3

V.

For the best experience, open this PDF portfolio in
Acrobat 9 or Adobe Reader 9, or later.

Get Adobe Reader Now!



http://www.adobe.com/go/reader


ATTACHMENT A—SAMPLE SITE LAYOUT

=
o








<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice





e-Scrap Nebraska

Shocking Facts. Smart Ideas. Brighter Future,

E-Scrap Recycling Event Volunteer Positions
THANKYOU FOR VOLUNTEERING!

Event Set-up Assist with setting up traffic cones, trash and recycling cans, cashier and weigning sta-
Volunteers needed: ___ tions, signage.
Number of Shifts: ____

Special considerations: Must be capable of lifting heavy objects. Wear leather gloves for

Duration of Shift: __ hand protection and closed toed shoes. Must participate in training prior to event.

Hours

Greeter/Traffic Control Greet participants; direct cars to proper lanes; hand out surveys and pencils; determine

Volunteers needed: ____ number and type of items and inform participants of items disallowed.

Number of Sh'_ft?: — Special considerations: Bring water; wear orange vest; be prepared to stand for long
Duration of Shift: __ hours; must participate in training prior to event.

Hours

Unloader/Recorder Remove items from vehicles to be recycled. Place in proper containers as directed by
Volunteers negded: I recycling company. Record item weights. Direct participant to take invoice to cashier for
Number of Shifts: _ collection of fees.

3;;‘::'()" of Shift__ Special considerations: Personal protection equipment recommended: orange safety

vest, steel-toed or other heavy boots, long pants, safety glasses, leather gloves. Be
prepared to stand for long hours and to lift heavy objects. Be familiar with proper lifting
techniques. Learn or be familiar with safe clean-up procedures for hazardous e-waste.
Must participate in training prior to event.

Cashier assistant

Assist cashier with calculating fees owed.
Volunteers needed: ____

Number of Shifts: Special considerations: Be proficient at use of a calculator and basic math skills. Must
Duration of Shift: participate in training prior to event.
Hours

Checkout/Traffic Control  pgsist participants with orderly exit of collection site. Collect surveys from participants.

Volunteers needed: __ Must participate in training prior to event.

Number of Shifts: ___ . . . .

Duration of Shift: Special considerations: Bring water; wear orange vest; be prepared to stand for long
Hours . hours; must participate in training prior to event.

Post-event Clean-up Collect trash, pick up cones, tables, chairs and supplies; sweep and otherwise clean up
Volunteers needed: __ collection event area until all items are removed from premises.
Number of Shifts: ___

Special considerations: Must be capable of lifting heavy objects. Wear leather gloves for

Duration of Shift: __ hand protection and closed toed shoes. Must participate in training prior to event.

Hours
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Agreement between (sponsor) and
(volunteer)

For Volunteer Services at Electronics Collection Event
(date)

This contract made and entered into this day of , 20 by
and between and ,
hereinafter referred to as “volunteer”.

General Standards
1. The volunteer agrees to indemnify and hold harmless and defend
(sponsor), (‘recycler), and (event
site) and any of their officers, agents, volunteers, and employees from any and all claims resulting from
injuries, including death, bodily injury, property damage, or any other losses arising out of or in connection
with or in any way associated with the performance of the terms and conditions of this agreement.

2. It is the express interest of the parties hereto that this agreement shall not create an employer-employee
relationship; and the volunteer shall be deemed and independent contractor during the term agreement.

3. The volunteer agrees to maintain the confidentiality of all documents collected or processed during the
term of this contract.

I have read and understand the contract stating that I am volunteering for this event and will not
hold (sponsor) responsible for any injury resulting from my
participation in this event.

Volunteer
Sponsoring Organization
Signature Signature
Printed name Printed Name
Agreement between (sponsor) and

(volunteer)

For Volunteer Services at Electronics Collection Event
(date)

This contract made and entered into this day of , 20 by
and between and ,
hereinafter referred to as “volunteer”.

General Standards
1. The volunteer agrees to indemnify and hold harmless and defend
(sponsor), (recycler), and (event
site) and any of their officers, agents, volunteers, and employees from any and all claims resulting from
injuries, including death, bodily injury, property damage, or any other losses arising out of or in connection
with or in any way associated with the performance of the terms and conditions of this agreement.

2. It is the express interest of the parties hereto that this agreement shall not create an employer-employee
relationship; and the volunteer shall be deemed and independent contractor during the term agreement.

3. The volunteer agrees to maintain the confidentiality of all documents collected or processed during the
term of this contract.

I have read and understand the contract stating that I am volunteering for this event and will not
hold (sponsor) responsible for any injury resulting from my
participation in this event.

Volunteer

Sponsoring Organization

Signature Signature

Printed name Printed Name






Electronics Tally Sheet

Item Description Free or Pay |Number of Price Total
Items
First Monitor One Free Free
Additional Monitors/CRTs | $10.00 each $10.00 each
First Television $5.00 $5.00
Additional TVs $ .30/LB $ .30/LB
Peripheral Electronics 50LBs Free Free
Additional Peripherals $.30/LB $.30/LB
Cell Phones Free Free
Toner Cartridges Free Free
Other
Totals Balance Due
Electronics Tally Sheet
Item Description Free or Pay |Number of Price Total
Items
First Monitor One Free Free
Additional Monitors/CRTs | $10.00 each $10.00 each
First Television $5.00 $5.00
Additional TVs $ .30/LB $ .30/LB
Peripheral Electronics 50LBs Free Free
Additional Peripherals $.30/LB $.30/LB
Cell Phones Free Free
Toner Cartridges Free Free
Other
Totals Balance Due
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Equipment Checklist
Attachment X

Date ordered/

Equipment Purchased From Cost/Value Borrowed from confirmed Contact person Telephone
Portable Toilets XYZ Company $135.00 5/1/2010|Bill Brown 222-222-2222
Brooms and dust pans $20.00|County 4/2/2010|Jane Doe 333-333-3333
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e-Scrap Nebraska

Shocking Facts. Smart Ideas. Brighter Future.

Electronics Collection &
Recycling Event

Date of Your Event

Time of Your Event
Location of Your Event ( |
Address of Your Event

Sponsored by:

Information: Telephone or Web site

+ Computer Monitors:
1st one FREE; all others $10.00

+ Peripheral Equipment:
(CPUs*, printers, fax machines, etc.)
1st 50lbs. FREE; additional
equipment 30¢ |b.

+ Televisions:
1st one $5.00; all others 30¢ Ib.

+ Toner cartridges & Cell phones:
FREE

*Participants are solely responsible for clearing
confidential information from hard drives!

The Nebraska
Environmental Trust www.escrapnebraska.com

reserving NATURAL NEBRASKA™ for future generations

twaste:
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		Date of Your Event: Date of Your Event

		Time of Your Event: Time of Your Event

		Location of Your Event: Location of Your Event

		Address of Your Event: Address of Your Event

		Sponsored by:: Sponsored by: 

		Phone number or web site: Telephone or Web site






FOR IMMEDIATE RELEASE: (Date here)

CONTACT: Contact name here
Contact Phone here
Contact email here

(Your organization name here) to Host Electronics Collection Event for
(Your town or county here)

(YOUR TOWN, NEBR.)- The town/county of , in conjunction with
(your organization here), will collect electronics for disposal and recycling on (Day, Date and
Times). Businesses and households may drop off electronic equipment at (location of event with
specific instructions where applicable). This e-scrap collection event is made possible by a grant
from WasteCap Nebraska in a program funded by the Nebraska Environmental Trust.

Each participant will be allowed to recycle one computer monitor for free and additional monitors
for $10.00 each; 50 pounds of peripheral equipment for free and additional peripherals at $ .30
per pound; one television for $5.00 and additional TVs at $ .30 per pound; and cell phones and
toner cartridges for free. Participants bringing computers, PDAs or cellular phones should remove
all confidential information prior to the collection. Computers can be cleared of this information
by using a “wipe drive” program.

Items not accepted include air conditioners, dehumidifiers, household appliances, lead acid
batteries, electric fixtures, fluorescent light bulbs and broken glass, CDs and tapes, software
disks, or liquid or chemical waste.

