Missed Collections, Drop-Offs, lllegal
Dumping:

Custodian reaches out directly to the responsible DSNY
District to notify of missed collection (see DSNY District
List on following page).

If problem not resolved after 3 days, contact DOE Waste

Coordinator (ecolon24@schools.nyc.gov)

Please send the following information with all requests:
e School Name, Building Code, Location Code(s)
e Address
e Building contact name, phone, and email

For Missed Collections:

e |f known, indicate if missed collections are from
the school truck (organics) or district truck
(refuse, recycling)

e Date(s) of missed collection

For lllegal Dumping:
e Description of item(s)

e Date of dumping

Waste Coordinator will resolve request with DSNY
Collections and relay status to school contact.

Updated August 2016

DOE / DSNY Waste Protocol

Department of
Education

Clean-Outs (Donations) & Special Container Requests for Bulk items:
Principals must follow relinquishment procedures on the FAMIS website outlining the
process for the Disposition of Obsolete Equipment. Decisions regarding relinquishment of
items is solely the responsibility of the Principal.

For obsolete/working items — DONATE items for re-use:
1. After FAMIS posting has expired items that are not claimed by another DOE site,
government entity, salvage entity, or non-profit organization are eligible for donation.
2. Custodian emails DOE Waste Coordinator (ecolon24@schools.nyc.gov) with the
following information:
e Description of the items and photo(s)
e School Name, Building Code, Location Code(s)
School Address
Building contact name, phone, and email
e Hours of accessibility
3. DOE Waste Coordinator will verify FAMIS posting procedures were followed; if
approved, items will be advertised via Materials for the Arts or DonateNYC services.
4. Pickup will be arranged by receiving parties identified through above services.

For broken/damaged items:
1. After FAMIS posting has expired, Custodian emails DOE Waste Coordinator
(ecolon24@schools.nyc.gov) with the following information:
e School Name, Building Code, Location Code(s)
e School Address
e Building contact name, phone, and email
e Photos of items along with item types and estimated quantities
2. DOE Waste Coordinator will verify FAMIS posting procedures were followed; if
approved, request will be relayed to DSNY.
3. DSNY will send a Field Officer to evaluate the waste quantity and type. At which
point, a decision will be made regarding a bulk container or special pick-up. Field
Officer will inform school of scheduled collection date.

Organic Bins

(Stolen, Missing, or Damaged):
1. Custodian fills out request using online form
(https://goo.gl/forms/USMT42BLTVFFEKYq2)
2. DOE Zero Waste Coordinator will verify need
3. Ifrequest is approved, Custodian will be
notified of delivery instructions of
replacement bins

Operational Issues
(Site Visits, Outreach):

e Custodian emails Zero Waste Manager
(kcorradi@schools.nyc.gov) to schedule a
site visit

Literature Requests

(Posters, Decals, Zero Waste Guide):
e Order online, free of charge, from
Department of Sanitation
(http://materials.bwprronline.org/)
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http://www1.nyc.gov/apps/311utils/addressinfo.htm

