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ENHANCED RECYCLING PROGRAM   

 

Subtopic(s): Confidential and Non-Confidential  Documents (Non-records)  
 

 

 INTRODUCTION 
 

The purpose of this policy bulletin is to announce DSS’ Enhanced Recycling Program 
and to provide guidance to staff of the New York City Department of Social Services 
(DSS), the Human Resources Administration (HRA), and the Department of Homeless 
Services (DHS) concerning the New York City Department of Sanitation (DSNY) new 
mandatory business recycling rules that will be enforced effective August 1, 2017.    
 

 POLICY  
 
Consistent with Local Law, all businesses in NYC are required to recycle metal, glass, 
plastic, beverage cartons, paper, and cardboard. Certain businesses are required to 
recycle other items, depending on their size and type. Under the law, DSS is considered 
a business, and therefore, must adhere to the new mandatory business recycling rules.     
 

 BACKGROUND 
 
Local Law No. 87 of 1992, as amended by the NYC Administrative Code, requires that 
all businesses in NYC recycle metal, glass, plastic, beverage cartons, paper, and 
cardboard.  DSS implemented a recycling program and has been working since that 
time to ensure that staff recycles.    
 
Most DSS/HRA/DHS offices/sites are housed in locations that are privately owned and 
operated.   Owners/building management of those locations must notify tenants, at least 
annually, about their recycling and waste management policies.  Those buildings’ 
policies must be compliant with NYC rules, and copies of them must be available to 
DSNY upon request. 
 
Since DSNY’s new mandatory business recycling rules apply to all City Agencies, 
regardless of whether they are located in City or privately owned buildings, DSS is 
required to ensure that its overall recycling program is not only consistent with Local 
Law No. 87 of 1992, as amended by the Administrative Code of the City of New York, 
but with DSNY’s new business recycling rules.  
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 AGENCY REQUIREMENTS 
 
This document represents the overall DSS procedure for implementing the 
Department’s Enhanced Recycling Program, including all locations of HRA and DHS.   
 
Each HRA and DHS program area is required to develop internal procedures, and 
implement program specific policies, that are appropriate to their operations, as 
necessary. 
 

In order to comply with the DSNY’s new business recycling rules, DSS will ensure staff:   
 

1. Prominently post signs to inform staff/the public about what and how to recycle.   
2. Remove trash containers from workstations, and place clearly labeled trash and 

recycling containers in designated areas where materials are routinely discarded, 
including but not limited to conference rooms, copy rooms, pantries, mailrooms, 
and client waiting areas.  

3. Keep recyclables separate from trash and confidential non-records.  
4. Work with cleaning staff to keep recyclables separate from trash and confidential 

non-records.    
 
To accomplish this, HRA and DHS will:  
 

1. Post Signs – Post the DSNY Official Notice of New Business Recycling Rules 
detailing how to recycle, how to comply, and what to recycle, as well as the 
Office of Communications and Marketing (OCM) advertising campaign material 
about DSS’ Enhanced Recycling Program in designated areas where materials 
are routinely discarded, including but not limited to copy rooms, pantries, 
mailrooms, and client waiting areas, as well as on bulletin boards, in order to 
promote recycling and educate staff and the public.     

 
2. Trash and Recycling Containers – Trash containers will be removed and 

replaced with clearly marked trash and recycling containers in designated areas 
where materials are routinely discarded, including but not limited to conference 
rooms, copy rooms, pantries, mailrooms, and client waiting areas.   
 
Note: All staff must continue to discard confidential documents that are non-
records using the locked bins designated for that purpose (see Procedure No. 
07-05 Disposal of Printed HRA Confidential and Non-Confidential Documents 
(Non-records) [March 6, 2007] page 3).      
 
Note: In DHS, Program Operations will develop new protocols for City operated 
and contractor operated shelters, in order to ensure that recyclable material, 
trash, and confidential non-records are appropriately handled, per the general 
guidelines of this overall procedure, as well as Procedure No. 07-05.   
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3. Keep recyclables, trash, and confidential material separate  

a. Program staff will: 
i. Wipe off any food waste from metal, plastic, glass and carton 

recyclable material into trash containers, rinse off items, and place 
them into the appropriate recycling containers.   

ii. Place mixed paper and cardboard into the appropriate recycling 
containers. 

iii. Place food waste and all other non-recyclable, non-confidential 
material into trash containers. 

iv. Place confidential non-records into locked, confidential bins.  
 

b. Staff responsible for the proper storage and removal of discarded material 
will make routine assessments of the adequacy, number, and location of 
containers for recyclable material, trash, and confidential non-records.    

   
All staff of DSS/HRA/DHS will check containers as they dispose of items and 
inform their supervisors of any items that are present in the incorrect 
container(s) which they are unable/unwilling to transfer to the proper 
container(s).  Supervisors will contact their Managers, who will follow-up 
appropriately.      

 
4. Work with cleaning staff to keep recyclables separate – Day and Night 

Custodians/designated staff will work with contracted/other cleaning staff to 
ensure that items that can be recycled are kept separate from trash and 
confidential material, and properly disposed of.  

 
Effective Immediately 
 
REFERENCES:  
P-07-05 Disposal of Printed HRA Confidential and Non-Confidential Documents (Non-
records) [March 6, 2007]  
                             
E-702 Confidentiality Policy [March 8, 2005] 
 
RELATED ITEM: 
 
ATTACHMENT:  NYC Department of Sanitation Official Notice of New Business 
Recycling Rules (CRN 1 DIG-English: Comm Recycling Notice English)  
 
 
 
 
 
 








