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EXECUTIVE SUMMARY

The City of Newton, Massachusetts has maintained a long-term commitment to waste prevention and recycling. In 1971, Newton implemented the first recycling program in the Commonwealth of Massachusetts.  In 1991, the City's recycling program became mandatory.  Newton's programs have received national recognition.  Today, the City recycles 46% of its waste stream, as generated by residents, and waste from 22 school buildings and 12 municipal facilities. Newton has set their recycling rate goal at 50%.

Newton collects approximately 26,000 tons of recyclables through its curbside program. Curbside collection includes the commodities identified in Exhibit ES-1. In addition to the recyclables collected in the curbside program, City residents may deliver items to the recycling depot as specified in ES-1.

The City also encourages businesses to drop-off white paper for recycling, offers innovative programs such as its fever thermometer exchange initiative, and provides monthly household hazardous waste collection days at the recycling depot. 

In addition the City implemented in the late 1980s a Buy Recycled Policy under which the City specified a 10% price preference.  The policy was recently amended to include a requirement to purchase white paper that contains a minimum of 30% post-consumer recycled content.  The City also accesses the Commonwealth's Environmentally Preferable Purchasing state contracts and provides on-going training opportunities for purchasing agents.  In addition, Newton hosted a seminar last year to introduce and reinforce environmentally preferable purchasing strategies for Municipal Custodians.

The level of commitment of the City of Newton to effective and efficient material use and waste management is further demonstrated by the Mayor’s appointment of a Solid Waste Commission. This Commission helps to focus the City's efforts to address solid waste issues and serves to highlight the importance that the City places on both waste prevention and recycling. The Commission and City of Newton staff established the Household Hazardous Waste Collection Program, a monthly program that has led the City to consider creating a permanent facility to manage hazardous waste from households.  It also implemented programs to promote the reuse of unwanted municipal equipment, under which the City offers unwanted equipment to the public.

Recognizing the value of these and related initiatives, to the enhancement of programs and services City-wide, Newton applied to the Massachusetts Department of Environmental Protection for a grant to pursue options for the development of a waste reduction policy and program. This report, based on meetings and conversations with Newton City officials and representatives of the Massachusetts Department of Environmental Protection, presents the results of this effort. This report is organized in six sections as follows:

Section 1: Newton Citywide Waste Prevention Policy: This section presents a Statement of Purpose, a Statement of Policy, definitions of key terms, guidance for policy implementation, recommended reporting requirements and related information.

Section 2: Waste Prevention Program Plan: This section presents background information concerning the benefits of implementing a City-wide waste prevention program, defines responsibilities for key personnel in program implementation, provides sample standardized forms for measurement and tracking, and presents an action plan summary. Finally, because paper waste prevention is such a high priority for the City, this section provides detailed guidance for the performance of an office paper reduction assessment and related waste reduction plan recommendations, to illustrate the overall assessment and reduction planning process.

Section 3: Environmentally Preferable Purchasing Program Plan: This section presents background information concerning the environmentally preferable purchasing program goals and targets, defines roles and responsibilities for key personnel, provides guidelines for City departments and schools and provides an action plan summary.

Section 4: Waste Prevention Program Plan for Vehicle and Maintenance Operations: This section provides background information concerning opportunities and defines participant responsibilities. It then provides detailed recommendations for preventing waste and enhancing recycling.

Section 5: Environmental Outreach Plan: This section presents background and context for the outreach plan, provides a detailed outline for a waste prevention education packet, recommends strategies for working with local businesses, presents a blueprint for web-based guidance and provides a detailed presentation of waste reduction tips suitable for residents. These tips are presented to illustrate potential web resource content for an envisioned Newton waste prevention web site. This section also provides an action plan summary. 

Section 6: Resources: This section provides a listing of recommended resources to consult for further information. 
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SECTION 6: WASTE PREVENTION RESOURCES
SECTION 1: NEWTON CITYWIDE WASTE PREVENTION POLICY

Statement of Purpose
The City of Newton (including municipal departments and the public schools) supports the development and implementation of a comprehensive waste prevention program to preserve natural resources, reduce solid and hazardous waste, and conserve energy. 

The City of Newton shall establish quantifiable waste prevention goals and targets and shall reduce the quantity and toxicity of wastes generated by all City operations, municipal departments, and public schools. 

The City of Newton shall purchase and use environmentally preferable products and services, as defined in its Environmentally Preferable Purchasing Policy, to strengthen markets for materials collected in the City of Newton's recycling collection system, to reduce waste, and to reduce packaging waste.

The City of Newton shall reduce the number of products purchased that contain toxic chemicals.

The City of Newton shall engage in community outreach campaigns to encourage residents and businesses to reduce the quantity and toxicity of their waste streams. 

1.0 Statement of Policy

It is the policy of the City of Newton to:

1.1
review practices and procedures for all municipal and school operations to identify opportunities to reduce, at its source, the quantity of waste generated.

1.2
purchase waste preventing products and/or recycled products containing the highest amount of post-consumer material practicable or, when post-consumer material is impracticable for a specific type of product, containing substantial amounts of recovered material. Such products must meet reasonable performance standards, be available at a reasonable price and be available within a reasonable time.

1.3
purchase, when practicable, products and services that do not contain any of the harmful constituents targeted by the U.S. Environmental Protection Agency for elimination.  These constituents are identified in Attachment 1 to this policy.

1.4
ensure that all equipment purchased, leased or rented shall be compatible with the waste prevention and recycled product standards.  The City of Newton shall require contractors to implement waste preventing practices when providing contracted products and services.

1.5
promote use of products that reduce waste and contain recycled content whenever feasible within the all departments, schools, and to the general public.

1.6
develop and encourage community-based waste prevention initiatives and support voluntary efforts by local businesses to implement practices to reduce waste.

2.0
Definitions

2.1
ACity of Newton@ refers to all City offices and departments throughout the municipality including public schools.

2.2 "Contractor" means any person, group of persons, business, consultant, designing architect, association, partnership, corporation, supplier, vendor or other entity that has a contract with the City of Newton, or serves in a subcontracting capacity with an entity having a contract with the City of Newton, for the provision of goods or services. 

2.3 "Environmentally Preferable Product" means a product that results in a net reduction in the generation of waste compared to the previous or alternate version and includes durable, reusable and remanufactured products; products with no, or reduced, toxic constituents; and products marketed with no, or reduced, packaging.

2.4 "Post-consumer Material" means a finished material that would normally be disposed of as a solid waste, having completed its life cycle as a consumer item, and does not include manufacturing or converting wastes.

2.5 "Pre-consumer Material" means material or by-products generated after manufacture of a product is completed but before the product reaches the end-use consumer. Pre-consumer material does not include mill and manufacturing trim, scrap, or broke which is generated at a manufacturing site and commonly reused on-site in the same or another manufacturing process.

2.6
"Recovered Material" means fragments of products or finished products of a manufacturing process, which has converted a resource into a commodity of real economic value, and includes pre-consumer and post-consumer material, but does not include excess resources of the manufacturing process.

2.7 "Recycled Content" means the percentage of recovered material, including pre-consumer and post-consumer materials, in a product.

2.8 "Recycled Content Standards" means the minimum or maximum level of recovered material and/or post-consumer material necessary for products to qualify as "recycled products," as established by the City of Newton

2.9 Recyclable means any product or package that can be diverted from the solid waste stream for recycling via a program (curbside or drop-off) operated by the City of Newton or other entity.

2.10 "Recycled Product" means a product that meets the City of Newton's recycled content policy objectives for post-consumer, pre-consumer and recovered material.

2.11"Remanufactured Product" means any product diverted from the supply of discarded materials by refurbishing and marketing said product without substantial change to its original form.

2.12"Reused Product" means any product designed to be used many times for the same or other purposes without additional processing except for specific requirements such as cleaning, painting or minor repairs.

3.0 Policy Implementation

3.1
The Mayor or authorized representative shall, in cooperation with City Officials and any other relevant departments, develop administrative guidelines to implement this policy.

3.2
The Mayor or authorized representative shall establish the position(s) of waste prevention coordinators within all departments and the schools.  The waste prevention coordinators shall be selected by each department and school.

3.3
The City of Newton=s Waste Prevention Coordinators shall be charged with identifying and implementing waste preventing practices within their areas of responsibility.

3.4 The Waste Prevention Coordinators shall be:

· trained in conducting waste audits,

· required to establish waste prevention goals for their department, 

· required to manage an audit of the storage, use and  disposal of hazardous products, and

· required to file annual, written reports of waste prevention plans and progress toward meeting goals for each department.

3.5
The City of Newton=s purchasing department shall ensure that purchasing documents, specifications, and contracting procedures do not discriminate against waste preventing, recycled or recyclable products and packaging.

