
 

 

 

General guidelines, maintenance 

 

 Regularly measure and monitor your electricity consumption with an 

energy meter. 

 Analyze all areas related to electricity use and search for energy loss and 

saving opportunities. 

 Turn off the air conditioner for the night/weekends. 

 Set computers, copiers and other machines on stand-by mode during 

office hours. Make sure that all equipment is turned off at the end of the 

day rather than left on stand-by. 

 Check the power management options of your PC and monitor and 

configure the preferred, energy saving settings. 

 Use daylight where possible. It’s free and more pleasant than artificial 

light.  

 Ensure that the lighting is appropriate for tasks and office layouts. 

 Use energy-saving light bulbs, like LED bulbs or CFL for lighting.  

 Ask the last person leaving the office each day to turn off the lights. 

Consider using timers and sensors for indoor and outdoor lights.  

 Maintenance is also important! Clean windows and skylights regularly to 

reduce the need for artificial light. 
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ELECTRICITY IN THE OFFICE 

In our modern lifestyle we need electricity for nearly all areas of office work. Writing, 

printing, copying, presenting, meetings, even cleaning - all require electricity. Consequently 

the electricity consumption of the office and the related carbon emission is huge. If you want 

to minimize your consumption, you have to concentrate on the following main areas: 

 

  

 

 

 

 

 

 

 

 Regularly measure and monitor your electricity consumption with an energy 

meter. 

 Analyse all areas related to electricity use (cooling, lighting, office equipment, 

etc.). Search for energy loss and saving opportunities.  

 Machines - Purchase energy efficient machines (printer, copier, computer, 

monitor, fax etc.) - Use EU energy labelled or Energy Star labelled products for 

your office equipments. 

 Stand-by - Set computers, copiers and other machines on stand-

by/sleep/suspend mode during office hours. But make sure that all equipment is 

turned off (switched off at the mains) at the end of the day rather than left on 

standby. 

 Air conditioning - Turn off the air conditioner for the night/weekends. 

 Maintenance - Schedule regular service for air conditioning systems, and fit 

them with timers so that they’re in use only when people are in the office. 

 Install/use existing blinds and shutters on windows to block out direct sun and 

reduce the need for air conditioning in the summer.  

  

http://www.newenergylabel.com/index.php/start/
https://www.energystar.gov/


 

LIGHTING 

Office lighting systems are responsible for 15-30% of the electricity consumption of the 

office. Modern energy-efficient lamps, fittings and controls can often reduce the energy 

consumption by up to 50%.  

A well-controlled, high-quality, energy-efficient lighting system combined with natural light 

reduces maintenance costs and can provide an effective and comfortable working 

environment for the employees. 

Here are some advice on how to improve the lighting system in the office and have better 

quality, cost effective lights: 

 Ask the last person leaving the office each day to turn off the lights. Consider using 

timers and sensors for indoor and outdoor lights. Make sure outside lights are only 

on when required.  

 Use natural light as much as you can. It’s 

free and more pleasant than artificial 

light. Open curtains and blinds during 

daylight hours.  

 Use only required lights. Switch off extra 

lights at corridors, stairs, reception, 

meeting rooms, toilets and near 

workstation. Turn off all lights in 

unoccupied rooms.  

 Ensure that the lighting is appropriate for tasks and office layouts. 

 Use a desk lamp instead of an overhead light if you are working alone in your office 

room – and the overall illumination of the room is satisfactory –, not only because it 

is more energy efficient, but also because you have different lighting needs for 

looking at the screen of your computer and reading documents.  

  



 

 Use the lowest wattage bulb required to meet the 

room’s lighting needs.  

 When you are installing lights, allocate one switch per 

light rather than turning on multiple lights with one 

switch. 

 Use two-way switching in rooms with two exits so 

lights can be easily turned off when leaving the room. 

 Maintenance is also important! Clean windows and 

skylights regularly, so you can reduce the need for 

artificial light. You should also dust your light bulbs 

and get the fittings cleaned from dust and other dirt, 

it will improve their performance. 

 Choose light fittings that allow most of the light 

through so a lower wattage bulb can be used. Some light fittings can block 50% or 

more of the lights. 

 Lighting controls provide the right amount of light and can save you 40-60% of the 

electricity consumed by your lights.  

 Lighting controls can dim the luminaires in response to daylight, provide the correct 

light level for different tasks and areas, provide presence detection to turn lights off if 

the area is unoccupied and stop artificial lighting when there is sufficient natural 

light.  

 If you need to use artificial light 

because the room is not bright 

enough on its own, make sure you 

choose the right colour 

temperature. This information is 

usually written on the packaging of 

the bulb, given in K (degree Kelvin). 

