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URCO Training Materials for Janitorial Staff 

Denver’s Universal Recycling and Composting Ordinance (URCO) requires training for 

employees and contractors. Janitorial staff are especially important to train as they interact 

with a building or restaurant’s waste in different ways than other employees or contractors. 

Use the following training talking points and training checklist to train janitorial staff on new 

or updated procedures in place due to new recycling and/or recycling and composting 

requirements. Then, be sure to record your training on your employee training log. 

This document is intended to be as starting point and should be adjusted based on building-

specific or contract-specific details related to each specific circumstance.  

Janitorial Training Talking Points 

• How we manage our waste in the building is changing but many of your 

responsibilities will be similar. 

• Let’s look at our new containers and waste collection area set up together so you 

know where everything goes. 

• Make sure to un-bag recyclables and to put the plastic bag in the trash container. 

• If you see materials in the wrong container, please notify building management so 

that this feedback can be provided to building tenants. This will help us avoid fines 

for having too many items in the wrong containers.  

• You already play a big role in keeping our waste collection area clean. That will 

continue as we add recycling and/or composting service. 

• It is a problem if the public puts trash in our recycle and/or compost containers. 

Please help us keep our waste collection area locked and secure. 

Janitorial Training Checklist 

 Learn about the new system. 

o See new containers in waste collection areas (indoor and outdoor).  

o View container labels. 

o Discuss which items can be recycled or composted.  

 Dispose of materials correctly and safely. 

o Always remove recyclables from the plastic bag and throw the empty plastic 

bag in the trash container, not the recycle container. Throwing plastic bags or 

plastic film in the recycle container can cause problems and can result in 

fines.  

o Handle trash, recycle, and compost safely: 

▪ Bags of recyclables are typically lighter than trash but always use safe 

lifting techniques. 
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▪ Recycle containers can contain broken glass that can rip bin liners and 

cut the person handling the bag.  

▪ Unless it is readily accessible at the top of a container, do not sort 

through trash containers to remove recyclable items or through recycle 

or compost containers to remove trash. If items are put in the wrong 

container, tell building management about what was in the wrong 

container. They can work with tenants to make sure items go in the 

right container. 

 Keeping the waste collection area clean and secure 

o If you can do so safely, pick up loose items around recycle and compost 

containers to keep the area clean and free of pests. 

▪ Broken glass should go in the trash, not in the recycle containers. 

o If the recycle, compost, or trash containers are in an area open to the general 

public, remember to lock containers and access gates to prevent people from 

putting items in the wrong place or illegally dumping materials.  

o If applicable, clean indoor recycle containers weekly using soapy water and 

allow to dry completely before putting them back into use. 

o If applicable, clean outdoor recycle containers regularly using a power washer 

or work with building management to schedule a hauler cleaning. 
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