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BUSINESS WASTE REDUCTION PLAN 
 
This comprehensive toolkit has been designed to lead businesses through 
a series of steps to help you achieve your waste reduction goals.  
 
Included in this resource kit, is a six‐step guideline with all associated 
waste assessment forms to assist you along the way 
  
STEP 1  COMMIT TO IMPROVING WASTE REDUCTION IN THE 
WORKPLACE 
 
FOCUSES ON: 
 
•Obtaining support from senior management 
•Assembling a waste reduction team to co-‐ordinate the program; and 
•Training and education staff members.  
 
ASSEMBLE A WASTE REDUCTION TEAM 
Depending on the size or your organisation you could either arrange for senior 
management to formally introduce the program at staff meetings or in a newsletter, 
circulate an email or put up notices in staff common areas requesting support from 
fellow workmates.  
 
Once you have a few offers of assistance, arrange a team meeting. It is a good idea to 
have a Team Leader to coordinate initial planning and liaise with senior management. 
You will need:  
 
•A Team Leader 
•A Waste Assessment Team to  

-Compile Waste Assessment results 
-Do the signage for new bins 
-Review waste management invoices 
-Educate other staff members 
-Report progress to Senior Management 
-Write progress and update columns for circulation to staff, inclusion in 
newsletters   and annual reports  
-Brainstorming sessions to identify systems that are working well and those that 
need improvement  
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COMMUNICATION 
Regularly communicating plans and progress to all staff members is fundamental to the 
success of the program. A good way to gauge the level of interest from staff members, 
and their level of knowledge of current recycling systems, is to distribute a survey. The 
survey requests current waste avoidance, reuse and recycling activities, willingness to 
participate and aggregate materials and opportunities for waste minimisation. We have 
included a sample survey on page 10.  
 
EDUCATION 
Motivating staff to separate their waste can be difficult; this is often due to a lack of 
education about which materials go in which bin. These barriers can be overcome by:   
 
•Setting up practical and easy to use systems 
•Providing clear signage, pictures and lists of the materials to be placed in each bin  
•Educate staff about the types of materials that can be placed in each bin.  
•Conducting occasional compliance checks  
 
Other tips and suggestions 
•Make the Waste Reduction Program an official part of the company policy 
•Integrate environmental responsibilities into staff position descriptions 
•Train staff to undertake monitoring of environmental performance and to review your 
systems on a yearly basis 
•If you work in a small organisation, it may be worthwhile approaching neighbouring 
businesses to see if they are also interested in the Waste Reduction Program. 
•If you are part of an office complex or shopping mall, contact the leasing agent or 
property manager about implementing a Business Waste Reduction Program. 
 

STEP 2 ASSESS CURRENT WASTE PRACTICES 
 
ASSESS WASTE PRACTICES 
Assessing your waste stream will provide you with a better understanding of the main 
types of waste your organisation generates and how to go about making 
improvements. To get a good overall picture we recommend that you undertake the 
following 4 steps: 
 
1 .  REVIEW RECORDS 
This process will help you identify and calculate waste disposal cost savings, resulting 
from your program. You may need to obtain approval from senior management to 
review contractor and cleaning information. This information will help you benchmark 
your current waste management practices but also identify opportunities to reduce 
collection and disposal costs once your Waste Reduction Plan is in place.  
 
The records you should consider reviewing are: 
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•Recycling records and contracts 
•Purchasing and inventory records 
•Maintenance and operating logs 
•Equipment service contracts and invoices  
 
Page 12 provides an example record-‐keeping template to assist you in recording this 
information.  
 
2 .  QUANTIFYING YOUR WASTE STREAM 
Quantifying your waste stream is a waste assessment and visual analysis of the types 
and quantities of waste found in your waste stream. It involves walking through your 
workplace and analysing the contents of your bins. To assist you,  
Page 14 contains a Waste Assessment checklist.  
 
