
Standard Operating Procedure (SOP)

Waste Minimization and Recycling Protocols

This SOP details waste minimization and recycling protocols, encompassing strategies for reducing waste
generation, proper segregation and handling of recyclable materials, implementation of recycling programs, employee
training and awareness, monitoring and reporting of waste management activities, and continuous improvement
practices. The goal is to promote environmental sustainability and resource conservation by efficiently managing waste
and maximizing recycling efforts within the organization.

1. Purpose

To establish uniform procedures for waste minimization and recycling that support environmental sustainability and
comply with regulatory requirements.

2. Scope

This SOP applies to all employees, departments, and operations within the organization.

3. Responsibilities

Environment, Health, & Safety (EHS) Team: Oversee implementation and compliance.
Department Managers: Ensure staff are trained and protocols followed.
All Employees: Adhere to waste segregation and recycling procedures.

4. Waste Minimization Strategies

Assess and reduce unnecessary material consumption.
Promote the use of reusable, returnable, or recyclable materials.
Implement digital documentation to reduce paper waste.
Regularly review purchasing and inventory practices to minimize over-ordering.

5. Segregation and Handling of Waste

Waste Type Container Color/Label Instructions

General Waste Black Non-recyclable, non-hazardous items

Paper/Cardboard Blue Remove staples/binders, flatten boxboard

Plastics Yellow Rinse containers, remove lids

Metals Grey Rinse cans, no hazardous residues

Organic Waste Green Food scraps, compostable materials

6. Recycling Program Implementation

Place clearly labelled recycling bins in accessible locations.
Partner with certified recycling vendors for offsite processing.
Schedule regular collection of recyclables to avoid overflow.
Display instructions and signage for accepted materials.



7. Employee Training and Awareness

Conduct mandatory annual training sessions on waste management and recycling.
Provide informational materials and quick-reference guides.
Encourage employee feedback and suggestions for improvement.

8. Monitoring & Reporting

Maintain records of waste generation, recycling rates, and disposal methods.
Track progress against waste minimization targets.
Report data quarterly to management and recommend corrective actions as needed.

9. Continuous Improvement

Review SOP annually and revise based on new regulations or performance data.
Implement pilot projects for new waste reduction initiatives.
Recognize and reward departments that excel in waste minimization and recycling.

10. References

Applicable regional/national waste management regulations
Company Environmental Policy
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