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1 Summary  
Collection calendars are an essential communication needed to inform householders about their waste 
and recycling collection dates. They are normally created annually and are often supported by online 
collection day search facilities provided through local authority websites.  

There are five key instructions householders need to be given regarding their household waste and 
recycling collection services.  

These are as follows: 

1 WHAT services are provided to them, e.g. residual waste, kerbside recycling, food and garden 
waste collections. 
 

2 HOW they can participate in the services, e.g. use the kerbside boxes/bins provided to recycle 
newspapers & magazines, food & drink cans and glass bottles & jars. Use their wheeled bin or bag 
to recycle garden waste and their caddy and bin for food waste. They also need information about 
what they need to do with surplus recycling that doesn’t fit it into the box or bin. Will the Council 
provide additional containers and who do residents contact to find out more information? 
 

3 WHEN collections take place – day and week.  Where possible try to make collections on the same 
day. For example: refuse and recycling on the same day. This makes it easy for people to 
remember and will encourage participation. 
 

4 WHERE containers/receptacles should be placed for collection and at what time. 
 

5 WHO do residents contact if they have a query? Include a helpline number along with email and 
website addresses as well. Make sure responsibility for answering calls and responding to emails 
has been assigned to appropriate staff who are able to provide residents with relevant information. 

2 Developing calendars 
When developing a calendar use the following checklist to ensure all design and content elements 
have been considered: 

2.1 Design elements 
• Branding - council logo, recycle for Scotland brand marque, appropriate iconography. 
• Layout - clear headlines and titles, well-spaced out, avoiding overly cluttered and busy designs. 
• Use of colours - be consistent and don’t make the calendar too fussy by using too many colours. 
• Use of images - if using photography make sure the images are to a professional standard. Use 

photo journeys to show how to use containers, refer to Recycle for Scotland guidelines. Ensure you 
have the relevant permissions from people being photographed. 

• Font - make sure it is clear and easy to read. 

Zero Waste Scotland’s Design Guidance for Local Authorities, Recycle for Scotland guidelines 
and toolkits provides further information, templates and advice on how to develop effective on-brand 
recycling communications. These can be downloaded from the Zero Waste Partners website 

2.2 Content  
Five key instructions: 

• What services - the types of services provided. 
• How to participate in the services - the materials that can be recycled. 
• When is collection day and which week? 

https://www.zerowastescotland.org.uk/partners
https://www.zerowastescotland.org.uk/partners
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• Where containers and receptacles should be placed for collection. 
• Who can be contacted with queries or for more information?  

Other Considerations:  

• Written text - supporting information should be concise and relevant. 
• Spelling & grammar - check this carefully; spelling errors look very unprofessional. 
• Communicating with hard to engage groups - is the language, style and content relevant to this 

audience? Consider using images to illustrate your message. 
• Braille, colour blindness, larger text options and accessibility - is this relevant to your 

audience? The Zero Waste Scotland Brand Guidelines provides further information and advice. 
• Specify the type of paper being used and include this on the communication e.g. printed on 

recycled/sustainable stock and its environmental attributes on the back cover of leaflets or inside 
the margin on single sided communications in a minimum 7pt font size. 

• Include a reference on the communication – this will help enable you to track the effectiveness of 
the communication and allow call centre staff to identify it easily when they get a call. 

3 Collection calendar templates and examples  
Zero Waste Scotland provides editable collection calendar templates as part of the Recycle for 
Scotland ‘Reduced Frequency Collections’, ‘Food Waste’ & ‘Household Recycling Charter’ toolkits. 
These templates can be tailored by local authorities to support their specific waste and recycling 
services. 

3.1 Main collection calendar template 
Comments:  

The calendar is editable and provides: 

• A dedicated area to state the  
householder’s collection day. 

• Container images and a key to  
illustrate the type and frequency of  
collections. Different colours can be  
used to denote collections and  
highlight changes due to public  
holidays.  

• Information on what time to put your 
bins out.  

• Allows you to include specific 
information such as bank holiday 
collection day changes or how to 
request the calendar in a large print 
format.   

• Includes a clear call to action, ‘recycle’. 
• Enables you to tailor the calendar using your council logo 

Other considerations: 

• Include information about where to put containers out for collection 
along with any reminders about how to present them e.g. closed lid, no side waste.  

