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Understanding Litter, an Introduction
Keep Denton Beautiful Mission Statement
To empower the community to create a cleaner, more beautiful Denton through volunteerism and education.

The Keep America Beautiful Litter Prevention System

The KAB System, a behaviorally-based approach to litter prevention and voluntary recycling, was launched in 1976 after three years of research. Since then, over 500 cities and counties in 41 states have implemented the system, experiencing litter reductions of up to 48% after 3 years. These communities range in size from 300 to several million people. Today, KAB programs administered at the local level impact 70 million people nationwide, providing the foundation for improved waste handling practices in American communities. In Denton, we have chosen to implement this program knowing that creating a cleaner city can have the following positive effects:

•
Attracting businesses and industries to Denton

•
Attracting new residents

•
Attracting conventions

•
Enticing growing local businesses to expand in Denton and not move elsewhere

•
Attracting tourists/vacationers to visit our:

•
Historic town square

•
University campuses

•
Local lakes and parks

What is Litter?

Litter is man-made, misplaced solid waste.

Why do People Litter?

Research by Keep America Beautiful, Inc. found that people litter because:

•
They feel no sense of ownership, even though areas such as parks and beaches are public property.

•
They believe someone else—a park maintenance or highway worker—will pick up after them.

•
Litter has already accumulated.

Where does Litter Come From?
When was the last time you saw someone littering? It may be hard to remember. But litter just doesn’t appear—it’s the result of careless attitudes and poor waste handling practices. Is there anything you can do? Knowing more about litter and where it comes from is a good place to start.

Motorists and pedestrians are often blamed for litter, but Keep America Beautiful has identified the following nine litter sources:

•
household trash handling and its placement at the curb for collection

•
dumpsters used by businesses

•
loading docks

•
construction and demolition sites

•
trucks with uncovered loads

•
pedestrians

•
motorists

•
boaters

•
illegal dump sites

Litter is blown by wind and traffic or carried by water and animals. It moves until trapped by a curb, building, fence or tall weeds. Litter that has accumulated seems to invite people to add more. Therefore, once litter becomes visible in a community, it seems to worsen. Litter breeds more litter.

What is the Economic Impact of Litter?

Litter is a costly problem. Highway departments spend millions of tax dollars and many hours annually picking up litter—money and time needed for more important services.  Texas Department of Transportation spent $29 million in 1998 in roadside clean-up.  That number was an increase from the previous year due to the new administration placing a higher priority on “litter-free roads.” In addition, local, state, and federal governments also spend money removing litter left by careless park visitors.

Perhaps what the new Texas Department of Transportation administration knows is that clean communities have a better chance of attracting new businesses than those where litter is common. By attracting new businesses, we will actually increase the community’s tax base. An increased tax base allows a community to improve the services offered to its citizens, thereby, improving the quality of life in the community.

What does Attitude have to do with Littering?
Misplacing solid waste is not an accident, it is a behavior that is the result of norms or attitudes. Norms are behaviors that are accepted and expected, “the way things are done.” If littering becomes an accepted behavior, then litter will become an accepted part of Denton’s landscape.

How Can We Change Littering Behaviors?

The best way to change behaviors is to do so in a clearly defined, systematic way. Keep America Beautiful has identified a systematic process that will work toward changing the norms of littering that exist. The five-step attitude change process, the focus of this manual, is as follows:

1.
Involve all of the People

2.
Get the Facts

3.
Plan Systematically

4.
Focus on Results

5.
Provide Positive Reinforcement

What can a Litter Prevention Program do for My Business?

As indicated earlier, a clean community entices people to the area. The same is true for a clean business. Not only will a clean business entice patrons; it will also entice workers.  The following benefits can occur from creating a cleaner workplace.

•
Increased business. Improving the appearance of your business, especially in conjunction with improving the overall appearance of a neighborhood, will entice patrons to your business.

•
Increased employee morale. This will be especially true if your company includes employees in special projects and values employee input. Productivity may also improve as a result of implementing this program.

•
Lower maintenance costs. Any costs your business incurs in purchasing waste receptacles can be offset by the decrease in labor costs involved in continually cleaning up littered areas.