For more information contact (your organization) at (XXX) XXX-XXXX.

i

(You may insert general information about your organization here.)






Radio Script template for advertising e-scrap events

This year’s Hot Model could be next year’s BIG disaster! Your new laptop may be stylish now, but
someday you’ll need a new one. Did you know that many computers, TVs and cell phones contain lead,
mercury and other hazardous wastes? So don’t throw them in the trash! Dispose of them safely by
recycling.

(Your organization) is holding an electronic waste collection event on (Date and Time) at (Location).
Bring your computers, monitors, peripheral equipment (printers, mice, scanners, etc.), TVs, cell phones
and toner cartridges (and/or whatever else you will accept). [Optional: We will not accept (list what
kinds of things you won’t accept, e.g., appliances, packaging materials).]

One monitor and 50 pounds of peripherals per household are free. All other items will be accepted for a
small fee. To learn more contact: (Your organization’s name and phone number) or visit our web site:
(your web site here) And don’t let this year’s Hot Model become next year’s BIG disaster!

A program of WasteCap Nebraska, Funded by the Nebraska Environmental Trust.






Cost and Participation Worksheet

Attachment E

Estimated Participation

Population of target audience

2% average participation (step 1 x .02)

2.5 persons per car (step 2 divided by 2.5)

PIWIN]|F-

84 pounds per car (step 3 x 84)

Estimated Costs

S .25 per pound recycling costs (step 4 x .25)

Mobilization costs (if any, charged by recycler)

Advertising and promotion

Personnel for event planning

Site (if rented)

Paid event staff

Equipment and supplies

O IN|Oo|n|Dh|WIN|F

Miscellaneous costs

Total Costs (this will be your grant request amount)

Estimated Revenue and Match

Participant fees (S .30 per pound x 30 pounds x est. number of cars)

Sponsorships

Advertising and promotional match

Volunteers for event planning (Number of volunteers x $16.43/hr)

Site (if donated)

Event volunteers (number of volunteers 18 or over x $16.43/hr; under 18- $7.25/hr)

Value of donated equipment and supplies

Njo|lu||WININ]|EF-

Value of miscellaneous

Total Revenue and Match (this should match or exceed your grant request)
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Electronic Collection Event Summary

Day/Date/Time of event: Sponsoring organization:
Grant Award: $ Location:

Main contact person: Email:
Telephone: Fax:

General Description of event:

Recycling service provider used:

Population of area served: Event duration: /hours # of cars/people:
# Household participants: # Business participants: # Pounds collected:
Amount collected from participants: $ Amount collected from sponsorships: $

Value of in-kind donations other than volunteer time:

# Paid staff: # Planning hours: # Hours at collection event:
Volunteers under age 18: # hours volunteered by under age 18 group:
Volunteers ages 18 and older: # hours volunteered by 18 and older group:
Exit survey used? Yes/No Attach survey summary

Types of advertising/marketing used:

Event analysis
Did your vendor live up to your expectations? If not, why?

Was your marketing of the event adequate? How did most people learn of your event?

Was the event venue adequate? Would you have an event there again?

Did you have enough volunteers and paid staff for the event?

If you were to have another collection event, what would you do differently?

Will you sponsor another e-scrap collection event in the future if funding is available? Without funding?

Would you support legislation that requires the retailer and/or manufacturer to pay for the cost of safe
recycling and disposal of these electronic products?

Attach additional sheets if needed. Please attach photos of your event. Thank you!






esScrap Nebraska e SUMMARY OF

Shocking Facts. Smart Ideas, Brighter Future, : s~ INVOICES
SUBMITTED FOR
REIMBURSEMENT
Invoice # or Vendor Description of Services Budget Category Invoice Amount

Date

Less Participant Fees*

TOTAL: $

*Be sure to subtract participant fees from your reimbursement request. (They should also be added to your summary of cash match and in-kind donations.)

Program/Organization./Business Name:

Date and Location of Collection Event:






		Less Participant Fees*

		TOTAL:




e-Scrap Nebraska e u SUMMARY OF

Shocking Facts. Smart Ideas. Brighter Future, ' e C AS H M ATC H AN D
IN-KIND
Rev. 6/21/2010 DO NAT I O N S
Invoice # or Vendor Description of Services Budget Category Invoice Amount

Date

Participant Fees*

TOTAL:

*Be sure to include participant fees collected in your match.

Program/Organization./Business Name:

Date and Location of Collection Event:






		Participant Fees*

		TOTAL:




Electronic Collection Event Participant Survey

1. How did you hear about this electronics collection event?
O TV Ad [ Radio LI Flyer

1 Newspaper Ad O Friend/word of mouth 1 Other

2. Why did you come here today to recycle your electronic product(s)? Check all that apply.
O The product is not working 1 The product is obsolete
LI | obtained a newer model

O Other (please specify):

3. How far did you travel today to recycle your electronics? (give your best estimate) Miles

4. What items did you bring in today?

ltem How Many? How old is the item (in years)

TV

Computer (CPU)

Laptop

Computer Monitor

Peripherals:
Mouse
Keyboard
Printer
Scanner

Other:

Other:

5. How many computers and TVs do you have at home?

6. What is (or would be) the most convenient way for you to recycle electronics?
] Take them to a municipal recycling center 1 Mail them back to a manufacturer
[ Take them to a retail store O Take them to a local charity

LI Other (please specify)

7. Who do you think should pay for the safe recycling and disposal of these electronic products?
(Check no more than 2)
I Customer/user I Local Government

Retail store [ Other (please specify):

O O

Electronics manufacturer

8. Would you support legislation to require manufacturers and retailers to be responsible for the safe handling and
recycling of their products? [ Yes 1 No

9. If you had to pay to recycle your electronics, when would you prefer to pay?
LI When | purchase the item 1 When | recycle the item

[0 Other (please specify)

10. The electronics you brought in today were used by a

[0 Residence
[0 Business

O Government
[ Institution

THANK YOU FOR PARTICIPATING IN TODAY’S COLLECTION EVENT!






1‘ N Sponsored By:
.S. ARMY CENTERFOR HEALTH PROMOTION
: AND PREVENTIVE MEDICINE
ERGONOMICS PROGRAM

A USACHPPM INFORMATION BULLETIN PROMOTING BETTER HEALTH THROUGH PUBLIC AWARENESS

COMMON LIFTING PROBLEMS: SOLUTIONS:
1. Lifting with back bent and legs straight. Keep back straight and bend your knees!
2. Holding load too far from body. Hold load as close to the body as
possible.
3. Twisting while lifting. Redesign the lift to avoid twisting.
Turn your body using your feet. (See Pivot
Technique.)

4. Losing balance during a lift because:

e Your feet are too close together. e Keep a wide, balanced stance with feet
generally shoulder width apart, or
wider.

e The load is uneven or unstable. e Test the load before you lift.

If the load is uneven, then
- Redistribute the load.
- Use the Tripod lift.
- Get help to lift the load.

e The load is too heavy. e [f the load is too heavy, find:
- Another person to help.
- A mechanical lifting aid.

5. Contorting the body in order to lift and carry Plan the move: inspect the pathways
loads in cluttered areas. and destination to ensure that they are
clear before you begin the lift.

6. Poor coordination between two or more Communicate! Plan the lift together in
people during the lift. order to coordinate your actions.

AS YOU LIFT, Always...

1. Keep the load as close to you as possible. 4. Bend your knees.

2. Keep your back straight. 5. Keep your head forward. Your lift will be
more balanced and the curves in your spine

3. Turn your feet outward and push your will stay balanced and aligned.

buttocks out. (Picture a professional weight
lifter.) 6. Breathe out as you lift.

Copying and distribution of this pamphlet is authorized and encouraged
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Basic Lift (Diagonal Lift) - This lift is the most common method of good lifting technique. Use the
basic lift for objects small enough to straddle where you have enough
room to use a wide stance.

Get close to the object. 7. Put the other hand on the side of the object
closest to you. Your hands should be on
opposite corners of the object.

