smaller amounts of cardboard then you can mix it with your other paper recycling. N

Container Recycling: (Glass, Plastic, Aluminum, Steel, Styrofoam and Milk/Juice Containers): To keep it
easy just mix all this material together. Itisnotnecessarytok eep gl ass separate.
recycling. Once the material is brought to the Centre, we separate it into the different material types. All
containers should be emptied before they are placed in recycling collection bins. How you collect these,
really depends on how much you generate. Page 9 provides tips for handling this material.

A Note on Plastic Recycling

How do you know if plastic is recyclable? There are many different types of plastics. The
markets we sell our material to only want original plastic packaging such as food and beverage

containers and cleaning products.

Organics: (Fruits, Vegetables, Meat and Dairy Products, Coffee Filters, Tea Bags, Waxed Cardboard, etc.):
If you are going to divert organic material how you do so really depends on the quantities generated.
Realistically, a small office or retail facility may only generate the occasional banana peel or apple core and
it would not be necessary to start an organics program. If you are a larger company with a lunch
room/cafeteria or arestauranty ou’ | | want to coll ect organics.

3) Signage

As mentioned earlier, most containers will work if the collection area/containers are properly labeled.
The signs on page 7 are available for download free of charge from our website ( ).
You can also order them in highly durable stickers/signs of any size or type from SpeedPro Signs Plus
in Pembroke (613-732-7775). Using signs will be an important component in educating the users of
your recycling program.
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Paper Recycling Container Recycling B Garbage Organics
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Now that your program is all organized,y ou’ ve deci ded what container to
the containers and arranged for collection, you need to let your employees/customers know how to use it.

1) Decide who needs to be educated: | f | t ' s padicgpbtingyn thelprogr@mtthanfthky will
have to be educated. If there are other people involved, i.e. customers, contractors, tenants, etc., you
must notify them as well. Make sure you include custodians/cleaning personnel, especially if they are
responsible for handling the material.

2) Decide how you will educate them: Notify all parties involved in the program in whatever format
works for your business. Large businesses may use company wide e-mail. For smaller businesses a
staff meeting will work. Include information on the program in newsletters, post information on bulletin
boards or attach it to paystubs.

Lunch and Learn with OVWRC

‘- A great way to educate employees is to invite the OVWRC to a staff
meeting. We can discuss the program and even show the staff what
happens to their material once it arrives at our doors. The OVWRC
can also provide handouts or templates for presentations if you want
to do your own lunch and learn. This service is provided at no charge.

Tips For Training Staff

Today, most businesses require employees to participate in an orientation program before they begin their

first shift. During the orientation you are likely reviewing health and safety requirements, job duties and
expectations of the empl oy esxecyslitg praghaym? Infoemtthe émpldyde a b o u
that they are expected to participate in the recycling program. Ongoing education is also important. Most

people need to be reminded of things so review the program with your staff at least annually.
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It is now time to implement your program. Fol | ow t hese three simple steps t

1) Introduce the Program: Decide on an official start or launch date. Kick-off the program with a little
fanfar e. Il nvite one of the Cent rteképiturénaf&nc ot s t
employee putting the first piece of paper or water bottle in the recycling bin. Use these in staff
newsletters or post them on bulletin boards.

2) Generate Enthusiasm: Once implemented the program will practically run itself. However, if you
confnne t o0 generate enthusiasm and reinforce your
achieve higher diversion rates.

So report back to them on how they are doing.

U Let them know just how much material has been recycled. In some cases your hauler or even
OVWRC can provide you with weight reports.

U Tell employees the value of their recycling
disposal costs then let them know. Maybe share those costs savings with a staff BBQ. Or
have a “Getn@GaugbnhtRBRetyduring certain ti me:
Week). If you catch an employee recycling, place their name in a draw for a new blue box
they can use at home or gift certificate for somewhere local.

U If you notice that things are beingp | aced where they shouldn’t b
acceptabl e an @mpkykeadonstt feadbdck. Gi v e

3) GetFeedback: Once the program is up and running you’
involved. Ask staff how things are going. Maybe they will suggest where an extra bin is needed.
Ask your custodians and hauler if the material is being sorted properly. This feedback will help you
measure the success of your program and provide you with ideas for continuous improvement.

Good luck and knowthaty ou dondét have to reinvent the wheel
yours or ask the OVWRC for hel p. Thank you for

For more information or a detailed waste assessment please contact Elizabeth Graham, Communications
Supervisor, at 613-735-7537, ext. 216 or at egraham@ovwrc.com.
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There are some things to consider when implementing a program that may be specific to your type of

business. And remember, some places may have more than one, for example there will be an office in a

manufacturing plant.

OFFICE

e In an office you’'ll want to ensure each

people are most likely to generate within their work area.

® A bin should be set-up where people can dispose of their container recycling (i.e. water bottles) in a

convenient, central location for all employees to access.

e Small Office (i.e. less than 5 employees): Your focus should be on paper and container recycling. It
| i kel y does n’-dpapaaranefor 8rgahics when thebomasnEblking generated is so

small. Encourage people to take it home to compost in their own green carts.

desk

e lLarge Office: Because there is a larger amount of people, more organic material will be generated.
You may even have a large kitchen area or cafeteria where people can eat. You will want to set-up

an organics program.

® Make sure you have larger containers where needed. Yo u ' | | Maey& EbntaiReds he@r/

photocopiers and printers because of the large amount of paper waste being generated.

RESTAURANT

e Place recycling containers where the materi al

larger containers for glass jars and bottles close to the bar area and kitchen prep areas.