•
Improved safety conditions. Littered and cluttered workplaces create potential safety hazards. Improving conditions will remove many of those hazards.

How Does My Business Use this Manual?
The following sections contain the steps necessary for implementing a litter prevention program, as well as suggestions for specific changes in policies and procedures. However, not all steps are necessary for all businesses. For example, if you own a small business, you or one manager may make up the “steering committee,” your walking tour probably won’t include a map or taking photographs. And, “conducting workshops” may simply be talking about changes at staff meetings or with individual employees. The point is, this process does not need to be complicated, but do consider each step, simplifying or elaborating the process where it is needed. If you have questions along the way, call a member of the KDB Business Services Committee or the Keep Denton Beautiful Office at 940-349-8537. Enjoy the process and the results.

Involve All of the People








A litter-free workplace is only possible if everyone buys into the program. To accomplish this, employees must believe that the Clean Business program is a top priority of management. The fact that you have chosen to implement this program shows good faith, but to gain further participation from employees you can:

•
Create a steering committee

•
Keep employees informed

Create a Steering Committee

This committee will help adapt the information in this manual to be most beneficial to your business. Use the following as guidelines when choosing members for this committee:

•
Appoint no more than twelve members to the committee

•
Include equally, the number of labor and management representatives

•
Seek employees who are results-oriented

•
Include a representative from areas that are most littered

•
Include representatives from the following departments (as they pertain to your business)

•
Safety Staff/Committee

•
Production Grounds Maintenance

•
Public Relations

•
Human Resources


• 
Sanitation

Keep Employees Informed

In order for employees to fully participate in this litter-reduction program, they will need to be informed of the committee’s findings and actions. You can keep all employees involved by:

•
Writing memos explaining the committee’s plans

•
Submitting articles in employee newsletters

•
Creating a safety section in handbook for new employees

•
Conducting safety meetings

•
Handing out vehicle litterbags (available from Keep Denton Beautiful, Inc.)

Get the Facts










Getting the facts means that you have to determine your problem areas, and what policies your business has in place regarding litter.  To address these issues you must:

•
Complete a site survey

•
Review current in-house policies

Complete a Site Survey

In order for you to improve the cleanliness of your workplace, you have to know where litter problems exist. You will need an effective, standardized tool to objectively measure the problem: a Litter/Solid Waste Survey. You may have gotten used to the way things look, so it will be important that you look around your area with a critical eye and take photographs of everything. To complete a solid waste survey, you will need to:

Take a walking tour

Understanding the current conditions in your workplace is the first step toward improving those conditions. You need to ask yourself... Do we have litter? Where is our litter? Where is it coming from? What areas look good? What areas look bad? The best way to answer these questions is by having your steering committee take a walking tour. On this walking tour use the following three steps to closely examine where litter is a problem.

•
Use a map to determine the route you are going to take on your tour. Pre-​planning your route will ensure that you cover the entire area. This tour should include all of your workplace, and not just the areas you know to be littered. In addition to main work areas, include:




• Hallways




• Closets




• Parking lots

                      • Loading docks

                      • Dumpster areas

                      • Alleys

                      • Sidewalks

                      • Driveways

•
Take the “Solid Waste Survey” found in Appendix A, and fill it out as you go. Be sure that each person participating in the tour has his or her own checklist.

•
Compile the survey results to use later for creating an action plan.

Take Photographs

Having before and after pictures will not only help pinpoint where litter currently exists, but will also be a tool for measuring progress. Some suggestions for taking and using photographs are:

•
Photograph the typical conditions as well as the heavily-littered conditions in an area.

•
For consistency, take all photographs from a designated spot in each area. For example, photograph the approach to each entrance and loading dock, or take a photograph from the middle of each department looking north, south etc.

•
In photographing heavily-littered areas, pay special attention to detail. Be sure that the picture you take accurately shows the severity of the problem.

•
Create a photo log by organizing all of the photos into a book. You can categorize the photos by area, department, or in most-littered to least-littered order.

Create a Color-Coded Map

After you have surveyed your workplace, you will want to create a color-coded map. Having this visual aid will allow your committee to easily pinpoint areas of concern, and keep tabs on the progress being made. The following are suggestions for creating your map.

