[image: ][image: ]Collection Transition Form



[bookmark: COLLECTION_TRANSITION_FORM][bookmark: Purpose]Purpose
[bookmark: This_document_provides_information_on_SK]This document provides information on SK program requirements outlined in the Master Services Agreement (MSA) and Curbside and Multi-family Statements of Work (SOW). It is also intended to collect all necessary elements of collection partners required Transition Plans.

[bookmark: Timing]Timing
[bookmark: The_Transition_Plan_should_cover_the_ent]The Transition Plan should cover the entire period from the SOW Effective Date, up to and including the six-month period following the Service Commencement Date (i.e. “transition date”).

[bookmark: Required_Information]Required Information
[bookmark: Please_review_each_section_to_ensure_und]Please review each section to ensure understanding of SK Program Requirements and answer the questions clearly and concisely. We are looking for Collection Partners to provide concrete details on timelines, resources, roles, responsibilities, processes and strategies to transition to the SK Recycles program.

1. [bookmark: 1._Program_Overview]Program Overview
· Community / Rural Municipality Name and number: 
· Contractor (hauler):
· Program Type: ☐ Curbside ☐ Multi-Family ☐ Both
· Planned Service Commencement Date:

2. [bookmark: 2._Collection_Model_(Current_and_Post-Tr]Collection Model (Current and Post-Transition)
· Collection stream: ☐ Single stream (all accepted materials comingled) ☐ Multi-stream (segregated accepted materials)
· Collection method: ☐ Manual ☐ Semi-automated ☐ Fully automated
· Collection frequency (e.g., weekly, bi-weekly):
· Containers provided (type, size, quantity per household/building):
· Truck type(s) used (front end, side load, etc):
· How are additional or replacement containers managed?
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Summary of curbside and multi-family requirements. Please review the MSA and SOW for all program requirements.

	Curbside Collection Requirements
· Collection will occur no more than weekly and no less frequent than biweekly
· Collection occurs on a regular schedule on the same day and as close to a consistent time as possible
· Collection containers provided to residents will provide sufficient volume to accommodate generation within the context of the collection frequency provided and shall not be a barrier to resident participation and/or PPP capture. Note that single use collection containers (such as single-use blue bags) are not permitted
· Limits are not placed on the quantity of PPP collected from residents
· Collectors will maintain sufficient staffing to answer and handle complaints and service requests in a timely manner made by all methods,
including telephone and e-mails
	Multi-Family Collection Requirements
· Collection will occur with sufficient frequency such that each multi-family building maintains sufficient capacity in its uncollected containers so as not to be a barrier to resident participation and/or PPP capture
· Collection containers provided to multi-family buildings will provide sufficient volume to accommodate collected PPP generated between collections
· Collectors will maintain sufficient staffing to answer and handle complaints and service requests in a timely manner made by all methods, including telephone and e-mails



3. [bookmark: 3._Glass_and_Flexible_Plastics_Managemen]Glass and Flexible Plastics Management
[bookmark: Curbside_and_multi-family_collectors_sho]Curbside and multi-family collectors should outline their plan for the management of glass containers and flexible plastics, ensuring these materials are not comingled with curbside collection, and directed to an approved SK Recycles depot.

· How is glass managed post-transition? ☐ SARCAN ☐ SK Recycles program segregated collection ☐ Other (describe):
· How will residents be informed to keep glass out of single-stream curbside/multi-family recycling?
· How are flexible plastics managed post-transition? ☐ SARCAN ☐ SK Recycles program segregated collection
· Other (describe):
· How will residents be informed to keep flexible plastics out of single-stream curbside/multi-family recycling?
· 
4. [bookmark: 4._Changes_to_Existing_Program_(if_appli]Changes to Existing Program (if applicable)
· Describe any anticipated changes to the current collection model (e.g., automation, routes, materials, schedule):
· Planned timing and program rollout approach:
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· How will residents be notified of the new SK Recycles program and changes?

5. [bookmark: 5.__ICI_(Institutional,_Commercial,_Indu]ICI (Institutional, Commercial, Industrial) Materials
[bookmark: SK_Recycles’_program_is_limited_to_resid]SK Recycles’ program is limited to residential Packaging and Paper Products (PPP). Material from institutional, commercial or industrial (ICI) sources is outside the program’s scope, including material from businesses, hotels, schools, student housing, hospitals, nursing homes, recreation centers, government buildings and parks.

[bookmark: Curbside_and_multi-family_collectors_tha]Curbside and multi-family collectors that collect material from ICI locations are encouraged to collect and manage this material separately from SK Recycles material. Where this is not possible or practical, ICI material can be collected on curbside and/or multi-family collection routes and delivered to the applicable receiving facility mixed with SK Recycles material only with the explicit authorization and written approval by SK Recycles. This requirement is strictly enforced.

