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Unlocking the UK’s 
‘Daily Savings Time’



Overview
Every year, Brits lose an hour as the clocks go forward for British Summer Time. However, 
losing an hour out of the day pales in comparison to the fact that businesses are losing an 
average of two hours of UK workers’ time every workday. 

By working smarter, cutting out archaic communications methods, and embracing the cloud, 
UK workers could regain this lost time over the course of their working day, and even find 
additional time to be productive. 

To take a closer look at what this means for both businesses and UK workers, we’ve 
teamed up with the UK’s leading time saving expert and author of the popular book Time 
Management for Dummies, Clare Evans, to produce a report on the power of regaining your 
Daily Savings Time, i.e. the time left after unnecessary tasks and inefficient processes are 
removed from the workday.

2network  workfront.com   telephone2  + 1 866 441 0001   telephone2  +44 [0] 1256 807352

http://workfront.com


Introduction
The last Sunday in March is when the UK switches from Greenwich Mean Time to British 
Summer Time with the loss of one hour as the clocks move forward, giving less daylight in 
the mornings and lighter evenings—also known as Daylight Savings Time (DST).

While the loss of one hour as the clocks change results in one hour less sleep. It doesn’t 
have a direct impact on the working day as the clocks move forward at 1am on a Sunday.

However, many businesses are regularly losing at least two hours a day, every day for 
every employee as a result of wasted time and poor time management skills. These lost 
hours are costing business millions of pounds every year.

The larger the company, and the more diverse the teams, the greater the opportunity for 
time-wasting and reduced productivity. It also creates poor communication and greater 
demands on resources.

The digital world has created an even more complex and connected work environment. 
There is a need for the right tools and applications to ensure productivity, good 
communication, and collaboration across multiple teams in diverse locations and across 
different timezones.

There is a constant need to find time for project work over and above day-to-day work. 
Employees already have a busy workload, feel overloaded, and often underestimate time 
needed to complete tasks—which has an impact on their productivity.

Employers need to be able to understand and manage their workforce and resources to 
ensure they have the right tools and technology in place to enable them to stay engaged 
and for the business to remain competitive.
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What is Daily Savings Time?
As the UK loses an hour switching to British Summer Time, let’s introduce the concept of 
Daily Savings Time (DST). How can workers regain the lost hour? By improving the way 
employees work.

Saving just an hour a day adds up. On average employees are wasting 11.4 hours a week at 
a cost of £11,225 per employee per year.1

Multiply this for every employee across a business, and the actual cost of time wasted runs 
into millions of lost hours and pounds.

On average employees are wasting 11.4 hours a 
week at a cost of £11,225 per employee per year1
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Today’s tools and technology, while enabling companies to stay connected, 
streamline processes, and improve efficiency, can also be a major source of 
distraction, interrupt workflow, waste time, and actually reduce productivity 
and efficiency.

The expectation to be more collaborative and to communicate in real-time 
has created a more fractured working environment with added demands from 
multiple sources. 

Less than 60% of the working day is spent productively. In an average 37.5 
hour week only 22.5 hours are productive. Time wasted or time spent being 
unproductive = 15 hours a week.2 

The top productivity killers found in today’s digitally driven 
office environment are: 

1	Meetings

Busy professionals attend an average of 60 meetings a month, and 
managers think 30% of their time in meetings is wasted. In-person 
meetings take up more time, including travel and cost, more than 
virtual meetings.

One company spent over 300,000 hours a year in weekly meetings.3 
Pre-meeting preparation averages an extra hour in addition to the 
meeting time itself. Follow-ups and actions all add time needed around 
every meeting.

Impromptu, drop-by meetings are also a productivity killer for 40% 
of workers.

What stops UK workers and 
businesses from achieving their 
Daily Savings Time?

Less than 60% of the day is 
spent productively

60+40+D60%

Impromptu, drop-by meetings 
are also a productivity killer 
for 40% of workers

40+60+D40%
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2	 Email 

While email is useful for communication and exchanging information, over 2 million 
emails are sent every second. It’s also a major source of wasted time for the office 
worker with an average of 300+ business emails received every week—many senior 
managers and execs send and receive over 122 emails per day.4

Two-thirds of employees check their email several times a day, and most will be 
checking personal email during work time, too. Smartphones and tablets mean 62% 
of workers are also checking their email while at home or on holiday.

