Easy and cheap ways to make your office eco-friendly…
Creating an environmentally friendly workplace doesn’t have to be costly or complicated. Making a few small changes to your office can
save you money and reduce your impact on the environment.

Follow our checklist to getting on the path towards an eco-friendly office, without breaking the bank.

#1 CONDUCT AN ENERGY AUDIT
Learn more about how your business is using energy by carrying out an energy audit. This will enable you to pinpoint
the equipment and processes consuming the most energy within your business, as well as giving you the opportunity
to monitor and identify any spikes throughout the year.
Your audit should take into account how your building or office is:
■■ Heated
■■ Cooled
■■ Lit
■■ Built

■■ Maintained

YOUR STEP-BY-STEP ENERGY AUDIT
01. Gather together your energy bills from the previous few years and any more detailed information
you can obtain. Use the information from your energy bills to create a table or graph so that yearon-year differences are discernible as well as spikes in usage.
02. Make a list of the energy-consuming appliances in your office, which should include kitchen
appliances as well as computers, televisions, heating and lighting, with their energy efficiency
determined.
03. Older hardware and appliances are likely to be less environmentally friendly and could be costing
you more to run than you would spend replacing them in the long run.
04. Investigate the premises by talking to employees about how they use energy in the work place, in
order to help you identify key areas of wastage.
05. Include your night time energy usage in your audit. If your office leaves computers, lights or
heaters switched on overnight, this will be eating up energy and costing your business money
unnecessarily.

HAVE YOU COMPLETED YOUR ENERGY AUDIT?

#2 ENLIST AN ECO-TEAM
Your energy audit should provide you with valuable data that will allow you along with your eco-team to create a
long term energy efficiency plan for your office. This plan should take into account the changes that you will make
according to the points discussed throughout the checklist, as well as your ongoing efforts to reduce general wastage
and limit energy used unnecessarily.
Task each individual within your eco-team with a specific responsibility that will have an impact on the energy efficiency
of your workplace, and allow you to manage and monitor the effect any behavioural changes have on the office environment.
Use your energy audit and any information your eco-team gathers to create an energy guide detailing your findings
and highlighting how energy is wasted during an average working week.
Emphasise the small changes employees can make to their daily behaviour and distribute the guide throughout
your business. For instance, it would be valuable to stress the impact employees can have, simply by ensuring
that their computer has been switched off, as that single computer can cost a business up to £50 per year if left to
function for 24 hours.

HAVE YOU ENLISTED AN EFFECTIVE ECO-TEAM?

#3 ALTERING HABITS TO REDUCE WASTAGE WITHIN YOUR WORKPLACE
Take simple steps to making your office greener each day:
01. Switch off
At the end of the working day, ensure that employees are remembering to shut down their computers and
switch off appliances – turning each off at the plug where possible.
Reduce the amount of energy your office is using by replacing light bulbs and appliances with energy
efficient alternatives. If you are unsure as to how environmentally friendly your current appliances are,
include testing them within your energy audit so that you are aware of what needs replacing.

02. Share the love
Changing habits around the workplace should be to the benefit of everyone. Encourage your
employees to think of one another when making hot drinks, by making their coffees and teas in
rounds. Not only will this mean that employees spend cumulatively less time away from their work,
but the amount of energy spent boiling the kettle multiple times will be drastically reduced.
Kettles use vast amounts of energy. By making sure that your staff only boil the necessary quantity
of water and avoid boiling the water numerous times, your workplace can save on water and energy
resources, which will in turn improve your energy bill.
03. Reduce, reuse and recycle
Although it can be tricky to cut the use of paper out of your office entirely, you may be able to
reduce the amount. Collaborate with your eco-team to come up with methods of working that
will help your employees do their jobs without paper, and encourage habits such as recycling.
Ensure that all recycling points are effectively signposted around the office to make sure that
your workforce knows where they are so that incorporating it into their daily routine can be as
simple as possible.
04. Get creative about going green
Introduce incentives to employees who proactively help the office become an energy efficient environment. This
will encourage others to follow suit as it becomes clearer that being green is all about changing your habits.
05. Fitness and efficiency go hand-in-hand
Encourage your employees to take their desire to become more eco-friendly outside of the office into their daily
lives. Cycling and walking to work are both great ways to reduce carbon emissions and burn calories – one 30
minute walk can burn up to 130 calories.

HAVE YOU REDUCED WASTAGE WITHIN YOUR OFFICE?

#4 GOVERNMENT INCENTIVES
Do you know about and are you making the most of incentives for businesses?
Schemes such as Bike 2 Work give employers the opportunity to encourage all employees to reduce the impact that
their commute has on the environment, for relatively little effort and no cost on the employer’s behalf. Bike 2 Work
administrates the scheme for free, while the employer must deduct the appropriate weekly or monthly amount from
the employee’s salary.
Employees are able to make savings on their own outgoings by taking part in the scheme. As the total cost of the bike is taken from their
salary in interest free payments, employees therefore save on Income Tax and National Insurance contributions.
Find out more about the Bike 2 Work scheme FAQs at www.bike2workscheme.co.uk/faqs/ and how it could help reduce your
business’s carbon footprint.

ARE YOU TAKING ADVANTAGE OF GOVERNMENT INCENTIVES?

#5 ENCOURAGE FLEXIBLE WORKING
Giving employees the option to work from home can not only boost morale but it can have an impact on your office’s
energy output.
Note that this may not be an appropriate option for a number of businesses such as call centres. However, if you are
able to, provide your workforce with the resources they need to work remotely such as access to your internal server,
video conferencing and Dropbox alongside a policy suggesting that staff work from home one day each week.

HAVE YOUR EMPLOYEES BEEN OFFERED A FLEXIBLE WORKING OPTION?

TOP TIP
Your eco-team should play a key role in your ongoing efforts to create an energy efficient office
space. This should include the monitoring of changes to your energy bill and collection of data from
within the workplace. This will provide you with the information you need to demonstrate the positive
effects your business’ eco-conscious strategy has had so far.
You might also consider carrying out employee surveys to obtain an understanding of how your staff
members have adapted to the changes within the office and your organisation as a whole.

