
Starting                   
An Effective Office 
Recycling System

Set your workplace up for 
recycling success!



             is an  
Effective 
Recycling  
System?

An effective recycling system in an office 
is one that keeps as many recyclable 
materials and useful resources as 
possible from entering our landfills and 
recycling them for new uses instead.  
 
This often looks like quick, easy, and 
convenient ways to recycle in the office 
and a smoothly run system and includes 
as many materials as possible like plastic 
water bottles, aluminum pop cans, end 
of life electronics, batteries, flexible 
plastic, and so much more!  
 
These effective systems help reduce the 
amount of waste and emissions 
produced by our workplaces and protect 
the Saskatchewan environment and 
economy.  
 
This document will help guide you to 
making your business’s recycling system 
an effective one.
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What



               of an 
Effective 
Recycling 
System

Financial
Saves fees: recycling reduces the 
amount of money it costs to run our 
landfills by reducing the weight of 
materials needing to be shipped.

Company Boost: recycling and 
implementing sustainable practices 
can boost your companies’ appeal to 
customers who often search for 
sustainable and trustworthy 
companies.

Deposit: Your company can also earn 
money from your recycling system 
using Saskatchewan’s deposit refund 
system and return your containers to 
SARCAN to earn more money for your 
company’s budget.

Environmental
Reduces waste in landfills: by 
properly recycling your company 
reduces the amount of waste that 
ends up in our landfill, saving the 
environment from further damage.

Saves energy and resources: 
recycling products keeps valuable 
resources in our production lines and 
out of the landfill which saves 
manufactures from having to extract 
raw resources which also reduces 
energy consumption.

Reduces emissions: saving our 
resources and limiting the extraction 
of raw resources also reduces the 
amount of greenhouse gas emissions 
produced by manufacturing.

Social
Employee engagement: employees 
who choose to take part in your 
office’s recycling system can find 
connections with other coworkers and 
feel empowered in the workplace by 
doing something right.

Community impact: when you use 
SARCAN as your recycler, you support 
hundreds of employees of all abilities 
across the province within the 
SARCAN network.

Having an effective recycling system has 
many benefits including financial, 
environmental, and social.
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Impact



                   
and Discuss

It can be hard to jump right into 
developing a system without some 
guidance or goals in mind.  
 
You should start with a discussion 
between your team or office and 
evaluate the current recycling measures 
in place at the office.  
 
Look for areas that need improvement 
and areas where you succeed in the 
office, so you know what needs extra 
attention and what systems are already 
working for your staff.  
 
If something seems to work for your 
group stick to it, but also push yourself 
and ask questions that can lead to 
improvement, such as:

Are there specific recycling stations? 
Are they convenient?

What materials do you already 
recycle?

Who is currently responsible for 
sorting and collecting?

You can also perform a waste audit 
within your business to have a better 
understanding of the quality of recycling 
in your business.  
 
This will also help give you direction in 
your discussion.  
 
SARCAN offers a waste audit guide on 
our website that you can use to help you 
with your audit.
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Evaluate



After you have evaluated what is already 
in place in your office, you can start to 
set goals for your new system and what 
you want to achieve.  
 
Use the information you found in your 
evaluation to guide your team towards 
specific goals. It is important that your 
goals are specific so your team can 
create change directed specifically 
towards your goals. 

An example of a smart goal could be 
triple the number of full bags of flexible 
plastic packaging collected at our office 
within 6 months, while a not so smart 
goal may just be increasing the amount 
of flexible packaging recycled. It’s still a 
great goal to have, but it is just too 
broad.

You can think about SMART goals.  
Your goals should be:

Specific 
Measurable 
Achievable 
Realistic 
Time-bound

S 
M 
A 
R 
T
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Goals
Set
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It Out
Plan

After you know what your goals are with 
your offices system you will need to plan 
a path to your goals.  
 
First determine what you will be 
implementing. For example, if your goals 
are related to collecting more materials 
you will want to increase the number of 
bins and incorporate signage, but if you 
want to increase overall beverage 
container recycling you may choose to do 
that by making recycling bins more 
convenient and accessible.  
 
No matter what your team decides to do 
to reach your goal, there are a few things 
you must plan out.

Materials

Strive to find a venue that also focuses 
on sustainability for their space with 
amenities like energy-efficient lighting 
and water conservation.

