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[bookmark: _Toc38233956]Abstract
Paper and the use of it has become a key feature within the working and social world. It allows the user to capture important information, it provides a base for pieces of art, it captures memories and can even be made into a toy for a child. Therefore, paper has a multitude of uses that allows society to benefit. 
However, as the world advances and technology becomes better equipped to aid society in its daily life, is there still a need for paper? Is it an outdated material that society can do without? It is certainly a material that goes missing a lot and has been lost numerous times but could it be time for that material to be lost for good. 
Therefore, this research will look to gain an understanding of whether there is still a need for the use of paper through capturing the attitudes towards the use of paper from an officer workers point of view as Governmental organisations try to reduce the amount of waste they produce and to see whether the use of paper is an outdated way working. 
Also, this research will delve into whether there can be a future without the use of paper or whether there any factors to suggest that paper is still needed within an office environment. 








[bookmark: _Toc38233957]1-Introduction
A paperless office is an idea that utilises digitilasation over the use of paper, reducing the amount of waste and improving a business’ productivity and efficiency, whilst saving money and making processes easier (Techopedia, 2019). The idea of paperless society is not new. In 1975, an article was produced, which informed readers about what the office would look like in the future (Ashby, 2011). In that article, the head researcher at Xerox Corp, George Pake stated “There is absolutely no question that there will be a revolution in the office over the next twenty years” (Smith and Alexander, 1999). Which, he was not wrong. Computers have now become an integral part of every office worker’s life. However, it still seems that paper has been still has a place within the office. 
Therefore, this piece will look at the attitudes towards paper within a government office to assess whether a paperless system would work well as the government looks to decrease the amount of waste it produces.  
[bookmark: _Toc38233958]1.1-Ethics
Firstly, an e-mail was sent to the director of Field services to ask for permission to collect data from office workers within offices that are in Wales. Once this was agreed, a plan was created to best gather data from these workers. The use of a survey was the main method that came from this plan. 
This survey and its questions will be sent out to employees of a governmental office that is heavily guarded by data protection laws. This office is protected by the General Data Protection Regulation, the Data Protection Act (2018) and/or the Law Enforcement Directive (Gov.uk, 2018).
When looking at a surveying tool to conduct this survey, an ethical approach had to be taken due to the security measures in place within the office, therefore, one survey option that was going to be used was SurveyMonkey. An email was sent to the University Trinity St David’s legal team to request authorisation to use this surveying site. After authorisation was given from the legal team, information was given to me from the office that will be subject of this research about the use of SurveyMonkey within governmental departments. 
The information given was that the use of SurveyMonkey within the government has stopped, therefore, rendering this tool option unavailable. However, another option was made available. Through an office meeting, the surveying tool Qualtrics was mentioned and is an authorised surveying tool to use within governmental departments. 
On the site, Qualtrics state that they “are the leading experience data (X-data) company, and we are owned by SAP, the market leader in operational data (O-data). Together, X+O makes experience management better.” (Qualtrics, 2020). Therefore, an e-mail was sent to the team that held all the information about the use of the tool within this dissertation and to ask if a log in could be provided and the use of this surveying tool. Once all the procedures were completed and a log on provided, the survey could be created. 
With that, before the survey could be sent out, procedures had to be followed in the way of having the survey checked by the local data protection team and to have it quality assured. Therefore, the local data protection team was consulted on the outlook and questions involved in this survey. Therefore, a copy of the survey was e-mailed to the local data protection team and an ongoing discussion proceeded, to which, two sets of forms had to be completed for this survey to be sent out. Please see below in the ‘Appendix’ section the copies of the blank templates that had to be filled in to enable this survey to go ahead. They will be labelled Ethics 1 and Ethics 2 and they will be below in the ‘Appendix’ section. 
Once this had been completed and the survey was approved, a few additions were stated at the start from the researcher, which was agreed to be put in place so that it could be sent out and they are anonymising the responses, password protecting the survey so that only those that the survey is sent to can access it and making it so that the responses can only be viewed by the owner of the survey. Therefore, trying to protect the respondents from their data being accessed by anybody other than the researcher. 
Everything has been done to ensure the safety and security of identity and to ensure that this survey does not breach any policies for this survey to go ahead. 
[bookmark: _Toc38233959]1.2-General overview
Paper is a material that has spanned many centuries. Some say that paper originates from the Egyptian word papyrus, which was the material used to create the first pieces of paper (The journal shop, 2017), however, many have stated that the first creation of what is used today came from Chinese dignitary in AD 105 (Cantavalle, 2019), and since then, has become a staple within daily life.  
	As the population is becoming more aware of the current situation the earth is in, waste is highlighted as one of the problems that causes harm to the environment (EEA, 2014). With new inventions, there has been an increase in the use of paper but also an increase in the amount of paper waste, which in turn, has contributed to the rise in water and air pollution (Shisia, 2018). 
Even though paper has revolutionized the way the world has been able to capture data and allow the world to advance, there has been consequences to the usage of this.  In recent years, the European Union has been pro-active in trying to find out how to reduce waste. So much so, they have conducted a report, which has noted that 10% of the waste generated within the European Union is municipal waste (EEA, 2014).
Municipal waste has been defined as ‘waste collected and treated by or for municipalities’, which, ‘covers waste from households, including bulky waste, similar waste from commerce and trade, office buildings, institutions and small businesses’ (OECD 2019), and if you look at Annex II of the data collection report produced by the European commission, paper is categorised as a municipal waste (European Commission, 2017). 
Statistics have shown that on average, a person in the U.K. will use just shy of 4.5 trees a year (Cantavalle, 2019), with office workers averaging a usage of 10,000 A4 sheets a year (Geerings Digital Ltd, 2019) and of those 10,000 sheets used, it has been said that 6,800 of those will be wasted (Restore, 2019). Although, something that may not be realised when using this amount of paper is that the manufacturing of it requires a large amount of water, thus, making the inefficient use of paper a bigger problem (Geerings Digital Ltd, 2019).
 Pulp and papermills are large industrial users of water and they are big contributors to water pollution (Stop Waste, 2019). Therefore, the manufacturing of paper is already causing problems to the earth that it could do without the inefficiency and the waste that it brings (Stop Waste, 2019). 
Along with these reason, attitudes towards the use of paper should not be left out of this discussion as it is a major player in the reasons why the world still relies on paper. People feel more comfortable with paper than using technology (Myrberg and Wiberg, 2015). 
Kretzschmar et al (2015) conducted a survey to gain an understanding on what people’s preference was when it came to reading. They found that many had concerns with using technology, to which, came down to cultural attitudes (Kretzschmar et al., 2015). Therefore, making it a strong case for one of the possible reasons why people feel more comfortable with using paper over technology. 
Despite the advantages that computers can bring and the speed that they bring, people are still not able to tear themselves away from using paper (Fortunati & Vincent, 2012). Studies have shown that people’s comprehension of retaining information and the understanding of it is far greater when they are using paper based information (Isaias et al, 2015). The added benefit that paper brings is that it is flexible and it does not provide the challenges that can be encountered when looking at screens (Isaias et al, 2015). 
	What people value about the use of paper is that it provides a personal touch (Isaias et al, 2015) and can allow the user to make annotative notes on all parts of the page (Taipale, 2014), which all are linked to the flexibility of it. Paper can allow a person to doodle if they want, it allows the user to highlight certain areas to make it more memorable and people feel comfortable with using it (Restore, 2019). 
	However, the reduced use of paper can be quite beneficial to an office environment. The use of less paper can allow for workers to save time, reduce costs because they are not ordering paper or calling for engineers to service printers, provide more space, allow for easier access to files rather than wade through mounds of paper, which results in less dust forming, therefore, having an added benefit to health (Mardene, 2005). 
Also, the less paper used means a reduction in stationary costs and another major benefit would be the ease of sharing information between workers rather than scanning or posting documents (Mardene, 2005). These factors for a reduction in paper can be quite beneficial, especially for to a Government that needs to reduce the amount of waste that it produces.
	 In 2018, the U.K. Government created the ‘A Green Future: Our 25-year plan to Improve the Environment’ (HM Government, 2018). To summaries, the Government plan to provide a healthier future for its population and have created 10 goals the Government feel are the most important areas they need to tackle and they hope this will be attained in 25 years (HM Government, 2018).
	Goal 8 of this plan discusses the ways on how the Government plans on trying to minimize waste and what timeline they will give themselves to reduce this amount and also reduce the pressures put on landfills (HM Government, 2018).
	Along with this plan, for several years the Government has been challenging its organisations to reduce the amount of pressure and damage they cause to the environment. The most recent report titled ‘Greening Government Commitments 2016 to 2020’ shows that the Government are trying to make a conscious effort to try and reduce the impact that their offices have on the environment (Gov.UK, 2019). Notably, part 2a of the paper states that the government has set a target of reducing the amount of paper its offices and organisations use by at least 50% of the 2009-2010 baseline (Gov.UK,2019). 
	The annual report produced in 2012 recorded that the 2009-2010 baseline number for paper purchased was 1,242,363 reams of A4 paper (MoD, 2012). Therefore, the target set for 2016-2020 was to try and use 50% less pieces of paper than the 1,242,363 pieces they purchased in the 2009-2010 period.
 A similar annual report to 2012 was produced in 2019, to assess the progress in 2017-2019 and it stated that, overall, the government had already been successful in reducing the amount of paper used. Collectively, the UK government organisations had reduced their consumption by 55% of the baseline, so 5% more than the target. They also provided a more in depth information that stated that 13 departments had exceeded the target and out of those 13, 8 had recorded a reduction percentage of 70% or higher (DEFRA, 2019). 
	Further on in the report, Chapter 4 breakdowns the way the Government plans on tackling this target (DEFRA, 2019). They identify that there is a requirement to concentrate on how civil servants use these resources and it states that it will put emphasis on ways they can use that does not require the need for printing (Defra, 2019). 
	It also notes that the civil service is ever changing and embraces newer ways of working and states that departments, which used to rely heavily on printing and the use of paper, such as, the Ministry of Justice and the Law Officers Department, have changed the way they work and they have even included a case study, which they tasked the Environmental Agency to print no more than 1500 sheets of paper each year and encouraged paperless meetings and overall, the outcome was positive (Defra, 2019). Therefore, this shows that if given the correct information and continuously engaged with, the push towards using little to no paper could be achieved. 
However, how would workers cope if they were not able to use any type of paper to make notes, they were not allowed to use the printer and they had to work on e-copies because the government had gotten to the point where a paperless system was the way that they were going. Therefore, this piece will look at the attitudes of civil servants within a specific branch of the government to understand their views on a paperless system and to find out whether it would be successful within their office now or would there need to be requirements met before this type of system could be implemented if the government were to consider it as a way to be 100% waste free. 
[bookmark: _Toc38233960]1.3-Current literature to be reviewed
As with most studies, it is always best to get an understanding of what sort of information is out there to understand how this research fits in to the world of research. 
This part is just going to be a brief overview of what pieces of work will be reviewed to gain an understanding of where this research fits in and what gap this will fill. There is quite a bit of information out there informing the world about a paperless office and what are the advantages and what are the disadvantages. 
