Waste Wise Event Action Plan

	Event Name:
	[Insert Name]

	Date(s) of Event:
	[Insert Date]

	Venue:
	[Insert Venue]

	Estimated Attendance:
	[Insert Estimated Attendance]


	Goals
	Actions
	
	Person(s) Responsible
	Status / Timing

	Getting Commitment and/or improving on last year
	Achieve a [XX]% recycling rate for recyclables (i.e.% of recyclables sent off for recycling instead of to landfill).
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Achieve below [XX]% contamination in the recycling bins.
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Introduce food composting to the event.
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
Setting up bin systems that work


	Bins
	
	
	

	
	Find provider for bins for general waste and recycling
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Find provider who will collect the waste and recycling
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Find out where waste will be transported to
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Determine number of bins required
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Waste Streams
	
	
	

	
	Provide the following streams for patrons: General Waste, Commingle, Food Scraps, Paper and cardboard
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Provide the following streams for stallholders & staff areas: General Waste, Commingle, Food Scraps, Paper and cardboard
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Put in measures to ensure stallholders comply with your waste requirements

[Provide clear advice to vendors on their obligations. Stallholders can be required to pay a waste/clean up bond, repayable when satisfied that requirements were met.]
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Position bin stations be to encourage patrons to use them correctly

[For example, position the bins as stations, always place general waste bins side by side with recycling bins. Never place recycle bins alone, do not place them back to back or facing away from each other.]
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Create a plan for where recycling and rubbish bins will be located to reduce littering and overflowing

[For example, position the bins in areas of high traffic 
and usage e.g. neat food stalls, busy walkways, exit/entry points, toilets/shower blocks and in main seating and activity areas. Also, written timetable for emptying bins, bin monitoring etc) 
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Bin Caps
	
	
	

	
	Determine the number of bin caps required
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Determine where bin caps be sourced from
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Determine processes before bin caps are returned

[For example, bin caps collected & cleaned prior to 
collection or drop off]
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Cigarette Butts
	
	
	

	
	Install butt bin infrastructure at strategic locations
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Provide smokers with free personal ashtrays (These are best distributed upon entry / when wrist banding / at bars.
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]


	
Green Purchasing, Minimising and Recycling Packaging
	Provide incentives for stallholders to use environmentally friendly packaging options

[for example, make it a contractual expectation, send out Purchasing Environmentally document from the MWMG, refer stallholders to SLF Planner Directory, provide information]
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Provide incentives for stallholders to maximise their recycling

[For example, set up separate bins for stallholder waste and recycling. Provide compost facilities for back of house, consider using Wash Against Waste Trailer]
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Inform stallholders/caterers of plans to introduce recyclable packaging policy at future events

[For example, newsletters, send outs]
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Have extra bin infrastructure arranged for back of house cardboard disposal

[For example, extra skips are often required specifically for stallholders]
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
Promoting Your System
	Raise awareness to patrons and staff that the event is waste-accountable
[For example, promotions of the event waste system will be placed on posters, websites and newsletters]
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Position any banners to gain maximum exposure

[For example, entry/exit points]
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Frequently remind patrons to dispose of their recyclables and waste correctly

[For example, check signage is on all bin caps, regular announcements over the PA system, posters, volunteers etc.]
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
Monitoring and Reporting
	Have measures to estimate waste stream volumes & contamination levels

[For example, waste audits will be conducted by event organiser. You can visually assess a sample of the bins – you don’t need to look in every one!]
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Contract your waste contractor to provide data and/or a report on waste volumes, issues and areas for improvement

Produce an internal and/or public report on your waste management

[This is a good way of monitoring your progress]
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]
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