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PURCHASE OF RECYCLED CONTENT PRODUCTS AND
COLLECTION OF RECYCLABLE MATERIALS

I. PURPOSE

This section establishes policy and procedures regarding the purchase of recycled content paper products and the collection of recyclable materials.
Section 34.032 RSMo requires that each department and agency shall purchase and use recycled content paper products and, to the maximum extent practicable, separate plastics, paper, metals, corrugated cardboard, cell phone and rechargeable batteries and other recyclable items.  The Office of Administration compiles the Recycling and Waste Reduction Annual Report each year for distribution to the legislature.
II. SCOPE
Department-wide
III. COLLECTION OF MIXED OFFICE PAPER
Individual recycling containers are available upon request for each employee’s desk.  Employees shall empty their individual recycling containers into the centralized recycling bins located in the general work area of that office.  Individual recycling containers may be obtained from General Services.
General Services’ staff will collect paper from the centralized recycling bins once or twice a week at the Wildwood Complex.  Employees in other DHSS facilities shall recycle paper by placing it in the recycling bin located in their building.  The recycling bins will be placed in a designated area for the recycling company to collect once a week.  Employees may contact General Services if they expect to have a large amount of recyclable paper.  A recycling bin will be made available for their use.
IV. RECYCLING – CORRUGATED CARDBOARD AND PAPERBOARD

Corrugated cardboard shall not be put in trash receptacles.  The following procedures will ensure that recyclable materials do not end up in the landfill.
Remove all packing material and place it in the trash.  Flatten boxes and mark for recycling by writing “RECYCLING” on the box or boxes.
· At 920 and 930 Wildwood, place flattened boxes next to the paper recycling bin or in the container on the docks.  Cardboard will be collected at the same time as the paper recycling.  Contact General Services if there is a lot of cardboard to be collected to expedite its removal.

· At 912 Wildwood, place the flattened boxes on the first floor in the back stairway.  It will be collected once per week.
· At the 3418 Knipp, warehouse personnel will pick up the flattened boxes during their scheduled pickup and delivery times.  Place flattened boxes on the dock in the Knipp Building.  
· There is a cardboard recycling bin inside the Warehouse.  Boxes must be flattened before being placed in the bin.  There is a cardboard recycling bin on-site to hold flattened cardboard boxes at the State Public Health Laboratory.

V. RECYCLING – CELL PHONES AND RECHARGEABLE BATTERIES
Containers for recycling Cell Phone and Rechargeable Batteries are located next to the mail bins on the 1st floor at 912 Wildwood, in the break room at 920 Wildwood, in the mailroom at 930 Wildwood and in the lobby at 3418 Knipp.  

Follow instructions on the plastic bag located in the box before placing cell phones and batteries in the recycling box.  Depleted batteries may contain a residual charge and can short-circuit if the terminals come in contact with another battery during storage and shipping.  Batteries that can be recycled include:  Lithium ion (Li-ion), Nickel Cadmium (Ni-Cd), Nickel Metal Hydride (Ni-MH) and Small Sealed Lead (Pd).
When the cell phone and rechargeable batteries recycling box is full, it will be shipped and replaced with an empty box. 

Do not put any standard batteries (AA, AAA, etc) in the recycling box since these are not recyclable.
VI. RECYCLING – PRINTER AND TONER CARTRIDGES
Toner cartridges with the exception of Lexmark brand may be taken to the dock at 920 and 930 Wildwood and 3418 Knipp.  They should be placed on the floor in the back stairwell for collection at 912 Wildwood.  New Lexmark toner cartridges should have a return label inside the box.  This label and the box should be saved so the cartridge can be sent back to the vendor for recycling.
VII. RECYCLING – PHONE BOOKS
The department recycles phone books once per year.  A phone book recycling bin will be placed in the break room at the 912, 920 and Knipp buildings, and in the mailroom down the hall from the Pine Conference room at the 930 building.  Place old phone books in the recycling bins at all other DHSS buildings.  The phone book recycling bins will be in these locations for one week after distribution of new phone books.  After that time, place the old phone books in a box next to the regular recycling bin, and it will be collected during the regular recycling efforts.
VIII. RECYCLING – BEVERAGE CONTAINERS

Beverage containers that may be recycled include aluminum cans, #1 plastic bottle (soda and water bottles) and #2 plastic (milk jugs, plastic coffee cans).  If you are unsure whether a container is recyclable, check for #1 or #2 stamped on the container.  Please note that often times a container may be recyclable but the lid for the container may not be.  For instance, a plastic coffee can is stamped with #2, but the lid is stamped #4, so the lid is not recyclable.  All containers placed in the recycling bins must be empty and should not include non-recyclable lids.
Beverage container recycling bins are located in various areas of 912, 920, and 930 Wildwood, and 3418 Knipp.  General Service staff collects beverage containers and places them on the 930 Wildwood dock

IX. COLLECTION AND PROCESSING OF RECYCLABLE MATERIALS – Outside Jefferson City
Employees at locations outside of Jefferson City may contact the DHSS Bureau of General Services at (573) 751-6040 for available recycling options in their area.
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