The current literature out there that this study will use to review will start with a paper produced in 1993 by Thomas Connolly and Brian Kleiner. This literature hammers home the point of there being too much paper and that is because people have become dependent on the use of it (Connolly and Kleiner, 2003). The author informs the reader of the amount it costs to maintain paper in places such as filing cabinets (Connolly and Kleiner, 1993). 
Therefore, the author describes there take on what would be beneficial for companies to reduce their paper usage and these come in the forms of E-mail, standardizing forms, which allow them to be sent rather than having to print two copies off and then scanning the one back on to the system (Connolly and Kleiner, 1993).
What is also beneficial about this piece of literature is that it cites a few examples of companies that have cut down on their paper usage by choosing other methods (Connolly and Kleiner, 1993). Therefore, this piece of literature will be a good basis to what companies and organisations would need to do if they were to reduce their usage and waste in the years to come.
The next piece of literature that would be reviewed will be “An Analysis of the feasibility of a paperless environment: The case study of the Mona School of Business” by Rosalee Carr Mardene (2005). This piece of research delves into understanding the attitudes of members of staff within the Mona business school. 
The Waste & Resources Action Program estimated that schools in the UK produce a large amount of waste and it is reported that education is a sector that finds it difficult to cut down the amount they use and it is believed that 80% of school staff admit this (PHSwastekit, 2018). 
Therefore, this research would provide a great insight into what the attitudes are like with the idea of paperless in an area that relies heavily on paper and printing, which can be linked into this study as these offices are also prone to using too much paper, 45 sheets per day per worker to put a number on it (WRAP, 2014).
It seems the literature shows that it is difficult to turn away from the use of paper, but, what this research can provide is information on ideas for areas to be considered when decided what questions to ask office workers and possible ideas to try and meet governmental targets. 
The next research paper that this study will review “Preparing the ground for the paperless hospital: A case study of the medical records management in a UK outpatient service department” by Waterson et al, (2012). The research paper wanted to find out what the introduction of electronic patient record systems (EPRs) within a UK hospital (Anonymous, 2012). 
The study looked at interviewing its workers and asking them about current problems that are occurring with paper work, such as, missing records (Anonymous, 2012). Therefore, this study will provide a lot of useful information as it is within the UK governmental sector and is a sector that relies heavily on paperwork, which spends around £500,000 to £1 million on paper storage (NHS, 2015) 
Therefore, this piece of research will be very interesting to look as it is an organisation that is within the government, therefore, will be in direct line of adhering to policies made by the government to reduce paper waste to meet targets set. Moreover, it would provide a good insight into what challenges they may have faced or questions they managed to develop in conclusion to the results they were able to get from the subjects they were able to interview. 
This study will provide beneficial feedback as the nature of their work is very patient based and that involves a lot of hands on work, therefore, the nature of the job involves efficiency, interaction, quickness and effectiveness (NHS, 2013).
The next study that will be reviewed will be “Paperless office management: A feasibility analysis for Saudi Arabia Government Offices- A case study in Ministry of Labor” by Rehiel et al (2014). The reason behind reviewing this research paper was because it considers the efficiency and productivity aspect of using paper and it also looks at the amount of waste created by its own country (Rehiel et al, 2014). What it also looks at is the impact their use of paper has on the environment, which is the reason why it is interesting paper to review. 
The area of study itself not only tries to propose to its government to adopt a paperless style approach because of efficiency, it also proposes that it does it to reduce their environmental footprint (Rehiel et al, 2014). 
Following on from that, the next study that will be reviewed will be “The influence of a paperless office environment on the sustainability of the matter of the High Court” by Tyhulu et al, (2016). This research considers the influence that a paperless environment has on a Master’s office through the introduction of Paperless Estate Administration System (PEAS) and Paperless Estate Administration for Trust (PEAST) (Tyhulu et al, 2016). 
This study provides an insight into a way of working that has been implemented and called “electronic blessings” (Tyhulu et al, 2016). However, this does not only show the benefits of what paperless systems can do, it also provides the reader with the negatives or startup problems that can occur. 2 points are brought up in this essay, which are points that will most definitely be popular with every paperless discussion. Tyhulu et al, (2016) mentions that they faced some issues and they were problems with systems and the lack of training. 
At this current moment, hardware issues are a huge problem within offices and it can result in data loss (Imagex, 2018) or deem the document unusable (Katib, 2003). It has been noted that technical issues have even increased the time taken to get things done (Scantlebury et al, 2017). 
Hardware is not the only issue that can be said of a paperless system, a lot of it is to do with attitudes and it has become habitual for older generations due the lack of computer literacy (Katib, 2003) or the fact that people have the belief that having paperwork on their desk provides them with an understanding on what they need to do or what they have achieved (Katib, 2003). 
Something that also must be noted of why paperless is not as popular is because of costs and businesses are of the viewpoint that implementing new technological systems can be pricey, which has become a reason for why there has been very little confidence put into paperless systems (Katib, 2003)
	It is very likely that these types of answers will be mentioned in the survey and it will be developed to understand worker’s attitudes on the idea, therefore, it is vital that this research tries to ascertain information that will provide ways that can be used in the future to combat these issues. It is paramount that this research understands all the answers given as this will provide an outlook on what the consensus is regarding the government reducing their usage of paper and the possibility of committing to a paperless environment. 
[bookmark: _Toc38233961]1.4-The importance of this research
Organisational change is something that has always been somewhat difficult for workers to understand straight away. Studies have claimed that there is a 70% failure rate on average for any type of change (Pleasure, 2016). 
 	Change is something that happens to any sector and is not always welcomed.  For instance, a beverage company had faced a large amount of opposition when they decided to change their paper based system to wireless laptops (Gotsill et al, 2007). It was noted that the resistance to change came from the older generation within their company as the younger workforce had embraced it better (Gotsill et al, 2007). The reasons for this could have been that they did not understand what the outcome of this would have, how they will fit into all this and whether their jobs would be at risk if they were unable to understand the new process (Gotsill et al, 2007). Therefore, it is important to make employees on the ground level aware of the processes being changed and to allow them to have a say on the matter (Gotsil et al, 2007).
Whilst reading through a lot of studies surrounding this topic, what is not obvious is these studies being done whilst there has been a major push to reduce the amount of waste created or being done when the government has implemented a 25-year green plan to improve the country. 
	There are not many papers out there with up to date research on attitudes of offices workers that have an increased likelihood becoming a paperless office. The papers that have been mentioned all provide great information for the area of a paperless environment, however, the research that this area will go into is studying the views of office workers in light of the governments push to keep decreasing waste to meet the targets they have set themselves 
Unlike other studies, which are just assessing what people’s views are on the introduction of systems within their offices to reduce cost and or to improve efficiency, there is a big possibility that the office workers that will be asked to take the survey will be bound to the policies created by the Government to reduce waste within 25 years, especially countries like Wales, to which the Government has pushed itself to phase out landfilling by 2025 (Welsh Assembly Government, 2010). Therefore, it is vital to get an understanding of Government office workers views on this so that it can be of use in the future.
As aforementioned, the government has compiled a plan that they believe will improve quality of life, improve the earth and provide a better future for future generations and they have identified paper as one of the areas that they feel needs to be reduced, therefore, the paperless office is looking more likely to be a reality within this environment due to the push to reduce waste and office’s carbon footprint.  
Therefore, this is study will provide the views of office workers who could be potentially working in a paperless environment sooner than many of the other areas. Moreover, as with most policy changes, there is not much input from the ground up as it is more a top down policy and everyone else must follow. Therefore, what this study will hope to provide is the thoughts on what workers feel about this current change and what they feel needs to happen before they feel comfortable in changing to a system that is all computer based. 
[bookmark: _Toc38233962]2- Aim. 
This paper aims to develop an understanding of what the overall view of going paperless is and it is going to do that by assessing the viewpoint of office workers on the idea of a paperless office and highlighting one idea that the government may look to use or implement to the office working environment due to the government’s efforts to reduce waste. 
Also, as a secondary aim, this study will aim to assess any responses that showcase issues to the idea of a paperless system within this office environment. 
This research is a good opportunity to understand the likelihood of this change being positive or negative. Undoubtedly, this research will provide answers that an office can look at to see what can be done to bring about effective change in the future if a paperless office is to be taken forward and to be rolled out across the governmental departments.
As previously stated, paper is something that people can put confidence in ((Myrberg and Wiberg, 2015) and is probably the reason why changes like these are ineffective, which, it could be down to training, it could be down the systems (Tyhulu et al, 2016).  Or it could be habitual and people find it difficult to turn away from using paper (Katib, 2003). 
[bookmark: _Toc38233963]2.1-Objectives
The first objective is:
-To assess the attitude of office workers on the idea of a paperless office by extracting data from a survey. 
This will be the main focal point of the dissertation as it is trying to ascertain what ideas people have on what a paperless office means, what they feel about the whole idea and this will be assessed through the survey given out, to which, hopefully will provide a good idea on what the overall view of this current office has on the idea of going paperless.
The second objective is:
To determine the factors which can hinder a paperless office from the extraction of this data and see what there is out there to combat it. 
	As with most of the literature given above, there is an expectation that there are problems out there that may need to be addressed before any idea of a paperless office comes to fruition. There is expectation that the responses from the survey will provide areas that will need addressing if the government were to implement a paperless office proposal to meet the constantly decreasing paper target that they are setting every few years. 
	Therefore, to try and find solutions to the issues provided by those that have answered the survey and look at the issues provided in the literature and see if they can be easily answered or if there needs something to done, especially if habitual reasons arise. 
	Moreover, the reason for this objective is because, overall, the government are trying to reduce their paper waste target, which in turn, will reduce their carbon footprint produced by their offices and cut down waste going to landfills (HM Government, 2018) and if barriers are highlighted then there is possibility that targets may not be met or there may be less motivation to adhere to these policies if views are not taken on board. 
Therefore, this study will analyze any responses that highlight barriers to the idea of a paperless office and provide solutions where possible through research and ideas that combat these barriers, so that the government can understand what they need to do if this idea becomes a reality. 
[bookmark: _Toc38233964]3-Literature review
	As with many pieces of academic research, it is always beneficial to gain an understanding of what literature has already been produced or what research is out there regarding the area that is being assessed. 
	A literature review provides the readers with an in depth understanding of what is out there regarding the chosen research area and it also provides them with the reasons why this current research adds to the existing body of knowledge that has been agreed upon (Royal Literary Fund, 2020). Also, a literature review demonstrates understanding and credibility of the current research taken place (Royal Literary Fund, 2020)
The possibility of going paperless has been an idea that has been roaming around for some time. This research is going to start with a paper produced in 1993 to gain an understanding of themes were brought up then to see if they are themes that are still brought up in current literature and this study.
Connolly and Kleiner (1993) addressed the issue of there being too much paper being used and how there is a huge amount of dependence on it. In their research the authors explained that there needs to be a shift towards more technological processes and it was titled “The paperless office of the future”.
