Guide to Maximizing Energy Efficiency in Office Machines


Staff Policy

General Staff (Machine User) Policies
Employees shall endeavor to minimize energy use by the office machines they use, within the bounds of reasonable working procedures:

· Machines for exclusive use shall be switched off at the end of each workday, unless machines are involved in lengthy processes that are necessary beyond normal working hours.

· In the case of shared equipment such as printers, every effort will be made for the last user to switch off devices upon leaving at night.  Again, this does not apply to machines (such as fax machines) which must remain active after business hours to provide necessary function.

· Users shall not disable automatic power management features unless these features demonstrably impair the machines necessary functions.  Screen savers are not a necessary function.  Before disabling power management features, every effort shall be made to establish proper function, with the aid of Information Systems staff and the vendor or manufacturer from which the machine was purchased.

· Staff shall minimize the introduction of electrical appliances that are not directly related to official business.  

In the case of comfort appliances such as heaters, fans, and dehumidifiers, staff should make every attempt to address space-conditioning issues with building management. In the colder seasons workers should dress warmly rather than relying on space heaters.

In the case of appliances related to food storage and preparation, staff should cooperate to make efficient use of shared appliances.  In particular, refrigerators for exclusively private use are to be strongly discouraged in offices.

Support Staff Policies
Staff involved in supporting the operations of office machines shall endeavor to minimize energy use by these machines, within the bounds of workload and reasonable procedures:

· Machines shall be configured for operation of power management features, unless these features demonstrably impair the machines necessary functions.  Before disabling power management features, every effort shall be made to establish proper function, with the aid of the vendor or manufacturer from which the machine was purchased.

· In the case of ongoing nighttime operations that require that machines be left on: every effort will be made to minimize the after hours operation time of office machines, within the requirements of the necessary nighttime operations.  For example, if networked computers are left on regularly for network-based backups or remote configuration, these operations should be scheduled (e.g. every Monday) such that machines may be manually switched off by users on other evenings.  These schedules can be reinforced by network broadcast messages which remind users not only of the on-times, but also the off-times for these operations.  If the technology is available and feasible for use, network-based operations shall end by performing a remote power down of the workstations involved.

· Support staff shall assist in the education of machine users, by answering questions as they arise concerning power management features and the wisdom of switching off machines at night, and shall remind staff of official policy in these areas where appropriate.
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