APPENDIX E

Property Manager Toolkit
— Industrial, Commercial
and Institutional Buildings
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This toolkit provides practical strategies to improve waste management practices within the building(s) you
manage. It includes guidance on:
» Leasing agreements; » Managing specialized and high-volume waste;
e Tenant onboarding and training;  Communication and education strategies; and

» Designing and maintaining outdoor collection » Monitoring, compliance and enforcement.
points;

It is strongly recommended that waste management in ICl settings be centrally managed for the entire
building rather than left to individual tenants. This supports consistent compliance, efficiency, safety, and
clear accountability.

Note that the municipality provides sorting guides in multiple languages including English, Arabic, Farsi,
French, Hindi and Simplified Chinese. These resources are available at: halifax.ca/home-property/garbage-
recycling-green-cart/collection-schedules-what-

The municipality also offers free educational services to support effective waste management in ICI
settings. For more information on the municipality’s waste education programs and available resources,
contact wasteless@halifax.ca.
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TENANT RESPONSIBILITIES AND ONBOARDING FRAMEWORK

This section provides the legal framework needed to support consistent compliance through well-defined,
enforceable lease agreements. It also outlines the key onboarding steps that ensure management and tenants
understand their waste-related responsibilities from the outset.

Leasing agreement inclusions

Your signed lease is a powerful tool for supporting tenant compliance and managing waste-related
responsibilities. All waste requirements should be included as a "Waste Management Addendum" to the lease.

o Example clauses to include:

o Designated waste contact: "Tenant should designate one staff member (e.g., Store Manager) as
the official 'Waste Contact' responsible for all waste-related communication and staff training."

o Participation & staff training: "Tenant agrees to comply with the property's waste management
program. Tenant is solely responsible for training all current and future staff in the proper sorting
procedures. All fines and costs from non-compliance will be billed to the Tenant."

o Sorting guidelines: "Tenant acknowledges receipt of the building's Waste Sorting Guide and is
aware of all applicable municipal/provincial commercial waste regulations."

o High-volume materials: "All corrugated cardboard boxes should be broken down flat before being
placed in the designated recycling container or compactor. Failure to do so may result in additional
service costs billed to the tenant."”

o Specialized & prohibited waste: "Disposal of furniture, pallets, electronics, construction debris,
hazardous materials or other prohibited items is not allowed in or around common waste enclosures.
Tenant should coordinate with building management or a private hauler for the proper disposal of such
items at Tenant's expense."

o Food service tenants: "All food service Tenants must provide proof of a valid rendering contract for
Used Cooking Oil and a regular maintenance schedule for grease trap cleaning, at the Tenant's expense."

o Contamination & fees: "Contamination of any waste stream will result in increased service fees.
Management reserves the right to issue fines and bill back any contamination charges, overflow fees
or extra pickup costs from the waste hauler directly to the tenant(s) responsible."
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Tenant onboarding and training resources

Setting clear expectations from the outset is essential for business tenants. Effective onboarding ensures
tenants understand the property’s waste management requirements and know where and how to sort materials.

 "Train the Trainer" model: As the property manager, your responsibility is to educate the tenant's

designated "Waste Contact," rather than every employee. The Waste Contact is then responsible for training
all staff within their business.

 Provide an "Onboarding Waste Package":

o Welcome letter: A letter introducing the property's waste program, emphasizing that proper sorting
is mandatory and impacts operating costs for all tenants.

o Visual sorting guide: A one-page, highly visual sorting guide from the municipality that is specific to
commercial waste, found here: Sorting Guides & Labels.

o Key information sheet: A simple sheet outlining:
 Locations of all waste containers, enclosures and, if applicable, compactors.
» Contact information for the Property Manager for waste-related issues.

» A summary of fines and charges for non-compliance.

+ Mandatory "Waste Area Walk-Through":

o Make a tour of the waste area a mandatory part of the tenant's move-in orientation with their
designated Waste Contact.

o Walk them to their designated collection point or shared enclosure. Point out the container locations,
explain the signage and demonstrate how to use compactors or locked containers.

o Clearly explain the financial and regulatory consequences of contamination.
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WASTE INFRASTRUCTURE AND SPECIALIZED MANAGEMENT

A successful waste management program depends on strong, practical systems for handling waste. This
includes managing the outdoor collection points and, most importantly, establishing clear policies for high-
volume and specialized waste streams unique to commercial tenants, such as corrugated cardboard, organics
and pallets.