The authors expressed the need to cut down on the use of paper due to it becoming incredibly costly to maintain. The authors stated there could be costs of up to $25,000 to fill a filing cabinet and an extra $2,160 just to maintain the documents (Connolly and Kleiner, 1993). Therefore, they identified areas that they felt could be used to reduce the amount of paper.
The piece denotes several key areas that would be of benefit to a business if they are put in place. These areas are, E-mail, Standardising Forms, Optical Character Recognising (Scanning Machine), Document Management, Indexing and Optical Storage Technology (Connolly and Kleiner, 1993).
This piece details that these key areas can bring about the reduction and dependence of paper. The piece uses a lot of figure based information to drive home the costly effects of using paper. It provides the reader with a few examples in the document management section of where a paperless system had been implemented (Connolly and Kleiner, 1993.
One example that it used within the research was the change that Northwest Airlines made (Connolly and Kleiner, 1993). Northwest Airlines used a Microfiche system to document the manual of a Boeing 727, which, total about 50,000 pages (Connolly and Kleiner, 1993). They opted to change their method and put all this info on optical disks, which decreased the amount of time taken to find information and made it easier to update information (Connolly and Kleiner, 1993). Therefore, this changed proved to be a successful and proved that a paper based system is not always the best way of working.
Within their conclusion, the authors identified that it may not be easy to eradicate paper from every use of life because people will always use notepads or post it notes to write on or write down bit part information (Connolly and Kleiner, 2013). However, the authors believed that moving towards a paperless system or implementing a similar style would provide huge benefits, especially with cost saving and the practicality of digitalised documents (Connolly and Kleiner, 1993)
At the time this research was produced, it was within an age where paper was booming. The amount of paper used surged between1985 to 1995 due to introduction of the laser printer, internet usage was as low as 0.4% and document finding meant searching through filing cabinets and mounds of paper to find the document that you needed (Brother UK, 2018). Therefore, this piece goes against the grain of the period it was produced in as paper usage was on the rise, however, even then, the authors noticed that the use of paper was becoming an age-old practice and people were becoming more aware of it.
The key insight of this paper informs the reader that paper was not all that it was meant to be and it created more work for people to do due to misfiling, document loss and maintenance (Connolly and Kleiner, 1993). 
What also seemed to be a big theme within the research was the costly effects of using paper, therefore, informing the reader that not only is it difficult to maintain and determine the location of documents, it is also very costly to produce it (Connolly and Kleiner, 1993).
This research provides a good basis to start off a literature review as it provides examples of ways to reduce paper by using techniques, which are relevant to offices today.
The details within this research explains issues that are arising within a period that was still within the glory days of papers rise. The research provides great ways of reducing paper and provides an array of examples of companies turning to paperless ways and seeing success, however, one of the downfalls of this literature is that the examples that they have provided such as digitalising documents and using them to be sent by e-mail (Connolly and Kleiner, (1993) was really something that was not common around that time. As Brother UK (2018) states, those that used the internet back in the 90’s was far less that the amount that use it today.
A few years later, a study produced by Mardene (2005) on the whether a paperless environment would be feasible within the business school that the author worked in allows the researcher to gain an understanding of what techniques were used and what was the outcome as this will be a similar type of methodology undertaken by this research.
The author informs the reader that they are trying to tackle the amount of paper that is wasted daily and wanted to see the likelihood of moving to a paperless environment. The author addresses that businesses are wasting a lot of money on trying to find files that have either been misplaced or have been lost (Mardene, 2005). 
Mardene (2005) states that 2.1 million businesses have admitted to losing at least one file a day and follows that up with businesses spending £1.2 million a day because of files that have been lost. Therefore, Mardene (2005) questions her colleagues about the idea of paperless to gain an understanding in terms of whether the idea would sit well with those that work within the Mona business school. 
Within this study, the key concept that Mardene (2005) ascertains is that the reason for the lack of enthusiasm for the paperless environment could be down to the technology aspect as well as habitual. Within Mardene’s (2005) literature review, it looks at sources, which brings habits and technology to the forefront of the discussion. 
Mardene (2005) tries to determine an understanding through a survey, which the author details that it was produced and e-mailed to staff of all levels in hope to get their attitude toward a paperless environment. 
Mardene (2005) gains that understanding through the survey results and explains that 50% of staff responded and broke down the results into 3 sections, Knowledge of a paperless environment, Forms and processes and Electronic files v paper files. 
85% of the respondents were aware of the idea of what paperless means, and there was also a positive outcome regarding the forms and processes. However, concerns came within the electronic v paper section as power failures, security, band width, paper to electronic transfer cost, people wanting to work with hard copies and persons not being competent with the technology at their disposal (Mardene, 2005). 
The research concludes that staff were interested in moving towards a paperless system but Mardene (2005) believes that the objective at the time is to not get rid of paper entirely, but to try and reduce the dependency on it. Therefore, adding a little more depth to the attitude towards the paperless idea and it adds more to the understanding of whether a paperless office would be practical.
Mardene (2005) provides the reader with the background knowledge of the costs of the continuous use of paper, the attitudes and feelings towards a paperless environment and areas of concern with a paperless system that may still be present within this research. 
From the findings, Mardene (2005) provides points on what will need to be observed if a paperless system was to be implanted with the business school. These points provide the researcher with the opportunity to compare results and findings to see if there are new areas that need to be observed or if the same areas need to be observed. 
A similarity found within this study is the use of a survey in the methodology, which will be the route that is taken to ascertain the information from this research’s respondents. Therefore, this research gives the reader a great understanding of what the costs of paper can be and what needs to be considered if a paperless system is to be implemented. 
Mardene (2005) provides a great insight into what the feelings were towards a paperless system by using the survey to ascertain the understanding of it and whether the staff would welcome such system. Mardene (2005) also provides the reader with a list that will need to be observed if a company does decide that they would like to think about implementing a paperless office. 
	Although, a weakness to this research could come in the way of the number of respondents that replied to the survey. Mardene (2005) noted that only 50% of the business school staff responding, therefore not giving a full representation of the whole school. 
	Moreover, as the years have progressed past this research, the use of paper had increased (Environmental Paper Network, 2018), although, with this increase, the world had started to become more aware of what the impact of using paper has on the earth as there was a more environmental and a secular shift towards a paperless environment (Moore, 2012). 
A few years later after Mardene (2005), a study was conducted by Waterson et al in 2012 within an NHS hospital to see how a paperless policy would fair within this type of environment. The author explains that the use of medical records within the healthcare system is a major part of daily life and having the correct records within the correct place is an important objective to the NHS overall (Waterson et al., 2012). 
The author addresses the opportunities and challenges that come with the use of electronic systems, highlighting that the main challenge is trying to get one single detailed management system (Waterson et al., 2012). Therefore, the author wanted to examine whether the workforce within a specific large acute hospital are prepared for the introduction of this new electronic patient record system (EPRs) that will be rolled out (Waterson et al., 2012). 
The key concept that the author makes is that the system that they use now is outdated and is providing a lot of problems regarding the health of these records and where they are located (Waterson et al., 2012). The author makes a reference to the high number of incidents recorded that relate to missing files (Waterson et al., 2012). But the author believes that the idea of going paperless will reduce the number of missing files, the lost notes leading to patient frustration and missed appointments (Waterson et al., 2012).  
The author conducted two types of interviews that involved 27 participants (Waterson et al., 2012). The author notes that they used a semi structured interview and then an unstructured interview, which was geared for experts regarding the use of medical records in the future (Waterson eta al., 2012). Therefore, this is different to other literature in that, it is more face to face and allows the interviewer to pick up on subtle signs and the benefits of an interview can be that it is precise and flexible, allowing the data that is captured to be more detailed (Green, 2017) 
The results show an overall positive outlook on the use of more electronic systems, with improved workflow being one of the main positives, however, the author states that the use of these completely is unlikely but the study has brought about a set of guidelines that can be used to inform practices if they are thinking about implementing EPRs (Waterson et al., 2012).  
What this study does is add vital information regarding the introduction of electronic systems within the work place and noticed that there was a gap in this specific area where other authors had not researched yet and that was gaining an understanding of the pre-implementation expectations of the EPR’s users and how they feel this would impact what they do daily and to not treat change such as this as an exercise (Waterson et al., 2012) 
What this literature offers is a worker’s view of a change involving a new system that will potentially cut down the use of paper and that there needs to be more done to keep the workforce aware and the need to train them correctly.  
Following on from this, the idea of a paperless office was taking hold on the world and other government departments around the world were trying to analyse their own situation and come up with a solution that will enable them to decrease the amount of paper they use. 
In 2014, the middle east was consuming a huge amount of paper and the amount that they were consuming was seen to be having negative effects on workers (Rehiel et al., 2014). 
The author notes that the middle east consumed 18 million tons of paper in both sectors in 2010 and the use of paper has started to cause problems in the workplace (Rehiel et al., 2014). These problems revolve around productivity, efficiency and the fact that the paper manufacturing industry is a huge contributor to the degradation of the environment (Rehiel et al., 2014).
The key concept the author is trying informed their office to take action against using paper and for their work office to do their bit to help the environment. The author can see what the use of paper is doing to the world, therefore, this paper wanted to show policy makers that there are ways to beat the barriers that may be in place to stop policies likes this (Rehiel et al., 2014).. 
Within this source, it signposted a project that has worked well in Malaysian, to which the author states that the way that their government can get around the laborious task of copying files to digital is by making use of University students and formulate a project that is designed for students and enlist their help (Rehiel et al., 2014). 
This could be beneficial for many business’ as there is a wealth of knowledge, very much like what the US Navy and James Madison University did (Moules, 2019). Therefore, this type of co-operation could provide government organisations with an easy means to solve their waste and meet the targets set. 
This paper concludes that even though the government is fast becoming an e-government, it may be difficult initially get these types of policies off the ground due to employee’s attitudes to change, however, the author believes that policy makers need to incorporate the views of employees, so that it gives the employee a part to play in the creation of this, which will essentially make it easier to implement (Rehiel et al., 2014).  
         Employee communication and consultation offers benefits such as organsiational performance, management performance, improves trust and improves job satisfaction because employees have been given the opportunity to have their say on the matter, therefore, it is an important part of policy making (ACAS, 2018).
As with most, it explains that these types of policies are always going to encounter barriers, therefore, it is essential that employees are always consulted at any stage, therefore, when governments are trying to reduce waste, it is always essential that even ground level worker’s views are considered because that will be where the bulk of the work will be done. Also, this paper provides a cost-effective measure for a government to take and that is enlisting the help of universities as they are vital sources of new knowledge and innovative thinking, that is why Governments have invested heavily in them (Boulton and Lucas, 2008). 