3.6
The City of Newton=s purchasing department shall establish recycled content standards to guide the purchase of recycled content products and shall be authorized to set those standards to meet the objectives of this policy. The decision to change any recycled content standard shall be substantiated in an annual report.

3.7
The City of Newton=s purchasing department shall be authorized to prohibit the purchase of products that contain any of the toxic constituents provided in Attachment 1 to this policy.  The purchasing department shall maintain, and update annually, a list of products exempted from this policy.

3.8
The City=s Purchasing Department shall be authorized to participate in, and encourage others to participate in, cooperative purchasing agreements.  

3.9
The Mayor shall designate departments responsible for designing and implementing waste prevention outreach campaigns for the residential and business communities.

4.0 Precedence

4.1
In the evaluation of waste prevention opportunities or the selection of products, the following hierarchy shall be applied:

· Reduction in quantity, volume, weight or toxicity;

· Reusability;

· Recycled content.

Waste prevention program activities also shall include recycling. Products shall be evaluated for recyclability.

5.0
Application

5.1 This policy applies to all City of Newton operations, offices, schools, vendors, and contractors.

6.0 
Reports

6.1
On an annual basis, Waste Prevention Coordinators shall report to the Mayor concerning each Department's progress in waste prevention. The reports shall be presented on standardized forms to streamline reporting and data management and shall be filed electronically to reduce paperwork. They shall address reduction goals, progress toward goals, program descriptions, and any areas where additional resources may be necessary to achieve waste prevention goals. (A sample reporting form is provided in Section 2.)

6.2
The purchasing department shall report on waste preventing purchases and recycled content purchases, annual dollar expenditures, percentage change from previous years, percentage of total purchasing budget, total savings or cost for using recycled or waste preventing purchases, and the number of product types bought in each category. The annual report shall also include identification and discussion of instances in which this policy has been waived or found impracticable, a discussion of barriers to the procurement of recycled products, and any instances when recycled content standards were adjusted.

7.0 
Effective dates

7.1 This policy shall take effect on [date].

7.2 The Mayor shall issue implementation guidelines within one year following the effective date of this policy.
SECTION 2: WASTE PREVENTION PROGRAM PLAN

Introduction

This section of the City of Newton Waste Prevention Policy and Program provides information to help put the policies in action. This section includes the following subsections:

· background information concerning the direct benefits of establishing and maintaining a waste reduction plan;

· explicit direction concerning the specific responsibilities of the plan managers and coordinators;

· examples of progress reporting and waste reduction measurement forms for use in gauging progress toward the achievement of goals; and finally, because paper waste prevention is such a high priority for the City, this section provides 

· detailed guidance for the performance of an office paper reduction assessment and related waste reduction plan recommendations, to illustrate the overall assessment and reduction planning process.

Background

The City of Newton defines waste prevention as those activities that eliminate or reduce the quantity or the toxicity of the wastestream. Waste preventing activities may include:

· Buying environmentally preferable products and services. 

· Specifying items that have less packaging.

· Specifying materials that are less toxic than alternative products and packaging.

· Reducing disposal of organics, such as food and yard waste, through on-site composting and grasscycling.

The benefits of establishing a waste prevention program include:

Cost Savings - Waste prevention can save the City of Newton money.  Often changes in operating, purchasing, transportation, warehousing and waste management practices and policies result in less waste. 

Safer Work Environment - Eliminating hazardous materials from the workplace by purchasing less- or non-toxic products reduces the potential for worker exposure to hazardous chemicals and ensures a healthier and safer work environment.  

Increased Awareness - Increased awareness of waste prevention and waste preventing products may inspire increased interest in environmental issues and worker identification and pursuit of additional opportunities to prevent waste. 

Resource Conservation - Buying environmentally preferable products and products manufactured from recycled materials reduces reliance on non-renewable natural resources.  Buying recycled content products reinforces stable markets for recycled materials, enhancing their competitive position in the marketplace, reducing production and marketing costs and stimulating related business and employment opportunities. 

City Responsibilities 

The City of Newton shall establish the necessary organizational structure, and set targets and goals to ensure effective implementation of the waste prevention program plan. Specifically, the City of Newton shall:

· Distribute the City's Waste Prevention Policy, signed by the Mayor, to all municipal and school staff.
· Appoint a staff person, a Waste Prevention Manager, to manage the City's waste prevention efforts.  This staff member will serve as the liaison between the Mayor's office and the departmental and public school Waste Prevention Coordinators (see below).
· Direct each City department and the public schools to appoint a Waste Prevention Coordinator.

· Establish and publish waste prevention goals and provide a copy of the City's Waste Prevention Plan to all Waste Prevention Coordinators. 

· Direct each department to establish a waste prevention program and targets to meet these goals.

· Establish a budget for waste preventing equipment and services and provide funding and other resources necessary to develop a successful waste prevention program.

· Direct each City department and the public schools to complete a waste prevention assessment by December 2002.

· Publish an annual report highlighting the waste prevention program successes and establishing waste prevention targets for the upcoming year.

· Recognize outstanding waste prevention efforts and provide awards.

· Promote the City's waste prevention program.

Waste Prevention Manager Responsibilities
The Waste Prevention Manager is essential to the success of the program and will perform the following duties:

· Maintain a contact list of Waste Prevention Coordinators and distribute it as requested.
· Schedule and host a kick-off meeting with the Waste Prevention Coordinators.
· Ensure effective communication among all City staff involved in waste prevention and environmentally preferable purchasing programs.
· Lead the development of waste assessment information collection forms and waste prevention program progress reporting forms.
· Participate in waste prevention activities at department and school levels, as requested by Waste Prevention Coordinators.
· Compile all data and develop an annual waste prevention report for signature by the Mayor.
· Promote the City's waste prevention program.

· Develop and offer waste prevention training programs for Waste Prevention Coordinators. Effective training programs can enhance the efficiency and consistency of waste reduction efforts as described in greater detail below:

Training

Training is key to establishing a successful waste prevention program for the City of Newton.  The establishment and maintenance of a successful waste prevention program and training initiative further depends on the commitment and ongoing support of top City Officials and Department Administrators. Among the elements of an effective training program are the following:

· At the program’s initiation, all departmental waste prevention coordinators receive training in waste prevention, enhanced recycling, and environmentally preferable purchasing.

· Right-to-know training is provided for appropriate personnel.

· Waste prevention coordinators, in turn, devise and implement outreach measures to ensure that all department staff are aware of and understand the department's waste prevention initiatives and that all personnel understand their respective roles in the success of waste preventing programs.  

· City Officials ensure that employees from all departments and the public schools are involved in the decision-making process.  Employees are much more likely to participate in a program when they feel some ownership. 

· Provision of waste prevention training for City employees so they understand the program and know how to do their part.  

· Provision of training in various forms, including seminars, workshops, training packets and fact sheets.  

· Distribution of information explaining why the initiative was implemented, describing the benefits to the City of Newton, and presenting basic "how to" information.  

· Establishment of mechanisms for City staff to offer feedback on the waste prevention program and its progress.

Technical Assistance
The City's Waste Prevention Manager shall provide technical assistance and participate in on-site waste prevention assessments as requested by City department and public school waste prevention coordinators.

Reporting
The City's Waste Prevention Manager shall develop a user-friendly reporting format for Waste Prevention Coordinators to record their department's assessment results and to use to measure progress in meeting waste prevention goals.  The following sample provides the City of Newton a suggested format that may be used to guide the development of waste assessment and reporting forms tailored to meet the City's needs.


SAMPLE:

City of Newton

Waste Assessment/Progress MeasurementForm
Purpose: 

Completing this form provides an overview of the quantity of waste and recyclables and types of materials generated throughout the department. The purpose of this form is to gather the information required to understand the overall waste generation and recycling patterns of the entire department. 

City of Newton Department:  ________________________________________________________

Assessment Date: __________________________________________________________________

Recyclables and Waste Generation Data: 

Gather data regarding the collection containers used at the department. Depending on the collection process, complete the appropriate fields for each container. This data will be used to calculate the monthly waste generation. 

	PRIVATE
Dumpster or Compactor
	Capacity (cubic yards)
	Frequency of Collection (per month)
	Estimate how full the container is when emptied
	Trash or Recyclables

	Example: Dumpster
	12 cubic yard
	4 times per month
	90%
	Trash

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	
	
	
	
	


Place a check next to all materials generated and estimate the percentage of each major material type in the total waste stream (Example: 50% paper, 20% cardboard, 10% plastic containers, 20% food.) 

