
Top 10 tips for a greener office 

Energy efficiency is an important topic in business regardless of the industry or size.  By taking just a 
few simple steps you can have a greener office, reduce your carbon footprint and cut your 
overheads at the same time. 

Raise awareness – Introduce an environmental policy and communicate it!  Changing people’s 
behaviour can be one of the most effective ways of increasing efficiency in the workplace.  
Everyone should be aware that good energy management can help to achieve healthier and more 
productive working conditions. 

Heating – Don’t heat unused spaces, such as corridors.  Ensure doors and windows are closed if 
the heating is on and set the heating to shut down once an optimum temperature is reached. 

Equipment – Upgrade!  New equipment with better energy efficient ratings can lead to big 
savings.  Turn equipment off when not in use; as well as reducing energy consumption, this will 
also cut down on heat.  Switching equipment off when not in use could also prolong its lifespan. 

Air conditioning – Program it to start only when temperatures exceed 24°C, alternatively open 
a window where possible for natural ventilation. 

Lighting – Replace all light bulbs with low energy alternatives, switch off lights when not in use 
and install motion sensors in areas like washrooms and corridors.  Make the most of natural light 
by moving workstations nearer to windows, not only will this save energy costs it is also said to 
increase productivity. 

Paper – Consider ways in which you and your staff share documents, could you do more 
electronically rather than printing them?  Emailing, instant messaging or even notice boards will 
help reduce paper and ink usage – Don’t print anything unless you have to! 

Water – Do you have a leaky tap?  Fix the drip – a single dripping tap can waste more than 5,500 
litres of water per year…* 

Stationary – Where possible only buy environmentally friendly products, for instance recycled 
paper or refillable ink cartridges. 

Recycle – Introduce recycle bins to the workplace, using specific bins for each type of waste.  If 
executed properly you can help ensure that as little as possible goes to landfill. 



We’ve given you just a few tips, but the list of things you can do to ‘go green’ in your office is 
endless, remember it’s the little things you do that make a huge difference…  Being ‘green’ in the 
office will not only help the environment it can also save you money – now that can only be a good 
thing!  

*Info – Energy Saving Trust 
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Live plants – These soak up indoor air pollutants and increase the flow of oxygen, thus providing a 
healthier environment. 


