
SETTING UP WASTE SORTING STATIONS 
IN THREE EASY STEPS

STEP 1: ASSESS YOUR NEEDS
Review your material flow to determine where waste is generated, including kitchen, customer areas, and 
communal disposal areas, and note in the table below the number of containers you have or need. You will 
want a set of three clearly labeled containers at each station—recycling, organics, and garbage. No “solo” 
containers! When finished, total up the number of containers and sorting posters needed.

Need assistance?
Visit www.GreenWaste.com or call (831) 426-2711 and ask for an Outreach Coordinator. 

State law requires businesses 
to keep recyclables and organic 
materials out of the garbage. 

This hands-on worksheet will walk 
you through the steps to set up 
well-planned waste sorting stations.

 

  Location
   (e.g. kitchen areas, breakrooms, customer
   serving areas, offices, communal areas)
  
  0 

Have Have HaveNeed Need Need

 Example: kitchen prep area 0 0 1 1 1 

Total Containers
Total Signs Needed (one per 
container) Total all “have” + “need” containers

Recycling Carts/Bins Organics Carts/Bins Garbage Carts/Bins

®



Need assistance?
Visit www.GreenWaste.com or call (831) 426-2711 and ask for an Outreach Coordinator. 

STEP 2: GATHER YOUR MATERIALS
     

Indoor Containers (three per station)
Review the containers you noted as “needed” in Step 
1 and determine what sizes and types of containers to 
purchase for each waste sorting station. Color-coded 
containers are always best.

Choosing the Right Container Liners
Accepted container liners vary based on material 
stream. Call (831) 426-2711 for a recommendation 
on accepted liners in your area’s recycling program. 
Better yet, reduce waste by going bagless!

Sorting Posters (three per station)
For waste sorting stations in front of a wall, post 
sorting posters at eye-level above each container. 
Posters should include photos that reflect the 
materials generated at that location. You may want 
different signs for different areas.

Customize your own posters or call (831) 426-2711 to 
request a poster from GreenWaste Recovery.

Outdoor Containers (three per area)
Review the containers you noted as “needed” in 
Step 1 and determine what sizes and types of 
containers to order through GreenWaste Recovery 
for your enclosure area. Containers are color-coded, 
and signage is provided upon delivery.
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YES

Coffee & Filters: 
Coffee grounds, paper coffee filters

Café & Filtros:
Granos de café, filtros de café de papel, 

Dairy & Cooked 
Meats: 

Fish, shellfish and shells, cooked meat, cheese, 
poultry, bones, eggshells

Lácteos & 
Carne Cocinada:

Pescado, mariscos y conchas, 
carne cocinada, quesos, 
carnes de ave, huesos, 

cáscaras de huevo

Grains:
Bread, rice, pasta, beans, flour

Granos:
Pan, arroz, pasta, frijoles, harina

Yard Trimmings:
Branches, flax, flowers, grass clippings, hay, landscape 

vegetation, leaves, plant trimmings, sawdust, shrubs, small 
prunings, small stumps, tree trimmings

Recortes de Jardín:
Ramas, linaza, flores, recortes de césped, heno, vegetación 

de paisaje,hojas, recortes de plantas, serrín, arbustos, 
pequeñas podas, pequeñas tocones, recortes de árboles

Fruits & Vegetables: 
Whole or cut fruits and vegetables, peels, scraps, seeds, 

pulp, stems

Frutas & Verduras:
Frutas y verduras enteras o picadas, cascaras, trozos, 

semillas, pulpa, racimos

Compostable 
Food Wares: 

(Must be certified “Compostable” by BPI-
Certified and CMA-W) Bowls, cups, plates, 

cutlery, bags, packaging

Productos de comida 
compostables:

(Deben estar certificados como "Compostables" 
por BPI-Certified y CMA-W) Tazones, tazas, 

platos, cubiertos, bolsas, envases 

Please place all items in the cart or bin.
Por favor coloque todos los artículos en el bote o contenedor.

*For more information about certified compostable 
products visit www.products.bpiworld.com

*Para más información acerca de los productos 
compostables certificados visite 
www.products.bpiworld.com

Place all non-food waste items in the proper containers.
Por favor coloque todos los artículos que no sean compostables en sus 

contenedores apropiados.