	PRIVATE
Material Type
	Percentage of Waste Stream
	Percent of this material recycled

	Aluminum
	
	

	Corrugated Cardboard
	
	

	Electronic Equipment
	
	

	Food Scraps
	
	

	Food Packaging
	
	

	Glass
	
	

	Metal
	
	

	Newspaper
	
	

	Paper
	 
	

	Paperboard
	
	

	Plastic Film
	 
	

	Plastic Containers
	
	

	Styrofoam Containers/Packaging
	
	

	Wood
	 
	

	Other
	 
	

	Other
	 
	


For all materials regularly separated for recycling provide quantities collected per month: 

	Material Type
	Quantity per month

	Paper
	 

	Mixed Containers
	 

	Wood
	 

	Metals
	 

	Electronic Equipment
	

	Other
	 


Complete this section when conducting waste prevention program follow-up reviews.
Compare this data to data collected on previous assessment and note any changes in the quantity of waste and recyclables.

Describe any waste prevention initiatives, such as changes in products or services, implemented by the department.

Estimate the quantity of waste eliminated as a result of the waste prevention initiatives.


Describe any barriers to implementing waste preventing practices.

Using information submitted by the Waste Prevention Coordinators, the City's Waste Prevention Manager shall compile all data and prepare an annual report on the City's overall progress in meeting targets and achieving its waste prevention goals.

Department Waste Prevention Coordinator Responsibilities

The Waste Prevention Coordinators are responsible for day-to-day waste reduction plan implementation and will perform the following duties:

· Participate in waste prevention training.
· Attend waste prevention meetings and assist in the development of waste assessment information collection forms and progress reporting format.
· Coordinate all department-level waste prevention activities.
· Conduct on-site waste prevention assessments.
· Identify waste prevention opportunities.
· Work with all department staff to identify wastes that can be eliminated or reduced.
· Conduct research to identify alternative products.
· Test substitute products.
· Coordinate with purchasing department to switch to environmentally preferable products and services.
· Provide data and information on waste prevention progress to the City's Waste Prevention Manager.

Developing a clear perspective on major waste generating activities and waste sources as well as promising waste prevention opportunities is essential to performing the waste coordinator role. Thus the waste prevention assessment is a particularly important aspec5t of the coordinator’s role, as described in greater detail below:

Conducting a Waste Prevention Assessment

Waste prevention begins with a waste prevention opportunity assessment. A waste assessment documents, for staff, the nature and extent of baseline waste generation and disposal activities.  A waste assessment considers all sources of waste. It begins with purchasing decisions and finishes with waste disposal, examining transportation, storage, and operations and activities throughout the department.

During the assessment, the Waste Prevention Coordinators shall work with staff from throughout the department to track all materials purchased, identify how they are used, and how they are managed when they are no longer needed.  

In conducting the assessment, the Waste Prevention Coordinator shall: 

1) Conduct a walk-through of the operation, paying special attention to waste generating practices and storage of hazardous products, and 

2) Examine records that document what the department buys, uses, and discards. 

Department Walk-Through 
During the walk-through, the Waste Prevention Coordinator shall consider the specific activities of each staff member in the department, inventory the products and services they use, review how the products are used, characterize the wastes that are generated, and determine how these wastes are managed. A professional experienced in the proper use, storage and disposal of hazardous products shall accompany the Waste Prevention Coordinator during the walk-through of those departments managing such products.  During the walk-through, the Coordinator will: 

· Observe the layout of each operation or area.

· Observe waste-producing activities and equipment.

· Identify the types and relative amounts of waste generated.

· Talk to staff about how they do their jobs.

· Assess the efficiency of current waste prevention and recycling efforts. 

· Identify space that could be used for storing bulk purchases, reusable packaging, and recyclables.

· Identify opportunities to purchase and use environmentally preferable products or materials.

· Evaluate the appropriateness of the use, storage and disposal of hazardous products.

Examining Department Records 
Based on observations during the walk-through, the Coordinator shall identify potential waste prevention targets for the department to address. These targets are waste materials that are: 

1) generated in large quantities, 

2) used inefficiently, and/or 

3) considered easiest to eliminate, reduce or recycle, and 

4) include those for which a less toxic alternative is readily available.  

Once the targets are identified, the Coordinator shall review department records to determine the sources and costs of products, quantities of material recycled and other information that can help identify priority targets and help establish baseline quantities and profiles for materials of concern. In support of this effort, the Coordinator shall review the following:

· purchasing records;

· records concerning the types and quantities of products and materials the department stores on site;

· equipment service contracts, maintenance and operating logs, and repair invoices

· cleaning contracts; and

· records of material types and quantities recycled or discarded as waste. 

Using this information, the Waste Prevention Coordinator can finalize waste prevention targets for the department. The process is most efficient when the Waste Prevention Coordinator develops a list of questions and information requests prior to visiting the department to conduct the waste assessment. The guidance concerning paper waste, as presented at the end of this section, illustrates the process.

Select the Wastes Targeted for Reduction and Elimination

Each City department shall identify waste streams of concern for that department and based on the activities of that department.  It shall be the responsibility of the department management and the Waste Prevention Coordinator to develop an implementation plan to eliminate or reduce the target wastes.

Tracking Progress

Tracking and measuring the success of your waste prevention program is critical to program success.  By tracking the impact of each opportunity implemented and measuring reduction in waste generation or disposal the department shall determine the overall effectiveness of the waste prevention program and identify areas where improvement is needed. 

Tracking shall include collecting data before, during and after waste prevention activities are implemented so the program's impact can be measured.  For example, the Coordinator shall track waste disposal quantities before and after program implementation.  Monitoring the degree to which less waste is discarded following program implementation will reveal the degree of success of waste prevention activities.  Measuring the specific impact of each activity (e.g., recording the amount of paper purchased before and after implementation or the amount of packaging used before and after implementation) on the waste stream will yield data indicating effective measures and areas requiring further development.  This information shall be reported annually to the City's Waste Prevention Manager by each department.

A Program Plan for Reducing Paper Waste

Paper waste is a priority aspect of Newton’s waste prevention plan. Efforts to identify promising opportunities for paper waste reduction may begin with a thorough assessment of paper use and management. The following assessment framework illustrates the types of questions the Waste Prevention Coordinator might ask during an assessment regarding the use of paper in the department.  This assessment guidance is followed by possible recommendations that can be evaluated by the staff and implemented to reduce the quantity of paper used and discarded by staff in the department. 

	Office Paper Reduction Assessment Framework

Assessment Questions:

Copy Paper Use

1. Does the department have a policy requiring double-sided photocopying for all documents?

2. Does the department purchase ONLY paper with 30% post-consumer content?

3. Is a cover sheet used for fax transmissions?

4. Does the department have a central bulletin board to post notices?

5. Is paper used only on one side collected and used for receiving faxes or notepads?

6. Is the department telephone directory online?

7. If the department mails materials do they ensure the following:

· Deleting unnecessary addresses and duplicates in mailing lists?

· Use two-way envelopes for mailings that require a response?

· Use standard paper sizes to minimize waste?

· Design mailings to use both sides of the paper?

Office Equipment

1. Are the photocopier machines set to default to duplex?

2. Are there signs reminding staff to double-side photocopy?

3. Does the staff use e-mail to communicate with each other? Outside the department?

4. Does staff have access to computers?

5. Are letterhead templates available online or does the department print letterhead?

6. Are computers set for duplex printing?

7. Are printers capable of duplex printing?  Are all trays and necessary parts in place?

8. If the department uses forms, are the forms available online?

Other Paper

1. Are interoffice envelopes reused?

2. Are unwanted file folders and hanging folders collected for reuse?

3. Does staff receive multiple copies of catalogues and other publications?

4. Does the department receive only the number of telephone directories necessary?

Assessment Observations:

Waste Management and Recycling

1. Ensure that recycling bins are clearly marked and accessible.

2. Look in the recycling bins to determine if staff are complying with the recycling program.

3. Look in the trash containers and compactors to determine if paper is co-mingled with trash.

4. Look in the recycling collection containers on loading docks or at central collection locations for contaminates and to ensure that segregated paper is being recycled.

5. Observe custodial activities and recycling collection processes and determine barriers to successful recycling.




Recommendations for Reducing Paper Use

Based on information gathered through the paper waste assessment, the Waste Prevention Coordinator may want to implement many or all of the following waste paper reduction measures:

Equipment
· Maximize the use of electronic communications.

· Set all photocopiers to default to duplex.

· Specify and purchase only printers capable of double-side printing.

· Set computers to duplex print.

· Provide templates for City department letterhead and envelopes.

· Develop an online library for all forms required by all City departments.

· Encourage electronic filing of forms, reports, and other documents whenever possible.

· Create online employee telephone directory.

· Make all reports available online.

Process Changes

· Require all photocopies to be double-sided including bid documents, contractor reports, financial reports, and any regular City reports.

· Request staff reuse paper that has a single unused side to receive incoming faxes, print drafts, etc.

· Use paper with clean side to make notepads and to print e-mail (only when necessary).

· Discourage staff from printing e-mail.