Workers spend 4 hours a day checking and managing their email—50% of their 
working day, although only 14% of emails are likely to be crucial to their work.

Smartphones and tablets mean 62% 
of workers are also checking their 
email while at home or on holiday
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3	 Distractions and Interruptions

The variety of digital technologies now used in the modern 
workplace has increased demands for attention and the ways in 
which workers can be distracted or interrupted during their workday.

According to a Basex Study5—a staggering 2.1 hours per worker 
per day are wasted as a result of distractions and interruptions in 
the workplace, whether it’s colleagues dropping by for a quick chat, 
asking “Have you got a minute?”, or email alerts.

Every time an interruption takes place, it takes several minutes to 
return to the original task. Workers are wasting 28% of their day6 
being distracted, and 80% of interruptions are trivial. 
 

4	 Poor systems and processes

Changing priorities, lack of planning, diverse teams, or limited 
resources result in over 56% of workers feeling overwhelmed. Too 
many interruptions create a major source of stress for 37% of workers.

Constantly changing priorities, lack of resources, the demand of 
deadlines, and the need to work overtime impacts productivity.

Systems and tools that are outdated, out of sync, or not connected 
across multiple, diverse teams create work chaos. This leads to a 
breakdown in communications and further stress and confusion, 
resulting in 37% of workers spending time fixing problems.

Although most workers rely on their computers for their day-to-
day tasks, manual processing of paperwork or re-entering data 
is not completely a thing of the past and is costing UK business a 
staggering £15 billion a year.7

Fifty-seven percent of office workers spend an hour a day 
looking for missing documents, and 20% then have to recreate 
them when they’re not found.8

80% of interruptions are trivial

80+20+D80%

Changing priorities, lack of 
planning, diverse teams, or 
limited resources result in 
over 56% of workers feeling 
overwhelmed

56+44+D56%
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Six key ways for 
office workers to 
achieve their DST

Read on to learn six 
simple ways to achieve 
a Daily Savings Time of 
one hour or more.
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1	 Reduce the number of meetings held every year by 30% and save 
200 hours per employee.

Tips:

• Only attend meetings that are important, necessary, have a clear objective and 
outcomes, and will add value.

• Ensure the right people are present, (e.g. decision-makers, action-takers).

• No agenda, no meeting. Keep meetings to time and stay on topic.

• Avoid back-to-back meetings. They’re time-consuming and stressful.

• Allow travel and follow-up time between meetings.

• Block out time before and after each meeting to allow for planning and 
preparation and travel, as well as for follow-up and actions. 

2	 Take control of email by managing your inbox and regain an hour  
a day.

Email has a major impact on productivity and the amount of time employees spend 
reading and dealing with email on a daily basis.

Tips: 

• Switch off all email alerts.

• Only check your emails two or 
three times a day.

• Avoid checking email first thing 
in the morning, complete an 
important task first.

• Set aside a specific time to read 
and respond to email 15-20 
minutes at a time. 

• Do it, delegate it, dump it. Don’t 
keep coming back to an email.

• Flag an email to action later.

• Use folders and filters to sort 
and prioritise incoming email.

• Create short, clear and  
effective emails:

 ✓ Only send to the person/
people who need to read it.

 ✓ Use an appropriate subject, 
change if needed.

 ✓ Avoid ‘Reply All’ if it’s not 
required.

 ✓ Use templates for 
frequently used responses.

 ✓ Add attachments to avoid 
long, hard-to-read emails.

 ✓ Pick up the phone if you 
need an urgent/quick 
response.
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3	 Reduce distractions and interruptions to regain 2.1 hours a day.

When you get distracted or interrupted, decide whether the interruption is more 
important than the task you’re currently working on.

Tips: 

• Prioritise interruptions and 
either deal with it or get 
back to your current task.

• Stay focused on one task 
at a time. Distractions can 
occur when attempting to 
multi-task or work on two or 
more things at a time. 

• Switch off phones and 
mobiles. Let them go 
through to voicemail (unless 
you’re expecting an urgent 
call) and reply to missed 
calls and messages later.

• Set a time limit on the 
source of the distraction 
or interruption (email, call, 
person) to deal with it or 
reschedule and get back on 
track.

• Close the office door to 
avoid being disturbed by 
impromptu drop-ins.

• Work elsewhere away 
from the usual source of 
distraction. Find a meeting 
room, a coffee shop, or work 
from home for the day. 