8. Grasp the object firmly with both hands.

2. Stand with a wide stance: put one foot
forward and to the side of the object.

3. Keep your back straight, push your but-
tocks out, and use your legs and hips to 9. Prepare for the lift: look forward.

lower yourself down to the object. 10. Lift upwards following your head and

Move the load as close to you as possible. shoulders. Hold the load close to your
body. Lift by extending your legs with
your back straight, your buttocks out, and
breathe out as you lift.

If the box has handles, grasp the handles
firmly and go to step 9.

6. Put the hand (that is on the same side of
your body as the forward foot) on the side
of the object furthest from you.

Ifyou are doing this lift correctly, your head will lift up first, followed by your straight back. If your hips come up
first and you must bend your back as you straighten up, you are doing this lift incorrectly.

Copying and distribution of this pamphlet is authorized and encouraged

2





2 LIFTING
TECHNIQUES

\ Sponsored By:
e]; .S. ARMY CENTERFOR HEALTH PROMOTION
i AND PREVENTIVE MEDICINE

ERGONOMICS PROGRAM

A USACHPPM INFORMATION BULLETIN PROMOTING BETTER HEALTH THROUGH PUBLIC AWARENESS

Power Lift - Use the power lift for objects too large for you to straddle. This lift is very similiar to
the basic lift. In the power lift, the object shifts your center of gravity forward, and
you must push your buttocks out to compensate. (Professional weight lifters lift

using this position.)
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1. Put one foot in front of the other using a
wide stance.

2. Keep your back straight, push your
buttocks out and use your legs and
hips to lower yourself down to the
object.

3. Move the load as close to you as
possible.
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4. Grasp the object firmly with both hands.
5. Prepare for the lift: look forward.

6. Lift upwards following your head and
shoulders. Hold the load close to your
body. Lift by extending your legs with
your back straight, your buttocks out
(exaggerate this position), and breathe out
as you lift.

Copying and distribution of this pamphlet is authorized and encouraged
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Tripod Lift - Use the tripod lift for objects with uneven weight distribution (example: sacks of food).
Recommended for people with decreased arm strength. Not recommended for people with bad knees.
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1. Put one foot next to the object. Keep your 5. Put both of your forearms under the object
back straight, push your buttocks out and (with your palms facing upward) and hug
slowly lower yourself down onto one knee. the object to your stomach and chest.
(For support as you lower yourself down,
put one hand on a stool or on your thigh for 6. Prepare for the lift: look forward.
support.)
7. Lift upwards following your head and
2. Position the object close to the knee on the shoulders. Hold the load close to your
ground. body. Lift by extending your legs with
your back straight, your buttocks out, and
3. Grasp the object firmly with both hands. breathe out as you lift.

4. Slide the object from the knee on the ground
to mid-thigh. Keep your head forward,
your back straight, and your buttocks out,
and lift the object onto the opposite thigh.

Copying and distribution of this pamphlet is authorized and encouraged
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Partial Squat Lift - Use the partial squat lift for small light objects with handles close to knee height.

1. Stand with the object close to your side. 5. Prepare for the lift: grasp the object and
look forward.
2. Place your feet shoulder width apart, with
one foot slightly ahead of the other. 6. For support as you lift, push down on the
tixed surface (or on your thigh).
3. Place one hand on a fixed surface (such as a

table or stool) or on your thigh. 7. Lift upwards following your head and
shoulders. Lift by extending your legs with
4. Keep your back straight, push your your back straight, your buttocks out, and
buttocks out and slowly lower yourself breathe out as you lift.

down to reach the object’s handles.

Copying and distribution of this pamphlet is authorized and encouraged
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The Golfers’ Lift - Use the golfers’ lift for small light objects in deep bins and to pick small objects off
the floor. Recommended for people with knee problems or decreased leg strength.

1. Place hand near the edge of a fixed surface 3. Grasp the object firmly.
(such as the edge of a table or bin). This
E?:S f:vﬂl support your upper body during 4. Prepare for the lift: look forward. Keep

your leg raised as you initiate the lift.

2. Keep your back straight and raise one leg 5
straight out behind you as you lean down )
to pick up the object. The weight of your
leg will counterbalance the weight of your
upper body.

To lift, push down on the fixed surface as
you lower your leg. Keep your back
straight and breathe out as you lift.

Copying and distribution of this pamphlet is authorized and encouraged
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. Stand as close to the object as possible with
knees slightly bent.

. Do not bend your waist! Push your but-
tocks out.

. If the obstacle (preventing you from bend-
ing your knees) is stable, lean your legs
against the obstacle for support. Use your
legs and hips to lower yourself down to the
object.

A USACHPPM INFORMATION BULLETIN PROMOTING BETTER HEALTH THROUGH PUBLIC AWARENESS

Straight Leg Lift - Use the straight leg lift when obstacles prevent you from bending your knees.

Be careful! Lifts over obstacles that prevent you from bending your knees put you at
increased risk for muscle strain. If possible, avoid this lift. Only use this lift when absolutely
necessary (i.e. lifting out of a grocery cart, car trunk).

. Grasp the object firmly with both hands.
. Prepare for the lift: look forward.

. Lift upwards following your head and

shoulders. Hold the load close to your
body. Lift by extending your legs with
your back straight, your buttocks out
(exaggerate this position), and breathe out
as you lift.

Copying and distribution of this pamphlet is authorized and encouraged
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Overhead Lift - Use the overhead lift to place objects on an overhead shelf. This lift begins with
the object in your hands. Be careful! Ouverhead lifts put you at increased risk for
muscle strain. It can be difficult to maintain balance during the lift. If possible, avoid this
lift. Only use this lift when absolutely necessary.

1. Hold the object very close to your body. 5. As you reach the shelf, slowly shift your
weight from your back foot to your forward

2. Keep feet shoulder width apart, one foot foot. Keep your back straight.

slightly ahead of the other.
6. When the load reaches the edge of the

3. Prepare for the lift: look forward. shelf, push the object onto the shelf.

4. Raise the object to shelf height using the
arm and shoulder muscles. Keep the object
close to your body and breathe out as you
lift.

Copying and distribution of this pamphlet is authorized and encouraged
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Pivot Technique - When you must lift an object and then turn to carry it away;, it is common to twist
the body. Twisting while lifting can cause serious damage to the tissues of the

back. Use the pivot technique to avoid twisting while lifting.

Turn the leading foot 90 degrees toward

1. Lift the load using any of the previous 3.
the direction you want to turn.

techniques.

Bring the lagging foot next to the leading

2. Hold the load very close to your body at 4.
foot. Do not twist your body!

waist level.

Copying and distribution of this pamphlet is authorized and encouraged
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FOR IMMEDIATE RELEASE : (release date here)

CONTACT: Contact name and title here
Contact phone number here
Contact email here

Successful Collection Event Yields pounds of e-Scrap

YOUR TOWN, NEBR. - On (date of your event), (your organization) held its first
electronic collection event since (date). (or whatever the case may be) A WasteCap
Nebraska grant program provided funds to offset part of the cost of planning and
recycling costs for the computers, monitors, televisions, and other electronics brought to
the event. The program was funded by the Nebraska Environmental Trust.

In total, # of vehicles brought in their non-working or obsolete electronics. On
average, each vehicle helped divert pounds of e-waste from the local landfill. All
together, the event collected over pounds of computers and other electronics.

The waste was processed by (name of recycler), an Omaha-based electronics company.

Volunteers from and assisted (your organization’s) staff
with greeting and unloading vehicles (or any other tasks you wish to list). A survey was
given to each participant. (Add factoids learned from the survey here, if desired.)

Many electronic devices contain toxic materials and are difficult to dispose of safely. For
example, the cathode ray tubes (CRTSs) found in color computer monitors and television
sets contain toxic metals that could leach into groundwater if disposed of in a landfill.
The collection event gave local households a way to dispose of
their broken or obsolete electronics in an environmentally responsible way.