· Establish a reuse room and request that employees return useable file folders and other paper products for reuse.

· Ask staff to check reuse room before ordering folders and other paper products.

· Minimize the number of catalogues, journals, and publications delivered to the department.

· Establish a system to share publications.

· Request to be removed from mailing lists.

· Inform manufacturers and vendors that you would like to receive all product information online and that your department no longer accepts printed materials unless specifically requested.

· Reduce distribution lists where possible and ask staff to pass along information to others when they are finished.

Environmentally Preferable Purchasing

· Specify and purchase only paper containing a minimum of 30% post-consumer content.
· Consider chlorine-free paper.
· Specify paper containing a minimum of 30% post-consumer content and soy-based ink for all printing.
· Request vendors reduce the packaging associated with deliveries of paper.
· Require vendors to take back pallets used to deliver paper.
· Consider paper made from kenaf and other tree-free sources.
Tracking Progress
· Establish baseline paper use for the department using purchasing records.

· Quantify cost to purchase paper over a stated period of time.

· Periodically measure purchases against baseline to determine progress and cost savings.

· Work with purchasing staff to ensure accurate reporting of data from all sources of paper purchases.

· Require vendors to provide reports on quantity and type of paper purchased as part of their contract.

Communication and Outreach

· Establish a Paper Use Reduction Policy and set goals for reduction.

· Solicit ideas from staff on new ways to reduce the use of paper.

· Remind staff of the Paper Reduction Policy periodically.
· Send e-mail notices to staff updating the progress of the reduction efforts.
· Communicate savings in paper costs to staff and consider using some of the money to celebrate success with staff, to purchase new equipment, or to improve workplace for all staff.
SECTION 3: ENVIRONMENTALLY PREFERABLE PURCHASING PROGRAM PLAN

Background

The City of Newton (including all departments and schools) is committed to ensuring the purchase of the most environmentally preferable products and services available to the City.  To the maximum extent practicable, products and services purchased and used by all City and school staff shall prevent waste, reduce toxicity, conserve energy and water, and incorporate recycled content material.  

Based on the Newton Citywide Waste Prevention Policy, the City of Newton is establishing an Environmentally Preferable Purchasing program that will be fully implemented by December 2002.  The City's Purchasing Department shall lead the program with support from each City Department and the School Administration.

The Purchasing Department shall establish the Environmentally Preferable Program goals and set targets for meeting the implementation deadline of December 2002.   

Each Department shall follow the Environmentally Preferable Program guidelines and implementation recommendations, established by the Purchasing Department, to eliminate wasteful products and to identify environmentally preferable substitute products throughout City operations.

Purchasing Department Role and Responsibilities

The Purchasing Department shall appoint a staff person to implement the Environmentally Preferable Purchasing program for the City of Newton.  The Environmentally Preferable Purchasing Manager's primary responsibilities include the following:

· Distribute the City's Waste Prevention Policy, signed by the Mayor, to all staff with purchasing responsibilities. 

· Distribute a copy of the City's Environmentally Preferable Purchasing Plan to staff in all departments and to those responsible for purchasing products and services for the schools.

· Serve as the Environmentally Preferable Purchasing point-of-contact for all City departments and school staff. 

· Work to establish goals and targets for the City's Environmentally Preferable Purchasing program. Communicate to all City personnel the goals and objectives of the City's Environmentally Preferable Purchasing program.

· Communicate to vendors, suppliers, contractors, and the public the City's intent to purchase products that meet or exceed established environmental criteria.

· Establish performance standards and reasonable standards for quality, availability, and price for environmentally preferable products.
· Establish program goals for all departments and schools within the City of Newton.
· Contact staff in each department and within the school system who develop bid specifications and/or purchase materials and services to schedule a meeting to discuss changes to the City's purchasing program. 

· Chair a meeting with all City personnel involved in purchasing products and services.  Consider extending the invitation to staff interested in reducing the quantity of waste generated by City operations and/or staff seeking to reduce the toxicity of the products used by City personnel.
· Provide definitions for terms that will be used in developing bid specifications for goods and services (e.g., recycled content, recyclable, post- and pre-consumer content etc.).
· Establish the chain of responsibility between the Purchasing Department and other City department staff who specify and purchase products and services.
· Review standard contracting language to ensure that it does not discriminate against products that contain recovered materials, or can be reused, refilled, or recharged.
· Coordinate with staff responsible for developing bid specifications and issuing invitations to bid to ensure that environmentally preferable purchasing criteria are included in each bid document.

· Consider developing and distributing a survey to current vendors, notifying them of the City's intent to purchase environmentally preferable products and services.  Include a description of the City's program and define what the City considers environmentally preferable.

· Invite potential vendors to submit information concerning their environmentally preferable products and services.

· Develop reporting formats for the Purchasing Department and for all City Departments to use to report on progress in meeting its Environmentally Preferable Purchasing program goals.

· Solicit information and request feedback from staff who use the products and services to ensure that the program serves the needs of all City employees.

· Oversee testing of products and services as necessary.

· Share information and success stories with staff in other City Departments and in the schools.
The City's Purchasing Department can consider adopting the U.S. Environmental Protection Agency's Comprehensive Procurement Guidelines to set its recycled content standards and as a model for developing specifications for those items purchased by the City of Newton but not listed as part of the procurement guidelines.  Attachment 2 provides a list of the USEPA guideline items.

The Purchasing Department shall be responsible for providing training in environmentally preferable purchasing to all City staff who develop bid specifications for the purchase of goods and services used by City personnel.

The Purchasing Department shall be responsible for assigning staff to chair meetings and initiate communications regarding the City's Environmentally Preferable Purchasing program.  

Suggested Program Guidelines for City Departments And Schools

Each Department should appoint a staff member to lead Environmentally Preferable Purchasing program efforts.

Each Department shall review all products and services currently purchased to identify opportunities to:

· Eliminate single-use items.

· Eliminate potentially hazardous chemicals.

· Increase the use of durable products.

· Enhance energy conservation.

· Enhance water conservation.

· Reduce excess packaging.

Each Department shall implement Environmentally Preferable Purchasing requirements into the specifications for products and services.

Each Department shall support the Purchasing Department in discussions with existing vendors and in the search for new vendors.

Each Department shall agree to test substitute products and provide reports on product performance to the Purchasing Department.

Each Department shall provide an annual report to the Purchasing Department on their progress in meeting the City's Environmentally Preferable Purchasing goals.  The report shall identify the following:

· Baseline prior to implementing the purchase and use of environmentally preferable products.  In subsequent years, report will include comparison to previous year.

· Vendor and description of substitute product.

· Environmentally preferable product characteristics.

· Description of product packaging (e.g., weight, material type, etc.)

· Unit price.

SECTION 4: WASTE PREVENTION PROGRAM PLAN FOR MAINTENANCE

OPERATIONS

Background

The City of Newton maintains buildings, grounds, vehicles, and facilities that provide a range of repair and maintenance operations.  Involving these operations is critical in eliminating waste and reducing the toxicity of wastes generated throughout the City.  Often the products used in maintenance shops contain harmful constituents.  In addition, the wastes generated by maintenance operations are bulky, heavy, and difficult-to-dispose.  Targeting these wastes for reduction or developing innovative solutions to remove these items from the City's waste stream can significantly reduce the City's overall quantity of waste.  

Depending on the level of technical expertise, the City's Waste Prevention Manager may be able to lead the waste prevention efforts for maintenance activities.  If the City finds a need for someone with special expertise, they can appoint a separate staff member to oversee waste prevention for maintenance activities.  If a second person leads this effort, the City will want to ensure coordination and communication strategies are in place.

The City of Newton shall appoint a staff person to manage the City's waste prevention efforts for its Maintenance Activities.  (This can be the City's Waste Prevention Manager.) 

The City of Newton shall direct each City department and the public schools to designate a maintenance staff person to be responsible for their department's program participation, and to serve as the point-of-contact at the facility.

Each City department and the public school maintenance operation shall develop a plan to reduce the quantity and toxicity of maintenance wastes by December 2002.

Maintenance Activity Manager Responsibilities
The City's Manager of Waste Prevention (or the Maintenance Activity Manager) shall work with the Waste Prevention Coordinators and staff in each maintenance operation to deliver training and information necessary for facility staff to implement a waste prevention plan for maintenance activities.

Training

Training is necessary to develop and maintain a waste prevention program for maintenance activities. Maintenance staff will benefit from easy access to information concerning alternative products and innovative services that can reduce their exposure to chemicals that are harmful to human health and the environment. Key recommendations for the development of an effective training program include the following:

· Work with City's waste prevention coordinators and staff from maintenance operations to tailor waste prevention programs to specific maintenance activities.

· Involve employees from all departments and the public schools in the decision-making processes.  Employees are much more likely to participate in a program in which they feel some ownership. 