•
Create a master map. The master map can be color-coded according to:

•
areas of greatest concern

•
areas that are currently being targeted for clean-up

•
who is responsible for overseeing enforcement in each area

•
Make copies of the map for each committee member.

•
Hang maps in each department to show employees their area of responsibility.

Review In-house Waste Management Policies

Compile all current in-house policies related to safety, litter, waste collection and disposal. The steering committee can then:

•
Review the current policies

•
Answer the appropriate questions from the Waste Management Policy Questionnaire found in Appendix B.

Create an Action Plan








Your steering committee will want to put together an action plan based on the findings of the “Solid Waste Survey” and the review of the “Waste Management Policy Questionnaire.” The action plan should be easy to understand and should offer improvement suggestions to all departments and personnel. Additionally, the plan must include timelines and details.  The plan should include the following actions:

•
Kicking off your program with a bang

•
Making changes in policies, practices, and trash containers (immediate, 3 months, and 1 year)

•
Providing training to employees

•
Assigning responsibility

•
Establishing a calendar

The action plan needs to be approved by management, then copied and given to each department/unit supervisor.

Kick off your Program with a Bang

Reclaim a Littered Area

Since people tend to mishandle waste or litter where loose trash has already accumulated, cleaning long-established dumping areas is essential to your program’s success. These areas may include an outdoor dumping area, a corner of a loading dock, a lunchroom, or an often-used storage closet. Undertaking such a project early-on can demonstrate to all employees that management is taking this program seriously. If managed properly and with enthusiasm, this clean-up can increase company morale and possibly give you more working space. Some important points to keep in mind after you have chosen to take on a large-scale clean-up project are:

•
Start with one highly visible area that will impact as many employees as possible.

•
Enlist the aid of several employees from the appropriate departments. Be sure the employees doing the actual clean-up will benefit from it.

•
Put the reclaimed area to a new use immediately. If you don’t use (or

fence) that area immediately, waste will accumulate again in a short time.

Make Changes in Policies, Practices, and Containers

After cleaning and reclaiming a littered area, you will want to change policies and procedures that affect litter or littering behaviors in your workplace. Several changes are simple and inexpensive to implement. Many of these should be implemented immediately. Other changes that may take more planning or money may be implemented a little at a time. Trying to change everything overnight is unrealistic and may lead to committee members and employees feeling overwhelmed and discouraged. Do what you can quickly, and schedule other needed changes within the year. The following section contains a timeline and suggestions regarding changes in policies, procedures and containerizing solid waste. This is only a guideline for making changes. Schedule those changes that apply to your business in the order that works best for you, adding your committee’s ideas as well.

Implement Some Immediate Changes

The following changes are simple to implement and will affect the attitudes and behaviors of employees, as well as the overall appearance of your workplace.

· Replace broken, dirty or damaged waste receptacles.

· Use covered receptacles only to eliminate trash from spilling or blowing out. 

· Place only tied bags of trash in outdoor dumpsters.  This greatly decreases loose trash from blowing out of the dumpster during trash pick-up.

· Label trash receptacles to indicate to which department they belong.

· Establish a schedule for collecting trash. Avoid having trash emptied on an “as needed” basis.

· Conduct end-of-day (end-of-shift) cleanup. Make sure employees know how their work area is expected to look at the end of their shift.

· Establish the expectation that employees will pick up trash anywhere in or around your place of business. Let them know that it is not acceptable to walk by litter.

· Place adequate trash cans in parking lots and at entrances.

· Establish smoking areas and provide adequate means of disposing of cigarette butts.

· Call the city’s Solid Waste Department when your dumpster is near to overflowing and regularly scheduled service is not sufficient. Change or increase scheduled pick-ups if necessary.

Changes to Implement within Three Months

· Post signs (reminders) regarding waste handling in lunchrooms, at entrances, in work areas, etc.

· Establish lunchroom policies related to waste; i.e. food packaging properly disposed of in covered receptacles, or attractive trash receptacles placed in food and vending machine areas.

· Commit to reducing loose trash from company vehicles by:

•
Requiring tarps on any vehicles transporting materials.

•
Requiring tightly sealed containers to transport materials that are not covered by tarps.