Managing outdoor collection points
Outdoor enclosures face unique challenges such as weather, pests and illegal dumping.
o Container selection & placement:

o Use heavy-duty, durable containers with attached, tight-fitting lids. Container selection should be
done in collaboration with your contracted waste hauler.

o Place containers on a level, paved and accessible surface.

¢ Pest and odour control:
o Confirm that lids remain closed. Post simple signs reminding users to "Please Close the Lid."

o Implement a regular cleaning schedule for the containers and surrounding pad, especially for
organic containers.

o Confirm that the collection frequency is adequate, especially for organics.

 Preventing illegal dumping:
o Place containers in a well-lit area that is visible.
o Use clear signage indicating "Tenants Only" and "Area is Monitored."

o Consider using lockable containers or secured enclosures accessible only with a building key or
code to prevent use by non-tenants. Well-constructed waste corrals are particularly effective, as
they secure containers, hide them from public view and limit unauthorized access.

 Waste area ambience:

o A clean, well-lit enclosure encourages proper sorting. Bright, consistent lighting makes signhage
easier to read and creates a safer, more user-friendly environment.
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Managing specialized and high-volume waste

Commercial tenants generate distinct and often higher volume waste streams compared to residents. Your
waste management plan should address specific operational needs.

o High-volume corrugated cardboard:

o Enforce a non-negotiable policy that all corrugated cardboard should be flattened. Failure to comply
should result in an immediate fine, as unflattened boxes cause container overflow and require costly
extra pickups.

o For very high-volume tenants (e.g., supermarkets, furniture stores), your lease should reserve the
right to require them to contract for their own dedicated corrugated cardboard compactor.

* Food service tenants:

o Organics: Tenants such as restaurants or cafes should have dedicated, pest-proof indoor containers
and use the central organics toter correctly.

o Grease traps: The lease must require proof of regular grease trap cleaning by a licensed contractor,
at the tenant's expense.

o Used cooking oil: Tenants must have a contract with a rendering company. Clearly designate a safe,
clean area for their oil collection barrels, away from common waste and recycling containers.

o Pallets and shrink wrap:

o Establish a clear policy for pallets. Do not allow them to be left near the containers. Designate a "pallet
pickup area" and clarify if tenants should arrange for their own removal.

o Clarify where large volumes of plastic shrink-wrap should go.



TENANT COMMUNICATION AND EDUCATION

Clear and consistent communication is essential for reinforcing sorting rules. This section covers the tools
you'll use for ongoing education, from highly visual signage in waste areas to professional, proactive digital
communication with your tenants.

Signage
Signage in common waste areas should be clear, visual and durable.
» Resources: Divert NS, Circular Materials and the municipality provide tailored signage for ICI properties.

These resources use clear photos, correct colour-coding (blue, green, black) and reflect specific sorting
rules for the Halifax region.

o Visit the municipal website (Sorting Guides & Labels) and download the sorting guide for businesses
and commercial properties in all available languages.

o Print durable copies of the municipality’s sorting signs for use in waste storage areas (laminated).

o Contact the municipality at 311 or email wasteless@halifax.ca to request printed material or
additional sorting resources.

Example of sorting guide for apartments
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Examples of sorting signs for waste storage rooms

Recyclables Organics

Place in a tied blue bag
« Plastic bags
« Plastic containers
« Glass bottles and jars
o Aluminum foil and plates

« Food waste
« Food napkins

« Milk and beverage * No biodegradable

containers plastic b_ags
* No plastic
* No Styrofoam™ *No pizza boxes

Download the Halifax Recycles app to Download the Halifax Recycles app to
search what goes where and receive search what goes where and receive

weekly notifications. HALIFAX weekly notifications. HALIFAX

o If creating your own signage:

o Use high-quality photos of actual, common commercial items (e.qg., shrink wrap, corrugated
cardboard, coffee cups, take-out containers). Photos are more effective than icons or text alone.

o Fonts should be large and easy to read.
o Use a consistent colour scheme (blue = recycling, green = organics, black = garbage).
o Signs should be laminated and replaced when worn or damaged.

o Don’t overcrowd your sign. Highlight five to seven most common items for each stream and add
a “Common Contaminants” section showing the two to three items that do NOT belong (e.g., a
biodegradable bag with a red “X” over it on the organics poster).
o Strategic placement:
o Eye level: Place large posters directly above the corresponding containers.

o On the containers: Label the front and top of each container. HRM By-law S-600 requires messages
placed directly on commercial containers of less than 365 L volume to use lettering not less than
5 cm in height and 2.5 cm in width. Messages placed on larger commercial container(s) or signage
posted within 3 m of them must use lettering not less than 10 cm in height and 4 cm in width.

o On the enclosure door: Place a "What Goes Where?" overview on the door or gate.

