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Overview

Decisions are no longer based solely around the price of goods and services.  Although this will always be 
a contributing factor, companies are increasingly looking to work with reliable, quality suppliers, who 
deliver customer satisfaction.

Within the Office Gold Corporate and Social Responsibility strategy, we have six criteria that we aim to 
work within: customer insight, culture, information and access, delivery of aims and timeliness and 
quality of service and environmental awareness.

Customer insight: focuses on the importance of developing an in-depth understanding of customers, 
from identifying who the company’s customers are to encouraging two way communications and 
examining issues around customer satisfaction.

The culture of the company: how do those who work within the business demonstrate the necessary 
values and understanding of the operations and procedures that meet customer needs and expectations. 
This area also examines staff professionalism and attitude.

Information and access: customers should consistently receive accurate, quality, timely and detailed 
information. This makes sure the business has coordinated with other suppliers, partners and the local 
community to demonstrate the ways in which the company supports them.

Delivery: delivery of the business aims, delivery standards, achieved delivery and dealing effectively with 
problems.

Timeliness and quality of service: allows the company to look at the standards that the business sets in 
relation to how they carry out their business. 

Environmental awareness: from the development of the GREEN BOOK of products offering 
environmentally recycled products to our intense planning of delivery routes to minimise pollution –
Office Gold is building its environmental awareness

“Corporate and social responsibility is key to the Office Gold strategy of growing the business. It 
attracts talented staff and retains our customers.

Office Gold will continue to push the attributes of our Corporate Social Responsibility which will serve 
to help customers, employees and the environment.”

Michael Loftus –Chairman –Office Gold



Corporate Social Responsibility

Corporate social responsibility is key to the Office Gold strategy of growing the business. It attracts 
talented staff and retains our customers. Office Gold will continue to push the attributes of our CSR 

which will serve to help customers, employees and the environment.

Education
Office Gold is  ISO 140012004 Accredited. The system has been adapted to the International Standard 
and is a working living document. Our Operations Manager has responsibility for all environmental 
issues, making sure the system always reflects the company’s activities and carrying out 
environmental audits.  
However, like the ISO 9001 quality system accreditation,  the environmental system is rolled out to 
every one in the company – everyone has responsibility. 

Environmental awareness sessions are now part of the company’s learning culture.

The Green Book has been supplied to all our customers. The book consists of around 900 products 
that have been sourced with the environment in mind. The products range from 50% to 100% 
recycled materials all sourced from areas that have sustainable forests and fair trade practices. The 
catalogue is also available as an on-line flick-able version. 

Transport – Our Fleet
Our Fleet of vehicles are all maintained by a third party Fleet Management Company. They have 
responsibility for the servicing schedule of the company vans, 7.5 ton trucks and staff company cars
By keeping our vehicles in good condition it prolongs the efficiency and lowers the emissions 
produced by each vehicle.
We are currently investigating the possibility of converting our current vehicles to run on Bio-diesel 
which will help to lesson the impact on the environment.
Each day careful planning goes into our delivery schedule to reduce the number of miles traveled and 
to maximize the number of deliveries in a single run.

Minimising Waste – Recycling
Office Gold currently recycles over 85% of all waste generated in-house. Our program of waste 
management is spearheaded by the Operations Manager.
We currently re-use packaging boxes that our goods are supplied in. We also use recycled cardboard 
boxes. These boxes are branded as recycled, thus pushing our environmental commitment.

By rolling out these initiatives, we will reduce packaging waste that ends up in land fill sites.
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Management
Office Gold continues to encourage employees to take personal responsibility for their careers. 
However Line Managers are tasked with providing employee support, training opportunities and 
direction. 
Office Gold recognises that staff are key to the business. With this in mind we continuously promote 
the objectives and career development of every member of staff.  Every member of staff receives a 
one-to-one appraisal every six months.

Health and Safety
High levels of health and safety practices are driven by Office Gold. We take the well being of staff and 
visitors to our site very seriously and always practice our procedures to the maximum. 

Company Communication
Senior managers have the responsibility of ensuring that employees know the Office Gold plans, 
business results, changes and developments. All employees are told and understand how their job 
roles and responsibilities at work contribute to the company’s overall results. 