® Make sure you have containers where staff are clearing trays and tables. Make it as easy as
possible for staff to sort the material.

e For organics target the food preparation areas in your kitchen. If customers are responsible for

clearing their trays you can offer them a place to dispose of organics (but it is likely this material will

be contaminated with plastic straws, forks, etc.).

e D 0 norgkt about paper and cardboard, most of this material will be generated from orders and
supplies received at the restaurant. Make sure there is ample room to store this material until ready

for pick-up.

MANUFACTURING/INDUSTRIAL

e Ensure all waste generated through your manufacturingpr ocess i s di sposed of

focus on recycling. If you are not sure of how to dispose of something, contact the OVWRC.

e Ensure all staff have access to recycling. If they are allowed to have food and water on the

manufacturing floor provide them with centrally located bins for container recycling. If orders are

generating large amounts of paper make sure they have containers for paper recycling.

® Include all areas of the business in your waste diversion program. Make sure the offices are recycling

tool

I..
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A%, Ottawa Valley Waste Recovery Centre

For more information; 613-735-7537

Paper Recycling

Books (hardr soft cover, plastic
covers removed)

Boxboard (cereal/tissue boxes)
Bristol board

Brown paper bags

Calendars

Cardboard

Catalogues

Envelopes

Fax paper

File folders

Gift cards (paper)

Gift wrap (paper)

Glossy flyers

Junk mail

Magazines

Manila envelopes
Newsprint

Packaging paper

Paper

Paper towel rolls (empty)
Posters

Shredded paper (in a clear plastic
bag)

Sticky /post-it notes
Telephone books

Tissue paper

Toilet paper rolls (empty)
Writing /printing paper

All food scraps and products
Baking ingredients

Bones

Bread

Butcher paper

Butter

Cake

Candy/confectionary products
Cereal

Coffee filters/grounds
Corncobs and Cornhusks
Dairy Products

Disposable paper coffee cups
Eggs and egg shells

Facial tissue

Fish parts

Flour

Flowers (dried, fresh cut)
Fruit

Grains

Herbs

Kleenex

Meat products (bones, fat, grease, skin)

Microwave popcorn bags
Muffin Papers
Napkins

Noodles

Nuts/shells
Oatmeal/oats

Paper cups

Paper food containers
Paper plates

Paper towels

Pasta

Peanut butter

Pizza

Pizza boxes

Plate scrapings
Popcorn

Poultry

Rice

SaladandSalad dressing
Seeds

Shellfish (including shells)
Sour cream

Spices

Tea bags/leaves
Tissues

Waxed paper
Vegetables

Yoaurt

Aerosd cans (empty)
Aluminum (plates/trays)
Antifreeze bottles (empty)
Cleaning product containers
Coffee cup lids (plastic)
Detergent bottles

Egg cartons (plastic and Styrofoam)
Frozen juice cans (with metal lids)
Glass (clear, coloured bottles/jars)

Ice creancontainers/tubs
Juice boxes

Juice cartons/jugs
Margarine tubs

Metal cans

Milk Cartons

WWW.0vwIc.com

Paint cans (empty, lids removed)
Plastic bottles (with #s 1, 2, 3, 4, 5, 6,

7)

Plastic tubs/lids

Pop cans

Soap/cleaner bottles

Steel cans

Styrofoam cups/plates/trays

Tetra Paks (soy, milk, juice, soup, drink)
Trays (plastic, aluminum)

Water bottles

Wide mouth plastic containers
Windshield washer containers

Yogurt Containers/tubs

Garbage

Artificial flowers/plants
Balloons

Binders

Broken dishes
Bubblewraps packaging
Butter wrapper

Candles

Carpet

Ceramics
Cereal/cracker box liner
Chip bags

Cigarette butts

Cookie bags

Cork

Crayons

Dental floss

Diapers

Diaper wipes
Disposable mogheets
Ear cleaners

Foil (pouches/packets)
Latex gloves

Light bulbs (incandescent bulbs)
Motor oil bottles (empty)
Photographs

Plastic cutlery
Plastic wap
Rubber gloves
Scouring pads
Sponges
Straws
Swiffer/sweepedustsheets
Tape

Twist ties
Vacuum bags
Wallpaper

Not much goes in

the garbage once

you recycle and
compost!

OWorking Together

t

o Wal
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List of Haulers

(Please refer to the yellow pages for the most up to date list)

Hauler Services Contact #
Bee-Line-Donna Yeas Larger roll-off bins, lugger boxes, etc. 613-735-3376
Canadian Waste Management-Matthew Dean Cart based collection 613-732-1621
Cassidy's Transfer and Storage-Justin Dumouchel ~ Compartmentalized Bins 613-735-6881
City Disposals-Lucien Crites Front loader bins 613-732-4686
Dumpy'z i Andy Clark Smaller roll-off bins 613-732-1196
Frank Lehman Front loader bins, roll-off bins 613-732-8772
Garry Stewart Haulage Smaller commercial pick-ups (i.e. carts) 613-735-1280
MOLOK North America i Mark Hillis Underground Collection Containers 1-877-558-5576
Tomlinson-Danny Yeas Cart based collection 613-638-1111

CURBSIDE COLLECTION THROUGH MUNICIPAL CONTRACTS

613-687-5536
Town of Petawawa Also sell Blue Boxes and Yellow Bins

613-735-6821, ext. 1409
City of Pembroke-Public Works Department Also sell Blue Boxes and Yellow Bins

613-735-6291
Township of Laurentian Valley Also sell Blue Boxes and Yellow Bins



