





*ISO 14001 — a universal standard specifying requirements for an
environmental management system. See www.iso-14001.org.uk for more details

. Print on both sides of a sheet of paper wherever possible.
. Introduce a recycling scheme for all waste paper.

. Monitor print levels within the office and set targets for reduced
paper usage.

. Always consider manufacturers with an accredited environment
standard such as 1ISO-14001* and who have an established product
and consumables recycling scheme.

. Ensure all staff are trained in the smart printing techniques
available on your office printer (e.g. duplex printing, scan to USB).

. Ensure your printer is switched off every night and the energy save
mode is activated when not in use.

. To make sure all your workers are aware of (and adhere to)
these guidelines.
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Energy

THE GOOD OFFICE GUIDE

Saving energy is not just about saving the environment; it is, once

again, also about saving money. A simple measure such as turning your
thermostat down by one degree will reduce your consumption of fossil
fuels and save £30 a year. So why haven’t more companies adopted these
energy-saving schemes, which, on the face of it, make very good sense?
Usually they are deterred by the idea of an initial investment of money
and time, or they are uncertain about how it should be done. But there
are now many organisations that can give sound advice, and even devise a
‘green-office’ plan for you. And besides, there are some very simple ways
of saving energy which hardly require any time or cost at all.

HOW TO SAVE ENERGY AND MONEY

The Carbon Trust has helped many
companies reduce their energy
consumption: it says that most have

been able to cut their costs by 10 per

cent without any investment; or, with

a little investment, by 20 per cent. The
measures taken are often simple and don’t
compromise levels of comfort. We've
provided a few tips over the page.

THE CARBON TRUST

In addition to the measures above you
might consider a more drastic overhaul,

which will make even bigger savings.

The Carbon Trust can help you out
www.carbontrust.co.uk . It is a not for profit
company set up by the government which
includes free advice on saving energy,

tax relief schemes, onsite surveys, and

no interest loans from 5,000 to 50,000

for small or medium sized businesses.
It can assess your company and
recommend changes.

The organisation has an
impressive track record. The London
International Exhibition Centre, for
instance, had an annual energy bill
of 1.1 million. The Carbon Trust
identified a number of potential
savings and claims that after
its consultation ExCeL achieved a cut
in its yearly fuel bill by approximately a
third; a saving of 350,000 every year.
It predicts that further action will
save 100,000 more each year. Porters
Horticultural Ltd, with three offices
and 30 employees, implemented a
new boiler programme and lagged the
heating pipes. The heating system is
now more cost effective and has led
to a 20 per cent reduction in the
amount of gas consumed and
significant cost savings.

Visit www.brother.co.uk/printsmart  to find out
more and download Brother’s Print Smart guide.

at yourside
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SOME ENERGY SAVING TIPS

e Turn off lights in empty rooms and

hallways. This can save up to as much
as 15 per cent of your bills and
lighting an empty office can waste
energy that would heat water for
1,000 cups of coffee.

Use daylight - it’s free. Consider
pruning any plants that overhang the
windows. Put up mirrors and pictures,
and, if your office is due for a re-
decoration, think about painting it a
light colour to help reflect daylight.

Use energy efficient light bulbs,
which lose less energy in the form

of heat. They do cost more but they
last up to 12 times longer than the
traditional tungsten filament bulb.
According to the Energy Saving Trust,
they save around £7 a year.

Time the heating in the office to go
off 30 minutes before everyone leaves
at the end of the day. If you were to

do this every working day for a year
you will have saved 130 hours worth of
electricity!

Draw curtains at dusk and keep

them drawn overnight. This will

keep out draughts and keep the

office warm. Conversely, on a hot day,
open windows and doors to create a
through-draught and draw the curtains
or pull down the blinds to keep out
the sun-light. Air conditioning is
energy-greedy, expensive to install and
maintain and invariably over-efficient.

Unplug equipment when they are on
stand-by as they will use almost their
full-capacity of energy. A photocopier
left on uses enough energy to make
5,300 photocopies, while a PC left

on uses enough to make 800 A4
sheets of paper.

Unplug any mobile phones that
are fully-charged - they will still be
drawing on energy.

Keep radiators clear and don’t heat
unused spaces.

Consider buying energy-efficient
equipment for your office.

RENEWABLE ENERGY
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Finally, your company might consider
switching to renewable energy. It can
work out as slightly more expensive
but usually no more than 2o0r 3
a month. And, since nine tonnes of
carbon dioxide are emitted per person
per year in the UK, it does seem
worth it.

How;, you might ask, is it possible
to power one office with energy from
the wind, water or the sun, in the midst
of a city fuelled by oil and coal? Believe
it or not, it only takes an old electricity
bill, a telephone and about five minutes
of your time.

Several so called green electricity
companies are also involved in brown
energy and also nuclear power so be
sure to choose one of the companies
that have been officially accredited

and therefore fully researched by The
Ethical Company Organisation scheme
either Good Energy: www.good energy.
co.uk 0845 456 1640 or Green Energy
UK 0845 456 9550 .

