
Organizing Recycling
Events
This playbook describes the sequential steps to plan and

implement community recycling events aimed at

promoting waste reduction and recycling best practices.

Step 1: Goals Setting 

Identify the specific objectives of the recycling event, such as the

types of materials to be collected, the amount of waste to be diverted

from landfills, and the level of community engagement you aim to

achieve.

Step 2: Team Assembly 

Build a team of volunteers and appoint roles based on strengths and

abilities. Include positions for event coordination, publicity,

education, and logistics.

Step 3: Partnerships 

Establish partnerships with local government, environmental

organizations, and businesses for support, sponsorships, and to

determine a suitable location for the event.

Step 4: Logistics Planning 

Determine the logistics of the event including date, time, location,

required permits, and the setup for collection of recyclable materials.



Step 5: Marketing 

Create and distribute marketing materials such as flyers, posters, and

digital media to advertise the event to the community. Use local

newspapers, schools, and social media to spread the word.

Step 6: Educational Content 

Develop educational materials and activities to engage participants

during the event, highlighting the importance of recycling and waste

reduction.

Step 7: Resource Gathering 

Collect necessary equipment and resources such as bins, signs,

gloves, and data collection sheets for the event day.

Step 8: Volunteer Training 

Train volunteers on their specific roles for the event, including safety

procedures, material identification, and customer service.

Step 9: Final Checklist 

Review responsibilities and ensure all preparations are completed a

day before the event, including confirming volunteer attendance and

the setup of bins and signs.

Step 10: Event Execution 

Conduct the recycling event, ensuring that operations run smoothly.

Monitor recycling stations, educate participants, and manage the

overall flow of the event.



Step 11: Waste Handling 

At the end of the event, ensure that all collected materials are

properly sorted and transported to appropriate recycling facilities.

Step 12: Impact Assessment 

After the event, tally the total amount of recyclables collected and

assess the overall impact of the event based on the initial goals.

Step 13: Feedback Collection 

Gather feedback from participants and volunteers to evaluate the

event's success and areas for improvement.

Step 14: Report & Celebrate 

Compile a report detailing the outcome and achievements of the

recycling event. Share this with stakeholders and celebrate the

collective effort of the community.

General Notes

Permissions 

Ensure all necessary permissions and permits are acquired well in

advance to avoid any legal complications on the day of the event.

Weather Plan 

Have a contingency plan in place in case of inclement weather,

including possible postponement dates or indoor alternatives.



Recycling Knowledge 

It's important for the organizing team to have a good understanding

of recyclable materials and the local recycling process to effectively

educate participants.
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