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
	Inform all of your staff, volunteers and waste contractors that you are a waste-accountable event & ask them to assist in making sure the recycling is kept separated from the rubbish.
	 FORMCHECKBOX 

	
[Insert Name]
	[Insert Date]

	
	Encourage stallholders to use recyclable or compostable packaging & reduce packaging. Ask them not to bring polystyrene. This is not recyclable & often ends up contaminating your recycling stream.
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Send the stallholder information sheet out to vendors explaining the types of packaging we require them to bring
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
Setting up bin systems that work


	
	
	
	

	
	Provide recycling/waste management crews with the appropriate information in writing e.g. Bin placement guidelines, bins are to be checked during and on completion of the event, recyclables are to be taken to recycling location.
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Book bin caps.
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Organise for the provision of recycling bins at the event and the removal of the recycling from the event to a recycling facility (e.g. Council MRF, Visy, SKM).
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Organise for the provision of rubbish bins at the event and the removal of rubbish generated at the event to a landfill or transfer station.
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Make sure recycling bins ALWAYS have a rubbish bin beside them to help avoid contamination 
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Arrange wheelie bins for front of house: Recycling stream(s) for patrons (e.g. Paper/Cardboard/Bottles, Food Waste)
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Arrange wheelie bins for back of house and recycling stream(s) for stall holders (e.g. Bottles/Cans/Paper/Cardboard, Food Waste) 
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Setup system of storage of waste until transported to recycler (e.g. use bins, skips, compactors)


	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
Promoting Your System
	Promote the Sustainable Event Practice to event goers.
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Make announcements to inform the patrons that you are waste-accountable & ask them to put the right thing in the right bin.
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
Monitoring and Reporting
	Look in the bins at the end of the event and use the bin inspection form to record information for your final report.
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]

	
	Create a final report for your waste management practices and review for next event – what worked / what didn’t.
	 FORMCHECKBOX 

	[Insert Name]
	[Insert Date]


	This document has been created with the assistance of Sustainability Victoria's former Waste Wise  Events Program (2004-2009) and Victoria's Regional Waste Management Groups 
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