· Offer training for all staff involved in maintenance activities to promote a common understanding of the program and an appreciation of their respective roles in ensuring its success.  

· Provide right-to-know training for appropriate personnel.

· Provide maintenance personnel with training concerning the proper handling of fluorescent light bulbs.

· Include information concerning why the initiative was implemented, describing the potential benefits to the City of Newton, and presenting basic "how to" information.  

· Provide avenues for maintenance staff to offer feedback on the waste prevention program and its progress.

Technical Assistance
The City's Waste Prevention Manager (or Maintenance Activity Manager) shall provide technical assistance and help to identify alternative products and processes as requested by City department and public school maintenance staff.

Reporting
The City's Waste Prevention Manager (or Maintenance Activity Manager) shall coordinate reporting for maintenance operations.  The City Waste Prevention Manager shall assist the Waste Prevention Coordinators responsible for compiling all waste prevention progress.
Maintenance Staff Responsibilities

· Designate someone from each shop to serve as the point-of-contact for all waste prevention activities.

· Attend waste prevention training sessions offered by the City of Newton.

· Attend waste prevention and right-to-know training sessions offered by the City of Newton.

· Participate in the testing of alternative products and provide feedback on the substitute product's performance.

· Offer suggestions for improving the waste management and recycling systems.

· Identify and share opportunities to make a product switch or a process change that will reduce waste, eliminate toxic chemicals, and enhance worker health and safety.

Recommendations for Preventing Waste and Enhancing Recycling
The following section presents recommendations for preventing waste and enhancing the current recycling program in the City of Newton's Maintenance operations.  The waste prevention recommendations are presented first, followed by the recycling program recommendations.

Conduct Waste Prevention Training.

The City of Newton may want to review its training and orientation programs to ensure that they effectively address waste prevention, recycling programs, and right-to-know issues. 

In addition to City-sponsored training, identify other opportunities for maintenance staff to learn about waste prevention and recycling programs.

Direct Department-wide cleanup.

The City may want to begin by conducting a cleanup program in all of its maintenance operations.  Often operations at maintenance facilities would benefit from an overall cleanup of wastes, recyclables, and unused and unusable products and equipment.

To support department efforts, the City can arrange to have resources available to assist with cleanup activities including; transportation for unwanted items, recycling contractors for difficult-to-recycle items, and technical resources for facilities with excess or unwanted chemicals and other potentially hazardous materials.  The City can arrange to have an experienced professional evaluate the use, storage and disposal of hazardous products. Waste transportation and disposal of wastes generated from such an initiative will result in some costs. 

Following the cleanup, each operation will be in a better position to initiate changes in waste management

Assign maintenance staff responsibility for the waste prevention and recycling program.

Each department that has maintenance responsibilities can appoint a staff person responsible for working with other City staff designated to lead waste prevention programs.  Facility maintenance staff selected to lead the waste prevention efforts will work with maintenance staff from other departments and the school to implement a citywide waste prevention program. 

Reduce the procurement and use of industrial toxic chemicals by changing purchasing practices

The U.S. Environmental Protection Agency targets a list of chemicals for reduction or elimination.  Attachment 1 presents the 17 chemicals targeted by USEPA.  These chemicals are released to the environment in large quantities, are generally considered to be very toxic or hazardous, and substitutes/technology exists to reduce releases of these chemicals through pollution prevention or other means.  Solvents typically used for small component cleaning operations, brake cleaning and choke and carburetor cleaning often contain these chemicals.  Alternative products are available that perform the required function and do not contain these chemicals.  To meet the City of Newton's goal of reducing the toxicity of its wastes, staff in maintenance operations could change purchasing practices to require substitute products that do not contain these target chemicals.

Vehicle Maintenance Operations Recommendations

The City of Newton has implemented a number of spill prevention techniques in its vehicle maintenance operations.  These include:

· Installation and use of overhead fluid dispensing system.

· Use of drip pans to catch leaking fluids.

· Installation of quick drain plugs.

· Use of aqueous parts washers.

The City of Newton may want to ensure these techniques also are used in other types of maintenance operations where applicable.  In addition, maintenance staff may want to consider the following recommendations in developing a plan to reduce the quantity and toxicity of the waste stream.

Enhance spill cleanup practices.

Use Shop Vacuum for Oil Spills.

When spills occur, vacuuming provides the most environmentally sound way of managing uncontained oil.  A maintenance facility could purchase two vacuums to ensure equipment availability.  This process ensures recovery of the spilled oil for recycling.  Several sizes of vacuums are commercially available for use in wet or dry situations.

Use hydrophobic mops for oil cleanup.

A hydrophobic mop has a high viscosity oil mop head composed of 100% polyethylene, which makes it very effective at absorbing and containing oil spills. Each mop head can be reused up to seven or more times before disposal. 

Use reusable pads and wringer to collect oil spills.

If the shop does not elect to purchase a vacuum, cleanup wastes may be minimized by using reusable absorbent pads under leaks and to clean spills.  These pads are highly absorbent and can be used several times before disposal.  Once the absorbent pads are saturated with oil, the pads are passed through a wringer that removes a large amount of the oil, allowing the pad to be reused.  Depending on the quantity of oil absorbed, the pad can be reused approximately four to ten times before disposal. 

Collect and reuse dry sorbent.

Sorbent can be collected, filtered and reused by repair facilities that could purchase or construct dry sweep sifters.  The sifter is simply a mesh screen, placed over a 55-gallon drum, which filters usable sorbent from saturated sorbent.  The saturated sorbent forms clumps, which cannot pass through the screen, whereas the dry sorbent can be reused.  A small trap door cut into the bottom of the drum can be used to distribute the reusable sorbent.  Saturated sorbent should be tested and may require disposal as hazardous waste.

Improve labeling and secondary containment.

A review, conducted by an experienced professional, of the product labeling and secondary containment systems for every product used and stored in the facilities by the staff in maintenance facilities throughout the City of Newton may yield critical opportunities for improved materials management. In addition to ensuring that new product containers are properly labeled and stored, it is generally good practice to store waste oil, waste antifreeze, and used sorbent in well labeled containers in areas that are equipped with secondary containment.  Secondary containment can range from constructing a concrete berm around the storage area to using a dedicated building or outdoor storage locker.  Other types of secondary containment include pallet systems, flooring systems and flammable/combustible storage cabinets that can be used to store various size containers (5-gallon containers to 55-gallon drums).  Whatever containment system is used, it should provide the facility with the adequate protection and comply with applicable regulations.  

Improve used oil and antifreeze segregation and recycling.

A comprehensive review, by the City of Newton, of spent antifreeze and used oil collection practices will help to ensure that these substances are effectively segregated for recycling.  For those maintenance activities that do not have a recycling program in place, the City may want to establish a contract that provides frequent service and does not present storage problems for the participating facilities.

Return lead-acid batteries

Consider strategies to improve the collection of spent batteries from the shop floor, and return them to the manufacturer for recycling.  Programs that minimize the storage requirements and eliminate the potential for acid spills are preferable.

Enhance paper recycling program.

The City of Newton can work with maintenance operations staff to ensure access to a recycling program.  Staff can place mixed paper, newspapers, magazines, catalogs and phone books in recycling containers for recycling.  Development and implementation of a carefully coordinated program for collection and drop-off of the collected paper will improve the potential for program success. Collaboration of City staff and staff at each of the maintenance operations is key.

Enhance cardboard recycling program.
The City of Newton can work with the staff throughout maintenance operations to ensure productive participation in the recycling program.  Staff can flatten cardboard and place it in recycling containers for recycling.  Appropriate City personnel will have to coordinate collection/drop-off of the collected corrugated cardboard with staff at each of its maintenance operations.

Enhance oil filter recycling program.

Oil filters can be recycled.  Once crushed, the filters can be stored in 55-gallon drums for recycling by a local contractor or added to existing metals recycling programs.

Enhance metals recycling program.

The City of Newton can establish a metal recycling program that collects metal parts from repair operations.  To make metals recycling easier, (especially for small parts) metals collection containers can be placed at strategic locations in the shop.

Improve drum recycling.

Maintenance operations throughout the City can ensure that all 55-gallon drums are returned to the vendor as part of the contract to purchase the product.  

Establish a pallet reuse and recycling program.

The City of Newton can pursue establishing a contract with a private recycler to remove wooden pallets from the waste stream.

Maintenance Operations Recommendations

Install energy efficient lighting.

Installing low-mercury fluorescent lamps and electronic ballasts will reduce the cost of lighting and the disposal of mercury.

Install occupancy sensors.

Efficiency controls such as occupancy sensors and timers in rooms that are not in constant use will reduce energy costs.

Improve management of fluorescent tubes.

Recycling used fluorescent lighting tubes offers an environmentally sound, acceptable alternative to waste disposal.