Under By-law S-600, the following signage is required for all commercial containers:
¢ The owner’s name and phone number;
e The safety message “CAUTION: DO NOT PLAY ON OR AROUND;” and

 Large labels identifying the contents (e.g., “"GARBAGE,” “ORGANICS"). These labels must meet minimum
letter size standards, typically 5 cm or 10 cm in height depending on the container size.

» These signs should be provided/applied by the owner of the bin (typically the private hauler).
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Digital communication for businesses

Use digital tools for efficient, professional communication.

* Regular education & reminders:
o Use regular email newsletters to tenants' Waste Contacts to send proactive reminders.

o Share a "Tip of the Week" (e.g., "Friendly Reminder: All corrugated cardboard boxes should be
flattened to avoid extra pickup fees.").

o Immediately communicate any changes from your waste hauler.

o Two-way feedback loop:

o Set up a dedicated email or online form for tenants to report overflow, illegal dumping or damaged or
broken containers.

« Focused contamination alerts:

o If audits or camera footage show a spike in contamination, send a focused, building-wide email blast
with a clear visual reminder (e.g., a photo of the contaminated container).
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MONITORING, COMPLIANCE AND ENFORCEMENT

This section outlines how to confirm that your program is working and how to hold tenants accountable. It
covers using tools such as cameras, tracking hauler invoices to monitor costs and following a clear process for
enforcing the rules established in the lease.

Handling improper disposal and illegal dumping

Improper disposal and illegal dumping (e.g., furniture, pallets, construction debris) could be a costly problem.

» Prevention strategies:

o Clear communication: Regularly remind tenants of the correct procedures for disposing of bulky
items, pallets and specialized waste to avoid improper disposal.

o Control access: Lock waste compounds to prevent access by non-tenants. A keypad entry is
recommended, as codes can be easily changed when tenants move out, eliminating the need to
replace lost keys.

o Post clear signage: Install durable "No Dumping" signs that state the area is under surveillance and
fines will be issued.
* Response strategies:
o Report: Report illegal dumping as soon as possible to 311.
o Prompt removal: Remove illegally dumped items immediately after conclusion of the investigation.

o ldentify & enforce: Review camera footage to identify the individual responsible for improper
disposal. If the offender is a tenant, contact them promptly and issue warnings or fines as stipulated
in the lease agreement.

o Building-wide reminder: After an incident, send a general email reminder to all tenants about proper
disposal rules and encourage them to report if they notice illegal dumping by non-tenants.



Cameras

Security cameras are a highly effective tool for monitoring waste areas.

o Monitor compliance: Use cameras to identify tenants who consistently contaminate streams or dump
items improperly. This allows for focused education and enforcement.

o Deterrence: The visible presence of a camera is often enough to deter improper behaviour.

» Notification: Inform all tenants that waste areas are monitored for safety, compliance and enforcement
purposes, to adhere to local privacy regulations.

Tracking and evaluation

Performance should be tracked to control costs and justify enforcement.
o Collaborate with your waste hauler:

o Right-sizing service: Actively monitor container fullness. If containers are constantly overflowing or
always half-empty, contact your hauler to adjust pickup frequency or container sizes to optimize
costs.

o Request audits: Ask your hauler to provide "waste audits" or contamination reports (often with
photos) when they service your property.

o Use hauler data: Forward contamination reports and photos from the hauler directly to a non-
compliant tenant. This provides the third-party evidence needed to enforce lease clauses and bill
back fees.

« Monitor hauler invoices:

o This is a critical metric. Track all contamination fees or charges for extra pickups. A reduction in
these avoidable add-on fees is a clear sign of success.

¢ Conduct visual audits:

o Periodically perform a quick visual inspection of your containers. Note the most common
contaminants (e.g., unflattened corrugated cardboard, plastic bags in the organics waste stream).

¢ Use the data for enforcement:

o Focused education: If your audit shows food tenants are contaminating recycling, create a specific
reminder just for them.

o Enforce lease clauses: Use your findings (hauler invoices, photos from audits, camera footage) to
enforce the lease agreement. Begin with a warning, clarifying that extra-service fees related to
contamination will be invoiced directly to the responsible tenant.
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