
 

 

 

University Of Greenwich - Heating and Cooling Policy  

We’re keen to meet our responsibilities which include reducing our carbon footprint and aim 
to achieve our Higher Education Funding Council for England (HEFCE) target of a 40% 
reduction by 2020 based on a 2009/10 baseline. To support this, the university agreed a 
Carbon Management Plan to provide the strategy to help deliver this target. This includes a 
range of activities including technical modifications, capital investments and also helping 
staff, students and service delivery partners save energy. 
 
The carbon impact of our heating is significant, annually contributing 2,500 tonnes CO2 

equivalent, approximately 22% of our energy related carbon footprint.  The aim of this Policy 
is to ensure that the building spaces are at a comfortable working temperature and that 
excess energy is not being wasted through over heating or over cooling. This can help 
reduce the impacts of climate change, save the university money (for reference, its annual 
gas costs were £450K in 2015/16) and can deliver user wellbeing outcomes. 
 
Temperature control is one of the most cost-effective ways of reducing energy wastage. If 
not effectively managed, this can add significantly to carbon emissions and costs and impact 
on our stakeholders ability to work and learn. For every degree Celsius of extra heat, the 
amount of carbon and energy cost increases by 8%. It is therefore important that all users 
understand and comply with this Policy, which also sets out our approach to temperature 
management and university users relationships to it. 
 
The aim is to achieve consistency in temperature across the estate during normal operating 
hours. Temperature parameters are set and only where they cannot be met by the existing 
centrally provided heating and cooling systems will supplementary provision be considered. 
Ongoing investment in central heating and cooling systems is occurring. Its utilisation is 
more carbon and cost effective than utilising supplementary heating systems. 
 
This Policy will be reviewed and approved by the Sustainability Management Board with the 
first version of the Policy also being approved by the Vice Chancellor’s Group. The 
temperatures stated in this Policy are in-line with organisations that occupy buildings similar 
to the University of Greenwich estate. 
 
Heating Season  
The heating season is dependent on the outside air temperature, but will largely follow the 
pattern of being turned on during October and switched off in March/April.  
 
Heating Times  
Academic buildings will be heated to maintain a comfortable temperature for normal operating 
hours between 8:00am and 6:30pm Monday to Friday. Where areas are being used beyond 
the normal working hours special arrangements for heating can/will be made (for example 
lecture theatres, libraries, student study areas).  
 
Residential buildings will be heated from 6:00am to 10am and 3:30pm to 11pm seven days a 
week. 
 
Heating and Cooling Parameters: 
Maximum heating temperatures – Non Residential Areas  



 No area shall be actively heated to a temperature higher than 20°C (± 1°C to allow for 
control variances).  

 Circulation spaces shall not be actively heated above 18°C.  

 Corridors shall not be actively heated above 16°C.  
 
Minimum cooling temperatures – Non Residential Areas  

 Where air conditioning is installed no area shall be actively cooled to a temperature 
below 26°C (± 1°C to allow for control variances).  

 Corridors and circulation space shall not normally have mechanical cooling supplied.  
 
Supplementary Heaters  
Electrical heating results in at least twice the carbon emissions of a controlled gas heating 
system and the uncontrolled use of personal portable heaters can compromise the 
effectiveness of the buildings temperature system due to false sensor readings. Such heaters 
also additionally introduce health & safety risks (e.g. fire & trip hazards). The use of portable 
electrical heating must be avoided unless under the direct issue by your local campus FM 
office. The issuance procedure of supplementary heaters is included later in this document. 
 
Reporting possible energy wastage 
To help the university achieve its carbon saving target, all students and staff are requested to 
report over-heating or over-cooling to their local campus FM Helpdesk via email: 

 Greenwich Campus: fmhelpdesk@greenwich.ac.uk 

 Medway Campus: fm-me@greenwich.ac.uk 

 Avery Hill Campus: fmcentralhelpdesk@greenwich.ac.uk 
 
 
 

Useful information to help you meet your comfort levels  

 
Space Heating  
The following guidance will help you increase the heating effectiveness or reduce the need of 
its application in the space you occupy and also suggests how you can warm up using other 
options. 
 

1) Don’t open windows when the heating is on. 
2) Report to your FM Office poorly fitting windows and exterior doors and incorrectly 

operating automatic door closers.  
3) Close internal doors between areas of different temperatures, such as an office and 

corridor. This will keep the heat in and reduce cold draughts. Communal areas will be 
slightly cooler than office areas as staff should be comfortable at their work stations. 

