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Introduct ion  

Off ice-based business act ivit ies are responsib le for  the emiss ion of  around 6 .8  
mi l l ion tonnes o f  carbon dioxide a  year.  

I t  i s  est imated that  energy savings o f  up to  20%,  equivalent  to  more than £157 
mi l l ion,  are possib le  across the sector. Here  are just  a  few energy  saving t ips that  
can be implemented in  an off ice environment:

1. Turn of f  l ights when you leave a  room. Always turn of f  l ights that  you don't  need ( for  

example,  use a  desk lamp instead of  the overhead l ight ) .  Whi le surveys show 94% of  

workers turn  thei r  l ights of f  at  home,  on ly  66% are doing the  same at  work.  So  very  

often l ights cont inue to sh ine in  empty bu i ld ings throughout the n ight .  Make i t  

company  pol icy  that  whoever i s  last  in  the room or bu i ld ing ,  switches  of f  the  l ights .  

One of  the b iggest  ways  you can be more energy eff ic ient  is  to  eva luate how you use 

energy.  I f  you can switch i t  o f f  or  turn  i t  down,  you can  make s igni f i cant  reduct ions 

to  your energy usage and bi l l s .  S imply  switching of f  l ights in  areas you aren’t  using 

wi l l  he lp  save money  and energy.

2. Implement a l ight d im ming str ategy.  Many bus inesses are over - l i t ,  which not  only  

wastes energy,  i t  a l so  makes  the work ing  environment  uncomfortable .  Without  

compromising operat ional  funct ional i ty  or  Heal th  & Safety ,  to  save energy and create 

an envi ronment that ’ s  easier  on the eye,  switch of f  or  d im unnecessary l ights and 

consider  task  l ight ing where necessary .

3. Use b l inds to  m axim ise dayl ight. Natural  dayl ight  i s  by  far  more benefic ia l  to 

occupant  wel l -being and product ivity  in  comparison  to art i f ic ia l  l ight ing.  By  re-

direct ing dayl ight  onto  the ce i l ing or  h igher wa l l s ,  hor i zonta l  b l inds  can e l iminate 

glare  whi le  br ighten ing the workspace,  so  you can save on unnecessary  l ight ing.

4. Enhance your  l ight ing contro l  strategy. Occupancy sensors,  which switch o f f  l ights  

when a  space i sn ’t  be ing used ,  can reduce l ight ing costs by  30%.  L ight  sensors  

(photocel l s)  can switch  of f  or  d im art i f i c ia l  l i ght ing  when there  i s  su f f i c ient  dayl ight  

per  zone.

5. Use low-ener gy l ight  bulbs . These last  up to 12 t imes longer and use around 80 per  

cent  less energy than t radit ional  f i lament bulbs.  Incandescent light bulbs burn as much as 

75% of the energy they use as heat. I f  you have f luorescent  tube l ight ing,  changing from T12 

tubes to  T8s wi l l  br ing energy sav ings o f  10%.  Upgrad ing lamps and f i t t ings to  T5 wi l l  

br ing even greater  savings and wi l l  reta in  a  h igh l ight  output.  LE D l ight ing provides  

even greater  energy sav ings than a  normal  tungsten bulb.
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6. Raise  your  AC set -po ints. Make sure  your a ir  condit ion ing  doesn 't  operate below 

24°C.  A lso,  make sure that  you don’t  have the heat ing and cool ing systems compet ing 

wi th  each other  – it ' s  a  waste  o f  money .  The best  way to do th is  i s  to  keep a  

temperature gap (known as a  'deadband ')  between your heat ing and a i r  cond it ioning 

control  temperatures.  Also ensure sta f f  understand how to operate the AC 

programmers and the opt imum set -po ints to  su it  the companies corporate energy 

sav ing strategy.

7. Turn of f  e lectr ica l  app l iances & PCs at the wa l l .  E very  year  the country  spends in  

excess  o f  £700m on app l iances being left  on standby.

8. Unplug electron ics  and batter y char gers when they are not  in  use.  E ven when these  

i tems are turned of f ,  they st i l l  draw electr ic i ty .  Th is  i s  ca l led  ‘vampire power’  and  a l l  

smal l  e lectronics can draw power i f  they are not  unplugged.

9. Use sm art  software.  Some employees might  not  turn o ff  their  PCs  because they  

forget  or  f ind i t  a  nuisance to have to boot  up every  morn ing .  To solve  th is  problem,  

insta l l  so ftware to  shut  down PCs at  a  set t ime and restart  them in  the morning  

before their  users arr ive for  work.  You can a lso f i t  t imer p lugs to  devices such as  

photocopiers,  scanners and pr inters that  spend  a  lot  of  t ime id l ing to  save money by  

turning them off  at  n ight  and on again  before the off ice opens for  bus iness .  

Remember,  i t ’ s  a  myth that  screensaver  software saves power when your computers 

are  not  in  use.  The Government  est imates that  i f  a l l  PCs were turned  of f  overnight  

and at  weekends,  they  would save £63 a  year  each .  Mult ip ly  that  f igure by  the  

number o f  computers in  your bus iness and you may be surpr ised at  how much you 

could  save.

10. Time for  new equipment? Off ice equ ipment of  some k ind or  another i s  used by  

a lmost  a l l  UK businesses,  and accounts for  around 15% of  a l l  the electr ica l  energy 

used in  UK off ices.  I t ’ s  an area where  huge savings can  be made,  as effect ive 

management o f  equ ipment can reduce i t s  energy consumpt ion by  up to 70%.  A lot  o f  

energy wastage comes from old  and ineff ic ient  equipment .  When  it  comes to  new 

of f i ce i tems,  invest  in  those that  are better  for  the envi ronment .  This  can  be as  

s imple as purchas ing a  more energy ef f ic ient  ket t le,  low energy lamps,  or  pr inters  

that  pr int  doub le-s ided.