As with many organisations, paper is still at the heart of everything and many offices still consider themselves as paper administration offices because people trust using paper, it is reliable because they can physically see the document, it is practical in the way that they can just write on it without having to update it (Moerbeek, 2017). 
However, there are many things that a digital administration can bring. Newer, more innovated techniques that can be continuously updated and sent to offices by way of a small click of a button, therefore, reducing the need to train members of the work force to secure documents (Moerbeek, 2017). A digital administration can bring adaptability in that, companies can build a software that is unique to the company and fits with what it needs (Moerbeek, 2017). 
It also can bring improvements to scalability and other big advantages such as, more space, less printing costs and the reduction of their carbon footprint (Moerbeek, 2017). Therefore, turning to a digital administration has several benefits and it is something that government offices around the world are trying to do. 
With more focus being put on becoming a ‘green friendly’ environment (Gokhale & Sharma, 2014), more and more paperless techniques have been proposed (Tyhulu et al., 2016). 
In 2013, the South African department of Justice decided to implement a paperless working environment and although these techniques have been seen to be positive, there have been some issues with within the workforce (Tyhulu, et al., 2016) ,
With the recent introduction of the Paperless Estate Administration (PEAS) and the Paperless Estate Administration System for Trusts (PEAST) within the Master’s Offices throughout South Africa, the author states that these systems have overall had a positive influence on the South African administration system, however, it seems that the objectives that are set do not always get met due to ‘teething problems’ and ‘lack of training’ (Tyhulu, et al., 2016). 
Therefore, the paper explains that they wanted to get an understanding of how much influence the Paperless Estate Administration (PEAS) and the Paperless Estate Administration System for Trusts (PEAST) were having on the sustainability of the Master’s offices by way of the use of a survey to gain qualitative and quantitative data to understand the impact that these systems have on the workplace (Tyhulu, et al., 2016).
The author addresses the point that the reason that there may be some issues is because since the instalment of electronic record management, it has not always been easy to maintain records as the guidelines put in place by the National Archive’s and Record Service of South Africa (NARSA) was limited (Tyhulu, et al., 2016). Therefore, this highlighted that there seemed to be a skill gap with staff employed by NARSA when it came to record keeping (Tyhulu, et al., 2016). 
To try and ascertain the attitude towards these new systems, the author conducted a survey and the responses showed that these new systems allowed workers to respond to customers quickly, it allowed them to retrieve information quicker and added value to the office (Tyhulu, et al., 2016). However, the author found that the respondents thought inconsistencies and slowness were the main problem areas and believed the way around this could be an IT specialist that was able to be on hand to help the workers understand (Tyhulu, et al., 2016).
These concerns raised by the respondents seem to mirror other literature in that, if the dream of a paperless office was to become a reality then there would be a huge reliance on computers, a strong internet connection and systems that can withstand a huge amount users at similar times and apart from cultural changes, these seem to be the main attitudes towards digitilising. 
The need to improve internet connectivity, addressing the slowness of computers and the crashes, to which, the respondents above believe there must be an IT team on standby so that if there are any issues with any new digitilised systems, there is someone to contact who is an expert in this area so that it can offer a smoother ride (Tyhulu, et al., 2016).
This piece offers a great insight into an environment, which previously and probably still is, heavily reliant on the use of paper. There is no doubt that this type of office would be surrounded by filing cabinets filled with court cases, evidence and folders containing personal details, therefore, this piece of literature offers relevant information, especially from the respondents because that is what a paperless office needs to have to be successful.
[bookmark: _Toc38233965]4-Methodolgy
This section will focus on the reasons for carrying out this research and what data was collected. When completing research, there are many ways that you can conduct it. The method that will be chosen to undertake this research is a survey. This survey will be created within a survey tool that has been authorised by the researcher’s organisation. The reason for this is because the data needed was within a large organsation, therefore, this type of method would capture a bigger response. 
	As this research paper is about gaining an understanding of worker’s attitudes towards a paperless environment that would be affected by governmental waste targets, the researcher decided that it would be best to send this survey out to respondents within a governmental office that would be directly affected by policy changes. 
As shown above in the ethics section, all safety measures have been taken to try and ensure that none of the identities of the respondents will be shown or tracked back to them through their IP addresses. As you can see from the forms below named Ethics 1 and Ethics 2, that is what had to be filled in to assure that everything about this method would be safe. 
The structure that this research has taken follows mostly the quantitative research route as this research would like to see if the respondents understand what a paperless office and paperless worker is and whether this type of environment would work in this setting. 
The reason for this type of quantitative method is because it is used to quantify attitudes, opinions, behaviours and they are more structured (DeFranzo, 2011). Quantitative research can be measured more accurately and it can be measured less accurately due to it being expressed in the form of numbers (Walliman, 2011). Also, if set questions are given then this can be easily manipulated to form a number (Walliman, 2011). 
Using a questionnaire or survey enables the researcher to organize the questions without having to have that face to face contact, it is a method that is flexible, structured, convenient and quick to administer (Walliman, 2011). 
However, within certain sections of the survey there is a chance to receive qualitative data. After some of the questions, the researcher has added questions for respondents to express their reasoning behind why they chose that option or options. This is to make the survey feel more personal and give the respondent the opportunity to expressed their feelings whilst being anonymous. Qualitative data can lead to a greater insight into the understanding of the feelings towards this type of environment due to it being their words (Wlliman, 2011)
[bookmark: _Toc38233966]4.1- Survey against other methods
Initially, both the use of a survey and an interview was what the researcher wanted to do. The interview was going to be structured with 5 questions and this was going to be conducted with officials of the DEFRA policy team and with a focus group as the use of an interview and focus group is very flexible in a wide range of applications (Walliman, 2011).
 The interview and the talk with the focus group was going to be a semi-structured interview, which contains structured and unstructured sections to allow the researcher to gain a full understanding of the situation on a paperless policy (Walliman, 2011). The interviews were going to take place over the telephone to reduce the need to travel even though there are drawbacks to this method such as being unable to see facial expressions and trying to arrange a time for this to happen (Walliman, 2011)
Although, what proved to be difficult about this type of method was trying to pinpoint the correct department to whom these types of questions would need to be spoken about with. Questions were asked to gain an understanding of which was the correct department but they were unanswered. Also, trying to arrange a time to conduct these types of interviews would prove to be difficult due to work commitments and there was sense that this type of interview would not been appropriate due to the sensitive questions it would have asked. 
Another option that was considered was as described by Walliman (2011), immersing oneself in a situation. This type of method would involve the researcher analysing members of the workforce working without paper, assessing them and documenting the findings. This was something that would have provided a great insight into what works and what does not, however, due to the nature of the office that would be assessed, this would provide difficulties as it is a heavily paper based environment. 
However, with the development of a pandemic virus, this method would have been more accessible due to the higher chance of offices closing and initiating a work from home policy, which would encourage the worker to take on a paperless work ethic. Although, due to the deadline for this dissertation, this option cannot be taken up as the work from home policy has not been enacted yet. 
[bookmark: _Toc38233967]4.2- Questions to be answered 
There will be 14 questions in total asked, 8 of which will be closed questions and only allowing the respondent to choose one answer. There is one multiple choice question, which has an ‘If other’ option if the respondent feels these choices do not cover all the reasons. There are 4 open questions given so that respondents can give their opinion on why they choose their answers for certain questions and then there is an age range question. The researcher thought that if there were opportunities for the respondents to expand on their reason, it would provide good data to understand firsthand what the reasons they gave. There is also one question that asks for the respondent to specify which age range category that they are in. The reason this question was asked was because with all the research completed in technological fields and the what has been stated in the literature above, age and technology have had their disagreements. 
If you look at the report submitted by Age UK (2011), technology provides barriers because older users have reported that they do not use the internet or other technologies because they have no need for it or show an interest in using it. Also, a major barrier can be the lack of confidence and having no one around to support or show them how to navigate these technologies (Age UK, 2011). Therefore, this age question links with a few of the questions asked in the survey, therefore, if most of the survey takers are older and some of the answers relate to confidence, then this could be an area which can be looked at as part of the recommendations. 
The reason for the use of qualitative data is that it can help with viewing the data more extensively and strengthens it by enhancing the user involvement aspect and can have a major contribution to research (Pathak et al., 2013). Therefore, this is reason that these questions are within the survey. It has been suggested that a mixed method approach counteracts the weakness that both quantitative and qualitative research methods have, therefore, putting them both in enhances the research (Amaratunga et al., 2002). 
These questions have been quality assured by the Defra data protection team, so that they do not have intrude on any person’s rights or intrude on a person’s work life because these responses will be secure and anonymous, therefore, the risk of these answers getting out is very minimal due to the security measures put in place. 
[bookmark: _Toc38233968]5-Results
This section will shed light on the findings that the researcher was able to get from the survey that was sent out. As stated above, this survey was sent out to members within a governmental organisation within Wales, which caters for many different sections other than administration officers. 
This survey was set up on a timed basis and a week was given to respondents to complete the survey. Due to current circumstances and the changes with the working environment, this survey went out later than planned due to instruction given from one of the executive officers within the office. Therefore, this survey went live on the 23/03/2020 and the date given for the survey to close was 02/04/2020. Therefore, this survey was live for 10 days. 
	At the end of the closure of the survey, the number of respondents that took part in the survey was 56. Therefore, this researcher has analysed all the data available and produced tables and pie charts and text to showcase the number of participants that chose which answer and the percentages and whether they wanted to elaborate on their answers. These results can be viewed in full in the section named ‘Appendix’ further below. 
	As stated above, there were 14 questions that the respondents had to answer and these were the questions and the results from those questions:
Would you consider yourself to be a paperless worker?
From the data that is provided below in Appendix Results 1, 42 answered ‘No’, 13 answered ‘Yes’ and 1 answered ‘I am unsure what a paperless worker is’. Appendix Results 2 shows that the percentage of people that answered ‘No’ was 74%, the percentage of the people that answer ‘Yes’ was 24% and 2% percentage for ‘I am unsure what a paperless worker is’
Have you heard of the term paperless office?
Appendix Results 3 shows that 50 respondents answered ‘Yes’ and 6 respondents answered ‘No’. Appendix Results 4 shows that out of the 56, 89% of the respondents chose ‘Yes’ and 11% chose ‘No’
How often do you print documents?
Appendix Results 5 shows that 31 respondents selected ‘Sometimes’, 12 selected ‘Most of the time’, 11 selected ‘About half the time’, 1 selected ‘Never’ and 1 selected ‘Always’. Appendix Results 6 shows out of the 56, 55% chose ‘Sometimes’, 21% chose ‘Most of the time’, 20% chose ‘About half the time’, 2% chose “Never’ and 2% chose ‘Always’. 
Do you prefer to work on a paper copy or an E-copy?
Appendix Results 7 shows that 23 respondents selected ‘Prefer to work on paper’, 17 selected ‘Prefer to work on an E-copy’ and 16 selected ‘No preference’. Appendix Results 8 shows that out of the 56 respondents, 41% chose ‘Prefer to work on paper’, 30% chose ‘prefer to work on an E-copy’ and 29% chose ‘No preference’.