These companies will supply energy
from renewable resources to the
national grid, which in turn supplies you
through your existing cables and plugs.
Good Energy, for example, will supply a
unit of renewable energy to the national
grid for every unit of energy you buy.
Not only is your conscience clean, but
you are creating demand for renewable
energy sources. This will encourage
the government to support research
into renewable energies and hopefully
discourage them from investing too
heavily in nuclear power.

THE GOOD OFFICE GUIDE

‘After consultation
with the Carbon
Trust, ExCel cut its
yearly fuel bill by a
third a saving of
almost 350,000

every year.’
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Travel

The average Brit travels 7000 miles a year by car. Over this distance,

a car will produce more than its own weight in CO2. Because the
majority of these miles are gathered on the way to work, an effective
way to combat climate change is to consider other ways of commuting.
Thoroughly investigate your options for public transport and, if trains,
buses and bicycles are not feasible, then consider the following ideas

to cut down on car usage.

EcoO-TRAVEL

A few companies, especially those isolated
from big towns, have pioneered the idea of
having an electric company car. This car is
shared by all the employees and is used for
short runs to the supermarket, shops, or
nearby meetings.

Or you might consider buying a
green car for yourself; if so then try www.
greenercars.com for the latest in green
technology. If your company has deliveries
to make, then consider using gas powered
vehicles. They have cheaper fuel costs
and produce less pollution. The Energy
Saving Trust has a scheme called
Powershift which can help you with this
innovation. You can check their
website at www.est.co.uk/myfleet/ for
recommendations on how your travel
costs in general can be reduced.

You might consider joining a car share
scheme or setting one up for other staff at
your work place. These can either involve a
lift share with people in your local area, or
the shared used of a club car. The following
websites provide more information.
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o www.freewheelers.couk

o www.liftshare.com

o www.nationalcarshare.co.uk
o www.carclubs.orguk

® www.smartmoves.co.uk

Find out if ‘flexitime’ is a viable option: it
might make commuting on public transport
a more palatable prospect. Contact the
Department of Transport for information
on tax breaks for companies with green
travel plans.

Finally, for the fully fledged eco warrior,
you might consider running your car on
cooking oil. See www.vegozlmotoring.com
for more information.

TELEWORKING

modern life, it may be a way to achieve that
harmonious work life balance. In addition,
employers report improved employee
performance, more women staying in
work alongside having children , reduced
absenteeism and improved recruitment
and retention. Teleworking has many
advantages for the environment too,
lessening travel time and pollution.
Whether teleworking can successfully
reduce the environmental impact of
commuting depends on what people do at

home. They may drive to the supermarket
instead of buying food locally, as they had
once done in their more centrally located
office. Also, some employees report that
teleworking has had a negative impact on
their careers. It can increase vulnerability
to system failures and induce a sense

of isolation. These factors are all worth
considering, although the research so far
concludes that the benefits outweigh the
costs. More information about teleworking
can be found at www.sustel.org.

“The average car in Britain

produces more than its own

weight in COz2 each year’

GREEN FUTURE

Of course, the most effective way to reduce
travel to work is not to go to work at all.
‘Working from home, or ‘teleworking’, is

a rapidly growing field: for disgruntled

21st century employees juggling work and
family and suffering from the pressures of

Our future can be painted in a rather
apocalyptic light by campaigners keen to
stress the environmental crisis which we
now face. And because of this, our actions

recycling, reducing waste, using less
energy sometimes seem so trivial as to
be pointless.

But simple measures can make a

big difference. If we each turned off lights
in empty rooms the UK would cut its
domestic energy use by as much as 15 per
cent; if in every UK office we upgraded our
computers once rather than bought new

ones, we would save about two and a
half million tons of fossil fuel. So we
hope you find this guide useful, and
that it may make some small difference
to your office and your habits. By
treating our world with care, we may
yet turn the future green.
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APPENDIX: HOW TO READ THE TABLES

The marks on these tables represent criticism from
environmental and human rights’ organisations across the
world. Information from a wide variety of sources — from
UN and government agencies as well as NGOs - has been
compiled by the Ethical Company Organisation’s own team
of researchers between May and December 2005.

Each table is divided into the broad areas of Environment,
Animals and People and then sub-divided into more specific
categories. Most are self-explanatory but it is useful to
understand the practical issues and dilemmas behind some of
the categories. These issues are explained more fully in The
Good Shopping Guide (www.thegoodshoppingguide.co.uk).

THE ENVIRONMENT

Environmental Report The quality of a company’s
environmental reporting can say a lot about its ethical
standards. As such reports become more commonplace

it is getting easier to rate companies on their efforts: a
good report will contain fixed targets as opposed to vague
statements of intent.

Companies who fail to publish any report get a bottom
rating; companies with inadequate reports get a middle
rating. To earn the top rating the report must be dated within
the last two years and must set concrete and company-
wide performance targets; it also has to demonstrate an
understanding of the company’s main impacts.

TCO Afull green circle indicates that one or more of the
company’s products is approved by TCO Development.