4) The layout of the room’s furniture may impact on the effectiveness of the 
heating/cooling system. Ensure furniture is away from heaters/coolers and vents and 
that they are not covered with items of clothing etc. 

5) Avoid sitting in a sedentary position for extensive periods. Getting up, stretching legs, 
drinking hot drinks can all raise body temperatures of staff that may have sensitivities 
to the cold. Sedentary working is also linked to many health conditions. Try to move 
every 30 minutes and stand for 5 about minutes in each hour.  

6) Wear clothing appropriate for the external weather conditions. If the weather outside 
is cold, this will impact internal temperature condition. Consider keeping a spare 
jumper in the office for those occasional 'off days' when you may feel colder and wear 
layers that you can adjust according to your comfort. 

7) Radiators that are fitted with thermostatic radiator valves (TRVs) may be adjustable to 
help to make the heating conditions in the room more comfortable. The lower the 
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number on the dial, the lower the temperature setting for the room. Where TRVs are 
locked your Campus FM team will need to adjust them. 

8) Turn the TRV down to the frost setting * or number 1 to reduce the demand on the 
overall heating system when you are away from the office for a few days and over 
weekends. Ensure that TRV’s are within reach to adjust. 

 
Mechanical Cooling / Air Conditioning  
 
The following pointers will help you increase the effectiveness of cooling systems (where 
installed) or reduce the need of their operation. 
 

1) All windows and doors must be kept closed in air conditioned areas.  
2) Report to the FM Office poorly fitting windows and exterior doors and incorrectly 

operating automatic door closers.  
3) Wear appropriate clothing to the temperature outside and if you are located in an area 

where the air conditioning is too effective try and remember to keep a jumper or other 
suitable clothing item to wear to maintain a comfortable temperature. 

4) Never operate heating and cooling systems in a space at the same time. For example, 
using a personal heater in an air conditioned space. Instances of this must be reported 
to your local campus FM Office Helpdesk to solve any local issues. 

5) Adjust blinds to keep out direct sunlight and prevent draughts. 
6) If you have high and low level windows, grilles or vents in your space, ensure these 

are open to help provide an updraft cooling effect. However, all windows must be kept 
closed in air conditioned areas. 

7) The need for cooling can be reduced by switching off electrical equipment and lighting 
when not needed. 

 
Next steps if you still think it too cold/hot 
If you believe it is too hot or too cold in your area and have tried the above measures, contact 
your local campus FM Office Helpdesk. They will investigate using handheld or calibrated 
temperature logging devices in the space and gather data. The results will determine the 
appropriate action to deal with the complaint. If you work in a flexible work environment and if 
the temperature is uncomfortable for you then move to a warmer/cooler area of your office or 
building. 
 
Please note: 

 The Health & Safety Executive recommend a minimum temperature for sedentary staff 
at 16°C. For non-sedentary staff it is 13°C.  There is no legal maximum temperature 
for working. 

 

 People have different levels of sensitivity to heat and cold (what is hot to some may be 
cold to others and what may be cold to some may be hot for others). Where there is a 
medical requirement to be heated to a higher temperature then this will be considered 
confidentially via Human Resources and the Estates & Facilities Directorates. 

 
Issuance of supplementary heaters 
Where rooms have been temperature assessed by the FM Office and where modifications to 
the heating system have not helped meet the heating threshold then the FM Office can issue 
a supplementary heater. This can be taken back by the FM Office if improvements to the 
heating system have been implemented to enable the heating threshold to be met.  
 
Where supplementary heaters are issued the following, where relevant, must be undertaken 
(please note where they are not followed the FM Office will issue a warning that if not followed 
could then lead to the heater/s being taken away): 



 These heaters are only used to boost the room temperature until the threshold 
temperature is reached. Rooms should have thermometers (available from the FM 
office) located in the room to ensure that this happens. If the heaters have 
thermostats/controls these would be used to help ensure over heating of rooms does 
not occur.  

 Where rooms are found to have these heaters on and doors/windows open then the 
FM Office will issue advice to ensure efficient usage of the heaters is undertaken.  

 Heaters should be switched off when rooms are vacant for any period over 30 minutes 
and particularly overnight (preferably at the plug). Where heaters have been found to 
have been left on then the FM Office will give a warning. 

 These heaters cannot be used outside the heating season (normally start of May to 
end of October). 

 
Use of heaters brought in not issued by Department or FM Office  

 Heaters cannot be brought from home* or a shop as there is a potential risk of fire or 
electrocution as these may not have been recently tested. *These must be taken home. 
If users feel the room is not meeting the heating requirement they must contact the FM 
Office. 
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