For more information about e-scrap grants contact WasteCap Nebraska at 888-ewaste9 or
visit www.wastecapne.org.
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Essential Steps for Planning and Executing a
WasteCap Nebraska Grant-funded e-scrap Collection Event

WasteCap Nebraska has developed an e-Scrap recycling program, funded by the Nebraska

Environmental Trust, that provides communities or organizations funding and guidance for hosting a

collection event to recycle used electronic equipment. The program is designed to be a turn-key

operation that includes planning tools, pre-approved recyclers, marketing materials and reporting

documents. To that end, this planning guide has been developed. These grants are intended for

communities with little or no experience holding collection events, and require adherence to certain

procedures based on lessons learned by WasteCap Nebraska from several years’ experience at holding

e-scrap events. General guidelines are as follows:

1.

Grants will be awarded to communities in underserved areas of Nebraska. Meaning, in general,
that smaller communities (outside the major metropolitan areas of Lincoln and Omaha) with
little or no history of holding e-scrap collection events will be favored.

Grant allotments are limited to $8,065 per event, and this amount must be matched at
approximately 100% with a combination of cash and in-kind matches.

Collection Events are for one day only, not to exceed 6 hours maximum.

Certain designated items will be collected for free from participants, and there will be a per-
pound or per-item price on all other items. This price formula is a requirement.

Only approved electronic recycling service providers will be allowed to participate in these
grant-funded events. A list of approved recyclers is provided.

It is recommended that planning for an e-scrap event begin no later than a minimum of six weeks before

the date of the event.

This guide will cover the following steps for holding a one-day e-scrap collection event.

1.

O NV A WN

Identify and write clear goals for your program
Get buy-in from all stakeholders

Develop a work plan

Apply for a grant

Select a recycler and Take Care of Details

Hold the Collection Event

Complete the Collection Event Reports

Report results to the Public

Note: This Guide and all attachments referenced in this document
are downloadable from www.wastecapne.org.
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1. Identify and Write Clear Goals for Your Program

Written program goals are great tools to inform stakeholders about the reasons and necessity of
offering an e-scrap event in your community. Reasons for conducting an e-scrap collection event may
include the following:

To meet regulatory requirements

To reduce the quantity of waste going to the landfill or to increase recycling rates
To keep heavy metals out of the waste stream

To conserve natural resources

e To provide recycling options for local consumers, households and businesses

2. Get Buy-in from all Stakeholders

A collection event can involve a number of agencies, groups and individuals. These potential
stakeholders should be involved early in the planning stages for an event. Stakeholders can offer
valuable input that will be important in detailing your program. Some potential stakeholders might
include (but not be limited to):

e (City manager or county executive
e (City attorney or county counsel

e Finance department

e Police

e Fire department

e Hazardous waste compliance program
e Local solid waste agency

e Solid waste management staff

e Public works staff

e Household hazardous waste staff
e (Citizen committees

e Local e-scrap recyclers

e Local businesses or chambers

3. Develop a Work Plan and Timeline
Your plan should include the required actions, responsible staff, and timelines for your collection event.
These activities should begin at least 6 weeks before the event, but 3 months is not too early to begin
planning, particularly if your event represents a partnership among a group of cities, a city-county
combination, or between business, nonprofit and government offices. Considerations include:

a) Selecting a collection site

b) Designing the collection site layout

c) Determining staff and training needs

d) Determining equipment needs

e) Determining marketing plans

f) Estimating costs and participation

July 7, 2010 Page 2 of 13
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g) Data collection and reporting
h) Program evaluation

a) Select a Collection Site
An ideal site would be one that:

Is well-known by people in the community Tip: Make sure to check on any
Is highly visible insurance requirements when you

get permission to hold the event.
Depending on the site location, you
may have to secure general liability
insurance to provide coverage in the
event of any accidents that lead to
injury.

Is centrally located and easily accessible

Is near major streets and has simple map
instructions

Provides space to queue traffic without
disrupting regular traffic

Has an impermeable surface (concrete or
asphalt) to minimize environmental risks and
facilitate the use of a pallet jack or forklift

Has on-site utilities (running water, fire hydrants, electrical hookups)

b) Design the collection site layout
The site layout should allow participants to move through the collection area quickly and
efficiently. The site design should be detailed on a map showing all the pertinent information.
This map will be used for staff and volunteer training, for setting up the site, and for post-event
evaluation. (*See Attachment A for a sample layout.) Points to consider when designing the
layout of your collection site include:

July 7, 2010

Queuing of traffic: the site plan must accommodate lines of traffic entering and leaving the
site. These waiting lines should not interfere with the normal street traffic patterns around
the site. In designing the site plan, anticipate the maximum number of participants and
traffic flow. This way your site is prepared to handle the worst case scenario.

Sensible and well-marked traffic flow patterns: If possible, plan for one-way traffic flow
through the site. Ample room should be available to accommodate the turning radius of
large vehicles. The site should allow for contractor’s trucks and the possibility of needing to
bring in extra supplies or equipment. Also, the site map should include specifications for
how traffic flow will be marked and where the markers will be placed. Markers may be
traffic cones, sawhorses with attached signage, people directing traffic, or any other method
that is clear and leaves no possibility for misunderstanding by the public.

Multiple unloading areas: The site plan should identify the number and location of
unloading areas. Several traffic lanes with separate unloading stations may be preferred for
large events. Plan on setting up a separate unloading area for participants with special
needs, such as large loads of e-scrap that would delay traffic flow.

Unloading participants’ vehicles: Depending on the anticipated participation, residents
could be asked to unload their own electronic waste; however having event workers unload
cars will facilitate traffic flow and limit possibilities of participants being injured or involved
in an accident.

Minimal distance from vehicle unloading to sorting and packaging areas: In planning the
distance between unloading and sorting stations, you need to provide adequate space for
staging the materials before they are packaged. The optimum distance is dependent upon
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the anticipated volume of materials and the number of staff available to move materials
through the collection site. Using carts to transport materials between the unloading and
sorting areas can decrease the level of effort needed to move materials and the chance of
worker injuries.

e Area for collecting fees and collecting surveys: Surveys and/or educational materials can be
given to participants as they enter the event. Participant surveys will provide you with
valuable information to evaluate the event outcome and provide input for improvements
for your next event. This is a great opportunity to educate participants about the problems
associated with e-scrap, including the toxicity and potential health risks, and other products
that will become e-scrap when discarded. This would be a good time to introduce the
concept of product stewardship and the need for take-back programs to avoid creating e-
scrap in the future.

c) Determine Staffing Needs

Adequate staff is essential to a successful event. A rough estimate is six to ten staff each shift for
an electronics event where you expect to collect about 15,000 pounds of electronics, or about
150 to 200 cars. Event times and days can affect how you staff an event. An event open only a
few hours on a Saturday may need more workers for a short time than one that is open all day
Friday, for example.

Begin recruiting volunteer staff at least one month before the event, and provide guidance on
what to wear, job descriptions, hours, etc. Below are some ideas for staffing an e-scrap
collection event:

e (City or county staff

e Volunteers from service organizations, local colleges, high schools

e Recycling contractor’s staff

e Nonprofit staff

The first step is to determine the types of jobs that need to be performed before, during and
after the event. Examples are:

e Project coordination

e Ordering supplies

e Setup and breakdown of staging area

e Screening incoming materials

e Unloading cars

e Quantifying material collected by type and weight and charging participants
e Segregating materials and keeping track of what goes into containers

e Training on health and safety issues

e Directing traffic

Next, Develop Staff Training Materials.