[bookmark: If_the_collector_wishes_to_request_the_i]If the collector wishes to request the inclusion of a small number of ICI locations, the applicable details should be provided, including:

· [bookmark: •_Why_the_ICI_material_cannot_be_managed]Why the ICI material cannot be managed on a separate collection route
· [bookmark: •_The_total_number_of_ICI_locations,_inc]The total number of ICI locations, including information on each location such as organization name and address
· [bookmark: •_How_the_collector_intends_to_communica]How the collector intends to communicate and enforce all program requirements with applicable ICI locations,
including those pertaining to single-use bags, glass and contamination.
· [bookmark: •_Are_ICI_locations_currently_collected_]Are ICI locations currently collected on residential routes? ☐ Yes ☐ No
· [bookmark: •_If_yes,_how_are_these_materials_manage]If yes, how are these materials managed or kept separate?
· [bookmark: •_If_requesting_approval_to_include_spec]If requesting approval to include specific ICI locations, briefly explain why and list locations:

6. [bookmark: 6.__Contamination_Management]Contamination Management
[bookmark: Material_that_is_not_accepted_for_collec]Material that is not accepted for collection under the SK Recycles program in curbside and multi-family PPP collection programs is referred to collectively as “contamination.” Contamination, in this context, can be understood as one or more of the following:

· [bookmark: •_Material_that_is_not_packaging_or_pape]Material that is not packaging or paper products (PPP)
· [bookmark: •_Cartons/containers_with_more_than_10%_]Cartons/containers with more than 10% of non-hazardous contents remaining
· [bookmark: •_Hazardous_material_or_containers_with_]Hazardous material or containers with any hazardous contents remaining
· [bookmark: •_Material_collected_in_a_manner_that_do]Material collected in a manner that does not permit recovery (i.e. un-sortable material such as material in a tied plastic bag)
· [bookmark: •_PPP_that_is_accepted_in_the_SK_Recycle]PPP that is accepted in the SK Recycles program but only when collected at SK Recycles depots (e.g. flexible plastics and foam packaging)
· [bookmark: •_PPP_that_must_be_collected_as_a_segreg]PPP that must be collected as a segregated stream or directed to depot but has been collected comingled with other materials (e.g. glass comingled with other curbside/multi-family material)

[bookmark: The_SK_Recycles_Curbside_and_Multi-Famil]The SK Recycles Curbside and Multi-Family SOW indicate that collected PPP may not contain more than 6% by weight of not accepted materials. Loads of received PPP that contain more than 6% by weight of not accepted materials can be subject to rejection by the applicable receiving facility and can be subject to Service Level Failure Credits by SK Recycles.

· Current contamination reduction measures:
· Planned actions pre- and post-transition with timings:
· How contamination will be:
· Monitoring strategies to gauge success (contractor collection procedures, communication with administrative staff)
· Addressed with residents (e.g., “oops” tags, follow-up engagement, notices, media campaign)
· Subsequent training for collection and administrative staff on accepted vs non accepted material, specific contamination issues
· Tracking and documentation over time (lessons learned, alternate strategies)
· Enforcement strategies to ensure program requirements are being met (monitoring of inbound truck material, tagging of noncompliant material, leaving of noncompliant material behind

*Supplemental Contamination documents:

· Contamination Background Info and Remediation Tips
· Contamination Reduction and Policies and Procedures

7. [bookmark: 7._Receiving_Facility_and_Weighing]Receiving Facility and Weighing
[bookmark: Curbside_and_multi-family_collectors_are]Curbside and multi-family collectors are required to deliver material to the receiving facility location designated by SK Recycles. SK Recycles’ post-collection team is responsible for determining the location of receiving facilities and for managing the receipt of collected materials. Collectors may not release collected PPP to any other organization or location without the written authorization of SK Recycles.

[bookmark: SK_Recycles_will_provide_the_location_of]SK Recycles will provide the location of the applicable facility in writing as soon as feasible after the SOW Effective Date.

[bookmark: Curbside_and_multi-family_collectors_wil]Curbside and multi-family collectors will be required to weigh their vehicles both before and after unloading at the facility to establish the weight of each load of collected PPP. Multi-stream collectors will be required to weigh each material stream separately for each load, unless otherwise communicated by SK Recycles.

[bookmark: Please_confirm_that_materials_will_be_de]Please confirm that materials will be delivered to the designated receiving facility and outline any associated arrangements required to ensure this occurs beginning on the transition date.

