
     

Recycling Toolkit – Office  
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Why recycle?  

There are many reasons why we should recycle including: 

conserving resources, saving energy and business reputation. 

Waste streams to be separated: 

- General waste (non-recycling) 

- Cans & Plastic  

- Food  

- Paper 

- Glass 

- Ad hock collections: batteries, toners, IT, furniture  

Reduce & Reuse 

1. Reduce food waste - food is the heaviest waste stream and should be minimised and segregated  

2. Choose to reuse - use re-usable versions of items such as packaging, cups, and cutlery 

3. Select products made of recycled materials - impactful changes include buying second-hand 

furniture  

Recycling  

1. Add clear signage to bins - this allows users to identify waste streams by colour 

2. Remove under desk bins - implement centralised recycling stations 

3. Segregate - ensure food, glass and paper are in separate recycling streams   

4. Clean and dry - make sure items going into recycling are clean and dry with caps on bottles 

Staff engagement 

Set up a green team - A dedicated team of staff can be very effective at increasing recycling rates and the 

overall sustainability of your workplace. It is the most effective tool to create a perception of the exception 

to recycle by the surrounding community. 

 

Setting targets and creating competitions - Setting targets and updating on progress is a great way to 

engage with staff. This doesn’t just need to be around recycling but could be to do waste reduction. 

Competitions between departments create motivation.  

 

Publishing recycling data - Regularly informing all staff of how well the business is doing is a good way to 

interest people and increase consciousness.   

 

Training - Include recycling training in staff inductions  

 

Contact us: email TCE.sustainability@eu.jll.com if you have any questions about recycling   
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