These items are considered Hazardous Waste. Please call 
831.454.2606 or visit www.santacruzcountyrecycles.org for disposal.

Estos artículos se consideran Residuos Peligrosos; por favor llame al 
831.454.2606 o visite www.santacruzcountyrecycles.org para su eliminación.

NO
Keep these items out of your 

compostable cart or bin

Se prohibe estos articulos 
dentro de el carrito 

o desechos de comida

ORGANICS

|ORGANICS   ORGANICOS

YES

|GARBAGE  B ASURA

Fabrics & Textiles: 
All fabric types, boots and shoes, cloth diapers, clothing accessories, 

electric blankets, carpets and rugs

Telas y Textiles:
Todo tipo de telas, botas y zapatos, pañales de tela, accesorios de ropa, 

cobijas eléctricas, alfombras y tapetes

Glass:
Ceramics, cookware, mirrors, incandescent light bulbs

Vidrio:
Cerámica, utensilios de cocina, espejos

Plastic & Styrofoam: 
Audio/video tapes, black plastics, chip bags, straws, credit cards, toothpaste and 

ointment tubes, tarps, rubber bands, utensils, webbing/mesh, juice pouches, 
Styrofoam including: cups, plates, blocks and peanuts, egg cartons, meat trays, 

take-out containers

Plástico y Espuma de Poliestireno: 
Plástico negro, cintas de video, bolsas de papitas, popotes, tarjetas de credito, ganchos de 
ropa,  pasta de dientes y tubos de ungüentos, lonas o carpas, ligas, utensilios, tazas y tapas 
de café, bolsas de jugo, pañales sucios, artículos de espuma de poliestireno: Vasos, platos, 

embalaje de cubos, cartones de huevos, bandejas de carne, contenedor para llevar 

Paper: 
Food-soiled cardboard and paper, dirty newspaper, carbon paper, 

paper towels and napkins, toilet paper and tissue, stickers

Papel:
Cartón y papel manchados de comida, libros de portada dura, toallas de papel 

y servilletas, papel higiénico, calcomanías 

Organics: 
Painted wood, ivy, palm fronds, poison oak, pet waste, raw meat, tea 

bags, ashes (cold)

Recortes de Jardín: 
Madera pintada, arbustos de hiedra, hojas de palma, roble venenoso, desechos 

de mascotas, carne cruda, bolsitas de té, cenizas (frío)
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Please place trash in the garbage cart or bin.
Por favor, coloque la basura en el contenedor o bote de basura.

Please call 831.454.2606 or visit www.santacruzcountyrecycles.org for disposal. Estos artículos se consideran Residuos Peligrosos; por favor llame al 831.454.2606 o visite www.santacruzcountyrecycles.org para su eliminación.

NO FOOD
no Comida

NO yard WASTE
no basura orgánica

NO BATTERIES
no baterías 

NO RECYCLABLE MATERIAL
NO MATERIAL RECICLABLE

NO HAZARDOUS WASTE
NO RESIDUOS PELIGROSOS

NO ORGANICS

Paper:
Newspaper, colored paper, envelopes, junk mail, 

magazines/catalogs, phone books, non-metallic gift 
wrap, shredded paper (bagged), books

El Papel:
Periódico, papel de colores, sobres, correo basura, revistas 
/catálogos, guías telefónicas, papel de regalo (sin brillo), 

papel triturado (embolsado), libros

Small Electronic
Waste:

Appliances, calculators, cameras, computer mice, 
inkjet cartridges (bagged), keyboards

Desperdicios Pequeños 
Electrónicos:

Electrodomésticos, calculadoras, cámaras, ratones de 
computadora, cartuchos de tinta (en bolsas), teclados

Cardboard
Unwaxed & flattened:

Pizza boxes (clean), egg cartons, cereal boxes, 
frozen food boxes, milk/juice cartons

Cartón
Sin cera y aplanado:

Cajas de pizza (limpio), cartones de huevos, cajas 
de cereales, cajas de alimentos congeladas, 

cartones de jugo o leche

Glass:
Beverage bottles, food jars (empty, clean, lids on), 

dish ware (non-ceramic)

Vidrio:
Botellas, frascos de comida (vacías, limpias, y con 

tapaderas), vajillas (no cerámica)

