
Going  
Against  
The Grain.

Implementing a Print Policy



THE PURPOSE OF THE POLICY

The purpose of implementing a print policy in most organisations is to:

•	 Reduce the direct environmental impact by decreasing both paper and consumable wastage

•	 Reduce the indirect environmental impact by providing more durable integrated technology that 
requires less maintenance

•	 Provide direct cost savings to the business by ensuring employees utilise the best document 
management media for their needs

•	 Increase convenience and therefore staff productivity

Whether the above applies or not it is essential that you are clear about why you are introducing 
a print policy and what you expect the outcomes of the introduction of that policy to be so you can 
communicate this clearly to all employees.

Individuals are far more likely to adhere to a policy if they understand why it has been implemented.

WHO OWNS THE PRINT POLICY?

Every company policy should have an owner who is responsible for ensuring that the policy continues 
to deliver the outcomes required.  This person should be responsible for monitoring performance of 
the policy and undertaking regular reviews and implementing changes and communicating them when 
necessary.

WHO DOES THE PRINT POLICY APPLY TO:

When introducing a company policy it is critical that it applies to everybody regardless of title or status.  
This ensures that the print policy cannot be considered discriminatory in anyway.  Hierarchy very often 
make	a	claim	in	relation	to	“confidentiality	or	individual	requirements”	These	should	be	rebuffed	where	
possible and they should take the lead.  Most networked devices now have functionality that ensures 
their needs can be fully met.

Again a policy is more likely to be embraced if it is adhered to visibly from the top downwards.

 



WHAT SHOULD THE PRINT POLICY STATE:

The print policy should include guidance relating to: (These are simply some ideas!)

•	 What the print, copy, scan, fax facilities maybe utilised for – entirely work related or some personal 
usage?

•	 When the devices maybe used – working hours or you may wish to encourage individuals who wish 
to print larger jobs to utilise the scheduling functions so print is done overnight or early morning etc.

•	 How printing should be done - Duplex (Double sided to save paper) or two pages to one side of 
paper etc.

•	 When should colour be used – Internal documents should be mono (black and white) unless the 
colour	is	vital	to	aid	understanding	e.g.	in	a	graph	or	traffic	light	diagram	for	a	project.		Colour	
maybe used for external documents

•	 Does the document need to be printed at all – could it be scanned and emailed to the audience 
rather than printed and distributed as a handout?

•	 Number of document copies – Ensure that these are kept to a minimum.

•	 PowerPoint presentations can be printed with up to six slides per page try to encourage more use 
of this facility 

•	 Print should be collected within x hours or by x time if scheduled overnight

•	 Private Print that has not been released from the device will be deleted if it is not collected within x 
hours of being sent to the device.

•	 Use the Fax to email facility.  Instead of printing out faxes these can be sent direct to an email 
account so the fax never gets lost or picked up by the wrong person.

•	 Use the sorter options to reduce manual administration time



Working in partnership with

REMEMBER THINK BEFORE YOU PRINT

HOW WILL THE BUSINESS MAINTAIN AND ENFORCE THE POLICY

•	 Many	of	the	functions	described	above	can	be	set	as	“default	options”	on	the	server	therefore	
education can occur automatically rather than just left to the individual user 

•	 Users will be provided with training / education and will be given a personal user guide to remind 
them of best practices

•	 All the devices will be networked and printing and scanning can be monitored remotely by computer 
user name.  

•	 Exception reporting will be undertaken and individuals may be questioned on their print usage.

•	 Inform employees that colour printing can be restricted by computer id and therefore it is to be used 
wisely

•	 Line Managers should be encouraged to review their print stats and question employees when 
appropriate re their printing habits

HOW SHOULD POLICIES BE COMMUNICATED TO STAFF?

Policies can be:

•	 displayed on noticeboards 

•	 added to the company network or intranet 

•	 communicated via presentations 

•	 included in a staff handbook 