Explore opportunities to install equipment and use renewable energy resources.

Consider photovoltic panels to generate electric power for the building.  Maximize the use of daylight to reduce the use of overhead electric lighting.  Consider solar energy technologies.  

Improve heating and cooling systems.

Separate HVAC systems to serve areas of the building that have different hours of occupancy.  Consider purchasing and installing reusable filters for the HVAC system.

Maximize the use of natural ventilation.

Use clean outside air in lieu of mechanical ventilation when possible.

Install energy efficient boilers.

When retrofitting a building or constructing a new facility, specify the highest rated energy efficient boiler available.  Consider multiple modular boilers to provide more efficient partial-load system operation.

Eliminate hazardous products.

Identify all cleaning and maintenance products that contain harmful chemicals and identify alternative products.  Consider a review of the following products:

· Paint and paint thinner

· Floor scrubber and stripper

· Graffiti remover

· Solvents and solvent sinks

· Pest management products

· Bathroom cleaners

SECTION 5: ENVIRONMENTAL OUTREACH PLAN

Background

The City of Newton is kicking-off a comprehensive solid waste reduction program throughout all municipal operations and the public schools.  The goal of the City's program is to reduce the quantity and toxicity of the wastes generated by all City departments and public schools by XX% by [Date].  The City of Newton Waste Prevention Policy was issued by Mayor X on [Date].  City departments are directed to have their waste prevention programs in place by [one year later].

To lead the program, Mayor X has appointed Mr./Ms. Y as the City's Waste Prevention Program Manager.  [Insert bio highlights for Mr./Ms. Y].  To support City department efforts, each department and the public schools have been asked to designate a staff person to lead the waste prevention program.  

As part of its commitment to enhancing environmental awareness and the importance of waste prevention, the City has prepared an information package that provides details of the waste prevention program elements.  This package, available from the [Public Affairs Office], contains a brief description of the initial program targets, definitions for waste prevention and recycling terms, and a list of resources that journalists and other interested citizenry can use to learn more about the City's program.

While this program targets waste reduction within City Government and our public schools, the City of Newton also is committed to encouraging residents and local businesses to implement waste preventing practices.  The City plans to promote waste prevention and celebrate success stories by publishing progress reports and case studies through a number of media outlets and, in the future, on the City's web site. 

Outline for Waste Prevention Education Packet
1. City of Newton's Waste Prevention Policy

2. Timeline for City of Newton to Meet Waste Prevention Targets and Goals

3. Waste Generation Data

· Quantity of Waste Generated by City Government and Schools

· Quantity of Recyclables Generated by City Government and Schools

· Recycling Rate

4. Description of Waste Prevention Assessment Process

· Highlights of Training Programs

· Paper Waste Reduction Program Efforts

5. Description of Environmentally Preferable Purchasing Program

· Environmentally Preferable Purchasing Goals 

6. Description of Waste Prevention Plans for Maintenance Activities

7. Description of City's Awards and Recognition Program

8. Fact Sheets

· Waste Prevention Tips for Specific Waste Streams

· Waste Prevention Recommendations for Target Businesses

· Waste Prevention Recommendations for Residents

· Cost/Benefit Analyses of Waste Prevention Opportunities

9. Definitions 

· Waste Prevention

· Recycling

· Recyclable

· Post-Consumer Recycled Content

· Pre-Consumer Recycled Content

· US Environmental Protection Agency's List of Chemicals Targeted for Elimination

Coordinate with Local Businesses

Promoting waste prevention within the business community is one of the components of the City's comprehensive waste prevention program.  Waste prevention initiatives that can be presented to the business community may include, but are not limited to, the following:

· Developing a list of all local organizations seeking donations and indicate the types of items needed.  Distribute the list via the Internet and during meetings with local businesses.  Encourage businesses to support local not-for-profit organizations with donations and/or to serve as a "special project" collection point for donations by City residents.  Businesses can promote these special collection day(s) and locations and arrange to have donated items delivered to organizations.

· Work with blocks of similar businesses to identify those businesses with active waste prevention programs.  Look for opportunities to share waste prevention information with customers.  For example:

· Promote coffee shops with discounts for customers who bring in a refillable coffee cup.

· Announce discounts for customers who bring a reusable canvas bag and do not take "paper or plastic" bags.

· Develop waste prevention case studies for businesses that have internal distribution programs that use durable transport packaging between store and distribution center.  Share the waste prevention information with the public.

· Identify products in local shops that are manufactured with recycled content. Develop and publish an environmentally-friendly shopping guide for consumers. Make it easy to shop for waste preventing and less toxic products throughout Newton.

· Coordinate composting program information for interested businesses and provide technical assistance as possible.

The City of Newton may want to consider adding to its waste prevention program and offer waste prevention assessment assistance programs to local businesses.  The City's Waste Prevention Manager can work with the local Chamber of Commerce and interested businesses to design a program that meets the needs of businesses seeking to reduce their costs by cutting their waste management bills.

Any of the outreach mechanisms can be used to celebrate successful businesses and promote the business community's efforts.

Web-based Resources

The City of Newton can use web-based resources to publicize its waste prevention program and can target the information for several audiences.  The information presented in the waste prevention packet can be added to the web site and announced through a press release in the local media.  The City's web site can present the following:

· News and Updates from the Waste Prevention Manager: This section can be devoted to providing information to City staff on program progress, deadlines, policy updates, waste prevention assessment schedules, and other "hot news" relevant to City workers.

· Waste Prevention Manager's Forum: This section may offer the following:

· Question & Answer format for Managers to ask questions and receive responses for commonly asked questions; 

· New information about waste preventing products and services

· Information about upcoming training sessions; 

· Technical assistance services; and 

· Conference calendars.

· Case Studies

· Cost/Benefit Analyses

· Waste Prevention Assessment Results and Programs: This section can serve as a guide for other departments and businesses preparing to conduct a waste assessment.  Sharing waste reduction tips and information about initiatives will save time for others.

· School-based Success Stories

· Kid's Corner

· Tips for City Residents: This section identifies waste reduction strategies for Newton City residents to consider. One approach to maintaining this section of the web site is to highlight waste prevention measures suitable for implementation seasonally, thus providing for new material to be posted on the web site periodically and providing for timely tips for residents. The following section provides an example of the seasonal content that might appear in this section of the web site.

· Tips from City Residents: This section can solicit feedback and waste prevention and environmentally preferable product suggestions from residents.

These are only a few of the ways that the City of Newton can present information about its waste prevention program and encourage residents and businesses to adopt successful initiatives.  

Waste Prevention Tips for Residents

The City of Newton can promote residential waste prevention initiatives designed to reduce both the quantity and the toxicity of the waste stream.   The waste prevention concepts suggested below can be presented through a number of programs.  We offer one suggested approach that addresses the range of opportunities for residents to reduce their environmental impact.

Educating consumers is key to reducing the quantity of waste generated by the residents of Newton.  Newton can build an outreach campaign for residents around several themes.  For example, Newton can designate 2002 as the "Year of Waste Prevention" with a series of programs throughout the year.  Residents can read about the program in local media or on a City web site; hear about the programs from City officials and on local radio or public television; and learn about the programs from the schools, community groups, civic organizations etc.

Every two-three months Newton can introduce a new element to the waste prevention program.  The following briefly outlines one approach.

January - March 2002

Purchasing Less Packaging!

The focus can be on reducing waste by encouraging consumers to evaluate a product, not only for price and quality, but to consider how the product is packaged.  Waste prevention tips for packaging reduction include:

· Reduce packaging by purchasing food, drinks, household cleaning products, laundry detergent, shampoo and other items in the largest containers feasible.  

· Eliminate individually wrapped food items (such as cheese slices) and other foods that are sold with excess packaging.

· Avoid convenience foods such as single-serve meals.  These items are almost always over-packaged.  Consider purchasing reusable containers so that full size entries or leftovers can be stored.  Using these containers, items can be transported in bag lunches, or frozen for later use.

· Purchase unwrapped fruits and vegetables.  Individually wrapped fruits and vegetables are a relatively new offering at grocery stores.  Fruits and vegetables do not need to be packaged on a styrofoam tray and wrapped in plastic film.

· Purchase food and other products packaged in recyclable containers.  Packages that are constructed of multiple, or composite, materials are not designed for recycling.  These multiple-material packages complicate the recycling process or may even contaminate the City's recycling stream.  For example, check to see if the plastic film used to wrap glass beverage containers is recyclable in Newton or if it needs to be peeled and discarded as trash before placing the glass beverage container in the recycling bin.

· Write letters to manufacturers, advertisers, and corporate offices asking them to ensure that their product packaging is compatible with Newton's recycling program.  Tell them that you will no longer purchase their products unless the packaging components can easily be recycled.