Do you feel confident in using the computer? 
Appendix Results 9 shows that out of the 56 respondents, 33 selected ‘Confident’, 18 selected ‘Extremely confident’, 4 selected ‘Slightly confident’ and 1 selected ‘Not so confident’. Appendix Results 10 shows that 59% of the respondents chose ‘Confident’, 32% chose ‘Extremely confident’, 7% chose ‘Slightly confident’ and 2 % chose ‘Not so confident’
If a paperless office policy were to be implemented into your office now, do you think it would be easy for the office to support it?
Appendix Results 11 shows that out of the 56 respondents, 19 selected ‘Slightly difficult’, 13 selected ‘Moderately easy’, 9 selected ‘Moderately difficult’, 7 selected ‘Slightly easy’, 5 selected ‘Extremely difficult’ and 3 selected ‘Extremely easy’. Appendix Results 12 shows that 34% of the respondents chose ‘Slightly difficult’, 23% chose ‘Moderately easy’, 16% chose ‘Moderately difficult’, 13% chose ‘Slightly easy’, 9% chose ‘Extremely difficult’ and 5% chose “Extremely easy’. 
Please expand you reasoning for Q6 in the comment box below. (If you prefer not to say, please put that).
Appendix Results 13 shows a large amount of respondent’s reasons behind why they chose their answer. The reason for this question was to gain an understanding of how the respondents really felt about whether this system would work in their current office. Some of these answers will be used later in this research. 
In a study conducted by Orantes-Jimenez et al., (2015), the reasons below were listed as obstacles to successfully implementing/running a paperless office. Please choose from the options listed below which of these would present an obstacle to a paperless policy within your office if any? 
This question was multiple choice question. Appendix Results 14 shows that ‘The need to print’ was selected 36 times, ‘Technical difficulties’ was selected 33 times, ‘Paper use has become habitual’ was selected 27 times, ‘Internet connection issues’ was selected 21 times, ‘Lack of confidence in computer use’ was selected 19 times, ‘Lack of computer knowledge’ was selected 16 times, ‘Initial cost to implement new technologies’ was selected 14 times, ‘The need for constant training’ was selected 12 times, ‘Constant system updates’ was selected 11 times, ‘Constant use of the computer’ was selected 8 times, ‘If other, please state below’ was selected 7 times, ‘No foreseen obstacles’ was selected 1 time and ‘Unable to comment’ was not selected at all. 
Appendix Results 15 shows the responses of those that chose ‘If other, please state below’. Some of these responses will be used later in this research. Appendix Results 16 shows that the ‘Need to print’ was selected 64.3% of the time, ‘Technical difficulties’’ was selected 58.9% of the time, ‘Paper use has become habitual’ was selected 48.2% of the time, ‘Internet connection issues’ was selected 37.5% of the time, ‘Lack of confidence in computer use’ was selected 33.9% of the time, ‘Lack of computer knowledge’ was selected 28.6% of the time, ‘Initial cost to implement new technologies’ was selected 25% of the time, ‘The need for constant training’ was selected 21.4% of the time, ‘Constant system updates’ was selected 19.6% of the time, ‘Constant use of the computer’ was selected 14.3% of the time, ‘If other, please state below’ was selected 12.5% of the time, ‘No foreseen obstacles’ was selected 1.8% of the time. 
Please expand you reasoning for your Q8 answer selection in the comment box below. (If you prefer not to say, please put that)
Appendix Results 17 shows respondent’s reasoning why they have chosen the options that were on the list. The reason for this question was to get an in depth understanding of personal views and to see if the respondents could provide examples of issues that they have experienced. Some of these responses will be used later in the research. 
 In the future, would you like to be a paperless office worker?
Appendix Results 18 shows that out of the 56 respondents, 45 of them selected ‘Yes’, 10 selected ‘No’ and 1 selected ‘I am unsure what a paperless office worker is’. Appendix Results 19 shows that 80% of the respondents chose ‘Yes’, 18% chose ‘No’ and 2 % chose ‘I am unsure what a paperless office worker is’. 
 Please expand your reasoning for you Q10 answer selection in the comment box below. (If you prefer not to say, please put that)
Appendix Results 20 shows respondent’s reasoning why they chose their Q10 answer selection. The reason for this question was to gain an understanding why they feel they would want to become a paperless worker. Some of these responses will be used later in the research. 
 Do you think the use of paper still has a future within an office environment?
Appendix Results 21 shows that out of the 56 respondents, 43 selected ‘Yes’ and 13 selected ‘No’. Appendix Results 22 shows that 77% of respondents chose ‘Yes’ and 23% of them chose ‘No’.
 Please expand your reasoning for your Q12 answer selection in the comment box below. (If you prefer not to say, please put that)
Appendix Results 23 shows respondent’s reasoning for why they selected what they did. The reason for this question was to gain an understanding of why the respondent feels paper still has if they selected ‘Yes’ or why they feel it does not have a future if they selected ‘No’. Some of these responses will be used later in the research. 
 Age
Appendix Results 24 shows that out of the 56 respondents, 20 of them were with the age category of ‘35-44’, 12 were in the ‘25-34’ age range category, 11 were in the ’45-54’ age range category, 8 were in the ’55-64’ age range category, 2 were in the ’18-24’ age range category, 2 respondents chose ‘Prefer not to say’ and 1 respondent was in the ’65-74’ age range category. 
Appendix Results 25 shows that 36% of the respondents were in the ’35-44’ age range category, 21% of respondents were in the ‘25-34’ age range category, 20% of respondents were in the ’45-54’ age range category, 14% of the respondents were in the ’55-64’ age range category, 3.6% of respondents were in the ’18-24’ age range category, 3.6% of respondents selected the ‘Prefer not to say’ category and 1.8% of respondents were in the ’65-74’ age range category. 
[bookmark: _Toc38233969]5.1-Literature and results comparison
	This section is going to compare the outcome of the results with the literature used above. This section will inform the reader and the researcher whether the results from other sources of literature are like the results that have been found here. 
Connolly and Kleiner (1993) explained a long time ago that there was a heavy dependence on the use of paper and that heavy dependence was creating a huge financial hole in business’ pockets due to the loss of documents, the time taken to store documents and the need to securely destroy them. They mentioned all these issues within a time that was some way off the technology that we have today. 
However, 74% of the respondents within this research selected they were not paperless workers, 41% of the respondents stated they preferred to work on paper even though most stated that were confident in using the computer. This could be because, one respondent said that using the computer all day affects their eyes, another had said that if they are working with large sets of data they prefer using paper, another had stated that paper use is more habitual with others and would prefer to print information than store it electronically and one had even stated that people do not care for the environment that much and see paper as the easier option (Responses taken from Q7 and Q9). 
Therefore, it seems that it would be a battle to try and reduce the amount of paper being used like what Connolly and Kleiner (1993) said because it seems that offices prefer the use of paper, even though, many of the respondents stated that they and their office could move to a paperless system, although, the way they communicate and the way that they are run, favours the use of paper and would be difficult to cut down now because of outside influences.
In 2005, Mardene pointed out that overall, many had heard of the term paperless but technology, habitual reasons and competency were reasons for why the workforce were unable to move over to a paperless system. As you can see with the results above and below, it is very similar. 
Many of the respondents within this research show their interest in moving to being paperless, with 80% of the responses selecting ‘Yes’ to wanting to be a paperless office worker and this shows in some of the responses, with many stating that it is more flexible, more efficient and environmentally friendly (Responses taken from Q11), however, the difficulty that seems to be arising from the responses is that their way of working involves the use of paper because shareholders require paper based documents and most of the customers prefer to have things posted to them than e-mailing. What Mardene (2005) has mentioned is mirrored in the selections in Q8, where the need to print, technical difficulties and paper becoming habitual had been picked quite often by respondents.
However, what is different from Mardene (2005) is the responses within Q9. One respondent mentioned that the need to print is not just something that happens within the office, they stated that shareholders prefer to communicate with paper and some mentioned that customers are also set up to communicate through paper more than e-mail, therefore, making it harder for a paperless system to be feasible (Responses taken from Q7). Therefore, it may be difficult at present to move away from the use of paper or to try and reduce it unless a push is made by this governmental department for customers to start receiving their correspondence via e-mail.
Waterson et al., (2012) is a source discussing the introduction of an electronic management system within the NHS, a branch that is also run by the government. Therefore, a department that would be required to follow UK governmental targets. Waterson et al., (2012) explains that the respondents within their research expressed that use of this new system would improve workflow and improve efficiency, with the likelihood of documents going missing being reduced. 
As part of the survey sent out, the question “In the future, would you like to be a paperless worker?” and like Waterson et al., (2012), most selected ‘Yes’ and many mentioned that it would provide greater efficiency, reduce the amount of storage needed for documents and would “save time” (Responses taken from Q11). 
Waterson et al., (2012) also mentioned that they would not be able to go paperless completely and that response is mirrored in Q12 of this research, where 77% selected “Yes” for paper still having a future and some of the reasons given in Q13 by the respondents were, “There may be a need to print documents out to be filed away for backup purposes’, “On numerous occasions our customers rely on hard copies of documents’, ‘I think that there are circumstance where paper still has a place albeit limited and decreasing” and “Until we are fully and our customers are fully paperless then for mow we need to continue with the paper option”. 
Therefore, these responses show that it would be as Waterson et al., (2012) stated, difficult to go paperless completely. In this case, it seems that it is even more difficult because of the need to provide paper documentation to those outside the office, therefore, if there was to be a target that requires departments to eliminate the use of paper, then there will be a need to make sure customers are equipped to receive and deal with information distributed digitally.
	Within Tyhulu et al., (2016), the respondents who gave their opinion expressed their concern for the slowness of the technology that they were using and the connectivity to the internet. Which, one respondent from this research states that IT within the office has given rise to difficulties that can come in the forms of systems not being user friendly, system failures and the age of laptops (Response taken from Q7). Another has mentioned that the technology does not always support in terms of functionality and they then go on to say that if it does fail, they do not have proof of evidence for some documentation (Response taken from Q7). Therefore, the concerns raised in Tyhulu et al., (2016) are also some of the concerns that are raised by the respondents within this research. 
	However, what is not mentioned is about shareholders and customers. Within this research, it is mentioned heavily throughout the responses that many shareholders and customers require paper copies because they need it for evidence or they do not have access to the computer or they are not computer literate, therefore, meaning paper documents must be sent via the post for them to receive the information. 
	Although, the issues within the office seem to mirror each other, this research shows that it is not just in the office that would need the change, it would be the whole set up and distribution channels. Customers and Shareholders would have to receive these communications through way of e-mail, which would have to be password protected and would have to comply with the needs of the General Data Protection Regulation. Only the will this system be successful and aid the government in reaching their paper waste targets.
[bookmark: _Toc38233970]6-Discussion
	As shown above, there are many similarities with this research and the literature that is out there. The literature showcased in this research expresses overall positivity towards that of a paperless office given from the feedback within their own research. 
	The reason these types of questions were asked was to gain the best understanding of what the attitudes of the workers within this governmental department were and how they felt about their current system, whether they would show a positive mindset to this type of change and whether they were able to provide a ground workers view on how they are dealing with their current system and what would be the major sections that they feel need highlighting if a system like this was to go ahead. 
The data extracted from the respondents shows that many would approach this type of office set up quite positively, with an astounding 80% of the respondents expressing their desire to work as a paperless worker in the future, to which, could be said to be something that could be picked up easily due to 91% of the respondents leaning on the confident in use of computers side.  
	Although, a few important points to raise from the research were that 41% of the respondents preferred to work on paper, with one saying further on in the survey for Q13, “I feel paper always has a future. Having a paper copy in your hands gives me more confidence in what I am doing” and more than half of the respondents were leaning towards this system being difficult to set up within their own office. 	Respondent’s comments in Q7 emphasise this point with them saying “The IT and other tools are not up to the job of facilitating a paperless office”, “Most of the work still comes in via paper. It would require our customers/suppliers to send in via email to make this a possibility. Our systems need improving to store this information” and “Stakeholders would need to change their ways of working in order to be completely paperless.” 
These comments highlight that even though many feel that they would like to be a paperless worker, it may be difficult due to other influences. Apart from what the literature above says such as Mardene (2005), Rehiel et al., (2014) and Tyhulu et al., (2016), stating that, habits, technology failures, connectivity issues are the main areas to solve if a paperless office can be supported fully, these respondents explain that these are not their only main concerns. 
Many of the respondents expressed that change would have to also be applied to the way they distribute their communication and information to the public and their shareholders, with a respondent stating in Q9 that most of the documentation gets sent out via post because “Some customers do not use technology so still need to print documents and post.”
	Even though Q11 showcases the point that going paperless would be environmentally beneficial, if the government get to a point where this sort of set up is to become the norm, they would have to make sure that certain steps are taking for this type of system to be adhered to fully as it is not only the current situation of working within these offices, it is that of the customers or the stakeholders that these people deal with daily. 
Therefore, measures would have to be put in place where customers and stakeholders are notified and understand that documents will be completely digitilised and the way that notices and information will be sent out will be changed to being sent out via e-mail. 
So, if the government continues to reduce the amount of paper usage within its offices, it will have to realise that they cannot do it straight away, there has to be secure networks in order for all this work to be accommodated through a computer, every document that gets sent out will have to adhere to General Data Protection Regulation rules, therefore, a check has to be completed to make sure every document that will be sent out is able to be secured and there is a way for e-signatures to be accepted as proof of signature, amongst the reduction of pen and paper at desks and outside of the office when the work is taken from the office to a customer. These all must be look at before a complete overhaul can be done to the way these offices are able to continue to meet the decreasing target that the government sets. 
[bookmark: _Toc38233971]Conclusion
At the start of this research, there were many areas that were considered regarding this topic. The literature, the sources, the methodology and all things that were relevant. Paper has seen a dramatic rise in the years that it has been around and has become an office workers friend. Paper can be used in many ways, to print on, to write on and to scan images. People have felt more comfortable using it (Myrberg and Wiberg, 2015), it is personal and it is flexible (Isaias et., 2015). Therefore, there is no wonder that paper has found its way to being one of the main forms of working within an office. 
	However, the main question in mind was, should the way of working, the way of thinking and the way of doing things change because of the growing realisation of the hurt that paper use is having on the world with facts such as 6800 sheets being discarded as waste (Geerings Digital Ltd, 2019). The EU seems to think so and the UK government seems to think so with their Green future proposal (HM Government, 2018) and their Greening Commitments papers (Defra, 2019). 
	However, that is all well and good but how would that transcend down to the lower levels of the working sphere, to those that deal with the files, the folders, customers daily and how will this be managed at ground level.
Therefore, when looking at a collection of literature to find any assumptions, any ideas to whether this type of working works, what was found explains that this type of working, although it brings benefits, showcases reasons to why offices and people have not taken to the idea of a paperless system, which suddenly identifies that there may be issues in the future if this were to go ahead.
	The literature expresses that computer issues, habits, connectivity issues and slowness (Mardene, 2005, Rehiel et al., 2014, Tyhulu et al., 2016) are all major influences on the reasons why a paperless office has not taken the working industry by storm. But would these issues be showcased in this research?
The survey from this office highlighted a few things. As with many of the sources used, the respondents showcased an overall positive outlook on turning to a more paperless system, however, the issues highlighted above, were also present within the responses given and as Age UK (2011) may have highlighted, the reasons were not to do with age or confidence in the use of computer as the results showcase that many of the respondents were between 35-44 and overall and many were confident with working on the computer.
 	Although, what happened to be different from the literature was that a lot of the responses revolved around how the office they worked in was set up and the way the respondents communicate with their shareholders and customers. This reason seemed to be the main barrier that the researcher encountered for a system like this. 
One aim of this research was to develop an understanding of what the overall view of going paperless is by way of assessing the viewpoint of office workers on the idea of a paperless office, which the way this was going to be done was set out in the first objective and that was to extract the data from the survey. The understanding was that it seems to be that people have positive views on a paperless system, they feel it would benefit the environment, enable them to work more flexibly, reduce waste, reduce storage space, makes sharing information easier, greater efficiency and a respondent from Q11 stated it would ‘save time’. 
However, the second aim was to assess any responses that showcase issues to successfully implementing this system and the way this was going to be determined was by assessing the survey and extracting information from it. 
From the data given, there seems to be many barriers that can hinder implementing a system like this. Apart from the similar issues that have been brought up in the literature, the dominant theme throughout this survey that would prove to be the biggest barrier is the way that their offices operate and communicate with shareholders and customers. 
The office workers expressed their concern with this issue, stating that many documents are sent to customers and shareholders, with one saying in Q7 ‘some customers do not have access to internet’, therefore, they are reliant on a paper copy, also, documents with e-signatures from contractors would need to be given approval and acceptance and other contractors and customers would have to get used to sending information and documentation via e-mail. 
Therefore, this seemed to be the main concern that the respondents had throughout the survey and believe that it may be difficult to go 100% paperless or support a system like this. 
So, if the government came to the point where they were considering about heading towards a system like this and were going to implement it within these researched offices, then it must look at the way that offices communicate with customers and other outside contacts as this would be something that could potentially derail this type of system and render it pointless because paper copies are still being posted or printed off. To take what Rehiel et al.,(2014) said, policy makers need to incorporate the views of employees, which will essentially allow them to understand these types of barriers and that will bring improved performance and job satisfaction (ACAS, 2018). 
Therefore, if the government were considering this type of system to help them reach their waste targets, then it is in their best interest to understand the views of the office worker because they are the ones that will be dealing with the customers, the contractors and the suppliers on a daily basis, otherwise, these targets will not be met. 
[bookmark: _Toc38233972]Recommendation
	For future targets to be met, this researcher would strongly advise government policy makers to test this type of system within each department before they ever think about implementing this system and involve ground level employees at every step, be that in the discussions or the testing because it is vital these policy makers gain an understanding of their workforce. Without that understanding and without that input from ground level employees, expect the opposite of what ACAS (2018) stated in their report.   If targets are pushed to the point of meaning that offices are to use little to no paper and this is one of the main options the government could turn to next, then gaining that contribution and input is vital for a setup like this to succeed. 
[bookmark: _Toc38233973][bookmark: _GoBack]Limitations.
Due to office arrangements, Quality assurance from the DEFRA Quality Assurance team and the current protocol that governmental offices are working under due to the global pandemic, this survey went out to its intended respondents later than planned. 
	Another limitation to this research was the number of people that took the survey as this was sent out via e-mail to a workforce of no more than 150 staff members, therefore, this research is only based off 1/3 of the workforce. 
	However, in future studies, providing more time for the research and having that understanding of what channels to go through to go this information, this would be a combined possible solution for both limitations. 
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Department for Environment, Food and Rural Affairs
Data protection
Data Protection Impact Assessment: Screening questions
Introduction
The questions below should be completed whenever there is a proposed change to the way personal information is being handled. They will provide an indication as to whether or not your project/initiative in your organisation within the Defra group poses a high data protection risk. You should complete them in conjunction with your local data protection team to determine whether a full data protection impact assessment is required, and before any data processing activities have begun.