Nuclear Power Some nuclear industry specialists

are also involved in the production of consumer goods and
these are reflected in the tables. A full red circle indicates
the company is involved in the design, construction or
operation of nuclear power stations, radioactive waste
handling and/or the mining, processing or reprocessing of
uranium; it also may indicate the production of other
nuclear-related equipment, such as monitoring facilities

for example.

THE GOOD OFFICE GUIDE

ANIMALS

Animal Welfare The worst rating indicates that the
company conducts or commissions tests on animals for non-
medical purposes. The middle rating indicates either that the
company has been the subject of criticism from animal rights’
organisations such as the British Union for the Abolition of
Vivisection (BUAV) and People for the Ethical Treatment of
Animals (PETA); or that the company conducts or commissions
animal testing for medical purposes.

PEOPLE

Human Rights Companies are penalised in this column
if, in the last 5 years, they have been implicated in human
rights’ abuses (either through their supply chain, or through
their involvement in a project that has proven links with
human rights’ abuses, or through their economic presence in
Burma; a company may also be penalised if they have faced a
series of discrimination and harassment lawsuits).

A full red circle indicates more than one serious criticism
from a human rights’ group.

Armaments In the table, an empty red circle represents
involvement in the manufacture or supply of nuclear or
conventional weapons including: ships, tanks, armoured
vehicles and aircraft; components of weapons’ systems; fuel,
computing and communications services; systems aiding the
launch, guidance, delivery or deployment of missiles. Non-
strategic parts of the military, such as catering services, are
not included in this list.

Afull red circle indicates that the company is among
the one hundred largest arms-producing companies,
according to data compiled by the Stockholm International
Peace Research Institute.

Political Donations Anempty red circle indicates that
the company has donated more than £10,000 (or more than
$18,900) in the last 5 years to a party-political organisation in
the UK or the US. A full red circle indicates that the company
donated more than £50,000 (or $94,500).
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OTHER COLUMNS

Boycott Call This column can be problematic since a
boycott may be called by groups across the political spectrum.
It is important, therefore, to be clear about the reasons why a
particular boycott has been called.

A full red circle indicates that a boycott of either the
brand or the company group has been called (and has not

been dropped).

Other Criticisms A full red circle indicates criticism in
the last five years from NGOs such as Friends of the Earth
and Greenpeace. The huge range of criticism covered in

this column mainly relates to the environment; companies
which pollute and companies which support environmentally
destructive projects are penalised here.

Undue political influence, exercised through lobby
groups and industry associations, and involvement in political
corruption, are also represented in this column.

Companies have been penalised if they are part-owned
by a separate company which has been the subject of severe
criticism from campaign groups or is heavily involved in the
armaments and nuclear industries. If a company owns more
than half of another company’s shares, it is listed as the

company group.

Ethical Accreditation
The companies who have joined the Ethical Company
Accreditation Scheme have been thoroughly screened by our

team of researchers. These companies are given a top rating.

The Ethical Company Index The Ethical Company
Index provides one overall index rating for each company.

Based on the company performance elements presented
in the tables, the top, middle and bottom ratings on the tables
convert to ten, five and zero Ethical Company Index points
respectively.

Due to the weight of NGO and consumer concerns
around human rights and armaments, these categories are
more strongly weighted: in the human rights’ category a

clean record scores twenty index points, and a middle rating
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attracts ten; if a company is involved in the arms trade at
all it receives zero points, and, if it is listed as one of the
world’s 100 largest arms-producing companies, we
deduct ten further points.
Companies that have achieved TCO or Ethical Company

Organisation Accreditation gain a further five index points.

More information about The Ethical Company
Organisation The Ethical Company Organisation’s
research methodology is now widely accepted as the
benchmark for comparing companies' overall Corporate
Responsibility records. Working with the UK's most
acclaimed CSR companies across all sectors, this involves

four main Ethical Company Organisation operations: -

1 Research (using over 100,000 documents, court reports
and other information sources to build an ethical profile on

the world’s companies)

2 Ethical Accreditation (company certification scheme
whose members include the UK's leading CSR opinion-

forming companies);

3 Publications (includes The Good Shopping Guide which is
the world's best-selling 350 page ethical analysis of the UK's
top 700 brands - used by consumers, NGOs and businesses
alike. You can get a copy at bookshops or direct from

www.ethical-company-organisation.org)

4 GOOSHING.co.uk (the world's highest-traffic ethical
shopping consumer information portal with over 250,000

live prices/products/ethical comparisons)

For more information see
www.ethical-company-organisation.org



THE GOOD SHOPPING GUIDE'S

GOOD
OFFICE
GUIDE

“The Good Office Guide provides clear information on
how to transform your office into an environmentally and
socially responsible workspace.”
Benedict Southworth
Director, World Development Movement

“Ethical companies can use The Good Office Guide as a useful reference
source for ethical purchasing — renewable energy, fax machines,
printers, tea, coffee, computers and paper — all is revealed.”

William Sankey
Research & Editorial Director, The Ethical Company Organisation

“The Good Office Guide enables readers to choose office
technology from the most ethical companies.”

Louise Marshall

Corporate Responsibility Manager, Brother UK Ltd
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