· Ask retailers if you can leave, or return, packaging to the store for recycling when the materials can not be recycled in your community's recycling program.  If the retailer does not have a program to recycle the packaging, suggest that the retailer work with the manufacturer to develop a recycling infrastructure for the packaging components.

· Encourage retailers who offer packaging take-back or recycling programs for end-of-life products and packaging and product manufacturers who strive to ensure that their product packaging is recyclable. Let them know you appreciate their efforts and will continue to purchase their products because they are recyclable.

Newton can promote the "pack attack" program by helping residents understand what types of packaging can not be recycled.  Ask community groups, churches, clubs or other similar organizations to hold a contest asking residents to weigh and record the quantity of all product packaging they purchase and bring into their homes for one month.  Using data gathered during the contest, Newton can extrapolate citywide to develop estimates on the quantity of packaging generated by the City's residents.  Newton residents may be surprised at the outcome.  Remind residents that they paid for that packaging, brought it into their homes, opened the product, and threw the packaging into the trash.  They then paid for the packaging a second time when they paid to have the City remove their waste.

April - June

Spring Cleaning!

Toxcity Talk

· Publish a list of ingredients that residents should avoid in the products that they purchase and use in and around their homes.  Include information on household cleaners, floor strippers, paints, stains and varnishes, pest control, and vehicle maintenance products.  

· Develop a short training program and invite residents to learn about the potential harmful chemicals that are introduced into households throughout Newton.  Provide guidance for reading product labels, provide a list of chemicals targeted for elimination or reduction, and discuss alternative products and sources.  Contact manufacturers of alternative, non-toxic products to see if they are willing to donate sample products.  If a training program is not possible, construct a display that can be used at various locations around town to promote the purchase a use of less- and non-toxic products.

· Include information about gardening without harmful chemicals.

Yard Waste

· Post signs at the recycling center reminding residents how to manage yard waste.

· Encourage residents to leave grass clippings on the lawn.

· Suggest a compost pile for yard clippings and provide instructions on how to best encourage decomposition of yard waste.

Donations

Preventing items that are in good condition from becoming a waste is easy.  A variety of organizations actively seek donations of household items, clothing, sporting goods, and small appliances.  Assisted living establishments and nursing homes may be interested in receiving donations of books, videos, and music.  Domestic violence shelters and homeless shelters may be looking for gently used furniture, office equipment, and functional vehicles to help their clients get a new start.  Animal shelters may use newspapers, worn blankets, and used bedding as bedding for animals.  Newton can promote local groups who accept donations by posting signs at the recycling center, adding a display ad on a City web site, and by sending notices to clubs and organizations to raise the awareness of the waste prevention value of donating items that are in good condition.

The following web sites also can be promoted to assist residents in locating recipient organizations.

http://www.wastecap.org/wastecap/commodities/organics/food_donations.htm
WasteCap of Massachusetts: provides addresses of organizations accepting food donations.

http://www.zoots.com/locations/Goodwill.htm
Zoots and Goodwill Inc. provide a guide to tax deductions for donated clothing.

The value of clothing donations may be deducted as a charitable contribution on your federal income tax return using the item's fair market value. You will receive a receipt at the time of your donation; you fill in the market value of your donation. 

http://www.epa.gov/region1/steward/reuse/consumer.html
US Environmental Protection Agency, Region 1 web site links residents seeking to donate a variety of consumer goods, ranging from cars, bikes, furniture, and clothing for reuse.  Visit the site to identify the local outlets accepting donations. 

July - September

Home Improvements!

Painting

Paint and solvents are some of the most dangerous products that residents use in their homes. Newton can promote safety in the handling of paints and related products. 

· Encourage residents to use latex paint whenever possible and avoid oil-based paints.

· Work with homeowners to ensure they are purchasing the correct quantity of paint needed to complete the job.

· Recommend shopping at a paint store that can mix paint using a computer.  Suggest residents ask if paint can be returned and re-mixed until the color is correct.

· Ensure adequate ventilation by opening windows and doors and using a fan. 

· Identify and promote locations that accept good, leftover latex paint for recycling.

· Recycle empty paint cans.

Construction and Renovation Debris 

· Remind residents through newspaper articles, radio announcements, posters, and bulletin boards at retailers of home improvement products of the proper removal and disposal practices for construction and demolition debris.

· Identify organizations that accept deconstruction materials as donations.  Often groups will take kitchen and bathroom cabinets, doors, windows, carpeting, and fixtures for reuse.

Recycled content and Energy Efficient Products
· Recommend installing carpeting and/or rubber floor covering with recycled content.

· Request residents purchase appliances and lighting that is energy efficient and meets the USEPA Energy Star specifications.

· Identify local retailers who sell recycled content products and energy efficient appliances.

· Select products with the longest warranty.  Longer warranty periods indicate a manufacturer's confidence in the durability of their product.

October - December

Focus on Paper!
· Encourage residents to notify retailers and request that their names be deleted from mailing lists before holiday catalogs are mailed.

· Share catalogs with friends and neighbors.

· Go to the library or go on-line to read magazines and newspapers.

· Request that free publications not be delivered to your address.

· Stop junk mail.  Access these web sites to help stop unwanted direct mail: http://www.obviously.com/junkmail/
http://www.stopjunk.com/
http://www.junkbusters.com/ht/en/declare.html
· Read newspapers and other periodicals online.

· Encourage holiday shopping online.

· Suggest making holiday cards and gift wrap instead of buying cards and wrapping paper.

· Suggest sending electronic holiday greetings.

· Maximize paper recycling.

Annual Award and Recognition Program
City departments and public schools that implement and report on successful waste prevention practices deserve to be recognized in a public forum.  Annual award(s) presented by the Mayor and the City's Waste Prevention Manager will serve to celebrate the City's success and the success of the staff in departments that reduce the quantity and toxicity of the waste.

The City of Newton can consider the following:

· Hold a contest to name the City's waste prevention program and its award(s).

· Invite the press to tour the successful departments and see the successful programs.

· Provide awards to students who lead successful waste prevention programs in their schools.

· Recognize the department that achieves the greatest reduction in waste and toxicity.

· Recognize the department that implements the most innovative waste prevention initiative.

· Invite businesses to submit waste prevention case studies and recognize successful participating businesses.

· Select and recognize residents who offer the best waste prevention suggestions via the web site.

Other Outreach Opportunities

The City of Newton's Waste Prevention Manager can consider the following:

· Issue press releases and provide progress reports on City efforts.

· Write feature articles and submit to local press and other relevant publications describing the City of Newton's successful waste prevention programs.

· Speak at meetings of civic organizations, parent teacher organizations, school board, town meetings, and to business organizations such as the Chamber of Commerce.

· Disseminate the City's Annual Waste Prevention Report.

Summary
The City of Newton can develop a list of action items based on the elements of the outreach campaign.  It is important to ensure a clear understanding of the program by City personnel, local media, educators, residents and businesses.  Participants who understand and appreciate the purpose of the waste prevention program and its goals will promote its success.  Defining the program is the foundation of the outreach program and will serve as the platform for any outreach effort that follows. The, once the City sets aside funding and provides the Waste Prevention Manager or the designated spokesperson the tools necessary to design and implement a successful outreach campaign, the momentum can build for effective waste prevention throughout Newton.

Preventing waste is not only good for our environment - it will save the City's residents money over the long run and free up current funds allowing enhanced services and improved programs in the public schools.

SECTION 6: WASTE PREVENTION RESOURCES

http://www.massdfa.org/ipm_resources_schools.htm – the School IPM Resources web page of the Mass. Pesticide Bureau:

www.bostonbmrc.org - Building Materials Resource Center, a nonprofit building materials re-use project accepts donations of good quality used and surplus building materials and distributes them, for a modest fee, to low and moderate-income homeowners and nonprofit organizations, schools, and churches. The BMRC also offers homeowner support services, including home improvement classes, in-home consults, and a do-it-yourself window repair shop. 

http://hydra.gsa.gov/planetgsa/resources/greenroom.htm – How To Set Up A "Green Room". This site offers guidance for offices and individuals that accumulate new and used office supplies they no longer have a use for but that can be used by someone else. These supplies are placed in the "Green Room" for redistribution. The "Green Room" should be the first source when additional supplies are requested.

http://www.metrokc.gov/environ.htm - King County, Washington's web site offers waste prevention and recycling information including packaging reduction initiatives.

http://www.state.ma.us/dep/recycle/recycle.htm- The Commonwealth of Massachusetts Department of Environmental Protection web site provides waste prevention and recycling information targeted to cities and towns.

http://wrrc.p2pays.org - Waste Reduction Resource Center offers technical manuals for preventing waste for government operations including offices, transportation, construction and demolition and vehicle repair.  It is a resource developed by USEPA.

http://www.moea.state.mn.us/campaign/index.html  - Minnesota Office of Environmental Assistance's waste prevention web site offers ideas to reduce office paper use and tips on purchasing environmentally preferable products.

www.stopwaste.org - Alameda County Waste Management Authority and Alameda County Source Reduction and Recycling Board's waste reduction and recycling web site.

www.nycwasteless.com/citysense - New York City Agencies' waste prevention site provides waste prevention tips and case studies.

http://es.epa.gov - Enviro$en$e includes links to the Joint Service Pollution Prevention Technical Library and the Pollution Prevention Roundtable.  It offers solutions to a wide range of environmental questions.

http://www.epa.gov/wastewise/wastepre.htm - USEPA WasteWi$e program provides information and assistance in setting up a waste prevention program.

http://enviro.nfesc.navy.mil/p2library - Joint Services Pollution Prevention Technical Library is a Department of Defense site providing information on less toxic substitutes for a variety of uses. 
www.westp2net.org/Janitorial/jp4.htm - The Janitorial Products Pollution Prevention Project - Provides information for janitors about the products and chemicals used to clean and maintain offices and other facilities.