•
Instructing drivers to pick up any materials that have fallen off of their load while driving.

•
Instructing drivers to discard cigarette butts in ashtrays.

•
Adding trash bags to company vehicles.

· Include litter prevention/work area cleanliness as a part of employee evaluations.

· Establish storage areas for trash awaiting pickup. Consider isolating dumpster areas by enclosing them with fences or walls to minimize the possibility of trash travelling to other areas of the business.

· Color-code waste receptacles to indicate what materials can be discarded in them. The color-coding system should be consistent throughout your workplace. Examples of receptacles you may want to consider color-coding are:

•
Combustible trash

•
Production scrap that is recycled within the plant

•
Production scrap that is sold to dealers outside of the plant

•
Corrugated cardboard

•    Paper recycling

•
Aluminum recycling

· Establish a policy for how and when to break down cardboard boxes.

Implement Changes that Require More Planning within One Year

· Establish scheduled parking lot sweeps. This may require budget allocations for sweeper purchase or for hiring an outside contractor.

· Inform suppliers and outside contractors of your company policies and expectations regarding waste handling and hauling.

· Discard or immediately repair broken equipment. Broken and unused equipment tends to attract trash, and invites storage and stacking of junk.

· Clean up trapped litter on and around premises on a regularly scheduled basis.

· Establish separate storage areas for pallets, barrels, scrap, cardboard and

equipment. Clearly label the intended use of the areas so other items will not be discarded there.

· Schedule regular runs to collect pallets, barrels, scrap, etc.

· Consider the purchase of a stationary trash compactor.

Provide Training

As a part of the “action plan” employees at all levels should receive education on litter and training on the Clean Business program. This training can be in the form of workshops or staff meetings, or articles about litter and policy changes in the company newsletter. The important thing to keep in mind regarding training is that its purpose is to help employees understand the underlying attitudes about litter and to set the expectation that a litter-free workplace will be your company’s new “norm.”

Conduct Workshops

Workshops can be held as a full presentation on the Clean Business program. Information can also be given as part of a safety meeting since a clean workplace improves safety conditions. Listed below are some tips for planning your workshops:

•
Have a labor representative as well as management representatives be presenters at workshops.

•
Hold workshops for each department. This will allow you to lay out plans specific to each area.

•
Hold workshops on company time, preferably during regular working hours.

•
Explain the background of Keep America Beautiful’s program. Employees should understand the ideas behind the changes you are making, and how it will enhance the entire community.

•
Discuss the findings of your steering committee and any changes in policy that you will implement.

•
Ask for input from employees. The more that employee’s feel their opinions are valued, the more ownership they will feel.


Provide Materials and Communication

After the initial training takes place you will want to reinforce the new ideas in the following ways:

•    Hang posters publicizing the Clean Business program.

•
Provide litter bags to employees (available through Keep Denton Beautiful).

•
Post laminated procedures related to waste handling in each area.

•
Submit articles to the company newsletter.

•
Conduct follow-up meetings.

Assign Responsibility

Each employee and each department will have the responsibility of keeping their work areas clean. Employees should be designated to be in charge of specific areas and projects to ensure the success of this program. Additionally, consider assigning one person from the steering committee to each of the following positions:

•
Overseeing sanitation issues within individual departments. This will help assure that high standards are maintained and that someone will have watched waste handling practices closely enough to make further recommendations to the steering committee.

•
Submitting findings and recommendations to top management.

•
Generating publicity, in the form of either posters or articles.

Establish a Calendar

Your steering committee will want to establish a calendar to help keep you focused on the “action plan.” Your calendar should include, but not be limited to the following:

•
Future committee meeting dates

•
Future training and workshop dates

•
Future “high visibility” project dates

•
Deadlines for implementing changes

•
Publicity timelines

•
Future recognition events

Focus on Results









The purpose of this program, as stated in the introduction of this manual, is to improve cleanliness in your workplace. As you work on implementing this program, you will need to step back regularly and see if it is working.

Conduct Follow-up Evaluations

Follow-up results will help you measure the progress your business is making in handling waste.

Take a Follow-up Walking Tour

This walking tour will follow the same route as the first route you took but should be accomplished more quickly. Take the tour unannounced to be sure that special cleanups won’t occur. Special cleanups in a department will not accurately demonstrate changes in employee attitudes and behaviors.