8. [bookmark: 8.__Household_Data_Tracking]Household Data Tracking
Curbside and multi-family collectors are required to submit curbside household baseline updates to SK Recycles minimally on an annual basis starting July 1 but are encouraged to submit updates quarterly as per the dates below. Household baseline information updates can be submitted through our WeRecycle portal: https://knowledge.werecycle.ca/. As SK Recycles’ payments to curbside collectors are calculated on a per-household basis, any in https://knowledge.werecycle.ca/creases or decreases to this curbside household baseline will impact on the amount of payment received by a collector from SK Recycles. Curbside (if applicable):

· How is the number of serviced households tracked and updated?
· How is the accuracy of household data ensured?
· Who updates the information, and when (addition or removal of households)?

Multi-Family (if applicable):

· How are buildings and household counts tracked and updated?
· How is the accuracy of household data ensured?
· Who updates the information, and when (addition or removal of households)?

9. [bookmark: 9.__Local_Government_Approvals_and_Procu]Local Government Approvals and Procurement (if applicable)
[bookmark: Local_government_collectors_should_consi]Local government collectors should consider their corporate procurement policies well in advance of the transition date to ensure all aspects of the Transition Plan have received Council or Board approval, if required.

· Has Council/Board provided? ☐ Yes ☐ No
· Expected approval date:
· If changing containers or vehicles:
· What is being procured?
· How many?
· Expected procurement and delivery date(s):

10. [bookmark: 10.__Promotion_and_Education]Promotion and Education
[bookmark: The_Transition_Plan_should_include_detai]The Transition Plan should include details of the current promotion and education strategy utilized for the curbside/multi-family program as well as proposed strategies to address the SK Recycles program requirements, including a timeframe associated for each strategy, to proactively communicate collection program changes to residents in advance of transition. Such a strategy should clearly communicate:

· Have details been sent on the new SK Recycles program and benefits of participation?
· Key methods (advertisements, mailings, media releases) used to educate residents about:
· Accepted materials
· Glass and flexible plastics going to SARCAN and why

· Identification of common contamination categories and materials?
· Upcoming changes and enforcement
· Planned timing (pre- and post-transition):

*Additional information on best practices: Curbside Collection Information and Requirements
Promotion and Education Strategies:
· Recycling calendars and guides that clearly outline accepted PPP and non-accepted materials
· Social media campaigns and seasonal reminders
· Promotional videos and infographics
· Recycling apps
· Newsletters or mailings to residents
· Educational stickers or labels for collection containers, including updates about upcoming changes as well as “oops” stickers for rejected materials
· Advertisements (newspapers, bus shelters, billboards etc.)
· Wraps on collection trucks
· Press releases and media engagement
· Website that is easy to navigate and provides critical information
· Mobilization and coordination with community champions and groups
· Lobby events (multi-family)
· Posters in recycling rooms (multi-family)

[bookmark: 11.__Staff_Training]*Examples and templates for the above can be found in the SK Recycles Collector Resource Portal: https://skrecycles.ca/collectors/collector-resources/
11. Staff Training
[bookmark: Collection_staff_(drivers,_route_supervi]Collection staﬀ (drivers, route supervisors and managers) have the greatest connection to the recycling program and therefore have a unique role to play in assisting with program requirements, continuity and enforcement. A well-informed collection team will assist in long-term program success.

· How will collection (haulers) and customer service staff be trained on:
· Accepted vs not accepted materials
· Contamination identification
· Enforcement procedures (tagging of carts, communication with residents on out of scope material)

12. [bookmark: 12.__Container_Procurement_and_Delivery_]Container Procurement and Delivery Tips
· Consider factors such as price, size, colour, recycled content, durability, ease of handling (manual vs automated), expected lifespan, delivery timelines and costs, shipment packaging, maintenance expectations, product reviews, and storage capacity

· Quotes can be obtained by contacting companies directly, including large retailers in addition to wholesale suppliers/manufacturers. Smaller companies and retailers that can often be price competitive must be contacted directly to ensure they are aware of the RFQ/RFP opportunity
· If the containers are provided by a retailer, containers may be packaged individually. It is important to ask the retailer if they can work with the manufacturer to instead provide the containers stacked and shrink-wrapped, rather than individually packaged
· Containers can take longer to supply than anticipated. Plan to receive containers well in advance of when they are required
· If containers are stacked and shrink-wrapped, it is important to note the maximum height of containers per pallet with the supplier to avoid clearance issues at facility entry points
· Depending on container type and storage capacity, suppliers may have options to maximize the quantity of containers delivered per truckload


Declaration:

The information provided above reflects our current understanding and planned approach to transitioning into the SK Recycles program.

Name & Title:

Signature:

Date:
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