SOP: Monitoring and Reporting Waste Reduction
Targets

This SOP describes the process for monitoring and reporting waste reduction targets to ensure effective tracking of
progress towards sustainability goals. It includes establishing measurable waste reduction objectives, implementing data
collection methods, analyzing waste generation and diversion metrics, and preparing regular reports for stakeholders.
The purpose is to promote accountability, support continuous improvement in waste management practices, and achieve
environmental compliance and organizational sustainability commitments.

1. Purpose

To outline procedures for systematically monitoring and reporting waste reduction targets, ensuring transparency and
progress towards sustainability.

2. Scope

This SOP applies to all facilities and departments involved in waste management and sustainability reporting.

3. Responsibilities

Role Responsibility
Waste Management Coordinator Lead implementation, data collection, and reporting.
Department Heads Ensure departmental compliance and participation in data provision.
Sustainability Officer Set targets, review reports, and communicate progress to stakeholders.
Staff Follow waste sorting guidelines, report incidents, and support initiatives.

4. Procedure

1. Establish Waste Reduction Targets
o Define measurable, time-bound waste reduction objectives aligned with organizational sustainability goals.
o Communicate targets to all relevant departments.
2. Data Collection
o Identify key waste streams and establish standardized data collection procedures (e.g., weight, volume, type).
o Assign data collection frequency (e.g., weekly, monthly).
o Utilize data collection forms or digital platforms.
3. Data Analysis
o Calculate totals for waste generated, diverted (reused, recycled, composted), and disposed.
o Compare metrics against targets.
o Identify trends, anomalies, and opportunities for improvement.
4. Reporting
o Prepare periodic (e.g., quarterly) reports summarizing progress towards targets, challenges, and actions
taken.
o Include visual aids (charts/graphs) for clarity.
o Distribute reports to stakeholders (management, staff, external partners).
5. Review & Continuous Improvement
o Conduct regular reviews of progress and process effectiveness.
o Update targets or methods as necessary based on findings and feedback.

5. Documentation

Waste reduction targets document

Waste data collection logs

Periodic waste reduction progress reports
Meeting and review notes

6. References

e Organizational Sustainability Policy



e Waste Management Regulations/Compliance Guidelines

7. Revision History

Version Date Description Author

1.0 2024-06-06 Initial Release Sustainability Department
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