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ABOUT THIS GUIDE
The purpose of this guide is to enable community groups and event
organisers to think differently about the waste they are generating
and empower them to make simple changes with a big impact.
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WHY A WASTE MINIMISATION EVENT?
Across the Waikato an increasing number of the community want to be able to do the right thing
with their waste. People want to be able to recycle their plastics, cans, paper and compost their
food scraps.
Events are a great opportunity to engage with the community on reducing and recycling waste. Waste minimisation encourages organisers
and stallholders to design an event in a manner that not only creates less waste, but also creates waste that can be sold on. As an event
organiser there are four easy steps to follow:

REDUCE WHAT COMES IN
All waste coming into your event will have to be managed in some
way – either recycled, reused, composted or sent to landfill. If you
can minimise what is coming in from the outset, significant waste
reduction can be achieved. The tricky part is lots of different
people, business and organisations will be coming to your event
bringing all sorts of things they ‘need’. So, to reduce what comes
into your event you will have to work with these people individually.

SOMETHING TO THINK ABOUT
One of the best approaches is to only use vendors that share the
same view on waste minimisation. Make it clear to stallholders
when they register to attend your event they will need to comply
to your Waste Minimisation and Management Plan.

GET THEM THINKING ABOUT THE FOLLOWING:
•

Using signs that can be stored and reused for future events.

•

Their use of paper, reusable or compostable bags instead of
plastic bags.

•

Not using polystyrene or plastic containers, plates, cups and
cutlery. Use reusable or compostable (if you can be sure they
are going to a suitable compostable facility).

•

Offering reusable cups with a deposit system.

•

Using paper napkins instead of plastic containers.

HOW MUCH WASTE WILL THERE BE?
This will depend on many factors such as:
•

The type of event.

•

The number of people that come.

•

Duration of the event.

•

Types of stalls and activities.

•

What material you allow to be taken in.

THINK ABOUT WHERE THE WASTE IS GOING TO
COME FROM
Waste can come from:
•

Setting up and packing down
This may include pallets, cardboard, strapping, shrink wrap etc.

•

Front of House
Mainly food and beverage packaging.

•

Back of House – vendors and stallholders
Boxes, cans, plastic wrap and containers etc. This area should
be managed separately from your front of house area. Firstly,
because you will require bigger bins as the material will be bulky.
And secondly, you will have better opportunities to educate
vendors about recycling and composting systems.

The rule is use ‘certified compostable’ if you know it’s going to a
suitable composting facility.
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GET THE RIGHT BINS
What bins you choose will depend on what materials you have
decided to deal with, once you know you can start thinking about
which bins and how many your event will require.

QUICK TIPS
•

Always put bins together in ‘stations’.

•

Think about bin placement and make a site plan.

•

Put public recycling stations no more than 20 metres apart.

•

If possible use the standard and recognised colours for rubbish
and recycling bins.

•

Think about how many people will attend your event and have
enough bins available. It’s better to have too many than not enough.

•
•

HOW DID IT GO
Make sure you have a debrief, figuring out what worked well and
what didn’t is important. You can share this information with all the
people who had a part to play in your event - employees, volunteers,
sponsors and stall holders.

QUICK TIPS
•

Record the stations which had poorly distributed waste, such as
rubbish in recycling or food waste bins.

•

Record where and when rubbish was a problem, doing so will help
determine where you need more bins or increase the amount of
times bins were emptied.

•

Request feedback from suppliers and the public about what
worked and what didn’t.

Think about how often the bins will need to be emptied.

•

Make space behind the scenes for storing the waste materials
you have collected.

Tally bags or bins of rubbish and recycling to reveal how much of
each has been generated.

•

Conduct an audit. This means doing accurate measurements. You
will need a set of scales and an allocated area to weigh all waste
and categorise it before disposal. When auditing, use protective
gear such as gloves, overalls and masks.

•

Plan - make sure you think about how you are going to measure
before the event begins.

LET THE PEOPLE KNOW
You can have the best system in the world, however it won’t work
unless you let people know how to use it properly.

QUICK TIPS
•

Good clear signage – use BIG and bold fonts and use the correct
colour coding when referencing the bins.

•

Promote waste minimisation – keep messages clear and simple
and make the best use of websites, social media and promotional
material.