Take Follow-up Photographs on the Walking Tour

If possible, take photos from the same areas you did on your initial tour.

Compare the photographs to note any improvement.

Conduct Internal Audits

Internal audits of each department by a supervisor in that area will allow supervisors to see how conditions have improved in their area. In order for supervisors to conduct an audit, the steering committee will need to make copies of the Audit Sheets, found in Appendix C, for all department supervisors.

•
Instruct department supervisors to complete audits quarterly in order to pinpoint problems in their area and make improvements.

Consider Other Methods for Evaluating the Program

The following is a list of other methods your steering committee might use for evaluating progress.

•
Improved employee safety records

•
Income from the sale of recycled material

•
Increased use of work areas due to reclaiming dumping sites

•
Improved appearance in sidewalks or corridors near your business

•
Improvements in employee morale and /or productivity

Provide Positive Reinforcement




     

Employees want to know that their efforts are making a difference. Find ways to inform workers of improved conditions, and reward them for their added efforts. Recognizing the efforts of your employees can be accomplished in several ways. Below are some ideas to get your committee started thinking.

•
Publicize the positive results of evaluations in employee newsletters and on bulletin boards.

•
Have a party with money raised by recycling.

•
Ask the local newspaper or Chamber of Commerce newsletter to produce a feature article highlighting successes in your litter-reduction efforts.

•
Create an awards program recognizing:

•
Litter-free employee-- an employee that has been particularly conscientious in their waste management efforts.

•
Exemplary department-- the department that has the most uncluttered working conditions.

•
Department with most improved conditions-- the department that has made the greatest strides in changing their waste handling behaviors.

Ways of providing positive reinforcement are only as limited as your imagination. Have fun with the program. Pat yourself and your employees on the back regularly, realizing that every small improvement you make is progress toward making Denton a more beautiful place to live, work and visit.

Appendix A








Solid Waste Survey

•
Appendix Outline:

•
Interior Checklist

•
Interior Comments

•
Exterior Checklist

•
Exterior Comments

Solid Waste Survey

Interior Checklist

Area/Department:  __________________________________________________

Date:  __________________  Surveyors:  _______________________________

	Location
	Condition

	Hallways and Aisles
	Poor
	Acceptable
	Excellent
	Not Applicable



	Storage Areas
	Poor
	Acceptable
	Excellent
	Not Applicable



	Equipment Areas
	Poor
	Acceptable
	Excellent
	Not Applicable



	Receiving Areas
	Poor
	Acceptable
	Excellent
	Not Applicable



	Locker Area
	Poor
	Acceptable
	Excellent
	Not Applicable



	Lunchroom
	Poor
	Acceptable
	Excellent
	Not Applicable



	Materials Storage
	Poor
	Acceptable
	Excellent
	Not Applicable



	Offices
	Poor
	Acceptable
	Excellent
	Not Applicable



	Restrooms
	Poor
	Acceptable
	Excellent
	Not Applicable



	Scrap Storage
	Poor
	Acceptable
	Excellent
	Not Applicable



	Bulk Waste Receptacles
	Poor
	Acceptable
	Excellent
	Not Applicable



	Other Waste Receptacles
	Poor
	Acceptable
	Excellent
	Not Applicable



	Vending Machine Areas
	Poor
	Acceptable
	Excellent
	Not Applicable



	Work Areas
	Poor
	Acceptable
	Excellent
	Not Applicable



	____________________

____________________
	Poor


Poor
	Acceptable


Acceptable
	Excellent


Excellent
	Not Applicable


Not Applicable




Interior Facility Comments

	Comments on interior maintenance:



	

	Comments on visual appearance of area (clutter, lighting, etc.):



	

	Other observations:




