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Administrative Guidelines 
 Develop and maintain a Green Fund whereby savings achieved through Energy 

Conservation are directed towards future energy conservation and sustainability 
initiatives  

 Set long term fossil carbon reduction goals that align with the recommendations of 
government and advisory panels like the UN IPCC 

Effective Energy Conservation Practices in Schools/Sites 

Collaboration  
 Brainstorm energy conservation initiatives and collectively decide on your school’s 

priorities 
 Ensure your project team has representation from all site-based stakeholders 
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Leadership
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Appendix 1 – Practical Actions that Conserve Energy 

 
 Turn Out the Lights - Lighting is one of the largest users of energy in our facilities. By 

turning out the lights when a room is unoccupied, the school/site can save money.  
o Develop a school/site policy to turn off lights whenever an area is unoccupied, 

including classrooms, copy rooms and conference rooms  

o As a general rule, fluorescent lights should be turned out any time a room is 
going to be unoccupied for 15 minutes or longer. Inefficient incandescent lights 

should be turned out any time they are not required.  
o Use approved stickers or other prompts to remind people to turn off lights when 



 
 
 
      

Adopted: 06 June 2011 

Administrative Guidelines 
o Unplug all unnecessary electrical equipment such as coffee makers, microwaves, 

VCRs, and chargers for laptops and cell phones. They still draw electrical power 
even when turned off.1  

o When you leave for extended breaks, empty refrigerators and unplug them from 
the wall outlet.  Be sure to leave the door open to air it out. 

 Take the stairs rather than the elevator where applicable/possible 

 Use energy efficient settings on dishwashers (e.g. air dry). Wait until there is a full load 
before running the dishwasher.  
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