11. Retrofi t  a  Bu i ld ing  Energy Management  System (BEMS) . Consider  ret rof i tt ing a 

Computer-based system that  automat ica l ly  monitors and controls  a  range of  bui ld ing 
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serv ices.  I t  can a l so provide energy per formance data to  support  a  targeted energy 

sav ings programme (Automated Metering & Target ing) .

A Bu i ld ing Energy Management System can del iver  energy ef f i c iency  improvements of  

10-20%,  compared with  an independent  contro l .  Bui ld ings wi th  changing usage and 

occupat ion patterns wi l l  g reat ly  benefit  from having  a  Bu i ld ing Energy  Management 

System insta l led.

12. Proper  contro l  of  your  heat ing can make a  huge d i f ference to  your b i l l s .  Your f i rm 

could  save around 10 per  cent  o f  i t s  energy  s imply  by  turn ing down the of f i ce 

thermostat  by  one degree,  wh i le a  new boi ler  could  be up to 40 per  cent  more 

eff ic ient ,  and insulat ion  and regular  maintenance wi l l  cut  costs further.  

13 . Open windows in  sum mer instead of  using  a i r -cond it ioning.  Note :  Whi le  there  i s  no 

set  max imum,  the regu lat ions  s tate  that  temperatures  should  be ‘ reasonab le’ .  The 

TUC recommended max imums are  27°C for  manual  work areas and 30°C in  sedentary 

areas .

14. Fit  ind iv idual  rad iator  thermostats .  Insta l l  thermostat ic  radiator  control  va lves .  Take 

charge of  your  centra l  heat ing  by  introducing a  system of va lves to  manage 

temperature.

15. Fo il -back your  r adiator s to  ref lect  heat  back in to your rooms.  Heat  loss can be fo i led 

once and  for  a l l  by  fo l lowing th is  cheap and easy  suggest ion .

16. Don’t  heat  areas  that  aren’t  in  constant  use ,  such as  corr idors  and store rooms,  and  

make sure radiators aren’t  b locked by furn iture.

17. Heat your  pr em ises with c lean r enewable b io -fuels. I f you  are current ly  heat ing wi th  

oi l ,  cons ider  switch ing to  heat ing wi th  b iodiesel  (a l so referred to as b io -oi l  or  b io -

heat ) .  With  heat ing o i l  pr ices expected to reach record leve ls,  b iod iesel  i s  c leaner 

burning and l ikely  to  be  compet it ive in  pr ice .  

18 . Insta l l  water  saving  devices in  WCs. Hippo the Water  Saver  i s  the  s imple,  proven and 

low cost  water  saving device to  help  conserve water  in  workp lace toi let  c i sterns.  

Every  t ime a  to i let  i s  f lushed the Hippo saves approximately  3  l i t res o f  water.  In  the 

workplace the typ ica l  cost  sav ing wi l l  be £3 per  employee/annum – that 's  a  £3000 

sav ing i f  you  have 1000 employees or  even pup i l s  in  a  schoo l .  
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Whether you purchase Hippos for  the of f ice,  the school ,  an hotel ,  the factory,  a  loca l  

author ity  bui ld ing  or  any other,  the  l ikely  pay  back on your in i t ia l  investment  i s  an 

amazing 8 - 12 weeks.

19. Invest  in  water capture technology. Th is  cou ld be as s imple as insta l l ing water  butts  

around your  prem ises.  Use the col lected water  for  garden/lawn areas or  to  wash 

cars/vans and other  outdoor equ ipment.

20. Insta l l  low f low water  appl iances. Consider  insta l l ing low f low taps and low f lush 

WCs in  your o f f i ce.

21. Ban plast ic  cups .  With 100 peop le in  an off ice having three cups of  tea a  day ,  that 's  

6,000 cups a  month go ing into landfi l l .  Chinaware is the answer – and  wi l l save you 

money in  the long run.  

22 . Use less  paper . One of  the major  benef it s  o f  the Internet  and emai l i s  that  there i s  

less need for  pr int ing f i les  to paper to  show to col leagues.  Consider ing  that the 

average of f ice worker  uses over  1500 sheets  o f paper every  month ,  a lternat ives l ike 

th is  have to be worth invest igat ing.  

23 . Insu late your  bui ld ing facade. Insta l l  cavi ty  wa l l  and lo ft  insulat ion where possib le.  

Ci rca  25% of  a  bui ld ings  heat  can escape f rom an un- insulated bu i ld ings  roof.

24 . Have an ener gy audit .  An energy consul tant wi l l  examine your of f ices and other  

bui ld ings and high l ight ways you can save even  more energy. The survey wi l l  inc lude 

examinat ion of  your air -cond it ioning/heat ing contro l  methodology ,  l ight ing and  

l ight ing controls . More important ly  the consu ltant  wi l l  ident i fy  and undertake any of  

the requ ired energy cert i f i cat ion to ensure your workspace and organisat ion i s  fu l ly  

compl iant  under Eng l i sh  law (e.g  Commerc ia l  EPC,  AC inspect ion,  PAT cert i f icat ion ,  

F ire Risk  Assessment )

25. Have an LED l ight ing feas ib i l i ty s tudy. A l ight ing specia l i st wi l l  examine the ex ist ing 

lumina ires in  your premises and produce a  feas ib i l i ty  study  in  terms of  the 

appropria te  LE D l ight ing replacement so lut ion  a long with  the CO2 and energy cost  

sav ings .  App l icat ion ass istance for  the LE D rep lacement grant  fund ing   may a lso be 

inc luded.