Products and Supply chain

Paper Products
We actively source paper products such as white copier paper, fax and till rolls, filing equipment. 
It is important when sourcing any paper based product that the supplier conforms to the best possible 
environmental practices. We also look to source from sustainable forests. These forests are essential 
for the environment and the paper mills that we use recognise this.
Our Paper suppliers produce sustainability reports and have recognised environmental accreditations 
i.e. FSC, the Nordic Swan or EMAS. 

Computer Supplies
We offer our customers a toner recycling service, these collected items are then sent away and used 
for remanufacturing. Some parts cannot be remanufactured, so the units are stripped down and 
recycled e.g. the metal parts are melted down and re-used.

Catering
Office Gold supply fair trade tea, coffee and other catering consumables. Fair trade is about ‘giving 
new opportunities to some of the world’s poorest producers’ and ‘promotes forms of trade that 
contribute to sustainable development and increased social justice’.

Suppliers
We work closely with our suppliers to continuously look at opportunities where we can improve on the 
supply chain mechanism. 

Customer Surveys
Office Gold send out regular customer satisfaction surveys. We can then measure our success and 
address areas that may need improvement. 



How Office Gold  implements these policies

This policy has been developed to assist Office Gold in undertaking its business activities in a 
manner that is considerate to the environment and also establishes a framework that the 
company and every employee should follow in order to ensure that this objective is met.

This policy applies to all employees of Office Gold and associated companies, irrespective of 
whether they are full or part time, temporary or permanent, or based in our own offices or 
off-site.

This policy also applies to all visitors to our premises and any other person undertaking work 
on our behalf, such as contractors and sub-contractors and suppliers.

Company Responsibilities

To ensure that the policy is effective, Office Gold will:

ÅImplement measures to comply with all relevant environmental legislations: 

ÅTake appropriate steps to minimise its negative impact on the environment and to conserve 
natural resources: 

ÅDevelop appropriate and comprehensive procedures and guidelines to achieve those 
objectives: 

ÅIntroduce appropriate forms of instruction, information, training and supervision to enable 
employees to assist in meeting our objectives. 

ÅAppoint competent persons to ensure that the aims of the policy are met: 

ÅEndeavour to make continuous improvements in environmental performance: 

ÅIntroduce suitable arrangements to allow for communication and discussion on 
environmental procedures: 

ÅSwitching off all non-essential plant and equipment when not in use; minimising use of 
energy; 

ÅCo-operating with company management in all aspects of environmental management; 

ÅEnsuring that all environmental hazards are promptly reported to their manager; 

ÅEnsuring that all environmental incidents are properly reported in line with the company 
procedure.

The policy will be reviewed at least annually, or more frequently if circumstances change 
significantly, and will be updated as necessary.



Management Responsibilities

The Management will take a leading role in environmental matters for the company, ensuring that 
such issues are promoted as a fundamental aspect of successful business operations.

This will be achieved by:

•Setting appropriate standards and policies to meet legislative requirements and company 
objectives:

•Ensuring, where appropriate, that environmental issues are represented and considered at board 
level:

•Ensuring that the company strives for continuous improvement in environmental matters

•Making available all necessary resources, including financial, to enable the  objectives and policies to 
be   driven forward:

•Delegating certain duties and responsibilities to other key individuals within the company.

•Ensuring that environmental procedures and guidelines are brought to the attention of employees:

•Ensuring that employees follow all relevant procedures relating to environmental management;

•Enabling employees to attend all relevant training courses;

•Including environmental management issues within the employee performance measurement 
review process, where applicable;

•Ensuring that all contractors under their control adhere to the Office Gold policy relating to 
environmental management.

•Ensuring that appropriate processes and systems are put into place to enable Office Gold to meet its 
environmental objectives.

•Developing appropriate procedures and guidelines to enable the environmental objectives to be 
met: 

•Keeping up to date with all relevant legislative requirements and industry best practice initiatives 
relating to environmental issues. 

