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Carton Recycling
in Schools
Helpful Materials
We’ve provided some of the materials from the Carton Recycling in Schools PDF in Microsoft Word and Microsoft Excel formats for ease of use. This document contains the following materials:
· Letter to Non-Participating Recycler

· Early Memo to Staff 

· Early Memo to Staff (Spanish) 

· Carton Council Report Sheet
The Excel document, “Carton Recycling Wkshts.xls” contains the following materials:
· Potential Impact Estimator

· Recycling Impact Calculator

For updates, additional tools, and contact information go to: www.RecycleCartons.com/schoolsrecyclecartons . 
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   Letter to Non-Participating Recycler

Although carton-recycling service is improving every day, some recyclers still don’t collect cartons. If yours doesn’t, you can send a letter like the one below to encourage them to accept cartons. Even if you find an alternate provider, your letter may persuade the recycler to provide better service. Try to get the name of the appropriate contact at the company; it will make your letter more persuasive. The most effective letters come from principals and district administrators.

(On school letterhead)
Ronald Recykler

General Manager

ABC Waste Hauling Services

123 Recycle Road

Verona, Wisconsin   53593

September 1, 2010

Dear Mr. Recykler:

My name is Susan Green. I’m the principal at Kartin Elementary, Verona’s largest K-8 grade school. I was sorry to hear that ABC does not include cartons in their recycling services and am writing to ask that your company consider collecting them. 

Our school is pursuing carton recycling because we seek to reduce our environmental impact and to teach our students to recycle all materials that are labeled as recyclable. We prefer cartons because they’re made primarily of a renewable resource (paper), as well as for other reasons.

Although the infrastructure for carton recycling may have been inconsistent in the past, I am told it is now much improved. Paper packaging companies have set up a program to support haulers and sorters who collect cartons. For more information, please contact Jeff Fielkow at jeff@recyclecartons.com.

In the event that you expand your services to include cartons, please let us know. I can be contacted by phone at (608) 123-4567, or by e-mail at sgreen@kartinelementary.edu.

Environmentally yours,
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Susan Green


Principal

Kartin Elementary School
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Early Memo to Staff 
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Use a memo similar to the one below to communicate the program to school personnel. 

It should come from the principal and be sent out after you’ve lined up recycling 
service and established a rough timeline for launching the program.

To: 
All faculty and staff

From: 
Principal [insert name]
Date: 
[insert date]
Re: 
New carton-recycling program

I’m pleased to announce that in [expected month of launch] of this year, [school name] will launch a cafeteria carton-recycling program. At [lunchtime]/[breakfast and lunch], students’ milk cartons and juice cartons will be collected separately from other meal waste. The program will help us to reduce our school’s environmental impact and it will help our students to develop good recycling habits!

I invite all staff to consider joining our Carton Recycling Committee. We could use your help and expertise with a variety of tasks, including planning, communicating, coordinating, and making sure that all goes smoothly once the program begins.

Teachers, there will be plenty of opportunities for classroom integration, particularly with science, social studies, math, and art.

Custodians, we’ll need you to work with the Carton Recycling Committee to obtain needed materials (like recycling cans and buckets) and—once the program is in effect—to arrange and position disposal stations and empty excess-liquid buckets as needed. [If recycler requires that cartons be bagged:] You will also need to poke small holes in the tops of bags with cartons.

Stay tuned for updates as we approach the launch date. With your help, [school name] will soon be a greener place to work and learn!



Early Memo to Staff (Spanish) 


Many schools employ custodians who do not read well in English. Use this version of the 
memo to reach out to Spanish-speaking staff. It should come from the principal and be sent 
out after you’ve lined up recycling service and established a rough timeline for launching the program. We also recommend working with maintenance staff in person to ensure clear communication.

Para: 
Facultad y personal

De: 
Principal [insert name]
Fecha: 
[insert date]
Re: 
Nuevo programa del reciclaje de cartones

Me da mucho gusto anunciar que, en [expected month of launch] de este año, [school name] lanzará un programa para la cafetería que tiene como meta el reciclaje de los cartones de bebida. A la hora [del almuerzo]/[del desayuno y la del almuerzo], los cartones de la leche y los del jugo se recogerán aparte de la demás basura. El programa nos ayudará a mejorar nuestro perfil ambiental y ayudará a nuestros estudiantes a desarrollar hábitos buenos con respecto al reciclaje.

Invito a todo el personal a considerar el unirse a nuestro Comité del Reciclaje de Cartones. Sería valiosa su ayuda y competencia con varias tareas, incluyendo a la planificación, la comunicación, la coordinación, y la participación en la cafetería, una vez que se lance el programa.

Maestros, habrá bastante oportunidad de integrar el programa con actividades y lecciones de clase, especialmente con la ciencia, los estudios sociales, la matemática y el arte.

Conserjes, necesitaremos que trabajen con el Comité para conseguir materiales (por ejemplo, tarros de reciclaje y baldes) y—ya que el programa esté en efecto—que arreglen las estaciones de basura y que vacíen los baldes que contienen líquidos. [If recycler requires that cartons be bagged:] También habrá que abrirle huecos a las bolsas con cartones en la parte de arriba.

Los mantendremos al tanto en los días que vienen. Con su ayuda, [school name] pronto será un lugar más ecológico para trabajar y para aprender!



Carton Council Reporting Sheet
We want to hear about your carton-recycling results! Use this sheet to report them to us. You can print it and scan it, or simply fill it out and email it to us. Just fill in the text boxes contained within the green boxes in the right-hand column. Save your completed form and email it to src@recyclecartons.com. 
Carton Recycling Audit Results
1.  How many enrolled students eat lunch at your school?

2.  How many milk cartons were distributed on your audit day?


3.  How many juice cartons did students bring on your audit day?


4.  Add boxes 2 and 3 for your Total Carton Usage.


5.  How many milks cartons were collected on your audit day?

6.  How many juice cartons were collected on audit day?


7. Add boxes 5 and 6 for your Total Carton Collection.

Information & Comments

List your school’s name, district, city or town, and state.

_____________________________________________________________________

Please share your recycling program experiences and tips for other schools. (Add as many pages as you need!)
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