Staff/volunteer Selection and Training Tips:

e Individual training sheets for each job function are good tools. They should contain details
about job expectations as well as potential hazards or possible injuries and how to avoid them.
Training sheets should not replace on-site walkthroughs and explanations of the work. Think
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through the information each job function will require. (e.g., Staff checking participants in will
need to know the type of materials accepted and what to tell participants if they bring products
that will not be accepted. These events generally will not accept appliances, for example.) (See
Attachment B for a sample of general job descriptions)

e  Most training will be done the day of the event, though providing training sheets in
advance would be helpful.

e  Your organization may wish to have each volunteer sign a release of liability form. Check
with your legal advisor. (See Attachment C for a sample)

e Once you have determined the staff needs for your event, you can begin selecting staff.
This may involve advertising for volunteers, requesting help from staff within and outside of
your department, and talking with the selected recycler to find out what staff they will have on
hand. Try to match staff with tasks that match their skills and abilities. (e.g., Staff unloading
materials should be physically fit and trained in proper lifting techniques.)

e  Staff should be notified well in advance of the date and time of the event so they can
schedule to be there.

e  Allow up to two hours for set up and one hour after the collection event for clean-up of the
site, including loading material into trucks, sweeping up trash, taking down signs and traffic
controls, and ensuring the site is left in the same condition as it was before the event.

d) Determine equipment needs
Equipment needs will vary depending on your agreement with the materials recycler. Under the
terms of the Contractor Agreement, the Contractor is responsible for supplying:

e Scale for weighing equipment

e Gaylord boxes

e Pallets

e Stretch wrap

e Trucks for transport as needed by estimated volume

e Staffing as needed by estimated volume
The event organizer can sometimes save money by using their organization’s equipment. Well
in advance of the event, you will want to determine where you will purchase or borrow
equipment. A good planning tool would be a simple equipment checklist to make sure all
equipment will be there on the day of the event. (See Attachment E for Equipment Schedule)
Knowing actual costs and how they compare to estimates will help in refining the budget for
future events. The following equipment should be among that considered for the event:

e Cell phones for external communication with emergency personnel.

e Two-way radios or cell phones for internal communications.

e Emergency contact information (local fire/police/ambulance; site owner; contractor)

e Fire extinguishers

¢ Folding tables (number depends on staging)

e Forklifts and pallet jacks to move pallets or Gaylord boxes

e Labeling supplies- pens, pencils, markers

e Tents or canopies

e Chairs, benches, stools for event staff

e Garbage and recycling containers, particularly cardboard, Styrofoam, plastic bags and

office paper (contract for these services)
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Rechargeable battery, cell phone, and toner cartridge recycling containers
Signage

Saw horses/barricades to direct traffic

Duct tape

Traffic cones, tapes, flags for containing traffic

Clipboards with attached pens

Receipt book (purchased by the sponsoring organization); or business invoices (supplied
by WasteCap) and Tally Sheets- (See Attachment D, which may be photocopied)
Money box with cash to make change

Food and water for site workers

Camera (and someone assigned to take photos)

Name tags for event staff

Portable toilets Tip: Keep all receipts for your
Shovels, brooms, dustpans files. If equipment is scheduled for
Extension cords delivery on the event day, make
Educational brochures and/or questionnaires sure to bring the vendor’s
Personal protective equipment (PPE) for event paperwork with the date and time
staff includes safety glasses, apron or of delivery, costs and other
coveralls, gloves, steel-toed boots, back-brace, pertinent  details. Have the
safety vests, first aid kits, and an eye wash equipment  provider’s  contact
station. information on hand in case the

equipment doesn’t show up.

e) Develop a Marketing Plan

A successful recycling event requires an extensive effort to inform consumers about the need to
recycle and the specifics of your collection event. Provide enough information for participants to
understand what they need to do.

Event location

Dates and times for the event - (The most popular event times seem to be 9:00 a.m. to
2:00 p.m. on a Saturday, or 3:00 p.m. to 7:00 p.m. on a weekday. This may vary
depending on the number of participants expected, the size of the site and the number
of event staff available.)

Products accepted and products NOT accepted

Fees

Contact information

Acknowledgement of funders: WasteCap Nebraska and the Nebraska Environmental
Trust

WasteCap Nebraska provides writeable pdf flyers, a sample press release and radio scripts to
advertise your event, containing the same essential branding as the TV and radio ads that
WasteCap has run statewide. (See Attachments F, G & H) However; there are additional
considerations to be made for a successful event outcome, such as types of media to utilize, a
timeline for distribution, and event follow-up. Types of media you may consider in your
marketing plan include:

July 7, 2010
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e TV/radio (local public service announcements, news stations, council meetings)

e Newspaper stories, ads, and inserts

e Bulk direct mail

e Door hangers

e  Utility bill inserts

e Handouts provided by a garbage company or landfill

e Community/neighborhood newsletters

e Signs and posters at recycling center, grocery stores, libraries, and other public areas

e Billboards

e Banners at city hall, libraries and other public areas

e Handouts to students

e Retailer displays (especially retailers that sell electronics)

e Local business marquees

e One-on-one personal contact

e Speaking opportunities at local clubs, schools or organizations

e Payrollinserts

Make sure to consider costs and ensure that your
chosen media is reaching only your target
audience.

You will also want to create on-site signs for the
day of the event, and consider what if any
handouts you might wish to distribute to
participants at the event, such as an exit survey or
recycling information.

Be sure to track all in-kind advertising for your
grant “match” reporting.

Tip: The best way to develop a
timeline is to start from the end
and work backwards. For example,
if you want to send a direct mail
advertisement, you will need to
work backwards to account for the
following: time of mailing; time of
production (at the printer’s); time
for design; time for purchase
approval. Allow more than
sufficient time for each step to
allow for unexpected delays.

f) Estimate Participation and Costs

The first step in estimating costs is to estimate levels of participation. Experience has shown that
well-marketed e-scrap collection events with a price structure similar to WasteCap Nebraska’s
will generate a participation rate of 2% of the population.

For example, if your event is for residents only and the population of your jurisdiction is 50,000
people, you would estimate that there would be 1,000 people participating in the event. Similar
events elsewhere in the country have drawn an average of 2.5 people per car. Therefore, in our
hypothetical event of 1,000 people, you could expect 400 cars. Recent experience in Nebraska
shows that each car on average brings 84 - 100 pounds to a collection event, producing 33,600
to 40,000 pounds of e-scrap for our hypothetical model.

On a purely “per capita” basis, experience has shown that an estimated 0.4 pounds of
equipment will be collected at Nebraska events.
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In addition to contractor costs for recycling and mobilization, you will want to consider staffing
costs for planning, volunteer training, contractor selection, advertising and outreach activities,
working at the event site, data collection and reporting. Other costs may include equipment,
supplies, insurance and associated site costs. (See Cost and Participation Worksheet,
Attachment |.)

If the total cost exceeds your funding allocation, you will need to reconsider the program plan.
There are a number of ways to control program costs, such as:

e Smaller target audience

e More business participation

e Limit the collection hours

e Do less outreach and advertising

e Solicit more volunteers to augment paid staff

e Find sponsors or partners

e Spend less in other categories for match

g) Data Collecting and Reporting

While planning an e-scrap collection event, you should determine the information you will want
to and/or be required to collect. By planning in advance, you will be able to develop the tools
necessary to capture the appropriate data during the event.

The “Collection Event Organizer”, also referred to as “Sponsor” in grant contracts is required to
provide the following information with their final report:
e Number of cars/participants and whether they are households or businesses.
e Total number of volunteers; total hours spent planning; and total hours spent at the
event.
e Sources of advertising- name, type of advertising, approximate value if donated.
e Photos of the event.
e Invoices or receipts containing the name and address of vendor, an itemized list of
services and/or goods, costs of services and/or goods, and the date(s) of service or
delivery.

(An “Escrap Event Summary” form, Attachment J, has been created for this purpose.)

The Contractor Agreement stipulates the accounting and reporting requirements under Section
H. It states that the Contractor “shall record the quantity of Electronic Equipment collected and
any associated fees..and report these amounts to the Collection Event Organizers and
WasteCap Nebraska within two (2) days immediately following the Collection Event.” The items
should be itemized by type of electronic equipment and expressed in pounds collected.

Grant reporting forms, “Summary of Invoices” and Summary of Match/In-Kind Match” will have
to be remitted to WasteCap Nebraska before funds are released. (See Attachments K & L)
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h) Program Evaluation
Evaluations generally provide information about the program and confirm beliefs about the
program performance. Potential uses for evaluation information include program improvement,
policy development, accountability, public relations, and justification for program continuation.
Considerations for evaluation may include:
e Did the event accomplish the goals identified for the program?
e Were the costs of the event equal to or less than estimated?
e Was the site adequate for the event?
e Was there enough lead time for planning the event?
e Was setup of the event completed in time?
e Was participation at the event as anticipated?
e What was the percent of the local population that participated or the per capita
participation?
e Were there any special events or circumstances that affected overall participation (e.g.
local event, Husker football game, etc.)?
e Were participants satisfied with the service provided at the event?
e What outreach method was most effective? (Ask this question in your exit survey)
e Did the recycling contractor provide the expected service?
e Were event workers properly trained?
e Was the event injury- and accident-free?
e What quantity of materials and programs costs should you expect at future events?
e What did you learn, and what advice would you give to someone else running an e-scrap
program or event?
e Would you support statewide legislation that would place more of the burden of
product life cycle on the manufacturer and retailer, and less on municipalities and
consumers?

