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MIXED PAPER & CARDBOARD 

Recycling:
· Paper and cardboard is collected for recycling, separately from garbage, including: all white, colored, and glossy paper; any envelopes; smooth cardboard (small boxes, tubes, paper packaging); paper bags; pizza boxes (empty – no food scraps); newspapers, magazines, soft cover books, comic books, and catalogs; phone books; and corrugated cardboard (flattened boxes). 
· NOTE: Staples, paper clips, tape, or glue are acceptable. Spiral bindings, hardcover books, and soft paper (tissues, towels) are NOT acceptable. 
· At least one of the existing waste paper baskets per classroom, office, and desk or cubicle is designated for paper recycling. Paper recycling receptacles are clearly marked “Mixed Paper ONLY” or labeled with a GREEN decal from DSNY (NYC Department of Sanitation). 
· Paper recycling receptacles are left unlined or lined with a CLEAR bag, never with a black bag.
· All unused corrugated cardboard boxes are flattened, and either tied in a bundle or placed in CLEAR bags, and stored for pick-up in an area designated by the Custodian Engineer / Building Manager.

Waste reduction:
· Waste reduction efforts include double-sided printing, format changes (such as narrower margins, smaller fonts, or printing two-pages-per-sheet), and spellchecking before printing. Wherever feasible, used paper products are reused by staff, teachers, and students as scrap paper or for Arts & Crafts projects. All corrugated cardboard boxes received through deliveries are reused wherever feasible. 

BEVERAGE CARTONS, BOTTLES, CANS, METAL & FOIL
Recycling:
· The following items are collected for recycling, separately from garbage: milk & juice cartons and drink boxes; plastic bottles & jugs; glass bottles & jars; and any metal or foil items. 
· All food and beverage containers are EMPTY, and rinsed if possible, prior to being placed in the designated recycling receptacle. 
· NOTE: The following items are NOT acceptable: any plastics OTHER THAN bottles & jugs; any glass OTHER THAN bottles & jars (e.g. NO deli tubs, yogurt containers, Styrofoam, plastic toys or dinnerware; NO plate glass, mirrors, dishware, ceramics, or light bulbs).

· Sufficient recycling receptacles are designated in each cafeteria and kitchen, and other areas where these materials are generated (such as offices or common areas).These recycling receptacles are clearly marked “Bottles & Cans ONLY” or labeled with a BLUE decal from DSNY.

· These recycling receptacles are lined with a CLEAR plastic bag, never with a black bag. 

Waste reduction:
· Wherever feasible, used plastics, bottles, cans, foil and other metal items are repurposed or reused by staff, teachers and students for Arts & Crafts or other projects.

E-WASTE
· Disposal and recycling of owned computer and multifunctional machines is done through the PCS (Personal Computer Services) contract where the vendors (ASI or Dell) are responsible for proper disposal of broken or obsolete DOE equipment (PCs, laptops, printers, servers and monitors) as well as updating of DOE inventory databases.  Each school is responsible from contacting its current specific vendor (ASI or Dell) regardless of the brand name of the equipment being disposed or recycled.  

· For BASIC plan subscribers, schools may dispose of their obsolete equipment twice a year (October and April) and must have at least 20 pieces for disposal.  STANDARD plan subscribers may dispose their obsolete equipment at any time during the year as long as they have a minimum of 20 pieces.

ALL TEACHERS & STAFF WILL:
· Follow DSNY Recycling Rules and the Chancellor's Regulation A-850.
· Follow the School Recycling Plan and promote recycling practices.
· Ensure that students are following and practicing Recycling Rules.
CUSTODIAN ENGINEER WILL ENSURE:
· School’s compliance with Local Law 19, DSNY Recycling Rules and the Chancellor’s Regulation A-850.

· All designated recycling receptacles are lined with a CLEAR plastic bag (Paper receptacles may be unlined); recycling receptacles are never lined with a black bag. 
· During collection from rooms, recyclable materials from smaller recycling receptacles are placed into larger CLEAR plastic bags (as needed) for DSNY pick-up. Separated recyclables are never placed in the same bag with garbage.
· The Sustainability Coordinator and Principal(s) are notified of any non-compliant rooms, areas or staff.
· All recyclables are set out in CLEAR plastics bags in the designated area for regularly scheduled DSNY pick-up. 
DOE Director of Sustainability, Ozgem Ornektekin [718-349-5487] or email OOrnektekin@schools.nyc.gov], may be contacted for assistance with custodial, Sanitation, or school concerns as related to any recycling issues. DSNY school recycling info, decals, signage, and educational materials are available at: www.nyc.gov/recycle. 
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