• Include additional contact information e.g. telephone number and email. 
• If this information is going as a stand-alone communication, consider adding how to participate 

e.g. what items can be collected in each container. ‘Yes Please’ and ‘No Thanks’ lists work 
particularly well. Top tips e.g. ‘rinse your plastic pots, tubs and trays with leftover washing up 
water’ can also help ensure householders present materials for collection correctly. 

https://www.zerowastescotland.org.uk/partners
https://www.zerowastepartners.org.uk/collections-133/
https://www.zerowastepartners.org.uk/collections-134/
https://www.zerowastepartners.org.uk/rfs-service-change/household-recycling-charter-service-change-communications-toolkit/


 

Zero Waste Scotland - Collection Calendar Guidance for Local Authorities 
 

5 

3.2 Reduced frequency collection template 
 

Comments:  

The calendar is editable and provides: 

• A dedicated area to state the  
householder’s collection day. 

• Information about the type and frequency of 
collections along with images of the 
corresponding containers. 

• A collection key that can be tailored as 
required. 

• Information about when to put containers out 
for collection.  

• A dedicated area for contact details that can be 
tailored as required.  

 
Considerations:  

• It would be helpful to include a main ‘Calendar’ headline to reinforce what the communication is 
about. 

• Think about making the collection containers at the top of the template larger so they are more 
visible. 

• Where possible include information about what materials can go in each of the containers.  
• If you can find space, add in where containers should be placed along with the time, e.g. please 

put your bin out at the kerbside by 6:30am on your collection day.  
 

3.3 Food waste collection calendar postcard template 
 
The calendar is editable. The front of  
the postcard can be tailored to focus  
on key messages. For example: 
 
• Need a food waste bin?   
OR 
• Your food waste collection is 

weekly? 
• If you don’t have the right 

equipment to recycle your food 
waste contact us. 

 
The calendar example shows different 
collection week examples but as food 
waste is normally weekly it may be 
better to present this differently OR 
use it to show dry recycling collections 
as well. Using images of the collection 
containers and corresponding colours can help demonstrate this. A 
short explanation about what goes into the containers should also be 
considered.   
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3.4 Collection calendar examples 
Comments:  

• Clearly branded with the council logo. 
• Clear call to action ‘recycle’. 
• Use of photographs to show the different 

containers and text to explain what can be 
recycled. Adding images to reinforce what 
can be recycled could also be used to 
make it more visual. Consideration should 
be given to including an image of the non-
recyclable waste collection container and a 
list of the materials accepted so people are 
completely clear about what goes where. 

• Details of the council’s website, email and 
helpline. Creating a direct URL can really 
help users access the information they 
need quickly and easily e.g. 
www.shetland.gov.uk/bins  

• It would be helpful to include a heading to 
explain that it’s ‘A waste and recycling 
collection calendar and reinforce that the 
‘Wednesday’ wording refers to the 
household’s collection day. 

• The key provides information on the 
colours and corresponding collections.  

• Public holidays are shown with a red 
outline. This could be made more visible.  

• Details are provided about when and where to place/take containers for collection.  

Comments:  

• Clear headline and date. 
• Inclusion of council and Recycle for 

Scotland branding. 
• Clear call to action ‘recycle’. 
• Explanation about the calendar and 

collection day changes. 
• Collection key with details about the 

collection containers and 
corresponding colours.  

• Details of holiday collection day 
changes.  

• Information on when and where to 
put containers for collection.  

• Details of the council’s website, 
including a specific URL, helpline 
and email. 

 

 

 

http://www.shetland.gov.uk/bins
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4 Other calendar presentation options  
The following calendars examples were included as part of wider communications which provided 
supporting information about the benefits of recycling, what can and cannot be recycled, top tips e.g. 
rinsing containers, flattening cardboard to make room, how to present containers for collection 
including council policies e.g. no side waste and closed lid and where to get further information. 

Please note these are not Scottish examples and not on brand with Recycle for Scotland but 
they have been included because they provide good examples of alternative presentations of 
dates which might be helpful and make the information clearer in some circumstances. 