Evaluation should include information (quantitative, qualitative or both) gathered from a variety
of sources with varying perspectives. One of the most useful mechanisms for information
gathering is the on-site participant survey. The survey would be given to participants as they
enter the event site and collected as they leave the site. The survey should be brief and concise
for best participation. Yes or no answers or multiple choice questions are best so the data is
easy to compile. (See Attachment M for sample participant survey)

A separate questionnaire could be developed for event staff and other stakeholders to evaluate
what worked and what didn’t work, with suggestions for changes next time.

4. Apply for an e-Scrap Grant through WasteCap Nebraska
Once you have gathered all the information and gone through the planning steps, it will be easy
to complete the online grant application at www.escrapnebraska.com. If you need assistance
call 888-ewaste9, or 402-434-7376. Grant periods will be open on a quarterly basis. Grant
submission due dates are March 1 for second quarter awards, May 15 for third quarter awards,
August 15 for fourth quarter awards and November 15 for first quarter awards. The applications
will be processed promptly and awarded until the fund is exhausted.
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5. Select a Recycler and Take Care of Details

Once your grant request has been approved, you will need to complete a grant contract with
WasteCap Nebraska. (See Attachment X) Next, you may select a recycler from the list of pre-
qualified vendors. (See Attachment N for a list of approved vendors.) Tell your contractor about
your marketing plan and anticipated participation based on population and target audiences.
This will help them decide what resources they will need for your event. You will need to
confirm dates, times and services with the Contractor. A Contractor Agreement is provided by
WasteCap Nebraska with rates and responsibilities already negotiated. (See Attachment XX)The
Contractor and Collection Event Organizer will sign and keep one of three copies.

Other Important Details
About six weeks to one month before the event,

e Arrange for all necessary equipment not provided by the recycler

e Confirm insurance coverage is in place

e Contact local police and traffic control authorities, as necessary

e Implement Marketing plan and distribute notices and other materials

About one week before the event,

e Reconfirm all staffing, equipment, recycling service arrangements

e Ensure event staff have access to water and restrooms

e Make arrangements for collecting fees (staffing, petty cash, security)

e Gather supplies — traffic cones, tape, signage, tools, refreshments

e Send out another press release and contact local reporters

The day before the event,

e Schedule a walk-through of the collection site for the event manager, recycling
supervisor and property owner. Review plans for traffic flows, sorting/loading, safety,
emergency contacts, equipment and supplies

e Create printed copies of contact names and phone numbers for all people who may
need to be reached during the day of the event (get cell phone numbers!)

o Check the weather forecast and bring clothing or other items as needed.

6. Hold the Collection Event

Congratulations- the big day is here! The following steps will need to be implemented during the course
of the day.

a.
b.
C.
d

a.

Set up the site

Train event staff

Collect materials and fees
Take down the event

Setting up the Site

The site will be set up using the site map developed during the project planning stages. Several
event staff will be necessary to set up the site, but one person (most likely the program coordinator)
should be designated to walk through the site and ensure that everything is set up properly.

The site setup should be completed well in advance of the time participants are expected to arrive.
Therefore, you will want to set your event start time late enough to allow for site setup, but early
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enough to be convenient for participants. The most popular event times seem to be 9:00 a.m. to
2:00 p.m. on a Saturday, or 3:00 p.m. to 7:00 p.m. on a weekday. This may vary depending on the
number of participants expected, the size of the site and the number of event staff available.

Set up should begin approximately 2 hours before the event is scheduled to begin. Allow more time
than you expect to need. Expect participants to arrive early. Some programs start the event up to 30
minutes before the advertised starting time to accommodate early birds.

b. Training Event Staff

The experience level of your event staff may vary. For this reason, written training materials specific
to each position are helpful. Training materials should include all tasks of that position and the
hazards or potential dangers inherent in that position. Each staff person (including volunteer staff)
should be asked to sign the training form after reviewing it

and understanding all the information. This job Tip: A large blowup of the
responsibility sheet could be distributed in advance to save site map is a valuable tool for
time. (See sample of general job responsibilities, this training. Use the map to

Attachment B) point out various areas on the

site  (check-in, unloading,

The main focus of the staff training on the day of the event sorting, packaging); amenities

should be about on-site specific details and safety. All staff (restroom, water, food); and
should attend the training. If you are using a volunteer hecessary emergency
release form (Attachment C) this would be a good time to information (first aid kit
get signatures not already collected. emergency exits).

This is a good time to go over rotation or shift changes.

Rotation, when possible helps prevent injuries. Other things to review are:

e  Proper lifting techniques (Attachment O)

e Two-person lifting for large electronics

e Proper packaging

e Lead staff through simple stretching techniques

e Areminder to drink plenty of liquids

e Distribute personal protective equipment

e Clean-up procedures for broken glass

Training should not take more than 30 minutes. Be sure to have training completed by at least 15
minutes before the event is scheduled to begin. Training will need to be repeated for new
volunteers at a shift change.

Walkie-talkies are useful. If the budget does not allow, make sure at least 2 or 3 event staff are
assigned to roving positions and can use their cell phones to report difficulties and problem-solve.

c. Checking in Participants

Have at least one person stationed inside the entrance (before the unloading area) to greet
participants. One of the primary functions of this person is to verify eligibility of participant. This
may as simple as checking the license plate on the car. The greeter can also take a quick look at the

July 7, 2010 Page 11 of 13





t waSte The Nebraska
J NEBRASEKA Environmental Trust

preserving NATURAL NEBRASKA™ for future generations

items being brought in to identify any that are not accepted at this event and notify the participant
that they will have to keep those items.

Another responsibility for the greeter is to hand out informational brochures and a participant
survey. The surveys can be collected by other staff after the electronics are unloaded. Providing
pencils make this process easier for participants. A third responsibility is to control traffic flow into
the unloading area as space opens up. If the site allows, a special unloading area for large loads will
keep the traffic flow from stalling.

d. Unloading Materials
The flow of materials, from unloading to weighing and packaging is an important element of site
design. (For example, a separate line may be created for just collecting CRTs.) The stations need to
be as close together as possible to save time and exertion, yet far enough apart to allow for
accumulation of products in any one area. The product
flow will depend on the size of your site and the
number of event staff you have. Whether you have
one or more unloading stations, participants must stay
in line and not pass vehicles in front of them to
proceed to another station or to the exit.

Tip: Because unloading cars is a
strenuous job, particular care
should be taken to avoid injuries.
Precautions include special
emphasis on  proper lifting
techniques, encouraging warm-up
stretches and frequent rotation to
less strenuous jobs.

In many situations, only one unloading area is
necessary. Un-loaders would take all e-waste at one
time and use carts to deliver waste to the appropriate
sorting area. Depending on the rate of traffic flow and
staffing level, un-loaders may also be involved in preliminary sorting functions. If traffic flow
increases, they would return to strictly unloading vehicles. Consult with your chosen recycler on this
before the day of the event as they will have very definite requirements for the separation of the
products.

e. Collecting Fees

You will need to decide in advance how to collect fees. A “checks only” policy keeps it simple, but
events often collect cash or check and utilize the option of billing business participants. If you collect
cash, you will need a lockable cash box that is emptied periodically throughout the event by the
event coordinator. Paid staff is usually assigned to collect cash. Generally, access should be limited
to one or two people.

A tally of materials can be taken by a recorder working at each unloading station. The tally slip is
given to the cashier to be totaled and paid by the participant. WasteCap Nebraska provides pre-
printed duplicate receipts to event organizers (based on estimated participation) for business
customers. Tally slips can be photocopied for household participants to facilitate fee collection. (See
attachment D)

f. Directing Exit Traffic and Collecting Questionnaires
Exit traffic staff will direct traffic off-site. This person will also collect questionnaires.
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g. Breaking Down the Site

Be certain to assign staff to assist with breaking down and cleaning up the site. Though this seems
like an obvious task, event staff will not stick around to do this unless specifically designated to
do so in advance. Since most collection events are long and the employees are tired by the end of
the event, your breakdown staff should be people who arrive later in the event.

