Standard Operating Procedure (SOP)

Recycling and Reuse Procedures for Materials

This SOP details recycling and reuse procedures for materials, including the identification and segregation of
recyclable materials, proper cleaning and preparation for reuse, guidelines for safe storage and handling, methods to
minimize waste generation, and protocols for tracking and reporting recycling efforts. The objective is to promote
sustainable practices, reduce environmental impact, and optimize resource utilization through effective recycling and
reuse strategies.

1. Purpose

To establish and standardize procedures for recycling and reusing materials, ensuring compliance with environmental
policies and promoting sustainability.

2. Scope

This procedure applies to all staff, departments, and facilities involved in handling, processing, or disposing of
materials that have potential for recycling or reuse.

3. Responsibilities

¢ All Employees: Follow guidelines for segregation, cleaning, and reuse of materials.
¢ Supervisors: Monitor compliance, provide training, and ensure safe practices.
¢ Environmental Officer: Oversee SOP implementation, collect data, and report progress.

4. Procedure

4.1 Identification of Recyclable and Reusable Materials

1. Refer to the Appendix A for a list of approved recyclable and reusable materials.
2. Identify materials at the point of generation or receipt.
3. Label containers clearly for recycling or reuse categories.

4.2 Segregation
1. Separate recyclable materials (paper, plastics, metals, glass, etc.) from non-recyclables at the source.
2. Place materials in designated collection bins or areas as per signage.
3. Avoid contamination by ensuring only approved materials enter recycling/reuse streams.
4.3 Cleaning and Preparation for Reuse
1. Remove debris or residue from materials before storage.
2. Sanitize items intended for reuse according to standard cleaning protocols.
3. Inspect materials for damage and discard those unsuitable for reuse.
4.4 Safe Storage and Handling
1. Store recyclable and reusable materials in clean, dry, and labeled storage areas.
2. Handle materials using appropriate personal protective equipment (PPE).
3. Maintain clear walkways and avoid obstruction of emergency exits.
4.5 Minimizing Waste Generation
1. Encourage staff to minimize the use of single-use materials.

2. Promote the use of reusable items and packaging wherever possible.
3. Implement double-sided printing and electronic documentation.

4.6 Tracking and Reporting

1. Record quantities of materials recycled and reused each month.
2. Submit data to the Environmental Officer using the standard reporting template.
3. Analyze data for trends and identify opportunities for improvement.



5. Documentation

e Material recycling and reuse logs
¢ Monthly/annual recycling reports
e Training records

6. Training

All relevant staff must be trained annually on recycling and reuse procedures.

7. Review and Revision

This SOP shall be reviewed annually or as required based on changes to regulations or internal processes.

Appendix A: List of Recyclable and Reusable Materials

.“I!I;;‘:"al Examples Reuse Options Recycling Guidance
= Office paper, newspapers, Scratch paper, packing Remove staples, flatten
aper ;
cardboard material boxes
Plastics Bottles, containers (#1, #2, #5) Refillable containers, storage Rmse_and dry before
recycling
Metals Aluminum cans, metal scraps Parl‘cs replacement, craft Remove labels, sort by type
projects
Glass Bottles, jars Reusable containers, decor Rinse and separate by color

Component harvesting,

. Follow e-waste protocols
donation

Electronics Computers, phones

8. References

¢ Local, state, and federal environmental regulations
e Company Environmental Policy
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