4.1 Single list calendars 
Single lists of collection dates can be used to reinforce 
when collections will take place.  

The calendar example below was issued as an insert with 
a supporting instructional leaflet and included a magnet 
so households could keep it somewhere handy.  

Comments: 

• Clear headline and date. 
• Householder collection day stands out. 
• The list style provides dates consistently and allows 

any collection day changes, due to bank holidays to be 
clearly highlighted. 

• Reinforces the types of collection service and 
frequency.  

• Provides dedicated information on holiday changes – 
please note this is only an example and the days 
shown below do not correspond with the collection 
date list.  

• Clear council branding. 
 
 
This example was issued as part of a four-page leaflet. 

Comments: 

• Clear headline and date. 
• Two lists of dates referring to the different collection 

types with images to reinforce this. Succinct 
information about when and where to put items for 
collection. 

• Useful reminders to encourage people to keep the 
information safe and what time items need to be out for 
collection.  

• A calendar reference is included which corresponds to 
the collection round. This helps ensure the correct 
calendars are issued to householders.  

• Holiday information is not shown but householders are 
signposted to where this information can be found. 

• Details of the council’s website, including a specific 
URL, helpline, office opening hours and social media 
channels.   
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4.2 Bin hangers  
Bin hangers are a useful way to provide householders with 
information about their services. The crews normally distribute 
these as part of their collection rounds.  

This example is part of two-page bin hanger. The reverse 
focuses on the recycling service and reinforces the need for 
correct recycling e.g. putting items into the right containers. 

Comments:  

• Clear headline and date. 
• Details about when to put the different containers out for 

collection, how to report a missed collection and the 
importance of householders bringing bins in after collection 
to avoid blocking pavements.  

• Two lists of dates based on the type of collection. 
• Bank holiday collections are clearly highlighted in yellow. 
• Information about garden waste collections for those 

residents who subscribe to the service.  
• Calendar round reference included e.g. Monday Week 1 

 

 

4.3 Seasonal calendars  
Many local authorities issue information about collection changes 
over the Christmas and New Year period. This is a great 
opportunity to promote the recycling collection service, especially 
as most people have more waste than normal. 

This example is part of a four-page leaflet. The other pages focus 
on why recycle, how to manage extra recycling over Christmas, 
what to do with Christmas trees after the holidays, information on 
what can and can’t be recycled in the different containers. 

Comments: 

• Clear headline explaining what the communication is about. 
• Useful table explaining the usual collection day, revised 

collection and the number of days difference. 
• Details on when collections will return to normal.  
• Information about garden waste collections over the holiday 

period. 
• Inclusion of council and partnership branding.  
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4.4 Calendar blocks for three and four-weekly residual collections 
The frequency of collections makes it more complicated to explain to households when their 
collections take place. It is really important that residents are reassured about what gets collected 
when. Tables of information and imagery can help ensure complicated information is explained simply.  

Three-weekly collections 

Part of four-page leaflet which provided information on what can 
and can’t be recycled, what goes in the household waste bin, 
where and when containers should be placed for collection, details 
of no side waste and closed policies.  

Comments  

• Clear headline and collection day information. 
• Visual images to clearly show the type of collections grouped by 

colour and week.  
• The type and frequency of collection are depicted by colour in 

the calendar block.  
• Christmas holiday collections are not show but the 

communication reinforces that further information will be sent 
about this and reminds people other holidays are not affected. 
 

 
 
 

Four-weekly collections (bilingual leaflet) 

Part of a four-page ‘collection dates’  
leaflet, reminding householders about  
can and can’t go in the containers.   
 
Comments: 

• Clear collection day information. 
• Photographs to show the type of  
• collections and frequency.  
• Collection day changes highlighted in yellow.  
• Simple coloured ticks are used to denote 

collection dates, corresponding to the 
container type. This can work better than 
shapes as more accessible. 

• Encourages householders to sign up for the 
App to get free collection day reminders.  

• Includes information on how to get additional 
recycling containers. 

• Includes details of different formats being 
available to make it more accessible. 

• Details of the council’s website, including a specific URL, email and 
helpline. 

• Inclusion an area for the calendar reference (which would be aligned 
to the round). 

• Printed on recycled material reference. 
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5 Additional Support  
For further support and information contact the Zero Waste Scotland Team on 
support@recycleforscotland.org.uk  
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