7. Complete the Collection Event Reports

The Collection Event Organizer must provide WasteCap Nebraska with a final report, due 30 days after
the collection date. A report form is included for your convenience (See Attachment J). This report must
include:

Number of cars/participants and whether they are households or businesses;

Total number of volunteers, total hours spent planning and total hours spent at event;

Sources of Advertising- name, type of advertising, approximate value if donated;

Photos of event;

Any additional in-kind or cash matches/donations

®m oo oo

The Collection Event Organizer must submit properly documented statements of costs for which grant
funds are sought. Proper documentation shall be considered to be invoices and/or receipts containing
the name and address of the vendor, an itemized list of services and/or goods, costs of the services
and/or goods, and the date(s) of service or delivery. Costs should be listed on the Summary of Invoices
form and In-kind expenses should be recorded on the In-kind Expenses Form. Any expense listed on the
Summary of Invoices form must be accompanied by an invoice.

After the statements and reports specified in this section are received, WasteCap Nebraska will
reimburse the Sponsor for the submitted costs in an amount not to exceed the amount of the Grant
shown on the Grant Contract.

The recycling Contractor is responsible for listing the items and number of pounds for each type of
component collected and listing them on the invoice within 2 days following the event.

8. Report Results to the Public

It is important to send a simple press release following the event outlining the event sponsors, funders,
participant numbers, pounds collected and number of volunteers. Be sure to acknowledge the funding
agency and program that made your event possible: A program of WasteCap Nebraska, funded by the
Nebraska Environmental Trust. (See a sample post-event press release in Attachment P.)
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2011 Grant Contract

On this day of ,2011, WasteCap Nebraska and

, (“Sponsor”) enter into this Grant Contract.

A. Recitations.

1. Wherefore, WasteCap Nebraska has received grant funding from the Nebraska
Environmental Trust to develop an E-scrap recycling program, including the administration of a
small grant program which will allow small communities with the opportunity to host an e-scrap
collection event for recycling.

2. Wherefore, Sponsor submitted an application to WasteCap Nebraska for an E-
scrap recycling grant on

B. Award - WasteCap Nebraska has approved Sponsor for an E-scrap grant in the amount
of to be awarded to Sponsor by WasteCap Nebraska upon execution of all
obligations outlined in this Grant Contract.

C. Choice of Recycler - Sponsor agrees to utilize only the approved recyclers that meet
WasteCap’s minimum performance standards. A current list of approved recyclers is attached
to this Grant Contract as Addendum N. Sponsor understands and agrees that WasteCap
Nebraska is not responsible for any actions or inactions of the chosen recycler.

D. Contract - It is the responsibility of the Sponsor to negotiate and finalize a contract
between the Sponsor and the chosen recycler to coordinate collection and payment details.
WasteCap Nebraska will provide a contract for between WasteCap, Sponsor, and Contractor.
Sponsor agrees and understands that any changes made to the contract must be approved by
WasteCap Nebraska. Sponsor further agrees and understands that WasteCap is not responsible
for any defects or ambiguities in the contract. WasteCap encourages Sponsor to have its own
attorney review the contract. Sponsor agrees and understands that it has been given adequate
time to have its attorney review this Grant Contract as well as the Contractor Agreement
contract.

E. Collection Fees
1. Sponsor agrees to host a collection event in a manner which allows participants
to recycle the following at no cost:
a. 1 computer monitor or television and
b. all peripheral equipment.
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2. Sponsor further agrees to charge participants a rate of $5.00 to $10.00 per unit
(depending on size) for any additional monitors, other CRTs and televisions. Participant fees will
be collected by the Sponsor at the time of collection. Any monies collected or fees incurred by
Sponsor shall be paid directly to the chosen recycler. Any changes must be approved by
WasteCap Nebraska.

3. Sponsor is solely responsible for paying all fees and charges over and above the
amount funded by the grant award. These fees may be collected from the participants or paid
out of Sponsor’s own funds. WasteCap Nebraska will not fund “free” events.

4, Under no circumstances will WasteCap Nebraska be responsible for any fees or
costs in excess of the Grant amount listed in Paragraph B above.

F. Reporting

1. The Sponsor must provide WasteCap Nebraska with a final report, due 30 days
after the collection date. This report must include:

a. Number of cars/participants and whether they are households or
businesses;

b. Total number of volunteers, total hours spent planning and total hours
spent at event;

c. Sources of Advertising- name, type of advertising, approximate value if
donated; and

d. Pictures of event.

2. Sponsor must submit properly documented statements of costs for which grant

funds are sought. Proper documentation shall be considered to be invoices and/or receipts
containing the name and address of the vendor, an itemized list of services and/or goods, costs
of the services and/or goods, and the date(s) of service or delivery.

3. After WasteCap Nebraska receives the statements and reports specified in this
section, WasteCap Nebraska will reimburse the Sponsor for the submitted costs in an amount
not to exceed the amount of the Grant listed in Paragraph B above.

G. Indemnification and Hold Harmless —

1. Sponsor agrees to indemnify, hold harmless and defend WasteCap Nebraska,
and their officers, directors, agents, volunteers, and employees from any and all claims,
demands, damages, losses, costs, expenses or liability due to, or incidental to, either in whole
or in part, and whether directly or indirectly, to the design, operations, implementation,
assistance, success, or failure of the collection event .
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2. Sponsor also agrees to indemnify, hold harmless and defend WasteCap Nebraska
and any of their officers, directors, agents, volunteers, and employees from any and all claims
of damages, including death, bodily injury, property damage, or any other losses arising out of,
in connection with, or in any way associated with the performance of the obligations,
warranties, and/or provisions in this Grant Contract or the collection event.

H. Termination of Contract

1. The Sponsor understands and agrees that failure to comply with any of the terms
of this Grant Contract may result in termination of the Grant Contract and/or a demand for
repayment of any grant funds previously paid to Sponsor by WasteCap Nebraska.

2. WasteCap Nebraska may terminate this contract at any time before the
collection date if it reasonably believes that the Sponsor has failed to comply with any of the
terms of this Grant Contract.

. Amendments - This is a complete agreement and both Sponsor and WasteCap Nebraska
represent that there are no oral terms to this Grant Contract. Any amendments to this Grant
Contract must be in writing and approved by WasteCap Nebraska.

J. Choice of Law and Forum — This Grant Contract is subject to Nebraska law and any
disputes or claims arising out of this Grant Contract must be filed in the District Court of
Lancaster County, Nebraska.

WasteCap Nebraska Sponsor

By: By:

Printed Name: Julie Diegel Printed Name:
Title: Project Coordinator Title:

Date: Date:

Federal Tax Identification Number
—OR -

Social Security Number
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Attachment N- WasteCap Nebraska 2011 Approved Contractors
This list subject to change.

The Retrofit Companies Electronic Disposal Technologies
Little Canada, MN Omaha, NE

651-717-4982 402-898-5000

800-274-1309 www.edtrecycling.com

www.retrofitcompanies.com

Metech

Omaha, NE

402-339-1172
866-479-4920
www.metechrecycling.com
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Contractor Agreement

On this day of , 2011, , (“Collection
Event Organizer”) and , (“Contractor”) enter into this Contractor
Agreement for the collection of and recycling catonic equipment and/or e-waste.

A. Recitations

1. Wherefore, WasteCap Nebraska has received fymading from the Nebraska Environmental
Trust to develop an E-scrap recycling program,udiclg the administration of a small grant prograiwicl
will allow small communities with the opportunity host an e-scrap collection event for recycling.

2. Wherefore, WasteCap Nebraska has awarded @olidevent Organizer one of these grants to
host an e-scrap Collection Event on , 2011. Time: to
3. For purposes of this Contractor Agreement, ¢Etic Equipment” shall include, but is not

limited to, televisions, monitors, CRTs, CPUs, comep terminals, central processing units, laptommaters,
main frame computers, keyboards, mice, speakerges, scanners, power cables/connectors, powsrysu
units, printed  circuit boards, computer cards, $C&ereos, speakers, radios, telephones (all)typasiers,
and fax machines.