Warm white is around 3000 K.  

  



 

YOU CAN ALSO…. 

 Reduce your stand-by consumption by using a 

power strip or an intelligent power socket 

strip, and turn all the connected devices off 

with a single switch. If you prefer, you can also 

use a so called stand-by killer.  

 Minimize artificial lighting and make use of 

skylights: Artificial lights consume power, while 

skylights are free. Try to use maximum day 

light and use artificial lights in areas which are 

dark. 

DID YOU KNOW? 

 In the EU countries machines left on standby consume as much energy as the 

production of eight nuclear power plants! 

 Occupancy sensors: By dimming or switching 

off lighting when there is nobody in a room the 

sensors can reduce electricity use by 30%. 

 Daylight sensors: By adjusting lighting 

according to the amount of natural light, the 

sensors can reduce electricity use by up to 

40%. 

 There is much debate whether frequently switching the lights off and back on is good 

or bad when it comes to energy saving... CFLs (compact fluorescent lamps, which use 

the same technology as the fluorescent tubes in strip lighting) indeed require a small 

amount of extra electricity to light-up, but it only equals to a few seconds of normal 

light operation. As regards LED and halogen lights the higher inrush current is even 

less significant, so they can be freely switched on and off, so can be well used in 

occupancy or motion sensors, too. The other claim is that frequent switching on and 

off decreases the bulb’s lifespan. This is again true only in the case of fluorescent 

lights, so LED and halogen bulbs remain unaffected. As a rule-of-thumb it can be 

advised for CFLs that if you will be out of a room for more than 15 minutes, then 

turn them off.  

 

  

http://www.mrsafe.be/?portfolio=pc-standby-killer
http://www.mrsafe.be/?portfolio=pc-standby-killer
http://frankhont.tradeee.com/product_view/60644/Standby%20killer%20power%20saver,tv%20standby%20power.html
http://energy.gov/energysaver/when-turn-your-lights
http://energy.gov/energysaver/when-turn-your-lights
http://energy.gov/energysaver/when-turn-your-lights


 

SAVING ENERGY WITH SMALLER INVESTMENTS 

 Replace existing bulbs with low energy lighting alternatives such as CFLs (Compact 

Fluorescent Lamps) and LED (Light Emitting Diodes): they cost more, but consume 

only 10-20% of the electricity consumed by standard incandescent light bulbs, and 

also last longer, from 4 to 30 years. 

 Buy products with warranty to avoid unnecessary replacement costs. 

 

TOP TIPS FOR CHAMPIONS 

 Check the power management options of your PC and monitor and configure the 

preferred, energy saving settings. 

 Do not forget that the colours of the wall also affect the efficiency of lighting and … 

the mood of your colleagues! Minimise lighting requirements and maximise the well-

being of employees by using light-coloured walls and ceilings  

 

FURTHER READING AND IDEAS 

Offices -  A guide to energy efficient and cost 

effective lighting 

Energy efficient office buildings - Guidelines 

When to turn off your lights? 

Best practices for office lighting design 
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How much energy do the following 

appliances use (in general)? 

Appliance When on 

(watts) 

Standby 

(watts) 

TV 100 10 

DVD recorder 12 7 

Digital top box 6 5 

Computer + peripherals 130 15 

Computer monitor 70 11 

Laptop computer 29 2 

Broadband modem 14 14 

Answering machine 3 3 

Battery charger 14 1 

Mobile phone charger 5 2 

Total 418 83 

Source: http://www.sustainable-

girton.org.uk/articles/standby.html 

 

http://www.seai.ie/Publications/Your_Business_Publications/Technology_Guides/Office_Lighting_Guide_FNL.pdf
http://www.seai.ie/Publications/Your_Business_Publications/Technology_Guides/Office_Lighting_Guide_FNL.pdf
http://ec.europa.eu/energy/intelligent/projects/sites/iee-projects/files/projects/documents/coolregion_cooling_guidelines_office_buildings_austria_en.pdf
http://energy.gov/energysaver/when-turn-your-lights
http://www.lightingdeluxe.com/workplace-lighting-ergonomics.html
http://energy.gov/energysaver/when-turn-your-lights
http://energy.gov/energysaver/when-turn-your-lights
http://www.thisismoney.co.uk/money/experts/article-2061307/Can-really-save-money-switching-lights.html#ixzz4K7zvzWNP
http://www.integral-led.com/education/dimmable-and-non-dimmable-led-lamps
http://www.energy.gov/energysaver/lighting-choices-save-you-money
http://www.beaconlighting.com.au/lighting/lighting-tips/energy-saving-tips.html
http://www.clacksweb.org.uk/environment/energyworkplace/
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