Once completed, you will need to store this assessment in a location where it can be easily retrieved: it is a legal requirement to be able to produce it at the behest of the supervisory authority (the Information Commissioner’s Office - ICO).
	Your name: enter text
	Date: enter a date

	Your email: enter text

	Your team: enter text

	Project/Initiative name: enter text

	Brief description of Project/Initiative:
enter text



	Question
	Yes
	No

	1) Will you be collecting information about individuals which is not already held by your organisation?
	☐
	☐

	2) Are you compelling individuals to provide information about themselves[footnoteRef:1]? [1:  A data subject counts as having been ‘compelled’ if they have no option to skip the provision of personal data in order to receive the service being provided.] 

	☐
	☐

	3) Will you be processing any personal data which may be considered sensitive[footnoteRef:2]? [2:  Examples of types of sensitive personal data (list not exhaustive):
Racial/ethnic origin
Political opinions
Religious/philosophical beliefs
Trade union membership
Genetic data
Biometric data for the purposes of identification
Health related data
Data concerning someone’s sex life or sexual orientation
Data relating to criminal convictions and offences or related security measures
Processing for law enforcement purposes
Private communications
Financial data
Location data] 

	☐
	☐

	4) Will your project/initiative involve the monitoring of staff, members of the public or a publicly accessible area by means of surveillance[footnoteRef:3]? (cameras, audio, tracking devices or the interception of communications? [3:  Surveillance includes (but is not limited to) monitoring by means of: 
Camera
Audio
Tracking devices
The interception of communications] 

	☐
	☐

	5) Will you be matching/combining personal data in a way that it was not previously matched/combined?
	☐
	☐

	6) Will you be processing the data of vulnerable people[footnoteRef:4]? [4:  Examples of types of vulnerable people (list not exhaustive):
Children
The elderly
Asylum seekers
The mentally ill
Patients] 

	☐
	☐

	7) Does your project/initiative involve the application of a new technological/organisational solution, or does it involve the novel use of an existing technological/organisational solution?
	☐
	☐

	8) Will your data processing prevent anyone from exercising a right, or from accessing a service or contract[footnoteRef:5]? [5:  Examples of this type of data processing (for context - list not exhaustive):
Publishing animal/plant health data which is linked to certain farms which might reduce the market price of some farmers’ produce
Using personal data to perform a credit check may deny somebody access to credit
Collecting the location data of an identified/identifiable individual may question their right to freedom of movement] 

	☐
	☐

	9) Are you processing personal data on a large scale[footnoteRef:6]? [6:  Consider the number of people, the volume of data, the duration/permanence of your data processing and its geographical extent when answering this question. A rule of thumb is that if you are processing the personal data of >1000 people, then you have moved into large scale processing.] 

	☐
	☐

	10) Will information about individuals be disclosed to organisations or people who have not previously had routine access to the information?
	☐
	☐

	11) Will you be contacting individuals in ways they might find intrusive?
	☐
	☐

	12) Will you be using automated processing methods to make decisions which might have adverse effects on a data subject?
	☐
	☐


One or more ‘yes’ answers here indicates that you probably fall into a higher risk category. Even if a DPIA is not immediately required for your project/initiative, you will still need to keep in touch with your local data protection team on an ongoing basis to ensure that your handling of personal data is proportionate and compliant. Refer to the guidance document and get in touch with your local data protection team for more information.
· Data relating to criminal convictions and offences or related security measures
· Processing for law enforcement purposes
· Private communications
· Financial data
· Location data
 Surveillance includes (but is not limited to) monitoring by means of: 
· Camera
· Audio
· Tracking devices
· The interception of communications
 Examples of types of vulnerable people (list not exhaustive):
· Children
· The elderly
· Asylum seekers
· The mentally ill
· Patients
 Examples of this type of data processing (for context - list not exhaustive):
a) Publishing animal/plant health data which is linked to certain farms which might reduce the market price of some farmers’ produce
b) Using personal data to perform a credit check may deny somebody access to credit
c) Collecting the location data of an identified/identifiable individual may question their right to freedom of movement
 Consider the number of people, the volume of data, the duration/permanence of your data processing and its geographical extent when answering this question. A rule of thumb is that if you are processing the personal data of >1000 people, then you have moved into large scale processing.













Ethics (2)

Department for Environment, Food and Rural Affairs
Data protection
Data Protection Impact Assessment form
Introduction
You must read the Data Protection Impact Assessment (DPIA) guidance and complete the screening questions to see whether you need to complete this form.
This assessment is only for those projects/initiatives within the Defra group which have already determined that they fall into a high risk category for data protection. This DPIA should be completed in conjunction with your local data protection team. If you can’t find the screening questions document, get in touch with your local data protection team. 
Once completed, you will need to store this assessment in a location where it can be easily retrieved: it is a legal requirement to be able to produce it at the behest of the supervisory authority (the Information Commissioner’s Office - the ICO).
	Your name:  enter text
	Date: enter a date

	Your email: enter text

	Your team: enter text

	Project/Initiative name: enter text

	

	A. Is personal data being processed based on the consent of the data subject? If so, please describe how consent is given, and how it can be withdrawn:

	enter text

	B. Is personal data being processed for the performance of, or entry into a contract? If so, please describe:

	enter text

	C. Is the personal data being processed to meet a legal obligation? If so, on whom does this obligation rest, and what is the nature of it? Is the collection of personal data mandated by law, or just permitted?

	enter text

	D. Is the personal data being processed in somebody’s vital interests[footnoteRef:7]? If so, please describe these: [7:  This only applies in cases of life and death, such as the disclosure of medical records to an A&E department treating somebody after a serious road accident] 


	enter text

	E. Is personal data being processed in the exercise of official authority vested in you, or is it necessary for the performance of some other task in the public interest? If so, please describe this:

	enter text

	F. Please indicate which, if any, of the following ‘special’ categories of personal data you will be processing: law enforcement, racial/ethnic origin, political opinions, religious/philosophical beliefs, trade union membership, genetic data, biometric data, health data and data concerning someone’s sex life or sexual orientation[footnoteRef:8] [8:  These categories of personal data can require additional grounds for processing. Get in touch with your local data protection team for more information.] 


	enter text


Please note: If the answer to all of questions A-E above is ‘no’, you may not have grounds to process personal data. If this is the case, please stop filling in this DPIA and get back in touch with your local data protection team for more information and advice.
If you answered one or more of questions A-E with a ‘yes’ and are not processing any of the categories of personal data listed in question F, then please continue with the assessment.
	1) What categories of personal data will you be processing[footnoteRef:9]? [9:  Refer to Guidance document for definitions] 


	enter text

	2) What do you need to do with this personal data?

	enter text

	3) Please give an end-to-end description of everything you plan to do with this data (including collection, modification, disclosure, erasure etc.)

	enter text

	4) Could you perform the function of (Q2) without processing all of the personal data collected in (Q1)? If not, why not?

	enter text

	5) Once you have performed the processing activities described in (Q3), do you plan to retain the personal data? If so, please outline why it will be retained, and any steps you will take to make the data subject(s) less identifiable (such as data anonymization/minimisation)

	enter text

	6) How many people will you be processing data from? An order of magnitude is sufficient here (10s, 100s, 1000s etc.)