Plastic & Film Plastic:
Beverage bottles, food containers, squeeze bottles,  

coolers/ice chests, waste baskets, flower pots (no dirt), 
buckets, household cleaner containers (non-hazardous), 
prescription bottles (empty), toys, crates, coat hangers, 

pipe, hoses, CDs and DVDs, film plastics (bagged) 
including bread bags, bubble wrap, dry cleaning bags, 

shrink wrap, produce and shopping bags 

Plástico y Película 
de Plástico:

Botellas de bebidas, recipientes de comida, botellas de plástico, 
hieleras, cestas de basura, macetas (sin tierra), baldes, 

recipientes de limpiadores (no peligrosos), contenedores de 
medicinas (vacíos), juguetes, cajas, ganchos, pipas, mangueras, 
CDs y DVDs, películas plásticas (en bolsa), incluyendo bolsas de 

pan, plástico de burbujas, bolsas de lavandería, envoltura de 
comida, bolsas para productos y compras 

Please place clean and dry recyclable items un-bagged
in your recyclables cart or bin.
Por favor, coloque los artículos reciclables limpios y secos no embolsado en su 
carrito o contenedor de materiales reciclables.

YES

Metal:
Aerosol cans (empty/non-toxic), aluminum foil (clean), 

pet food cans, pots and pans, beverage and food 
containers, foil trays and pans, coat hangers, keys, 
nuts and bolts, scrap metal, screws and nails, tools, 

toys and sporting goods, utensils

Metal: 
Envases de aerosoles (vacío/no-tóxicos), aluminio (limpio), 

latas de alimentos para mascotas, ollas y sartenes, bebidas y 
recipiente de alimentos, bandejas y sartenes de aluminio, 
ganchos, llaves, tuercas y cerraduras, chatarra de metal, 

tornillos y clavos, herramientas, juguetes y artículos 
deportivos, utensilios
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NO FOOD
NO comida

NO GARBAGE 
NO BASURA

No Yard Waste
NO basura orgánica

NO BATTERIES
no baterías 

NO HAZARDOUS WASTE
NO RESIDUOS PELIGROSOS

NO LIQUIDS
NO liquidos

 |RECYCLABLES R ECICLABLES

Please call 831.454.2606 or visit www.santacruzcountyrecycles.org for disposal of Household Hazardous Waste. Por favor llame al 831.454.2606 o visite www.santacruzcountyrecycles.org para su eliminación de Residuos Peligrosos.
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Need assistance?
Visit www.GreenWaste.com or call (831) 426-2711 and ask for an Outreach Coordinator. 

STEP 3: SET UP YOUR INTERIOR SORTING STATIONS
Place containers together to create waste sorting stations at each of your disposal locations. 
See the tips below for more guidance.

Station basics Higher-end options

Same space, more bins Small spaces

Group color-coded bins and label them. 
Sorting posters should be at eye-level.

Sorting stations can be simple like on the 
left, or be integrated like the one above.

Three-bin stations don’t have to occupy 
more space than your previous one- or 
two-bin stations. Both setups above 
have roughly the same footprint.

Slim bins work great for narrow 
breakrooms, and hanging side caddies 
are perfect for office spaces.

 BEFORE  AFTER
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Need assistance?
Visit www.GreenWaste.com or call (831) 426-2711 and ask for an Outreach Coordinator. 

TRAINING
You are now ready to launch 
your new (or improved) recycling 
program! 

Training your staff, custodians, and 
maintenance personnel to use your new 
waste management stations is key to your 
program’s success. 

Decide on a date, then kick-off the 
program with at least one of the activities 
below. An in-person meeting or training is 
best!

Kick-off Event   
DATE:_____________________________________ 
 
TIME:_____________________________________ 
 
LOCATION:________________________________ 
 
 __________________________________________

 __________________________________________

Kick-off Activities  
     In-person training or event

     Details emailed out

     Printed information posted and/or mailed 
   
     Other: _________________________________

     Other: _________________________________

TIP: Create a customized instruction sheet for your 
staff to show at a glance how to transfer materials 
correctly from indoor to outdoor containers. Review 
the instructions during your kick-off and post it in high 
traffic areas. 

Notes
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