Employee’s Responsibilities 

Employees must recognise that they have an important part to play in the success of this policy, by:
•Complying with all relevant company environmental procedures and guidelines; 
•Taking all necessary care to prevent contamination and spills; 

Supplier’s Responsibilities

Improved environmental performance can only be achieved if suppliers adopt similar standards 
therefore suppliers must:
•Comply with all relevant environmental legislations; 
•Where appropriate, abide by the company rules for contractors document and any other local 

conditions; 
•Take reasonable steps to prevent environmental damage from their activities; 
•Ensure that all plant and equipment is properly maintained and ensure that all non-essential 

equipment is switched off when not in use; 



•Be proactive, and look to develop and implement ‘Greener’ solutions for their activities, where 
appropriate; 

•Whenever possible, use environmentally friendly products and recycle waste materials, wherever 
possible; 

•Co-operate fully with the nominated company representatives; 

•Promptly report all environmental incidents to the company representative. 

Instruction, Training and Information

Appropriate measures will be put in place to train and make employees aware of their responsibilities for 
environmental matters and to outline the part they can take in ensuring that Office Gold will achieve its 
own environmental objectives.

This will be achieved by:

•Providing suitable training courses, to enable employees to deal with their specific areas of 
environmental control; 

•Issuing of relevant policies, procedures and guidance outlining the individual responsibilities to all 
employees within the company; 

The provision of information on notice boards and through poster displays; 

•Environmental awareness training provided to staff undertaking assessments of company locations. 

•A higher profile for environmental issues in company public relations activities and company literature. 

Emergencies

All incidents, which may have serious or potentially serious repercussions directly for the environment 
will be dealt with under the existing Office Gold Disaster recovery policy. Senior management should be 
informed, fully and by the fastest practicable means, of any such incidents.

Auditing and  Monitoring

Office Gold recognises that to ensure the effectiveness of its environmental management processes, it 
must continually review and monitor its performance in the area to strive for continuous improvements.

To fulfil this objective Office Gold will:

•Carry out regular audits and reviews of its environmental performance; 

•Provide appropriate feedback and reports on such reviews to all relevant internal key individuals and 
working groups; 

•Undertake benchmarking, as appropriate, to enable Office Gold environmental performances to be 
measured both within its own internal business units and against its external competitors; 

•Develop appropriate action plans, as necessary, which will enable new initiatives and identified 
improvements to be implemented. 

_____________________________________

Michael Loftus – Chairman and CEO



Case Studies

Case Study No.1 – Surrey – Waste Reduction/Recycling

Office Gold  prides itself on offering a tailored service to many of its clients and this particular case study 
relates to a relatively new account who wanted to work with a supplier who was prepared to work closely 
with them to meet their own environmental targets.

As a result of this, we are currently trialling tote boxes and/or cardboard boxes in Guildford  City centre. 

Our current agreement is for Office Gold  to deliver to them once a week, leaving and storing their 
deliveries in a designed area. Before leaving, a nominated driver then empties the boxes returns to base 
where they can be used again and again. 

The customer enjoys cost savings as they have no cardboard to be uplifted which in the past they had to 
pay for. This is has undoubtedly helped  us secure this account and trials continue to work well. 

Case Study No. 2 - London – On-line ordering & Order consolidation

Our second case study is one which is now actually relevant to an increasing number of customers and 
clearly demonstrates the power of on-line procurement when changing previous carefree purchasing 
habits and making ‘orderers/users’ aware of the ‘thoughtless order’.

The average multi-site order within the UK is below £25 in value and larger customers can place up to 50 
of these orders per week.
Office Gold  has developed an on-line ordering solution which will enable customers to not only monitor 
budgets, minimum orders and their frequency, but will also allow them to build and save orders and 
shopping baskets over any given period.  These orders can be stored, refreshed and amended at the users 
leisure,  until they are ready for release and processing.
This functionality is particularly useful for solus departmental order places where other departmental 
staff make frequent adhoc requests for items during the week.

We have featured below a typical order flow and value chart.  It is our intention to reduce orders of 
below £25 in value by up to 30%, thereby reducing the cost and impact of distribution and allowing us to 
plan vehicle routes more effectively and sympathetically.
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The average cost per order is £45, this 
includes staff time to find products, 
obtaining authorisation for orders, 
produce and place the order, receiving 
the delivery and putting it away and 
processing the invoice.
Yet this doesn’t  truly reflect  the 
impact felt by the environment for 
this perhaps previously carefree 
attitude.

It is therefore very important to 
reduce the number of smaller orders .
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