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1. Purpose

This document provides information on steps that can be taken to make our office spaces more
sustainable. This document also supports the University to achieve objectives set out in the
Environmental Policy and maintain compliance with the ISO 14001:2015 environmental
management system.

2. Scope

This document is a guide to be used against LEAF gold criteria 48. ‘The lab has taken action to
address the sustainability of corresponding office spaces. This may be through a programme, or by
taking individual actions’.

3. Procedure

As well as looking at and improving the sustainability of our laboratories we also need to improve
sustainability in our corresponding office spaces.

3.1. Printing

When it comes to printing there is a lot to consider — the paper, the machines and manufacturing
process, the inks, toners and cartridges, the energy to run the printer and finally the disposal of the
printer.

In 2018 it was estimated that the printing industry accounted for around 1% of the total carbon
emissions.

85 million tons of paper is generated annually and wastepaper accounts for around 26% of total
waste in landfills.

Did you know:

e [t takes between 2700 litres of water to make 1 tonne of paper (between 2-13 litres per
sheet)
e 93% of paper comes from trees
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e Recycling 1 tonne of paper saves around 1400 litres of oil, 26,500 litres of water and 17
trees.

Ways to make printing more sustainable:

e Don’t print so much but if you do have to then print double sided — this reduces paper
consumption by 50%

e Energy-efficient printers can reduce energy costs by 30%

e Using refill inks and toners

e Use recycled paper

e Make sure there are paper recycling bins close to printers to encourage recycling of waste
paper.

e If you have only used 1 side of paper to print on collect this waste for reuse e.g to use as
paper to make notes on.

Only print what is needed - think do | need to print this?

Print Waste: Understand the Social Impact of Printing | PaperCut

Paper Waste Facts

3.2. Energy
Computers:

e Turn off monitors at the end of the day — leaving one monitor on overnight can waste
enough energy to print 500 pages or microwave 6 dinners.

e Do not use screen savers — these prevent to monitor from dimming and going to sleep and
waste energy.

e Activate sleep mode - Laptops use between 15-60 watts when in use but only 2 when in
sleep mode.

o See the LEAF resources page for ‘computer stickers’

Lighting:

e Switch off lights at the end of the day — leaving all the lights on overnight in a typical office
can waste enough energy to make 600 cups of coffee.
o See the LEAF resources page for ‘switch off the light’s stickers’

Kitchen:

e Switch off appliances when they are not in use

e  Only fill up the kettle with the required amount of water. Boiling extra water wastes
2,649,792kWh of electricity per day — this is enough energy to provide electricity to 112
average homes per year.

Ways to Reduce Your Business Computers Energy Use | Exchange Utility

Computer Energy Saving Fact Sheet | GreenBizCheck

The Truth Behind Shutting Down Your Computer and Putting It in Sleep Mode - Pronto Power

green office guide 1.pdf
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https://www.papercut.com/blog/print_tips/print-waste-understand-the-social-impact-of-printing/
https://www.theworldcounts.com/stories/paper-waste-facts
https://www.liverpool.ac.uk/sustainability/leaf/resources/
https://www.liverpool.ac.uk/sustainability/leaf/resources/
https://www.exchangeutility.co.uk/news/ways-to-reduce-how-much-energy-your-business-computers-use/#:~:text=Only%20one%20computer%20monitor%20needs%20to%20be,pages%20according%20to%20the%20energy%20savings%20trust.
https://www.greenbizcheck.com/fact-sheets/computer-energy-saving-fact-sheet/
https://powermepronto.com/en/the-truth-behind-shutting-down-your-computer-and-putting-it-in-sleep-mode/#:~:text=The%20Truth%20about%20Desktops%2C%20Laptops%2C%20And%20Sleep%20Mode&text=The%20typical%20laptop%20uses%2015,5%2D10%20in%20sleep%20mode.
https://www.sustainabilityexchange.ac.uk/files/green_office_guide_1.pdf
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Only boil the amount you need to save energy - Energy Sustainability Solutions

3.3. Recycling

Make sure everyone in the office has access to the required recycling bins.
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For more information see the waste and recycling webpages

3.4. Water

Water is essential to life. It plays a part in almost all of our daily activities and there’s a growing need
for us to all try and use less water. By implementing small behaviour changes, water wastage can be
minimised, not only decreasing costs but also reducing our impact on the environment.

The average employee uses 50L of water each working day. Some tips on saving water are:

Check taps for leaks and report any issues immediately. Dripping taps can waste up to 1460

[ ]
litres of water per year.

e Don’t leave the water running while rinsing dishes — if a dishwasher is available only run this
when it is full.

e Only fill the Kettle with the amount of water you require.

(24) 7 Shocking Facts About Workplace Water Consumption | LinkedIn
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https://essmag.co.uk/only-boil-the-amount-you-need-to-save-energy/#:~:text=The%202.6%20million%20kWh%20of,a%20win%20win%20for%20everyone.%E2%80%9D&text=As%20a%20nation%20we%20all,a%20brew%20to%20keep%20warm.%E2%80%9D&text=In%20summary%2C%20Dr%20Sharon%20Hall,and%20%27smart%20boil%27.%E2%80%9D
https://www.liverpool.ac.uk/sustainability/topics/waste-and-recycling/
https://www.linkedin.com/pulse/7-shocking-facts-workplace-water-consumption-direct365/
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4. Changes to the procedure

Version

Reason for change

Date

1.0

December 2024
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