Resource Conservation Management

Guidelines for Building Occupants

The following are some things you can do as an occupant of our building to help save money by reducing operating costs.  These suggestions are part of a larger series of measures being implemented to enhance resource use efficiency.  Can you think of more to add to this list?  If so, offer your suggestions to 



, Resource Conservation Manager (RCM).

Building Envelope

 FORMCHECKBOX 

1. Leave doors and windows closed during the heating and cooling seasons.

 FORMCHECKBOX 

2. On hot days use blinds, shades, and draperies on the sunny side of your rooms to help keep your building cool.

 FORMCHECKBOX 

3. If possible, on cold days move desks and work stations away from drafty areas and cold surfaces such as non-insulated walls, windows, etc.

 FORMCHECKBOX 

4. At the end of the day, close drapes to reduce heat loss at night, weekends and holidays.

 FORMCHECKBOX 

5. _____________________________________________________________________

 FORMCHECKBOX 

6. _____________________________________________________________________

Lighting

 FORMCHECKBOX 

1. Turn lights out when you are the last one to leave a room.  If you are gone for more than two minutes, turn out the lights except in rooms that have lighting requiring a warm-up period (such as a gym).  Let the building operator or other authorized staff operate those lighting systems.

 FORMCHECKBOX 

2. Initiate light turn-off programs to ensure that lights are not on in unoccupied areas.  Use students to form “energy patrols” to check unoccupied rooms and turn out lights.

 FORMCHECKBOX 

3. Wherever possible, use a task light instead of the overhead lighting.  Use task lights and turn out the room lights when working alone in a room.

 FORMCHECKBOX 

4. Use daylighting when available.  Turn out the set of lights near the window if there is enough daylight.

 FORMCHECKBOX 

5. _____________________________________________________________________

 FORMCHECKBOX 

6. _____________________________________________________________________

Heating, ventilation and air conditioning (HVAC)

 FORMCHECKBOX 

1. Don’t adjust the thermostat unless specifically authorized to do so.  If you are having comfort problems, contact the building operator.  Tampering with programmable thermostats may cause the system to operate excessively during unoccupied periods.

 FORMCHECKBOX 

2. Use a small portable heater when occupying a room during off-hours.  Make sure to unplug the heater when you leave.  Read and follow the instructions on the heater.

 FORMCHECKBOX 

3. If you use an over-ride switch on a thermostat to receive heating and cooling during off hours, make sure you are using the system properly.  Ask your building operator how it works and find out how much of the building is activated by that switch.  You may be able to use a room that limits the amount of energy used.

 FORMCHECKBOX 

4. In the summer wear lighter clothing and in the winter wear sweaters.  Follow the temperature guidelines set by the RCM program.  Your building operator knows those temperature settings.

 FORMCHECKBOX 

5. ____________________________________________________________________

 FORMCHECKBOX 

6. ____________________________________________________________________

Plug-in Items

 FORMCHECKBOX 

1. At the end of each workday, turn off computers, printers, copiers, coffeepots and other equipment that require a warm-up period.  Turn this equipment off sooner if no additional use is expected.

 FORMCHECKBOX 

2. After each use, turn off typewriters, task lights, and other equipment that does not have a warm-up period.

 FORMCHECKBOX 

3. Reduce the use of resistance-type electric equipment, like space heaters.  If you are using a portable heater, unplug it when not in use. Turn it off if you think you will be away from your work area for an extended amount of time.

 FORMCHECKBOX 

4. Eliminate unnecessary hot plates, coffeepots, etc. and limit the use of the remaining ones.

 FORMCHECKBOX 

5. ____________________________________________________________________

 FORMCHECKBOX 

6. ____________________________________________________________________

Water

 FORMCHECKBOX 

1. At the sink and in the shower, use water sparingly.  Don’t let the water run when not in use.  Use low flows to wash and turn off water immediately after you are done.

 FORMCHECKBOX 

2. Report any leaks you may see or other water problems (toilets running, sprinklers that water sidewalks, etc.) to the building operator.

 FORMCHECKBOX 

3. ____________________________________________________________________

 FORMCHECKBOX 

4. ____________________________________________________________________

Paper

 FORMCHECKBOX 

1. Use recycled paper.

 FORMCHECKBOX 

2. Use paper sparingly (copy paper, printer paper, paper towels, etc.).  Try to “double side” copies when photocopying materials. Use electronic communications and data storage when ever possible, instead of paper.

 FORMCHECKBOX 

3. Get off unwanted junk mailing lists.

 FORMCHECKBOX 

4. Reuse, then recycle!  Reuse of paper is better than recycling.  Paper printed on only one side could be used for note pads, draft copies, coloring by children (many daycares can use the paper), when printed on only one side.

 FORMCHECKBOX 

5. Give old magazines and books to senior centers, hospitals, schools, charities, etc.

 FORMCHECKBOX 

6. Use recycling bins.  Place a paper recycle container near your workspace. Separate paper (i.e. white paper, newspaper, cardboard) for maximum recycling benefit.

 FORMCHECKBOX 

7. When you recycle milk or juice cartons, rinse them first (if available).  Milk and juice cartons are premium paper for recycling

 FORMCHECKBOX 

8. Bring a coffee cup to work instead of using disposable cups.

 FORMCHECKBOX 

9. ____________________________________________________________________

 FORMCHECKBOX 

10. ____________________________________________________________________

Other Recycling

 FORMCHECKBOX 

1. Rinse cans, glass and plastic before depositing them in the recycle bins.  Do not break the glass containers when recycling.

 FORMCHECKBOX 

2. Reuse containers when possible.  Many daycares and primary grades will use clean plastic bottles, egg cartons, toilet paper rolls, and other items for art projects.

 FORMCHECKBOX 

3. For more information on recycling, call 1-800-RECYCLE.

 FORMCHECKBOX 

4. ____________________________________________________________________

 FORMCHECKBOX 

5. ____________________________________________________________________

Garbage

 FORMCHECKBOX 

1. Use recycle bins whenever possible.

 FORMCHECKBOX 

2. Use compost bins, if available.  Don’t put meat or dairy products in compost bins.  These do not compost well and may hinder the composting process.

 FORMCHECKBOX 

3. Limit garbage and recycling by using re-useable containers.  Lunches and snacks stored in reusable containers provide the best option for “no waste or recycling”.

 FORMCHECKBOX 

4. Avoid buying products that have excess packaging.

 FORMCHECKBOX 

5. Buy reusable, not disposable, products.  When buying items think about the amount of waste that will result and what parts could be recycled.  It is best to limit both waste and recycling in your purchasing options.  Buying bulk and utilizing reusable containers and bags works best.

 FORMCHECKBOX 

6. ____________________________________________________________________

 FORMCHECKBOX 

7. ____________________________________________________________________
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