	

	7) Which data subjects (or types of data subject) will you be processing from? (For example employees, customers, children etc.)

	

	8) How long do you plan to hold this personal data for? If this is unknown, what are the criteria by which you will decide on a retention period?

	

	9) Do you plan to disclose this data to any delivery partners or third parties? If so, how will you make them aware of their responsibilities as a data processor?

	

	10) Will you be sharing personal data with others? If so, whom and for what purpose? How will you make the data subjects aware of this sharing (Privacy policy, fair processing notices etc.)?

	

	11) Do you plan to store/transmit data outside of the EEA?

	

	12) What transmission channels will your personal data move through? (including hardware, software, networks, people and paper)

	

	13) Upon request, will you be able to provide a data subject with a copy of their personal data in a re-usable electronic format?

	

	14) Is the personal data you are processing structured? Do you need proprietary software to access it? Please provide details of any formats that personal data will be stored in:

	

	15) How are you ensuring that personal data is only accessible by those that have both the appropriate levels of authority and need?

	

	16) How are you ensuring that the personal data you are processing is kept accurate and up-to-date? How will you rectify it if its accuracy is contested by a data subject?

	

	17) What provisions have you made for personal data to be deleted where it is no longer needed? Is this a manual or an automated process?

	

	18) Are there any laws governing conditions under which this personal data must be deleted? (beyond the GDPR, and soon the DPA 2018) Please give details:

	

	19) Are you processing personal data for the purposes of scientific or historical research, or for statistical purposes? If so, is this for the performance of a task carried out in the public interest?

	

	20) Is any other organisation or legal entity jointly responsible for the personal data which you are processing? If so, how are you dividing your data protection responsibilities?

	

	21) Will newly-collected personal data be stored on an existing database or system? If so, is that database or system already compliant with data protection legislation?

	

	22) Please give a list of everyone you have consulted with (and their role) in order to complete this assessment. Where appropriate, include data subjects:

	

	23) For any outstanding risks to personal data (either emerging from this assessment or otherwise), please complete the following table:

	Risk
	Likelihood
	Severity
	Solution(s)
	Result: Is the risk eliminated, reduced or accepted?
	Evaluation: Is the final impact on individuals after implementing the solution a justified, compliant and proportionate response to the aims of the project/initiative?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	For the Local Data Protection Team to complete:
	Yes
	No

	Are you satisfied that this DPIA has been completed as thoroughly as practically possible?
	☐
	☐

	Are you satisfied with the level of consultation that has gone into the completion of this DPIA?
	☐
	☐

	Are you satisfied that the list of risks is as exhaustive as practically possible?
	☐
	☐

	Do you feel that there are outstanding risks associated with this project/initiative which, given current circumstances, have not and cannot be adequately mitigated?
	☐
	☐

	Name: enter text
	Date: enter a date

	Last Reviewed: enter a date
	Next Review (Max 36 months): enter a date
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Q7 – Please expand your reasoning for Q6 in the comment box below. (If you prefer not to say, please put that)

	Please expand your reasoning for Q6 in the comment box below. (If you prefer not to say, please put that)

	Some forms are required to be printed for visits, a lot of the legislative paperwork we use has to be printed (i.e. for report cases). Another example is maps on DRFs, easier to have maps as hardcopy to work with the farmer.

	Does not currently have the required technology to support paperless working e.g. digital interface with customers to complete Ops Manual forms

	The team on which I currently work relies heavily on paper documents, invoices etc. If this was to be made digital it would save on a lot of paper and make home working a lot easier.

	Process for documenting certain document does not exist or is not well known, Some vital paperwork requires a signature so will be printed, signed documents are received via the post,

	Applications coming in need to be retained because they may be used in a court of law, while these can be scanned in the originals are better because there can be questions over e-signatures, Wales internet and connectivity issues.

	Prefer not to say

	We suffer very often from IT difficulties in the systems that we already currently use in our daily work. Systems are not intuitive to use and not very user friendly. Often also there are system failures and updates difficult to follow. Personally there are areas in my work that I feel I would not be confident working paperless. I have always preferred very much working in paper- I consider I have a better grasp of things for some reason. Also our laptops are old, they run very slowly. Finally I would also mention that reading all day from the computer affects my eye sight- tired eyes. Reading on paper puts less strain on my sight somehow.

	Some documents are large and require multiple large screen to work effectively, so some staff prefer working on paper copies. Some stakeholders require paper copies and some legal processes require paper copies to be served as part of a legal process.

	For ours job we need to print a lot of documents

	Many of the current BAU functions using paper could be managed digitally but there would need to be a change of mind set and tweaks to current processes

	there are still colleagues that struggle to use the technology on a daily basis. It would be great if all the visit forms could be put in electronic format and they can be accessed from a tablet, let’s say, and presented to the farmer/operator at the end of the visit to sign off on it. It would be a great improvement and reduction of the time spent generating copies, then fill/sign, the scan, then submit and eventually generate another hard copy for the other party.

	Mainly because of the number of documents/ letters that are sent to customers and stakeholders in the post. There is also the factor of handwritten note-taking when taking customers’ phone calls – I think most people find using pen and paper the most accessible way to quickly record information during a call.

	We have all the necessary resources to be able to convert to a fully paperless office.

	Stakeholders would need to change their ways of working in order to be completely paperless.

	Depends on how many customers agree to send in and receive comms via email instead of post. Not sure about the legal aspect of notices etc – they may need to be originals with a wet signature.

	Prefer not to say

	Would require me to adapt to a new way of working – initially this would be a shock to the system, but over time I would get used to it

	People have been using paper copies of documents for such a long time that it would take time for them to adjust to the new paperless office policy.

	Because our management/managers is/are poor

	Prefer not to say

	Certain processes require paper copies and wet signatures, but progress is being made

	Some stakeholders still require hard copy documents

	I think my office is currently working in a digital way most of the time. In my particular case, I’m just using paper when I have to visit customers or to have some personal notes

	Really difficult to resolve posting official/enforcement letters/notices/restrictions via email at the moment. Some customers do not have access to internet.  Those would be external not internal documents. Court statements, exhibits can’t be submitted electronically at the moment.

	The IT and other tools are not up to the job of facilitating a paperless office

	I am quite tech-savvy

	I have worked in paperless offices.  However the whole system is based on paper and would take thinking, this crisis has brought this to mind and I think it will be adapted in the future

	Prefer not to say

	I feel it is possible for our office to go paperless but not sure if it is 100% viable for licences and other legal documents

	There are some documents as Maps that have to be printed.

	Some field visits currently require forms on paper to be used to collect sample data

	There will be less trips to the printer, less destruction by my desk

	a bit of training is needed for staff; not all farmers have an email address

	We have the capability to be paperless, but some customers cannot receive e-documents & some field work requires printed documents so we need to enable IT to facilitate this.

	Not to say

	Letters to be posted are going to make difficult to be a paperless office 100%

	Habits would need to change. Also rules about keeping paper copies would need to be changed

	We will probably need to take laptop/tablet to our visits as sometimes we need to discuss with farmer the use of different parcels of land on a map. For enforcement letters it should not be a huge problem to send them by email if the operators have an email address and gives us the consent to use it for communications.

	Technology is not always supportive in terms of functionality. If technology fails, it could happen no proof of evidence can be provided.

	For me it would be very easy because i try not to print much as I am a very environmentally driven person but i know that most of the people in my office would find it difficult as they like to print everything....

	Paper still plays a small part in the office. I think of maps and visuals as well as wall information in the office workplace.

	A lot of teams within my office heavily rely on using 'paper methods'. So if a paperless policy were to be implemented, it would encourage a review of processes which would take time.

	Lack of buy in from management to change old established processes

	RE Q4 - if I am working on a large amount of data or 2 sets of data at the same time, I prefer to work with paper, otherwise I am happy to work with an e-copy. RE Q6 - the recent coronavirus outbreak has shown that some things still have to be done via paper.

	Whilst possible I think attitudinal and cultural change would be the most difficult obstacles.

	Most of the work still comes in via paper. It would require our customers/suppliers to send in via email to make this a possibility. Our systems need improving to store this information.

	our process would be very difficult by being paperless. Whilst many are faced with home working, I however have to attend the office everyday due to everything being paper based.

	We currently have the necessary tools in order to make this work, especially field staff.

	Not every team within the office has the scope to go paperless.

	Having electrics on farm in the rain just doesn't work....

	Some more open to change than others

	Current process would need to change e.g. electronic signatures by valuers and electronic forms

	prefer not to say

	The type of office that I work in does not support paperless office techniques fully.

	

	Appendix Results 13



Appendix Results 14
	If other, please state below - Text

	Cost of ipads

	potentially some legal documents need to be printed

	Customer demand for paper correspondence/records

	With the resources (devices) we and customers currently have, it's more appropriate to take with us in the visits, the corresponding paper documents to be served to the costumers. Also, we need to consider the visits can be done in the middle of nowhere in the countryside

	Need to print documents which need to posted externally.

	Not just workers but our shareholders prefer to communicate through paper
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Q9 - Please expand your reasoning for your Q8 answer selection in the comment box below. (If you prefer not to say, please put that)

	Please expand your reasoning for your Q8 answer selection in the comment box below. (If you prefer not to say, please put that)

	See answer related to Q6

	customer base is predominantly farming community, many of whom are not confident in computer use.  Many of our forms need to be printed due to lack of modern technology e.g. TB test charts, Valuation paperwork

	Connectivity issues with internet issues with farms and farmers

	Prefer not to say

	Please see Q7

	not say

	Office databases and other systems are unreliable and some customers do not have digital access

	there are still colleagues that struggle to use the technology on a daily basis. it would be great if all the visit forms could be put in electronic format and they can be accessed from a tablet, let's say, and presented to the farmer/operator at the end of the visit to sign off on it. it would be a great improvement and reduction of the time spent generating copies, then fill/sign, the scan, then submit and eventually generate another hard copy for the other party.

	Paper use is more habitual for some than for others. The 'need' to print is also interpreted differently by some staff, e.g. some staff feel the need to print important/useful information in addition to saving it electronically.

	Sometimes the system goes down for no reason.

	May be a generation thing as some of our farming customers may still prefer paper to on-line services. Might be the reason why none of our services on GOV.UK, including AGO charging are interactive services yet.

	prefer not to say

	I think some would question their ability in using a computer. In our office we often have connection issues and technical issues with our computers. Some I feel are happy using paper

	.

	our technology sucks

	prefer not to say

	As stated earlier Some stakeholders still require hard copy documents

	I have this opinion because of the experiences I have had in the costumers visits

	Customers and some stakeholders rely on hard copies of documents.

	Making notes on maps while being on a farm is quite inexpensive in paper. Taking a tablet to a farm might be received poorly by the farmer.

	It is tying all the Admin departments functions together seamlessly.

	Sometimes easier on the eyes to sit with a paper document. Sometimes a paper document is useful to make notes/amendments on, etc. Different systems in use sometimes means that you can't cut & paste between them - therefore need to print to obtain the data to input on the other system, can be substantial pieces of data. Sometimes, if the document has been scanned on & is hand-written it is more legible once printed, etc.

	Prefer not to say

	not to say

	prefer not to say

	Mixture of abilities of staff, limiting technology & cost implications hinder

	Health and safety difficulties for working on computers long term

	Se reasoning on Q7.

	N/A

	As stated before, most people don't really think about taking care of the environment and for them printing is an easy option.