Solid Waste Survey

Exterior Checklist

Area/Department:  __________________________________________________

Date:  __________________  Surveyors:  _______________________________

	Location
	Condition

	Entrances
	  Poor
	Acceptable
	Excellent
	Not Applicable



	Loading Docks
	Poor
	Acceptable
	Excellent
	Not Applicable



	Parking Lots
	Poor
	Acceptable
	Excellent
	Not Applicable



	Dumpster Areas
	Poor
	Acceptable
	Excellent
	Not Applicable



	Sidewalks
	Poor
	Acceptable
	Excellent
	Not Applicable



	Driveways
	Poor
	Acceptable
	Excellent
	Not Applicable



	Grass Borders
	Poor
	Acceptable
	Excellent
	Not Applicable



	Planters, Planted Areas
	Poor
	Acceptable
	Excellent
	Not Applicable



	Fence Lines/Wall Bases
	Poor
	Acceptable
	Excellent
	Not Applicable



	___________________

___________________

___________________

___________________

___________________

___________________
	Poor


Poor


Poor


Poor


Poor


Poor
	Acceptable


Acceptable


Acceptable


Acceptable


Acceptable


Acceptable
	Excellent


Excellent


Excellent


Excellent


Excellent


Excellent
	Not Applicable


Not Applicable


Not Applicable


Not Applicable


Not Applicable


Not Applicable




Exterior Facility Comments

	Comments on exterior maintenance:



	

	Comments on visual appearance of area (parking lots ,exterior furniture, fence lines, driveways, etc.):



	

	Other observations:
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Waste Management Policy Questionnaire

Waste Management Policy Study Questionnaire

Answer the following questions on a separate sheet of paper. Omit any that don’t apply to your business.

_______________________________________________________________________

Refuse collection and disposal

•
Who is responsible for transporting trash from individual departments to bulk containers (dumpsters) for collection?

•
How is trash transported from bulk containers (dumpsters) to the sites of disposal or recycling?

•
If by vehicle, is covering the load required?

•
Have drivers been instructed to collect any trash that may spill en route?

•
Are receptacles emptied on a schedule, or only on an “as needed” basis?

•
Are areas designated for trash collection?

•
Is storage of waste allowed only in designated areas?

•
Are trash collection areas fenced off to prevent litter from traveling to other work areas?

Receptacles

•
How is the number and size of trash receptacles for each department determined?

•
Is there a telephone extension that employees can call if receptacles fill before collection?

•
Are receptacles marked with department name?

•
Who is authorized to determine the location of trash receptacles and scrap bins in a particular department?

•
Do policies exist for what may be placed in various trash receptacles?

•
Are receptacles uniform throughout your business? (i.e., are all paper recycle bins the same color, are all trash cans the same size and color...?)

Maintenance/Management

•
Is the maintenance of a litter-free department considered in each supervisor’s evaluation?

•
Is “keeping area clean and litter-free” a part of each employees evaluation?

•
Who is responsible for removing litter in the following areas:

•
Within departments?

•
Outside of building?

•
Along fence-lines and other areas that trap litter?

•
How often are paved approaches and parking lots swept?

•
Must pallets and barrels be stored in an orderly manner, and only in specific areas?

•
Are disciplinary actions taken against employees and supervisors who do not comply with company waste handling policies?

•
Are policies and their enforcement consistent throughout your business?

Appendix C











Internal Audit Questionnaire

Internal Audit Questionnaire

Area/Department:  

Date: ____________________  Auditor:_________________________________

1.   Y    N

Are waste receptacles positioned where they will receive the most use?

2.   Y    N

Are waste receptacles in good repair?

3.   Y    N              Do waste receptacles have lids?

4.   Y    N

Is trash pick-up scheduled often enough?

5.   Y    N

Does your department need additional or new waste receptacles?

6.   Y   N               Is all trash placed in tied bags before being placed in dumpsters?

7.   Y    N

Are workstations clean and orderly?

8.   Y    N

Are inventory and materials stored away from workstations?

9.   Y    N

Are inventory and materials orderly?

10.  Y    N
  
Is there a separate area for pallet and barrel storage?

11.  Y    N

Is pallet and barrel storage area orderly?

12.  Y   N

Are pallets and barrels picked up on a regular basis?

13.  Y   N

Are lunchrooms, vending machine areas, and smoking areas clean?

14.  Y   N

Are lunchrooms, vending machine areas, and smoking areas litter-free?

15.  Y   N

Are cigarette ash cans furnished in smoking areas?

16.  Y   N

Are cigarette ash cans cleaned regularly?
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