3 .  PREPARING FOR A WASTE ASSESSMENT 
You do need to plan ahead for your Waste Assessment, below is a list of 
considerations; 
 
DATE AND TIME: 
The sample needs to be representative of normal waste patterns, this may mean 
conducting your assessment later on in the day. It is best not to inform staff of the 
assessment as it may alter their behaviours.  
 
WASTE ASSESSMENT MATERIALS: 
Gloves, waste assessment forms, clipboards, pens, calculator, camera and tongs.  
Sample waste assessment forms can be found on Page 15 and 16.  
 
OH&S: 
Consult your OH&S officer prior to the assessment for requirements eg. use tongs, wear 
gloves, do not put an unprotected hand into a bin and wash your hands. 
 
CONFIDENTIALITY 
Remember to be mindful of your colleague’s privacy when inspecting bins. 
Note: Make sure the cleaners and security are informed of your plans.  
 
4.  CONDUCTING A WASTE ASSESSMENT 
Waste assessors need to examine each area where wastes are produced. The  
Waste Assessment form can be modified depending on the type of waste materials 
your organisation generates and the type of materials recovered for recycling. Each 
assessment team is to estimate (by volume) the proportion of the main material types 
within each bin (both general garbage, recycling and organics bin).  
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5 .  SITE ANALYSIS 
This should be conducted at the same time as the Visual Inspection. The site analysis 
includes 
 
•Examples of waste items that frequently occur (paper cups, cutlery, plastic bags, milk 
bottles) 
•Any waste reduction initiatives that you can see 
•Possible reasons why staff aren’t recycling 
•Page 17 contains ideas for conducting a site analysis 
 
6.  COMPILING AND PRESENTING RESULTS 
Once you have completed the data forms you will have all the information needed to 
compile and interpret the results. Some of the most useful data you can use includes: 
• Average volume of waste in each bin, you can turn this into an average for each 
day/week 
•Average volume of the different material types in each bin 
• Proportion of non-recyclable materials in recycling bins and the proportion of 
recyclable materials in the general waste bins 
 
STEP 3 DEVELOPING A WASTE REDUCTION ACTION PLAN 
(WRAP) 
 
A WRAP will help you to identify and prioritise waste reduction opportunities and 
actions. We have included a WRAP template on Page 20. A brainstorming exercise may 
help you in developing a WRAP, to help you with this there is a list of waste prevention 
ideas on Page 18 and 19.  
 
REVIEWING WASTE ASSESSMENT RESULTS 
Before you can develop your WRAP, you will need to look carefully at the results of 
your waste assessment, site analysis and staff surveys. The following questions may 
assist you to identify opportunities for improvement  
 
•Are all the materials in your waste stream necessary to the functioning of your 
business and where are they coming from?  
•Is non-‐recyclable or reusable packing a major component of your waste stream? If 
so what can be done about this? 
•Can some disposable materials be replaced with reusable/recyclable alternatives? 
•Which recyclable materials in your waste stream are collected and processed by your 
local council? 
•Are your recycling bins being used appropriately? If no, why not? 
•Does your collection bins match the size of the volume you are generating?  
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HOW TO DESIGN A WRAP 
By now you should have a list of the main materials in your waste stream, problem 
areas and ideas for improvement.  
 
SET TARGETS  
You may wish to set targets on decreasing your daily/weekly volume  
of waste, increasing your daily/weekly amount of recycling or increase productivity by a 
certain percentage of reused materials. Every business is different but you must ensure 
that your goals are realistic and achievable.  
 
ALLOCATING TIMELINES 
Set a date for an overview/assessment of the WRAP. Remember to give your staff 
sufficient time to adjust to the new waste strategies.  
 
DELEGATING RESPONSIBILITIES 
You will need to carefully set out the steps involved in each of the proposed actions to 
guide staff and nominate staff members responsible for implementing each of these 
steps.  
 
 

STEP 4 IMPLEMEMTING A WRAP 
 
Identify any new equipment you need for separating, storing and managing your new 
waste system/s. Make sure that your new system for receiving/storing waste and 
resources is: 
 
•Conveniently located; this will maximise collection efficiency. It is also important that 
they are kept out of walkways and workspaces; this is also an OH&S issue.  
 