	We are working towards a paperless office, only the stakeholders we work with that submit post & other paper documents.

	Self explanatory

	prefer not to say

	Some customers do not use technology so still need to print documents and post.

	N/A

	Larger screened laptops would be needed if office went paperless to avoid straining your eyes

	similar reasoning to question 7.

	Some staff lack a degree of confidence in using the systems we have in place.

	Prefer not to say

	prefer not to say

	I feel like all these are barriers, which will be problematic to a policy like this.
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Q11 - Please expand your reasoning for your Q10 answer selection in the comment box below. (If you prefer not to say, please put that)

	Please expand your reasoning for your Q10 answer selection in the comment box below. (If you prefer not to say, please put that)

	Better for the environment

	More efficient customer service, huge savings on resource if test charts were completed electronically and less room for error

	I'd like to reduce the amount of physical paperwork although I think it would be impossible to be completely paperwork as it would rely on other organisations and customers have the technology and knowledge - I'd love to get rid of all the unnecessary printing and all the posters and leaflets which end up being binned

	Some paper will always be required e.g. note books for evidence and is better on paper copies

	Prefer not to say

	For the reasons in Q7. We could however see what processes could be implemented in a paperless fashion. And appropriate technology and training would need to be provided.

	greater data security with less confidential waste, more ability to home or remote work, especially relevant in contingency scenarios

	not to say

	If the databases etc a correctly used a paperless system is much more efficient as everyone can view documents etc when required without having to hunt them down

	the reduction in usage of ABP forms for the visits by putting them onto the FSM app it showed that it could be done. yes, there were a lot of complaints about this, maybe because the system was still learning how we work. it could be easily extended to other work areas too.

	I feel it is an important state to aspire to, although there will be some obstacles.

	It's a natural progression and we have the technology to do it.

	provides more flexible working options, also there are cost and environmental benefits

	Getting used to not printing any larger documents to read - as I don't want to use my home printer. Always used to prefer being able to highlight and scribble on paper but as a result my locker at the office is now full of 'junk' I no longer need!!!

	There really is no need for the wasteful use of paper.

	I would always like to have a paper copy in front of me rather than just relying on using screens. I feel more confident with a paper copy of avoiding errors

	I prefer working off both paper and computer. I would be willing to cut down on the number of documents printed but still feel that there is a need to be able to print certain pieces of work.

	better for environment

	environmentally friendly, more flexibility where you work.

	Data security, ease of sharing and reduced storage

	Facilitate home working + obvious environmental benefits

	I think it's environmental friendly

	The complete change to paperless worker would require not only my adjustments but adjustment of the parties who work closely with us.

	If things go wrong as they do on a regular basis in my office then at least you know that you have some sort of back up

	In the future, it would be nice to do everything on a screen

	As an older person who had no computer training at school, for me its my own inadequacies.  I have work in UKBF in a paperless office, which worked very well.  However, the systems were more user friendly than our current system which seems quite antiquated.

	For some of the reasons in Q9 plus I don't believe any office will be completely paperless.

	The same as Q6

	Prefer not to say

	less hassle, job can be done quicker

	environment friendly option

	Greater efficiency & reduced environmental impact.

	Better for the environment in the long term

	In most cases, paper copies of the documents can be avoided and it would save some environmental impact.

	Could be easier to not to be dependent on the printer. Work can be easily done from home.

	I would love it to be paperless and plastics free!!!!

	I think it is the future if we are to protect the world we live in.

	Many environmental benefits

	working for a government agency who should promote this

	To save trees.

	N/A

	Would make it easier to work from home

	Yes, but there will be many obstacles during the way, many chances will have to happen.

	n/a

	Would be better for the environment.

	Save time and resource

	prefer not to say

	Paper requires you to be office bound and does not allow you to work freely. It also takes time waiting for printouts.
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Q13 - Please expand your reasoning for your Q12 answer selection in the comment box below. (If you prefer not to say, please put that)

	Please expand your reasoning for your Q12 answer selection in the comment box below. (If you prefer not to say, please put that)

	Maybe not directly within the office, but for field staff performing visits - definitely.

	In this day and age we should be able to work without paper

	Signed official documents

	As above letter will always be require e.g. notices of non-compliance

	Prefer not to say

	I appreciate there are areas of work that could benefit from going paperless in an effective way.

	some stakeholders still require it - but they are a minority now

	soon or later the job will be remote, so people will not be able to print too many things

	More and more people work in virtual teams in geographically separate locations which makes paper ineffectual

	paper usage should be drastically reduced, because it's easily done with a bit of will. I’m bringing up again the tablet usage (although has to be considered the carbon print in manufacturing those): i use a tablet with an e-pen for takig notes. i would expect the older generations to have some comments and resistance towards them. i also use a notebook with reusable pages and a special pen. after i finished all available pages, i simply wipe them with damp cloth, let dry, and it's ready to use again. content could be scanned using a phone app.

	Paper should be reserved for exceptional circumstances and the event of technical difficulties. However, we will always need to be flexible to customer demands to a point.

	There may be a need to sometime print documents out to be filed away for backup purposes

	I think this will reduce over time - it certainly has reduced significantly over the last 10 years

	As mentioned before, will depend on getting customers used to on-line services more so than staff and depends on any legal aspects regarding official documents.

	Only a small amount though.

	I feel paper always has a future. Having a paper copy in your hands gives me more confidence in what I am doing

	..

	.

	Certain documents - regulation and legal purposes

	As the tech is becoming more common in daily use it will become the default option

	I think there will be a moment when everybody will have technology enough to work without paper

	As mentioned before - on numerous occasions our customers rely on hard copies of documents.

	It will do until IT is foolproof and ultimately reliable

	There always be a need to use paper when sending samples or packages so that they have a easy to access copy.

	Paper is always good for notes, especially on the phone.  Or when the system is down to record tasks when the computer returns.

	SEE Q9 plus some end users ie. in our case farmers, are not very computer literate or even have access to a computer or printer plus many people, computer literate/accessible or not often want a paper hardcopy for their records.

	Prefer not to say

	some procedures needs to be reviewed to get rid off the paper

	save few trees

	As Q12 - Greater efficiency & reduced environmental impact.

	Yes but only if interface gets better

	The lack of resources for all field staff to have electronic devices to collect farmer signatures and the need of leaving proof on farms of our visits.

	Financial difficulties to switch to paperless.

	We can use emails for everything we do

	Only for a small number of reasons. Notices etc

	Minimal use

	I think that there are circumstances where paper still has a place albeit limited and decreasing

	I believe that although we can cut down on our paper use, there will always be something that needs to be printed.

	N/A

	Some paper items would still need to be stored in line with Government guidelines

	prefer not to say

	Until we are fully and our customers are fully paperless then for now we need to continue with the paper option.

	I think use of other more sustainable products should be used if a worker wishes to write. E.g. mini whiteboards to make notes.

	Some documents need the human touch

	prefer not to say

	For the near future, i believe i does because some customers are unable to access forms of technology that make it easier to go paperless.



Appendix Results 23

Appendix Results 24



Age as a percentage
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Q1: Would you consider yourself to be a paperless worker?	
No	Yes	I am unsure what a paperless worker is.	42.0	13.0	1.0	


Percent	
Q1: Would you consider yourself to be a paperless worker?	
No	Yes	I am unsure what a paperless worker is.	0.745454545454545	0.236363636363636	0.0181818181818182	

Q2: Have you heard of the term paperless office?	

Yes	No	50.0	6.0	


Percent	
Q2: Have you heard of the term paperless office?	
Yes	No	0.892857142857143	0.107142857142857	

Q3: How often do you print documents?	
Sometimes	Never	Most of the time	Always	About half the time	31.0	1.0	12.0	1.0	11.0	


Percent	
Q3: How often do you print documents?	

Sometimes	Never	Most of the time	Always	About half the time	0.553571428571429	0.0178571428571429	0.214285714285714	0.0178571428571429	0.196428571428571	

Q4: Do you prefer to work on a paper copy or an e-copy?	
Prefer to work on paper	Prefer to work on an E-copy	No preference	23.0	17.0	16.0	


Percent	
Q4: Do you prefer to work on a paper copy or an e-copy?	
Prefer to work on paper	Prefer to work on an E-copy	No preference	0.410714285714286	0.303571428571429	0.285714285714286	

Q5: Do you feel confident in using a computer?	
Confident	Extremely confident	Slightly confident	Not so confident	33.0	18.0	4.0	1.0	



Percent	
Q5: Do you feel confident in using a computer?	
Confident	Extremely confident	Slightly confident	Not so confident	0.589285714285714	0.321428571428571	0.0714285714285714	0.0178571428571429	

Q6: If a paperless office policy were to be implemented into your office now, do you think it would be easy for the office to support it?	
Slightly difficult	Moderately easy	Moderately difficult	Slightly easy	Extremely difficult	Extremely easy	19.0	13.0	9.0	7.0	5.0	3.0	



Percent	
Q6: If a paperless office policy were to be implemented into your office now, do you think it would be easy for the office to support it?	

Slightly difficult	Moderately easy	Moderately difficult	Slightly easy	Extremely difficult	Extremely easy	0.339285714285714	0.232142857142857	0.160714285714286	0.125	0.0892857142857143	0.0535714285714286	

Q8: In a study conducted by Orantes-Jimenez et al (2015), it wasnoted that these were some of the obsta - Selected Choice	
The need to print	Technical difficulties	Paper use has become habitual	 Internet connection issues	 Lack of confidence in computer use	Lack of computer knowledge	 Initial cost to implement new technologies	The need for constant training	 Constant system updates	 Constant use of the computer	 If other, please state below	No foreseen obstacles	 Unable to comment	36.0	33.0	27.0	21.0	19.0	16.0	14.0	12.0	11.0	8.0	7.0	1.0	0.0	


Percent	
Q8: In a study conducted by Orantes-Jimenez et al (2015), it wasnoted that these were some of the obsta - Selected Choice	
Selected The need to print	Selected Technical difficulties	Selected Paper use has become habitual	Selected Internet connection issues	Selected Lack of confidence in computer use	Selected Lack of computer knowledge	Selected Initial cost to implement new technologies	Selected The need for constant training	Selected Constant system updates	Selected Constant use of the computer	Selected If other, please state below	Selected No foreseen obstacles	Selected Unable to comment	0.642857142857143	0.589285714285714	0.482142857142857	0.375	0.339285714285714	0.285714285714286	0.25	0.214285714285714	0.196428571428571	0.142857142857143	0.125	0.0178571428571429	0.0	



Q10: In the future, would you like to be a paperless office worker?	
Selected Yes	Selected No	Selected I am unsure what a paperless office worker is.	45.0	10.0	1.0	



Percent	
Q10: In the future, would you like to be a paperless office worker?	
Selected Yes	Selected No	Selected I am unsure what a paperless office worker is.	0.803571428571429	0.178571428571429	0.0178571428571429	

Q12: Do you think the use of paper still has a future within an office environment?	
Yes	No	43.0	13.0	



Percent	
Q12: Do you think the use of paper still has a future within an office environment?	[PERCENTAGE]

Yes	No	0.767857142857143	0.232142857142857	

Q14: Age	
35 - 44	25 - 34	45 - 54	55 - 64	18 - 24	Prefer not to say	65 - 74	20.0	12.0	11.0	8.0	2.0	2.0	1.0	



Percent	
Q14: Age	3.6%
3.6%

35 - 44	25 - 34	45 - 54	55 - 64	18 - 24	Prefer not to say	65 - 74	0.357142857142857	0.214285714285714	0.196428571428571	0.142857142857143	0.0357142857142857	0.0357142857142857	0.0178571428571429	
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