4. For purposes of this Contractor Agreement, $REeg” means the separation and deposit of
materials at appropriate domestic (United StatelsGamada) recycling facilities in accordance with-aderal,
State and Local regulations. Recycling does notnmagpositing the Electronic Equipment in a landfill
Recycling also does not mean burning or incinenatio

5. Collection Event Organizer and Contract unaeics and agree that if this Contract is altered in
any manner, it must be approved by WasteCap Nedorask

B. Obligations

1. The Collection Event Organizer agrees to HustGollection Event by providing a location for
the Collection Event, marketing for the CollectiBnent, collecting any payments, and providing adégu
volunteers to assist with the Collection Event.

2. The Collection Event Organizer agrees to malezyereasonable effort to monitor business or
household generators for contamination.

3. The Collection Event Organizer agrees to liimét Collection Event to one day only and to no
more than 6 hours in duration. Hours of the CaitecEvent are to be set by the Collection EventaDizer.

3. The Contractor agrees to collect Electronic ifggpent at the Collection Event from local
businesses and households.

4, The Contractor agrees to either Refurbish ayBe all of the Electronic Equipment collected
at the Collection Event.

5. If the Contractor chooses to Refurbish any hef Electronic Equipment collected at the
Collection Event, Contractor shall transport sdigcEonic Equipment off of the collection site dretsame day
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of the Collection Event. Contractor shall bepassible for the storage and handling arrangenasgsciated
with Contractor’s choice to Refurbish any ElectmBuipment.

C. Effective Dates
1. This Contractor Agreement is effective for ontiie following Collection Event(s):
2. This Contractor Agreement binds Contractor, l€tilbon Event Organizer and WasteCap

Nebraska for one (1) year after the execution isf@ontractor Agreement (the “Contract Period”).

3, WasteCap Nebraska may elect to extend the &unfreriod for two (2) additional one-year
periods at the sole discretion of WasteCap Nebraska
D. Transfer of Ownership

1. Upon collection and receipt of the Electronguipment, title and ownership of all Electronic

Equipment transfers directly from the individual lousiness transferring said Electronic Equipmenthi®
Contractor.

2. At no time and under no circumstance does thetionic Equipment become the property or
responsibility of the Collection Event OrganizeMdasteCap Nebraska.

E. Funds Collected- All monies paid for the Collection Event sha# bollected by Collection Event
Organizer and be paid directly to Contractor fayding services and related fees.

F. Conduct of Collection Event

1. Contractor shall not maintain outdoor pileglisimantled electronic equipment or parts, unless
secondary containment is provided to prevent dusiroff to drains.

2. Contractor shall supply for each event:

Scale for weighing equipment,

Gaylord boxes,

Pallets,

Stretch wrap,

Trucks for transport as needed by estimated volame,
Staffing as needed by estimated volume.

~poooTw

G. Insurance - Contractor must provide WasteCap Nebraska and @ife Event Organizer with
certificates of insurance for general liability t@mobile liability, and workers compensation n@tahan seven
(7) days before the Collection Event.

H. Event Accounting and Reporting Requirements
1. Contractor shall record the quantity of ElesicoEquipment collected and any associated fees

per the Usage Report (see H.4.), and report theseir@s to the Collection Event Organizers and Weegte
Nebraska within two (2) days immediately followitige Collection Event.
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2. No later than seven (7) days prior to the Ctibe Event, Contractor shall provide WasteCap
Nebraska with a list indicating where the ElectcoBguipment will go for reuse, de-manufacturingying
or disposal. The list shall include all designdsdlities that are involved in the handling andgessing of the
Electronic Equipment. The list shall further inodugach sub-contractor, broker, recycler processor a
transporter used in fulfilling Contractor’s obligats under this Contractor Agreement.

3. Contractor shall document any materials thanheoame recycled and that are disposed per
Usage Reports (H-4).

4. Yearly Usage Reports —On the 3% day of August each year, Contractor shall provide
WasteCap Nebraska with a usage report summaribmgervices and/or history of each Collection Event
the previous contract year. The Usage Report mighide the location of each Collection Event, acdpton
of the Electronic Equipment collected at each @tiben Event, a total quantity of Electronic Equipmhe
collected at each Collection Event (in amount aruis) and the total dollars billed per Collectioreft.

I Employer/Employment Relationship - This agreement shall not create an employer-eyegl
relationship; and the Contractor, Contractor's empés and any person acting on behalf of the Cdoira
shall be deemed an independent contractor durmegntire term of the Contractor Agreement.

J. Termination - In the event that Contractor disposes of any EbeatrEquipment collected or acquired
at a Collection Event in a manner not consisteth wie desires of WasteCap Nebraska or in conflittt the
terms of this Contractor Agreement, WasteCap Né&hraway immediately terminate this Contractor
Agreement.

K. Breach and Damagesin the event that Contractor disposes of anytEdaic Equipment collected or
acquired at a Collection Event in a manner not isteist with the desires of WasteCap Nebraska oodlict
with the terms of this Contractor Agreement, such shall be considered a breach of this Contractor
Agreement and, under such scenario, WasteCap Nebtaas the option of pursuing Contractor for a
reimbursement of the total amount remitted to Gariar.

L. Confidentiality - The Contractor agrees to maintain the confidemyiaf all documents collected or
processed during the term of this Contractor Agesgm

M. Pricing — The Contractor, the Collection Event Organizer anNa@steCap Nebraska agree that
participants will be allowed to recycle one (1) computer monibo television and all peripheral equipment for
free. Additional items at the rates listed in tiebedule below. Fees shall be paid directly to thatactor by
Collection Event Organizer.

ITEM DESCRIPTION QUANTITIES PRICE
1 MONITORS and other CRTs each $ 5.00/UNIT
2 TELEVISIONS Less than 25 inch $_ 10.00NIT

25 inch and greater $__ 25.00NIT
3 OTHER ELECTRONIC EQUIPMENT/ Peripherals $EREE /LB.

Defined as computer terminals, central processingsu laptop computers, main frame
computers, power cables/connectors, power supptg, yrinted circuit boards and computer
cards, printers, scanners, keyboards, mice, V@&Reas, radios, telephones (all types),
copiers, fax machines.
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IMPORTANT: Contractor will charge Collection Evem@rganizer according to fee schedule found on
WasteCap Nebraska Web sit@ontractor may charge an additional mobilizatier for events outside their
stated service area.

N. Compliance with Federal, State, and Local Law Contractor represents and warranties that ittsnee
all Federal, State and Local guidelines applicablehe hauling, processing, and recycling of Elmut
Equipment. Contractor further represents andamtigs that it does currently possess and will ggssn the
date of the collection event(s) all permits, licehsnd requirements applicable to the hauling,ga%ng and
recycling of Electronic Equipment.

0. Indemnification and Hold Harmless -Contractor agrees to indemnify, hold harmless aeidral
Collection Event Organizer and WasteCap NebrasHaaag of their officers, agents, volunteers, dvegtand
employees from any and all claims resulting frojaries, including death, bodily injury, propertyrdage, or
any other losses arising out of or in connectiothwi in any way associated with the performancthefterms
and conditions of this Contractor Agreement.

P. Amendments- This is a complete agreement and the Partiagsept that there are no oral terms to
this Contractor Agreement. Any amendments to@astractor Agreement must be in writing and appddye
Contractor, Collection Event Organizer, and WasteRabraska.

Q. Choice of Law and Forum —-The Contractor, the Collection Event Organizer ®WeakteCap Nebraska
agree that this Contractor Agreement is subjedldbraska law and any disputes or claims arisingobtiis
Contract Agreement must be filed in the Districu@amf Lancaster County, Nebraska.

R. Signatures

Contractor

Printed Name

Sighature Date

Title

WasteCap Nebraska

Julie Diegel
Printed Name

Signature Date

Project Coordinator
Title

Collection Event Organizer
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Printed Name

Signature Date

Title
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