Indoor Air Quality Tools for Schools – an easy-to-use kit that shows you how to carry out a practical indoor air action plan at little or no cost using common-sense activities and

in-house staff.  Published by the U.S. Environmental Protection Agency.

May be ordered from: Superintendent of Documents, P.O. Box 371954,

Pittsburgh, PA  15250-7954, or call (202) 512-1800.

Cleaning Products Pilot Project - In 1997, USEPA and the General Services Administration (GSA) published the results of its efforts to perform a comparative risk management assessment of 19 cleaning products.  This document is available from the Pollution Prevention Information Clearinghouse at (202) 260-1023.  Ask for EPA 742-R-97-002.  Or, contact the Environmentally Preferable Purchasing Program via fax at (202) 260-0178 or e-mail goidel.eunsook@epamail.epa.gov.

US General Services Administration, Commercial Cleaning Supplies Catalog, (800) 241-7246.  The catalog contains a section on biodegradable cleaners and degreasers and a matrix that provides information on seven environmental attributes including: skin irritation, food chain exposure, air pollution potential, fragrance, dyes, reduced or recyclable packaging and features to minimize exposure to concentrate.

http://www.epa.gov/epaoswer/non-hw/reduce/wstewise/id-motor.htm - USEPA provides targeted information for vehicle maintenance activities.

EPP RESOURCES

The City of Newton can access a significant number of resources and consider developing its environmentally preferable purchasing program based on the successes of other entities pursuing the purchase of goods and services with a reduced impact on the environment.

State and Local Government Resources

Commonwealth of Massachusetts Environmentally Preferable Purchasing Program

www.state/ma.us/osd/enviro.htm

www.magnet.state.ma.us/osd/enviro/products.htm

Includes state contracts for environmental products, reports on state agency pilot projects with various recycled products, and a description of Massachusetts' efforts to increase the purchase of environmentally preferable products through training and outreach. 

Comprehensive Procurement Guideline

www.epa.gov/epaoswer/non-hw/procure
Recovered materials advisory notices for the recycled products designated by USEPA.

Alameda County Waste Management Authority

www.stopwaste.org

At this site, the user may download or order free publications from Alameda County, California, including the Resourceful Purchasing Manual and the Sustainable Building Guidelines. 

California Integrated Waste Management Board

www.ciwmb.ca.gov

Includes a description of the state’s Buy Recycled Program and a database of recycled content products.

City of Santa Monica

www.ci.santa-monica.ca.us/environment/policy

Learn about Santa Monica’s innovative Sustainable City Program. This site includes the City’s policies, program descriptions, environmental purchasing criteria for janitorial products, and their integrated pest management system.

Janitorial Products Pollution Prevention Project

www.westp2net.org/Janitorial/jp4.htm

Information, fact sheets, product sample kits, purchasing specifications and other outreach materials to advise users on the health, safety, and environmental consequences of their janitorial product choices.

King County, Washington

www.metrokc.gov/procure/green/

Resources from King County, Washington’s Green Purchasing program include a policy statement, bid and contract specifications for recycled and waste preventing products and descriptions of staff experiences in using these products. Specifications, products and vendors for green construction projects, including paints, are available at http://dnr.metrokc.gov/market/map/index.htm.
Local Government Environmental Assistance Network

www.lgean.org:80/html/p2-6.cfm

A forum and clearinghouse of environmental information for local government, including purchasing practices that support pollution prevention.

State of Minnesota

www.moea.state.mn.us/lc/purchasing/index.cfm
Minnesota’s EPP site includes advice on establishing environmental criteria and examples of model programs as well as access to The Environmentally Preferable Purchasing Guide. This easy-to-use reference tool for 30 "green" products includes less toxic cleaners, refurbished furniture, and water-efficient bathroom fixtures, as well as case studies of product use and sample specifications.

National Association of Counties

www.naco.org/programs/environ/purchase.cfm

Obtain the NACO EPP starter kit. It includes program implementation strategies, case studies and a resource list.

National Association of State Purchasing Officials

www.naspo.org

Includes a searchable database of contract specifications for recovered content products.

New York CitySen$e Project

http://www.nycwasteless.com/citysense/index.htm

Learn how New York City Agencies successfully reduced waste and access City-specific environmentally preferable purchasing guidance through the NYCitySen$e program, sponsored by the Department of Sanitation, the Mayor’s Office of Operations, and the New York State Energy Research and Development Authority. 

Pacific Northwest Pollution Prevention Resource Center (PPRC)

http://www.pprc.org/pprc/pubs/topics/envpurch.html

Applicable to the entire United States, this site provides information that can assist in identifying "green" products, setting up an environmental purchasing program, general and specific resources that are available to purchasers, guides for locating green products, and examples of procurement programs.

Pennsylvania Resources Council Buyer’s Guide to Recycled Products

http://www.prc.org/guide/prodindx.htm


Co-sponsored by the Pennsylvania Department of Environmental Protection, this site offers an easy-to-access list of recycled products and an alphabetical list of product manufacturers.

Defense Logistics Agency

www.dscr.dla.mil/catalogs/catalog.htm

Source for the Environmentally Preferred Products and Energy Efficient Lighting Catalogs which list those items (out of the more than 7 million cataloged in the Federal Logistics Information System) that have been evaluated and determined to be environmentally preferred over other, similar products. These environmentally preferable products have passed the rigid certifying requirements of either the Department of Energy (DOE), USEPA or other certifying agencies. 

ENERGY STAR®
http://www.epa.gov/appdstar/purchasing/

The ENERGY STAR® purchasing website offers product information and tools to enhance energy efficiency, including savings calculators and drop-in specifications for 21 energy efficient products.

Government Services Administration (GSA)

www.fss.gsa.gov/environ/
Learn about the Federal Supply Service’s environmental programs and access the Environmental Products Guide to help you choose more environmentally preferable alternative products.

Office of the Federal Environmental Executive

www.ofee.gov

Information on the latest Federal government efforts to implement recycled content and environmentally preferable purchasing among federal agencies.

USEPA Environmentally Preferable Purchasing Program

www.epa.gov/opptintr/epp

EPA’s Environmentally Preferable Purchasing site offers guidance, descriptions of pilot projects, success stories, and access to the latest program updates including a searchable EPP Contracts and Standards Database. It also features an EPP Promising Practices Guide, an online source for green purchasing tips, strategies, success stories, and the multimedia EPP training tool. 

Green Order

http://greenorder.com

A directory of product manufacturers and distributors tailored to the needs of institutional purchasers, especially government buyers. Offers recycled content, energy efficient biobased and environmentally preferable products. 

GreenSeal

www.greenseal.org

Non-profit organization that provides independent certification of the environmental attributes of various product categories. This website includes search capability for their products database and allows access to the product standards used for certification.

National Electrical Manufacturers Association

  GOTOBUTTON BM_2_ www.nema.org\lamprecycle
Information on fluorescent lamp recycling.

Northwest Product Stewardship Council

http://www.govlink.org/nwpsc

Access the Guide to Environmentally Preferable Computer Purchasing to learn more about environmentally preferable products and additional resources for model criteria and contracts.

ES-1 Newton Recycling Program: 





Curbside Pick-up


Mixed paper


All plastic containers, 1-7; except expanded polystyrene


All glass bottles & jars, including caps & lids


Metal cans, including paint & aerosol containers


Beverage cartons including aseptics


Mixed paper


Corrugated cardboard (waxed/non-waxed)


Refrigerators & air conditioners  (special pick-up)


Leaves and yard waste





Recycling Depot Commodities


Used oil


Universal wastes (e.g., fluorescent lamps, mercury thermometers, thermostats, switches, batteries


CRTs & televisions


White goods


Lead acid batteries


Scrap metal


Paint


Textiles


Books


Leaves & yard waste
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