Recycling Bins: having one bin for 
each material you collect makes 
sorting and collection much easier at 
the end of the day or week! SARCAN 
offers free recycling bins for 
businesses across Saskatchewan that 
you can order from our website.

Signage: it is crucial to have signage in 
your recycling area to inform people 
how to use your system including 
what to recycle, how to recycle it, and 
where to recycle it. SARCAN also 
offers signage you can download for 
use in your recycling room.

Large Plastic Bags: using plastic bags 
in your recycling bins keeps them nice 
and clean and makes collection and 
transport to the depot a piece of cake!

Space: you will need to have plenty of 
space for your recycling bins and 
ideally have multiple stations to make 
recycling convenient no matter where 
your desk is located. You may also 
need space to store full bags of 
recyclables. It is a good idea to have 
recycling bins located next to any 
shared garbage in the office to 
discourage putting recyclables in the 
garbage and make it super convenient 
for employees. You can even have 
more recycling bins than garbage bins 
in your office!Plastic
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It Out
Plan

Roles

You will need to determine what tasks 
need to be done in your recycling 
system.  
 
Often these tasks can be added to the 
weekly office chore list, but you can also 
create a green team that is dedicated to 
monitoring the office’s recycling and 
sustainability.  
 
Some roles you may come across are:

Once you know what these roles are, 
you will need to assign people to do 
them.  
 
This can be done on a rotation or can be 
set roles. 

Swapping out full bags with empty 
ones.

Taking recycling into depot.

Wiping out recycling bins.

Sorting containers.

Where and When

We have already discussed the space of 
your recycling system, it should be easy, 
abundant, and convenient.  
 
At the very least, you should set up a 
system in your shared eating and 
drinking areas like lunchrooms or coffee 
areas.  
 
You will also need to determine when 
tasks need to be completed.  
 
Depending on the size of the office and 
the number of staff some tasks, like 
swapping bags, may need to be done 
often or as needed but other tasks, like 
cleaning, can be done once or twice a 
week on a schedule.

Custodial Staff

you will need to have a conversation with 
your custodial staff to loop them in on 
the changes that will be happening and 
to ask for any advice they have about 
working with office waste.
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It Up
Set

After you have nailed down the details of 
your offices system it’s time to set it  
all up.  
 
Select a time and date to take some 
time to get your system up and running.  
 
You should assign roles during this set 
up stage as well, so everything is done 
and attended to.  
 
Make sure you place bins in easy to 
reach areas for everyone and place 
signage directly with applicable bins.  
 
During your set up you’ll want to include 
one bin for each material and a sign to 
correspond with it. We recommend 
putting signs directly above your 
recycling bins.  
 
You may want to do this set up before 
everyone gets in for the day or after 
people have left, so you aren’t disrupting  
anyone.

Glass Plastic Metal Organic
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and Educate
Share

Now that you have set up your state-of-
the-art system and are ready to kick it 
off, you’ll need to share the changes in 
the office with the staff.  
 
This can be done in an office email, a 
staff meeting, a post on your office 
newsfeed, a memo, or even with signs 
in the office.  
 
When you share your system, you will 
need to educate staff in the workplace on 
how it will work going forward, making 
sure to cover all the details.  
 
At a minimum, you will need to tell your 
staff:

What materials your system recycles

Where recycling stations are located

How to recycle them (remove caps, 
rinse, and in the properly labeled bin.

It is also a good idea to include 
information about why you have chosen 
to make these changes towards 
sustainability in your office, how these 
changes will make your office more 
sustainable, and the impacts of choosing 
to be a sustainable office with a recycling 
system.  
 
You can continue to share information 
about your system as it progresses and 
as you reach your goals. This will help 
encourage more recycling and keep staff 
engaged in the important work you are 
doing!
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Green

All of this is made easier with an office 
Green Team.  
 
A green team is a group of your staff 
that is passionate about recycling and 
sustainability. They ensure the office is 
practicing sustainable behaviours and 
take on the tasks involved in making your 
office green and clean!  
 
This can look like:

If you would like to create a  
green team in your office, you can  
send out an invitation looking for  
those who are interested and host  
a meeting to start your recycling  
system discussions.  
 
This group can oversee the design, set 
up, and management of your office’s 
recycling system!

Creating and implementing green 
initiatives.

Overseeing the recycling  
system.

Sharing changes and progress  
in the workplaces green  
initiatives.

Educating the office about  
green practices and behaviours,  
and more!

 
Team


