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Dundalk Institute of Technology 

Print / Copy Policy 

June 2015 

 

1. Scope 

This policy applies to all printing / copying services for staff carried out by Dundalk I.T. 

including, but not limited to printers, photocopies and fax machines.  It is the responsibility 

of Management and staff of Dundalk I.T. to ensure that printer devices are used in 

accordance with this policy. 

2. Background 

The policy is being introduced In order to utilise print/ copy functions more efficiently and 

reduce costs and excessive waste.   

Factors surrounding the disproportionate deployment and use of printers include: 

Print Management – printing costs cannot be properly monitored without having an 

effective print management and reporting system in place. 

Prints Quality – smaller personal printers are generally of a lesser specification than 

larger networked printers.  By investing in a smaller number of higher specification 

printers, including colour, the quality of printed documents will improve for all users. 

Paper consumption – as well as being a direct cost to the Institute, excessive paper 

consumption is also damaging to the environment.  Single sided printing is 

particularly wasteful. 

Energy – Excessive use of printing wastes electricity 

Storage – the storage of unnecessary printed output is expensive, wasteful of a scare 

resource, and frequently creates Health and Safety issues – as a fire hazard, and by 

creating clutter in the workspace. 

Consumables – by supporting too many small printers we are making inefficient use 

of toner, and are unable to put in place bulk purchase deal at a discount.  In addition, 

colour toner is expensive and is frequently used where mono printing would suffice. 

Waste – prints generated that are subsequently not retrieved lead to additional 

unnecessary wastage. 
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3. Objectives 

The key objectives of this policy is to provide a better service and improve printing, copying, 

faxing and scanning, as well as reduce the cost and environmental impact of printing in DkIT.   

To achieve this objective we must: 

a) Reduce the number of printer devices and, as a consequence, increase the 

number of users per printer. 

b) Consolidate the number of maintenance contracts 

c) Significantly reduce the extent of colour printing 

d) Significantly reduce the quantity of paper used 

e) Reduce the power consumption and consequent energy bills associated with 

printing 

f) Make the most efficient use possible of toner 

g) Have an effective monitoring / reported system in place 

 

4. Policy 

4.1 Shared Printers 

Increase the staff to printer ratio by eliminating use of individual desktop printers and 

centralising high-speed, high performance multi-function machines (MFD’s) in work areas.  

Increasing the staff to printer ratio will minimize “reflex” printing and reduce costs and 

waste associated with printer supplies and maintenance.  MFD’s will be centrally located 

and in easily accessible points around the campus. 

4.2 Colour Printing 

Printing in colour must only be carried out where absolutely necessary.  Colour printers 

where deployed will default to mono printing, avoiding accidental unnecessary colour 

printing. 

4.3 Duplex Printing 

Duplex printing is printing on both sides of a page of paper.  Printers, copies and fax 

machines should default to duplex mode wherever the equipment capability exists. 

4.4 Print Quality 

Print quality should be set to default to Draft of equivalent.  This helps to prolong the life of 

print cartridges. 
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4.5 Scanning 

Where possible existing paper documents should be scanned rather than photocopied.  

New multi-function devices (see Procurement below) allow for documents to be scanned to 

Email or to a Network Location. 

4.6 Procurement 

Procurement of all printing devices including photocopiers and faxes must be made through 

DkIT Computer Services.  Where appropriate, secure multi-function devices that incorporate 

printing, photocopying and scanning should be implemented.  In order to eliminate desktop 

printers on a phased basis, supplies for existing machines will continue to be purchased only 

up to June 2018.  However as machines become beyond uneconomical to repair they will 

not be replaced. 

4.7 Budgets 

There has traditionally been very poor management information with regard to printing 

costs.  A Managed Print Service contract will greatly improve visibility of print volumes and 

expenditure across the Institute on a department / functional area basis, thereby ensuring 

that print services are being used economically and effectively. 

4.8 Management 

All print devices must be connected to the network to allow for centralised management, 

software updates and policy application.  This will also allow the cost efficient sharing of 

print resources. 

A Managed Print Service contract will provide a confidential “follow me” printing facility 

which would help to reduce waste arising from un-collected / un-retrieved prints. 

Consolidated, network attached printing will also allow for management reporting on the 

costs and paper consumption associated with department / functional area.  Management 

will be responsible for monitoring usage reports and for initiating any actions to achieve 

savings in print costs and output. 

5. Monitoring and Review 

DkIT will monitor the implementation of, and compliance with, the policy and will review it 

on a regular basis. 

Departments / Functional Areas are responsible for monitoring printing costs and for 

ensuring that Dundalk I.T. uses services in an efficient and cost effective manner. 

This policy may be amended from time to time as is deemed necessary.  Staff will be notified 

of any changes and the most current version will be always be available on the Intranet. 
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6. Best Practice 

All users of printing services shall observe best practice, including, but not limited to the 

following: 

o Think before you print – is a hard copy of this really needed? 

o Don’t print draft copies of documents just to check alignment and formatting 

– use Print Preview feature of your software instead. 

o Reduce paper – paper which has been only slightly used can be printed on 

again. 

o Collaborate electronically on documents 

o Organisers of meetings should not issue documents for meeting attendees – 

those that need a printout can bring their own. 

o If printing presentation slides, select Handouts, and set Slides per Page to 6. 

o Printers should be powered off at the end of each work day thus saving on 

energy cost. 


