How to empty the bins.

In the office there are 4 different bins: sensitive paper shredding, normal general bin, recycling and depleted sensor bin. Each bin will be labelled the appropriate name.

Sensitive Paper Bin:

Paper for the sensitive bin will include anything that has a name/number/address/bank details, anything information that could be used inappropriately should be put in this bin, the paper then gets shredded in Jeans office.

Normal General Bin.

You would put anything which is non-recyclable in this bin, this bin gets emptied into a bin bag and put outside in the Green bin outside.

Recycling Bin.

The recycling bin will contain any paper/card hasn’t got sensitive data on, this will then get transferred into the Blue bin outside.

Depleted Sensor Bin/Printer Cartridge/ Batteries. 
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