4	 Set aside a few minutes each and every day to plan. Focus on the 
right things and be more productive.

Prioritise and work on what’s important rather than reacting to what’s urgent or 
wasting time on unimportant tasks that are not part of a business goal or objective.

Tips: 

• Plan ahead to be reminded 
of up-coming meetings, 
project deadlines, and future 
appointments.

• Use one diary and block out 
time for working on tasks, as 
well as meetings.

• Only plan what you can 
achieve in a day. 

• Take regular breaks—
productivity decreases the 
longer you work.

• Be flexible. If something 
comes up, adjust your plan 
for changing priorities if 
appropriate.
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5	 Create clear boundaries and expectations. Technology has 
blurred boundaries between work and home. We how have 24/7 
connectivity to the office. Work expands to fill the time available.

Flexible working allows for a better work/life balance but can increase the number of 
hours spent working, which can have a negative impact on productivity and stress levels.

Protect personal time by creating boundaries and expectations around the workday.

Tips: 

• Set a regular start and end 
time to the working day.

• Agree or decide on 
expected response times 
for email and phone calls. 
 

• Switch off or don’t respond 
to work phone/email 
outside of work hours.

• Don’t take on more work 
than you can deal with.

• Say ‘no.’ 

6	 Use cloud-based collaboration solutions to save time and increase 
productivity.

By making use of cloud-based applications and enterprise management work 
systems like Workfront, businesses can save significant amounts of time and greatly 
increase efficiency and productivity.

With the right tools and solutions for the whole business, teams are able to better 
manage resources and workflow. Management, communication, and collaboration 
across teams increase and less time is wasted.

• Spend less time in status 
update and reporting 
meetings.

• Send fewer emails.

• Avoid distractions.

• Reduce the need for 

interruptions.

• Improve analysis and 
reporting.

• Eliminate manual processes.

• Access documents and files 
readily online.

A single solution across the organisation ensures all departments and teams, 
wherever they’re located, have access to the right data, information, and status 
updates when they need them.

Businesses benefit from better planning and decision-making. Improved processes 
and streamlined workflow, using online, integrated solutions, increase productivity, 
quality of work, and project deliverability.

A happier, more productive workforce reduces staff turnover, and the associated 
recruitment costs, and the need to recruit additional staff to complete the work or 
deliver projects on time.
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DST of 1 hour every day, per employee 
would result in annual savings of £3,728 
per employee

How to calculate DST
Information used to calculate Daily Savings Time (DST) savings and costs

Average UK Salary £27,600

Average hourly rate £16

Standard working week9

Working days (excluding Holiday and Bank Holidays)  37.5 hours

Working hours 1650

Average working week 37.5 hours

Weeks a year 44

DST of one hour every day, per employee would result in a potential 
saving of £3,728 for every employee over the course of a year. 

Work out on your own DST by calculating your hourly rate and then multiply this by how much 
time you spend in meetings, dealing with email, or getting distracted/interrupted each day.
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Conclusion
The impact on worker productivity the use of inefficient systems and processes and are 
resulting in millions of hours being lost to UK businesses every year.

The direct impact of meetings and email alone can take up 50% of the working day. 
Implementing a cloud-based work management system such as Workfront can reduce 
internal email by 48% and meetings by 25% and improve productivity across the whole 
organisation.

If every worker achieved just one hour of Daily Savings Time, UK business could recover 
the cost in improved productivity, greater efficiency, reduced overtime, and the need for 
additional resources.

About the Author

Clare Evans is a Personal & Business Coach who works with 
organisations, teams, and individuals to improve their Time 
Management & Productivity skills. She is the author of Time 
Management For Dummies and is a regular contributor and 
writes articles for the National press and online.

With a background in IT, she appreciates the benefit digital 
technology can bring to improving productivity when it’s 
used effectively.
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About Workfront

Workfront is a cloud-based Enterprise Work Management solution 
that helps marketing, IT, and other enterprise teams conquer 
the chaos of excessive email, redundant status meetings, and 
disconnected tools.

Unlike other tools, Workfront Management Software is a centralized, 
easy-to-adopt solution for managing and collaborating on all types 
of work through the entire work lifecycle, which improves team 
productivity and executive visibility. Workfront is trusted by thousands 
of global enterprises, like Cars.com, Cisco Systems, Comcast, 
iProspect, Schneider Electric and Trek. 

To learn more, visit www.workfront.com or follow them on Twitter @
Workfront_Inc.

workfront.com
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