•

Staff the stations – the most effective way to get things in the
right bins is to have helpers at the bin stations. Make good use
of volunteers, but look after them and offer them incentives.

•

Find the right people – volunteers don’t necessarily need to know
everything about waste minimisation at events, you can make
this part of your training. They do need to be cheerful, friendly
and enthusiastic.

•

Remember volunteers will act as ambassadors for your event.
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PART ONE – WASTE MINIMISATION PLAN
NAME OF EVENT

____________________________________________________________________________________________________________________

EVENT ORGANISER _________________________________________________________________________________________________________________
DATE AND TIME
VENUE

_____________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________

EXPECTED NUMBERS

STEPS TAKEN TOWARDS WASTE MINIMISATION

Estimate of people that will attend the event as both participants
and spectators and identify potential waste generators.

Separation of waste streams – type of materials allowed/banned.

EVENT ACTIVITIES

STEPS TAKEN TOWARDS MAXIMISING THE
COLLECTION AND RE-USE OF RECYCLABLES

List the activities that will take place during the event eg
entertainment, food and drink stalls, merchandising stalls etc.

For example volunteers helping the public at bin stations,
availability of bins and signage.

EXPECTED TYPES AND QUANTITIES OF WASTE
GENERATED BY THE EVENT

WASTE STATIONS, WASTE SORTING AND
STORAGE FACILITIES PLANS

List the type of waste (food waste, recyclables, general waste) and
the expected volume of waste that will be generated. For example,
events with food stalls will likely generate more waste per person
(in volume) than events without food stalls.

Attach plan that clearly identifies all waste stations and space for
sorting/storage of waste.
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WASTE MINIMISATION PLAN
The plan is an important planning tool for you and your waste service contractor and should
identify the following:
•

Location of food and beverage vendors.

•

Location of table and chair areas.

•

Location of all waste and recycling bins/stations.

•

Location of any on-site bins for consolidating recycling
and/or waste.

•

Location of access points for collection vehicles.

•

Location of waste minimisation and recycling signage.

EXAMPLE BELOW OF BIN STATION SET UP

BACK OF HOUSE

STALL

STALL
STALL

20m

BIN STATION

BIN STATION

FRONT OF HOUSE
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STALLHOLDER WASTE
TYPE

SUGGESTED STRATEGY TO RECOVER OR
RECYCLE

ARE YOU RECOVERING OR
RECYCLING THE MATERIAL?

Food scraps

Organic bins

Yes

No

Biodegradable cups and plates

Organic bins/reusable plates

Yes

No

Cardboard boxes

Separate cardboard collection

Yes

No

Aluminium

Comingled recycling

Yes

No

Paper cups

Comingled recycling

Yes

No

Plastic containers

Comingled recycling

Yes

No

Glass bottles

Comingled recycling

Yes

No

Plastic bottles

Comingled recycling

Yes

No

Where you have indicated no, please explain what you are doing instead.
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ON-SITE PROMOTION OF WASTE
MINIMISATION
Confirm how you intend to communicate your waste minimisation message.
EVENT COMMUNICATION LIST

DETAILS

Signs and notices displayed at the point of sale to prompt
attendees to use the recycling facilities provided.

Waste and recycling bin stations clearly labelled.

Event announcer/master of ceremonies scripted to deliver waste
minimisation messages.

Volunteers available and trained to promote and monitor
recycling bin use.

Communication to vendors outlining what materials are
acceptable/not acceptable.
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PART TWO - WASTE MANAGEMENT
This section of your plan relates to the management of the waste generated by the event.
NAME OF THE COMPANY RESPONSIBLE FOR
COLLECTING AND DISPOSING OF WASTE

NAME OF THE FACILITIES WHERE THE WASTE
WILL BE TAKEN

METHODS TO BE USED FOR THE COLLECTION
AND TRANSPORTATION OF WASTE

EXPLAIN HOW THE COLLECTION OF LITTER FROM
PUBLIC PLACES INCLUDING LOCAL STREETS WHERE
THE PUBLIC WILL PARK, WILL BE CARRIED OUT
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FURTHER INFORMATION
Hamilton City Council

Garden Place, Private Bag 3010, Hamilton

info@hcc.govt.nz

/HamiltonCityCouncil

07 838 6699 (24-7)

@CouncilHamilton

hamilton.govt.nz

07 838 6699

/hamiltoncitycouncil
hamilton.govt.nz