•Colour codes and clear signage for easy recognition; signs and colour coding helps to 
make it clear what goes in each bin and reduces confusion and contamination of your 
new system. 
 
•The right size; ensure that bins are of adequate size to avoid materials being put in 
general waste bins due to size restrictions. You can also use the size of the bin to 
gauge how much waste is being produced eg. ¾ or ½ full.  
 
•Clean and easy to move; it is wise to purchase strong and sturdy bins that can easily 
be moved and cleaned. This will reduce negative feelings toward the bins as well as 
avoid odour issues and fly infestation.  
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STAFF EDUCATION AND COMMUNICATION 
 
Develop and implement a staff education program aimed at training staff in aspects of 
the WRAP implementation. Develop a feedback system for staff to provide suggestions 
to management and/or the team charged with the responsibility of implementing the 
WRAP.  
 
This will ensure that any fine-‐tuning of the WRAP can be carried out prior to the 
assessment of success. It will also help make staff feel a part of the process.  
You may also like to develop a staff reward system that encourages successful 
implementation of the WRAP.  
 
 

STEP 5 REVIEW THE PROCESS 
 
You will need to review the processes and outcomes to determine which targets have 
or have not been met and to determine which steps need to be modified.  
 
This process involves: 
 
REVIEWING WASTE CONTRACTOR INVOICES 
You can use the same sheet used during Step 2: Assessing Waste Practices.  
Compare the original with your new summary of costs; remember to note any costs 
recovery incurred as part of selling materials for reuse by other businesses.  
 
REVIEW PURCHASING RECORDS 
Again you can use the same purchasing form found on Page 13 to compare current 
purchasing records with those recorded at the beginning of the project.  
 
• Has there been a decrease in the quantities of materials ordered? 
•Are there any cost savings associated with this decrease in materials? 
 
CONDUCT A FOLLOW UP WASTE ASSESSMENT  
 
Conducting a follow up waste assessment will allow you to evaluate how well you 
have achieved your targets. The results of this assessment will also serve as a guide to 
how you might improve your ability to meet those targets.  
 
MEASURING PROGRAM SUCCESS 
Now it is time to look at purchasing, waste contractor and waste assessment results 
collectively. Here you will need to assess the total costs/cost savings of implementing 
your WRAP and revisit the waste avoidance and reduction targets set out in your 
WRAP. Page 21 and 22 provides a table to help you track changes in waste generation  



	
  

Waste Warriors Toolkit Resources 2017 
	
  
	
  

7	
  

 
 
 
 
and composition as well as costs. Page 23 provides a table that helps to set and 
achieve targets.  Don’t forget that a positive image of your business as a result of 
implementing a WRAP should be taken into consideration when measuring program 
success.  
 
Report findings to staff and senior management. 
 
Sharing the success of your WRAP with fellow staff and senior management will allow 
you an opportunity to provide recognition to all staff who contributed, which will also 
help them to stay motivated. As part of your reporting you should 
• Highlight successful actions 
• Identify actions that need improvement  
• Identify future actions  
 
Contributing staff should also be encouraged to give feedback on the usability of the 
new systems and any ways that it could be improved.  
 

STEP 6 IMPROVE WASTE ON AN ONGOING BASIS 
 
Your waste reduction program will evolve over time as the efficiency of your waste 
reduction systems improve, and staff become more familiar with and supportive of the 
program.  You may also find that you are consistently meeting your taste reduction 
target for certain actions and can now have the capacity to revise targets in a way that 
increases waste avoidance and recovery. This step is about monitoring your progress 
at regular intervals and feeding the information back into the development of your 
WRAP.  
 
It is important to keep management and general staff up to date with the progress 
reports on the success of WRAP implementation to ensure the focus, continuity and 
positive evolution of targets and actions.  
 
Don’t  forget to promote your success!  We love to hear about 
business doing the r ight thing,  so get in touch with 
k im@newaste.org.au for FREE promotion for your business! 
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