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Waste reduction audit guidance	
[bookmark: _GoBack]Conducting waste reduction audits on a regular basis helps identify the areas where you generate the most waste and helps to create opportunities for becoming more resource efficient. This can reduce the amount of waste we produce per year, increase the University’s recycling rate and save money through avoiding purchasing unnecessary items.

On the following pages is an audit checklist. It is designed to stimulate questions about purchasing and waste production practices. Not all questions will be applicable in your area but we’ve tried to make them as relevant to as many people as we can. Some questions may be difficult to answer without external help (e.g. can you replace your water cooler?). However, these questions are still worth asking as issues may have been overlooked. 

Most of the measures are simple, good housekeeping measures which can be implemented immediately. Other measures are low cost (e.g. purchasing cutlery, glasses or tea towels) and will involve some expenditure and/or contacting other areas of the University.

We have identified some of the key areas in each category. However if there are additional items present in your area use the blank rows to add them to the list.

1. Basic information

	Date of waste reduction audit:

	

	Team/building/area covered: 

	

	Persons conducting audit:

	







2. Plastics
Plastic is one of the most popular and useful materials of modern times. Its popularity is part of the problem: we now use about 20 times more plastic than we did 50 years ago. However, we can reduce the amount of plastic we consume by asking the following questions and taking action:

	Item
	Key questions
	Action

	

	Plastic cups
	· Can you replace these with reusable bottles for staff?
· Can you purchase glasses to use locally instead?
· Can you replace plastic cups with compostable cups?
	
	

	Plastic bags
	· Could you replace plastic bags (used as part of giveaways/events) with reusable bags?
	
	

	Plastic cutlery
	· Could you purchase cutlery for your local kitchen instead of using disposable plastic cutlery?
	
	

	Plastic packaging
	· Can you consolidate your orders to reduce the associated packaging?
· Encourage your suppliers to use less plastic packaging
· Encourage your suppliers to take back their packaging and treat it responsibly (reuse, recycle)
· Can you include reduction of plastic or take back schemes into tenders for new products?
	
	

	
	
	

	

	
	
	

	




3. Food and drink
In the UK around 15 million tonnes of food is thrown away every year. Members of the University can help reduce this by considering what they order for University catered events.

	Item

	Key questions
	Action
	

	Ordering the right amount
	· How many people will come to your event? Ensure you are not over ordering food.
	
	

	Donating to charity
	· Can you donate any unfinished food to charity?
	
	

	Coffee cups and take away containers
	· Can you use reusable instead of disposable cups?
· Can you request compostable cups and take away containers where it is not possible to use a reusable cup?

	
	

	Plastic water bottles
	· Can you request that no plastic bottles are used for the provision of water at your event?
	
	

	
	
	

	

	
	
	

	



4. Stationery
Many areas around campus have store cupboards full of stationery that they may never use. It is worth conducting an audit of the stationery you do have before buying new to ensure we do not create additional waste.

	Item
	Key questions
	Action

	

	Pens and pencils
	· Can you purchase refills for pens and pencils?
	
	

	Folders
	· Can anyone reuse unwanted folders? 
· Can you offer them to staff or students?
	
	

	Miscellaneous
	· Can you hold a stationery amnesty and offer out any unwanted items to colleagues? 
	
	

	
	

	
	

	
	
	
	






5. Paper
Reducing your paper consumption can be simple - duplex printing, paperless meetings and keeping your emails on the screen are a few ways in which you can cut your paper use in half. Review the paper you usage in your area to see what actions you can take.

	Item
	Key questions
	Action
	

	Paper
	· Can you reduce the amount of paper used for your meetings?
Ensure attendees know that information will be shared electronically and not printed.
	
	

	Paper
	· Can you reduce the amount of paper you use for your lectures?
	
	

	Printing
	· Can you print double sided or print multiple pages per sheet?
	
	

	Subscriptions

	· Can you opt out of promotional materials or printed magazine subscriptions?
	
	

	Paper towels
	· Can you switch paper towels in your staff kitchen for tea towels?
	
	

	
	
	

	

	
	
	
	





6. Laboratory
Laboratories create a lot of waste which we cannot recycle. Review your processes within your lab space to see where you can reduce waste produced.

	Item
	Key questions
	Action
	

	Paper
	· Can you reduce the amount of paper used for your lab notes?
	
	

	Plastics
	· Can you request your suppliers offer take back schemes for plastics?
	
	

	Process
	· Can you review your processes to assess whether there are further opportunities to reduce waste?
	
	

	
	
	

	

	
	
	

	



7. Awareness
Ensure your colleagues are aware of the measures they can take to ensure waste is reduced further.

	Item
	Key questions
	Action
	

	Awareness
	· Are there posters/ guidance displayed to remind people of good practice? Posters are available on the Environmental Sustainability website
	
	

	
	
	

	

	

	
	
	




When you have completed your audit let us know how you got on by sharing it on the environmental sustainability SharePoint site, contact es@manchester.ac.uk for access.
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