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EFWA EXCELLENCE HUB     Level 2 · Accountability
Food Waste Role Definitions
Assign every waste responsibility so nothing falls through the gap

	New to this? Start here
Waste programs fail most often not from bad tools but from unclear ownership - everyone assumes someone else is doing it. This template assigns each responsibility to a named role. Add these lines to position descriptions or a team charter so they stick.



Why explicit roles matter“Everyone is responsible” reliably means no one is. When the person who weighs waste, the person who checks the log, and the person who acts on the report are all clearly named, the program survives staff changes and busy weeks. When they’re not, it quietly stops.

Assign each responsibilityFill the owner for each responsibility below. Every row needs a name or role, don’t leave any blanks.
	Responsibility
	Owner (role / name)
	Frequency

	Capture waste data (weigh & log)
	[ ASSIGN ]
	Every shift

	Check log completeness
	[ ASSIGN ]
	Daily

	Compile weekly summary
	[ ASSIGN ]
	Weekly

	Prepare monthly report
	[ ASSIGN ]
	Monthly

	Lead reduction actions
	[ ASSIGN ]
	Ongoing

	Review performance & escalate
	[ ASSIGN ]
	Monthly



Sample role description linesCopy these straight into a position description:
	Ready-to-use wording
Operator: “Weigh and log all food waste at your station before disposal, using the standard categories and cause codes.”
Shift supervisor: “Verify the waste log is complete at end of each shift and address obvious causes.”
Waste coordinator: “Compile the weekly summary, run root-cause analysis on the top cause, and drive improvement actions.”
Site manager (sponsor): “Own the site waste target, review the monthly report, and remove blockers to reduction.”



	Using this document
Yellow highlighted [ CLIENT TO COMPLETE ] fields are for you to fill in with your own information. Everything else is ready to use as-is.
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