MEMO

To:

From:

Date:

Re:
SCHOOL RECYCLING PROGRAM
Everyone in our school, including the office team, custodians, food service personnel, teachers, and students, has a role in our community’s award-winning recycling program. Participation brings environmental benefits and instills a sense of community in our students. 


The following items must be separated from trash and recycled:


PAPER:

	· White paper
	· Junk mail
	· Corrugated cardboard

	· Colored paper
	· Magazines
	· Paperboard 

	· Newspapers
	· Catalogues
	· Envelopes



* Paper with staples or paper clips, and envelopes with plastic windows ARE recyclable.

* Carbon paper, paper plates, napkins, tissues, paper cups, Styrofoam, food / candy
wrappers, and tissue paper are NOT recyclable.


CONTAINERS:

· PLASTIC bottles 
· METAL food and beverage cans
· GLASS food and beverage bottles/jars (any color)
· ASEPTIC containers (drink boxes, soy milk boxes, soup containers, etc.)
Teachers, please make sure your classroom has a Blue Bin for paper recycling, placed right NEXT to your trash can. If you need a Blue Bin for your classroom, contact Head Custodian, _________________ , at ______________. 
Recycling is a school-wide activity, not just something that happens in the classroom. All administrative work areas, including offices, copy rooms and mail rooms need a paper recycling container. Cafeteria, food preparation areas and the teacher’s lounge should recycle plastic bottles, metal food and beverage cans, glass food and beverage bottles / jars, gable-top juice containers, corrugated cardboard and paperboard.  
The success of our school’s recycling program depends on a commitment from each of us – faculty, staff, and students. Your suggestions concerning the recycling program are welcome. Please contact ____________________ with feedback. 
Thank you!
